CENWD-IM  (25a)






        17 January 2001

MEMORANDUM FOR 

Commander, Kansas City District (CENWK-IM)

Commander, Omaha District (CENWO-IM)

Commander, Portland District (CENWP-IM)

Commander, Seattle District (CENWS-IM)

Commander, Walla Walla District (CENWW-IM)

SUBJECT:  Northwestern Division Computer Generated Letterhead Stationery 

1
Reference AR 25-50, paragraph 1-18b, dated 5 Mar 01, subject: Computer or word processor-generated letterhead stationery.

2.
A NWD computer-generated letterhead stationery template has been designed and is currently stored in the Public Folders of MS Outlook.  (See Public Folders, All Public Folders, CENWD and Records Management).  Also included in this folder are instructions listing steps to open, select appropriate organization address, and save the template.  These instructions may be modified to correspond with your District’s release of this template.  The template has been designed without the DOD seal until such time the prescribing directive AR 25-30, Army Publishing and Printing Program is revised authorizing the use of the seal on computer-generated letterhead. 

3.
The NWD template will not be used for an official memorandum or letter to be signed by the NWD commander or a district commander as noted within NWDR 25-1-1, Correspondence Regulation.  Organizations will continue to use preprinted letterhead with the DOD seal for correspondence to be signed by a commander.   

4.  Point of contact for this action is CENWP-IM-RV, Sondra Stevenson, at 503-808-5021 or via E-mail.  

FOR THE COMMANDER:












//s//

  
M. L. BALLMAN

   







               
Director, Information 










  
Management 

CF:

CENWK-IM (Jan Burton)

CENWO-IM (Janell O’Connor)

CENWP-IM (G. Rivard, V. Tomberlin)


CENWS-IM (Eyland Washington)

CENWW-IM (Cathy Harrison)
