Notice Date:
July 25, 2001

Subject:
Administrator’s Letterhead

It has come to my attention that some of the Codes have been going to Code A requesting Administrator's letterhead. 

On June 8, 2001, you received an e-mail from Bridget Fenner with the stock numbers and procedures for ordering the new letterhead from GSFC (the Supply Center).  Remember, Bridget must sign the GSFC Form 20-7. 

Do not go to the Administrator's Office for letterhead and envelopes. 

If you have an emergency requirement, please contact your Correspondence Analyst, and they will try to meet your need. 

Please distribute this e-mail to all staff members within your organization to ensure that everyone is aware of this policy. 

Thanks for your cooperation. 

