Notice Date:
May 18, 1998

Subject:
Correspondence Management Issues

Please be advised of the following:

1.  Barbara Shields resigned from NASA HQ on Friday, May 15. Effective immediately and until further notice:

a.  Submit all closeouts to the assigned/cognizant code Analyst.

b.  For assistance regarding action items, including requests for copies or research should be directed to the assigned/cognizant code Analyst.

2.  Process/Procedures for Requests for Administrator Letterhead (Please note that Administrative Letterhead is a restricted item.)  

a.  With the demise of the onsite HQ Supply Service Center, Code CIC (Teresa Grimes/Bridget Fenner) has been identified to serve as the OPR (Office of Primary Responsibility/Owner) for the ordering of stock and issuance of Administrative Letterhead that will be supported by the GSFC Warehouse.  

b.  Each single letter code is requested to submit the name of a Primary and Alternative for requesting a supply of Administrative Letterhead to Code CIC/Fenner no later than Friday, May 22.  (CIC/Fenner will maintain the list and will also monitor the amount of letterhead being requested for check and balance purposes.)

c.  Codes requesting a supply of Administrative Letterhead must complete a GSFC Form 20-7 and submit it to CIC/Fenner for approval.  Upon approval, CIC/Fenner will return the request to the Code for forwarding to GSFC.

d.  Codes submitting a request (GSFC Form 20-7) directly to GSFC without obtaining CIC approval, will not be filled and will be returned by GSFC reminding the requestor that the form must be approved by CIC/Fenner.

Thanks for your cooperation.  

