Notice Date:
August 9, 2001

Subject:
Office of the Administrator Daily Reading Files

Reference Mr. Stadd's memo to Officials-in-Charge of Headquarters Offices, dated 

July 26, 2001, re Weekly Activity Reports and Daily Reading Files. 

Please be advised that Code CIC has a "box" in the Code CIC suite for you to place appropriate copies of communications.  The box is identified as "Inputs for Daily Reading File."

Remember, per Enclosure 3, Section 4., we must have 2 copies of such communications, and they must be received by Code CIC no later than noon the next business day following the signature of the communications.

Please disseminate this information within your organization, as appropriate.

Thanks for your cooperation.

