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Please double space and use ALL CAPITAL LETTERS.
Type within the dotted lines.
When preparing the message, do not use symbols. Use these replacements:
Instead of:
Use:
$
dollar sign.
DLRS
D L R S.
%
Instead of percent sign.
PCT
use P C T.
#
Instead of number sign.
NO.
use N O.
&
Instead of ampersand.
AND
use AND.
@
Instead of at symbol.
AT
Use AT.
PAGE
OF
PAGES
	name: 
	administrative officer/approving official: 
	message to be transmitted: 
	ICD: 
	CAN: 
	building/room: 
	telephone number: 
	date of request: 
	date approved: 
	beginning number of pages: 
	ending number of pages: 
	NIH communication use only: 
	type of message is book: 0
	type of message is single: 0
	type of message is multiple address: 0



