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Proceedures for Sending Out Letters

Please remember that our office procedures for sending out letters are:1. For David's signature Analyst/author
must initial document tracking form | must initial document tracking form Then and only then give the final to
David for a signature2. Other R&A letters Analyst/author must initial document tracking form | must initial
document tracking form (or in my absence the Team Leader) Then and only then should the final letter be
signed3. These procedures should be followed unless someone is out of the office or in the event of an
emergency. Please ask if you have any questions.PLEASE FOLLOW THESE PROCEDURES.
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