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Exhibit F-2

Desk-to-Desk Memo Procedures

Hard Copy Distribution:
1.  Complete Memo for Desk to Desk Memo.
2.  Printing requests for desk-to-desk distributions must be approved by the Ms. Diane Frasier, Acting Associate Director, Office of Administration.  Ms. Frasier’s office is located at 6100 Executive Blvd., Room 6D01. Her phone extension is 301-496-4422. (There are only three specific documents which have "blanket approval" from Ms. Frasier: "Telecommunications Notes", "Public Safety News", "ORS News: To Use!")    After Ms. Frasier has approved the Desk-to-Desk memo, it the goes to the OMA AO.  
3.  Complete the printing request form (CSA) and get it signed by the AO (Debra Jenkins) - (The printing request is a DELPRO entry).
4.  Forward the approved materials to the RCB, 301 N. Stonestreet Ave., Suite 113, MSC 3340 for completion. For further information, contact (301) 496-6781.

 The Production Section can duplicate sufficient copies of small documents for desk-to-desk distribution by the Mail and Courier Services Branch ORS/DSS to all NIH employees.

Reference: http://www.nih.gov/employees/advert.htm
Electronic Version:
1.  Complete Memo for Desk to Desk Memo.

2.  Go to the following web link; https://list.nih.gov/LISTSERV_WEB/NIH-STAFF/

3.  Select the following option:  Submit a message to the NIH-STAFF list

4.  Fill out YOUR Information and if you are sending this out for someone else, then fill out the box with their information.

5.  Fill out Subject box and cut and paste the Desk to Desk Memo into the Text box.

6.  Fill in the boxes as necessary and then press continue and if you have any special instructions for this memo, address them to the nih-staff-moderators@list.nih.gov,
Generally the electronic Desk to Desk will be distributed in 24/48 hours.  
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