CONGRESSIONALS

Congressional Correspondence (including requests from other commands for draft letters), will now be tracked using a new cover sheet and procedure. The new cover sheet may be viewed using the following link: \\northy\y\012a\012\Congressional Log\Congressional Corr cover sht.doc
Any and all Congressional Correspondence (hard copy letter, email, fax, or requests for draft responses from other commands or agencies) are to be forwarded to the XO and a copy to Code FM1 - Bob Schlichting.  FM1 will log the correspondence, attach a cover sheet for tracking and assign action codes.  The request will then be forwarded through the XO for assignment of a due date. The assigned due date is the date that the draft reply or final letter, ready for signature shall be provided to the XO before signature by the CO or release of the draft to the requesting command or agency.  A routing is provided at the bottom of the cover sheet along with space for appropriate comments as the action is passed.   The above process will not delay action on the correspondence, a copy will be retained in the applicable work center and work will begin on the response.

