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CORRESPONDENCE TRACKING WORKSHEET
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B 1 - INCOMING

Date Correspondence
Received (YY/MMDD) _¥/ 1 0¥ | 2/
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ROUTE TO: ACTION DISPOSITION
Tracking Type Completion
Action Date of Date
Office/Agency (Staff Name) Code YY/MM/DD Response Code  YY/MM/DD
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Referral Note: M&Mﬁgﬁﬂ%

_ [ o I
Referral Note:
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Referral Note:
_ / / _ / /
Referral Note:
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Referral Note:
ACTION CODES: DISPOSITION CODES:
A - Appropriate Action | - info Copy/No Action Necessary A - Answered C - Completed
C - Comments R - Direct Reply w/Copy B - Non-Special Referral S - Suspended
D - Draft Response S - For Signature -
F - Fact Sheet X - Interim Reply
FOR OUTGOING CORRESPONDENCE:
Type of Response = Initials of Signer
Code A"

-

Completion Date = Date of Outgoing

Comments:

Keep this worksheet attached to the original incoming letter.
Send all routing updates to Central Reference (Room 75, OEOB).
Always return completed correspondence record to Central Files.

Refer questions about the correspondence tracking system to Central Reference, ext. 2590.
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CLASSIFICATION SECTION

Media: i Individual Godes: S4B . _
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PRESIDENTIAL REPLY

Code Date Comment Form
cC __ _ Time: P-
DSP Time: Media:
I :
SIGNATURE CODES: _ MEDIA CODES:
CPn - Presidential Correspondence
n-0 - Unknown B - Box/package
n-1 - Ronald Wilson Reagan C - Copy
n -2 - Ronald Reagan D - Official document
n-3 - Ron G - Message
n -4 - Dutch H - Handcarried
1 n-5 - Ron Reagan L - Letter
. n-6 - Ronald M- Mailgram
; n-7 - Ronnie O - Memo
P - Photo
CLn - First Lady’s Correspondence R - Report _
n-1 - Nancy Reagan S - Sealed
n-2 - Nancy T - Telegram
n-3 - V - Telephone
X - Miscellaneous
Y - Study

CBn - Presidential & First Lady’s Correspondence
n -1 - Ronald Reagan - Nancy Reagan
n-2 - Ron - Nancy












THE WHITE HOUSE

) WASHINGTON APPRUVED F
? Date. /P\@ ﬂ)

REQUEST FOR SCHEDULING RECOMMENDATION  2Pril 23, 1??%3”‘

o / Date ' GJN
mo. Red Cavaney, Lyn Nofziger

VIA: GREGORY J. NEWELL W
< 24
FROM: PATRICIA A. E. RODGERS ’

PLEASE PROVIDE YOUR RECOMMENDATION ON THE FOLLOWING
REQUEST UNDER CONSIDERATION:

EVENT: Qinquinnial! Convention of the Internatlonal Brotherhood of

Teamsters
-5
DATE: June 1
LOCATION: Las Vegas, Nevada

BACKGROUND:

RESPONSE DUE; April 28, 1981

YOUR RECOMMENDATION:

Accept Regret - Surrogate Message Other

————

IF RECOMMENDATION IS TO ACCEPT, PLEASE GIVE REASONS:
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WASHINGTON

REQUEST FOR SCHEDULING RECOMMENDATION April 23, 1981

To: Red Cavaney, Lyn Nofziger

VIA: GREGORY J. NEWELL

FROM: PATRICIA A. E. RODGERS‘~,<\/~

PLEASE PROVIDE YOUR RECOMMENDATION ON THE FOLLOWING
REQUEST UNDER CONSIDERATION:

EVENT:: Qinquinnial’' Convention of the International Brotherhood of

Teamsters
-5
DATE: June 1
LOCATION: Las Vegas, Nevada
BACKGROUND:

RESPONSE DUE: papril 28, 1981
YOUR RECOMMENDATION:
Accept Regret Surrogate Message Other

IF RECOMMENDATION IS TO ACCEPT, PLEASE GIVE REASONS:







