
Enclosure 1

Common Letter Routing Sheet

SUSPENSE DATE
	Subject
	
	Date
	

	Requestor
	
	Phone
	


	Purpose of Common Letter (Check as appropriate and provide a brief description)

	Response to Inquiry
	
	Information Only
	
	Meeting Invitation
	
	ROM Request
	

	Notification
	
	Technical Clarification
	
	Contract Direction
	
	Other
	


	Description: [Briefly describe the change, include the implementation date.]

	NOTE: If the purpose of this Common Letter is Contract Direction then CONREQ information must be provided:

	CONREQ Requestor
	Date CONREQ Requested
	CONREQ Number


	References  (List references and attach relevant copies of previous letters or inquiries)

	Manual References
	Previous Letters
	Inquiries
	Other

	
	
	
	

	
	
	
	

	
	
	
	


	Contract Applicability (Requestor must check box(s) to indicate which contract(s) are applicable)

	South
	
	North
	
	West
	
	TDEFIC
	
	Pharmacy
	

	Dental
	
	TGRO
	
	International
	
	NQMC
	
	Other
	


	Required Routing

(Requestor must insert names of required reviewers.  Reviewers must initial and date, pass onto the next reviewer.  Non-concurs must provide comment.)

	TO
	Action
	Signature
	Concur
	Non Concur
	Date
	TO
	Action
	Signature
	Concur
	Non Concur
	Date

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	

	COMMENT(S):

	

	


	Provide copies to the following individuals (in addition to the names listed above): 

	1.
	2.
	3.


	ROUTE COMPLETED DOCUMENTS TO THE AM&S STAFF ASSISTANT
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