
The Citv cf New York 
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Departrnent of Buildings 

DATE~ J.:arch 30: 1970 
A DIR!::CT!VE iW. 12-1970 
W 0: B~rough Superintendents 

FROI,1: Jere:n~EJ1 T. \'lalsh, Acting Director of Operations 

SUBJECT~ Adrr1inis~ra.ticr: - Co!'respondence Rep:>::::-ts ar.d 1-'ie:::ioran::ia 

Departmental I-krnoraudum dc:lted August 16, 1968 ~ on the above subjr:,ct. 

is hereby superseded~ 

This directive is issued to proyide a con·c.rol and follow-up proced

ure:. for all correspondence received by the Borough Office o:f tte 

Department o:f Buildings. Correspcndence is to include all v.:ritten 

com...~unications(mail, reports, et.c. )between the e:rnp;I.oyees at the 

Borough Office and the public or other government agenLies includ

ing the Commissioner 1s Office. The present procedure for recording 

and handli~g complaints shall be contin~edo /µl other correspond-

- ence shall be processed as follows. 

A. Central M.:iil Desl:: 

1. Under. the guidance of the Borough Superintendent, the Borough 

VJanager shall immediately establish and shall supervise a 

Central Mail Desk. 

2. The Borough 1-1anager shall designate a clerk-in-charge who she.l:. 

be re~ponsible :for the operation of the Central Mail Desk. 

J. All incoming end outgoing correspondence for the Borough Office 

shall be processed through this unit. 

4. All incoming co:::-respcndence shall be opened and date-timed stamp,~ci 

and a tickler card completed. The card shall include all p·_c ... ··,-i -

nent inf9nnation t,o identify the piece of correspondence 2.nd sh.,_].l 

indicate to whom it was sent for approp~~~te action or reply. 
~-

5. The tickler card system shall be maintained by the Central Mail_ 

Desk for all incoming correspondenc~. 
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