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Subject: Administrative Details

Body:

I received from John a copy of the filing system codes. I was wondering if there is any other information I need 

with respect to internal and external correspondance. Since the absence of an E-Mail address for Delaney has 

forced me to create a memo, some questions have arisen, for example, how should the file name be placed on 

the document? Is that a determination made by you or me? And should I routinely submit all correspondance 

(with the exception, of course of E-mail) to you or is there a certain level of stylistic completion which I should 

reach to lighten your work load? Your help is continuously appreciated.
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