MEMORANDUM NOo 50 2/
Series of 1984 :

b O: All Staff Members Concerned

SUBJECT: BEstablishment of Pigeon Holes at the Records Office

To minimize cost of fuel for messengerial services the
administration is providing a pigeon hole for eaoh,depa.‘rtment/
center/office at the Records Offices Staff members of
departmen'bs/oen'bers/offioes are urged to pick up the materials
for their respective depar'&nents/oentersfgffices whenever they
come to the Administration Buildinge

Officials of the College sending notices and memoranda %o
gtaff members in the different wits of ViSCA are encouraged to
provide enough copies of the notice or memorandum for each
staff member concerned. These notices and memoranda may be sent
through the pigeon holes instead of sending a messenger ‘%o go
around the campus to deliver the materials or notify staff
members concerneds

For compliances

President




