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HEADQUARTERS

AMERICAN VOLUNTEER RESERVE

16111 Plummer Street, Building #22, Box #63

Sepulveda, California 91343

POLICY LETTER #101

DATE:  
11 September 2005

SUBJECT:
Official Correspondence

FROM:   
AVR-CS

TO:   

Brigade Commanders; Commander, Recruiting Command

1. Due to the exceptionally high volume of e-mail traffic, it is necessary to establish  

      procedures concerning official correspondence to this headquarters.

2. Rules:

a. All official correspondence, such as e-mail or other written correspondence, will be sent through command channels.

b. No courtesy copy (cc:) or informational copy is to be furnished to anyone.

c. Intermediate commanders may:

1) Return correspondence to sender without action; or

2) Forward correspondence, either recommending approval or disapproval, with comments, to the next higher headquarters for consideration.

3. Correspondence not complying with these rules will be considered to be  unofficial correspondence. Hence, this headquarters will not respond to them.

FOR THE COMMANDING GENERAL

William H. Holland
LTC, AG, AVR

Acting Chief of Staff

