. 0: Borough Superintendonts

The City cf New York
HOUSIHG AlD DEVELCPMENT ADMINISTIATION
Department of Buildings

DATE: March 30, 1970
DIRECTIVE NO. 12-1970

FROM: Jeremizh T. Walsh, Acting Director of Operations

SUBJECT:

Administraticen - Corresporidence Raports and liemeranda

Departmental liemoraandum dated August 16, 1968, on the above subject

is hereby superseded.

This directive is issued to provide a control and follow-up proced-

ure for all correspondernce received by the Borough Office of the

Department of Buildings. Correspendence is to irclude all vritten

communicaticens(mail, reports, etc.)between the employees at the

Borough Office and the public or other government agencies includ-

ing the Commissioner’s Office. The present procedure for recording

and handlirg complaints shall be continved. All cther correspond-
‘ ence shall be processed as follows.

A. Central Mail Deslk

1.

2.

L.

5.

c—

Under. the guidance of the Borough Superintendeﬁt, the Borough

‘Manager shall immediately establish and shall supervise a

Central Iail Desk. .

The Borough Manager shall designate a clerk-in-charge who shall

be recponsible for the operation of the Central Mail Desk.

All incoming 2nd outgoing correspondence for the Borough Office
shall be processed through this unit.

All incoming correspcndence shall be opened and date-timed stamp=d
and a tickler card completed. The card shall include all px~ii-
nent information to identify the piece of correspondence and sh.ii
indicate to whog it was sent for appropriate action or reply.

The tickler card system shall be maintained by the Central Mail _

Desk for all incoming correspondence. -
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