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MANUAL CHECK LI ST OF HHS
ACCOUNTI NG TRANSM TTAL LETTERS

When kept current, this check list pernmits the manual user to se at a glance which transnittals are
included in the manual . _See reverse for information on nmaintenance of check |ists and nanuals.

Cener al Cener al Cener al Cener al
SERI ES SERI ES SERI ES SERI ES

TRANSM TTAL

ENTBEYRED TRANSM TTAL ENTBEYRED TRANSM TTAL ENTBEYRED TRANSM TTAL ENTBEYRED

Form CS- 169 (rev. 8/56)


millie.spencer
This is an archive page. The links are no longer being updated.


I NFORMATI ON AND | NSTRUCTI ONS

TRANSM TTAL LETTERS

Consecutively nunbered transmttal letters are used to distribute staff
manual materials. Each issuing organization has its own series of
transmttal letters which are distinguished by the organization's
initials prefixed to the transmttal |etter nunber.

The number of transmittal series varies according to the variations in
audi ence. Since the total (or Ceneral) audience is conposed of three
el enents — _HEADQUARTERS, REG ONAL Office, and other Field personnel --
the following transmittal series (one for each variation in audience
may be necessary:

BASI C SERI ES OF TRANSM TTAL LETTERS FI RST DI STRI BUTI ON
(maxi nrum series from singl e source) TN No. Hdg. Reg. Fld.
Gener al 1 XXX XXX XXX
Headquarters e h-1  xxx
Regi onal (regional offices only). r-1 XXX
Field (outside regional offices). f-1 XXX
Headquarters - Regional L hr-1 xxx Xxxx
Headquarters - Field . . . . . . hf-1  xxx XXX
Regional - Field rf-1 XXX XXX
No manual holder will normally receive nore than four transmtta
series for a given manual froma single source (see above
DI STRIBUTION). He may receive transnmittals fromnore than one source
(e.g., HHS, PHS). He will receive all or none of the letters in each

establ i shed seri es.

CHECK LI STS

The “CHECK LI ST OF (unit initial) TRANSM TTAL LETTERS" is designed to
show which transm ttals have been added to your manual

You should maintain in a separate check list for transmttals of each

i ssuing organi zation (enter the initials of the issuing organization in

the title of the check list, e.g., HHS, ACF, OR PHS). The four colums
of the check list will accommpdate the four series that you nay receive
from any one issuing organi zation (specify the series in the colum
headi ng when the first letter of a series is received, e.g., h, r, f,
hr, hf, or rf).

MAI NTAI NI NG YOUR MANUAL

VWenever a transmttal letter is received, you should take the
follow ng steps pronptly to conpl ete your nanual

1. Check its nunmber against the nunber of the last previous letter.
If the nunber is not the next in sequence for that series, you
shoul d request the missing letter/s fromthe issuing office

2. Bri ng your nmanual up-to-date by meking the additions, deletions,
or corrections specified in the transmttal letter.

3. Post (on the next line in the proper colum of your check |ist)
t he nunmber and date of the new letter and your initials.



