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Document Summary

Ron Please ensure that any correspondence you finalize while | am gone next week (or at any time for that
matter) that it has a document summary attached. Include the doc. sum. when you photocopy (or whoever
photocopies) the letter. (you can edit the document summary while you are in your word processing
document by hitting File, Document Summary). David is very concerned that all correspondence show that it
1) has been reviewed by other personnel in the office, ie Jeremy, you, and whoever else pertinent, and 2) that
one could find the letter in the computer (that info is in doc. sum. ) should it later need to be edited.See me
(or Jeremy in my absence) for any questions on this. Thanks, Cathy
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