
STAFF REVIEWERS 

January 2 1,2000 

Steve Lester 

To ensure compliance with S.O. directives, complete the following 
before file goes to Regional Manager or S.O. 

1. "Pre or post memo" -- document the file to show if processed 
prior to the new "change to applications" memo. 

2 .  Comments should not be on left side of file - move to top of 
right side and be sure that staff review sheet includes a heads up 
about comments. 

3. Computer printout of application if not the original - label 
as "file copy" and move to right side of file. Note that items 2 
and 3 might be done as one step. 

Items 1-3 apply to all files now being processed: files at your desk, 
in advertising, protested, or at Manager's desk. 

Items 2-3 will apply to all files processed in the hture: new filings 
or those processed from "hold" drawers. 

Please file a copy of this with your May 1999 "Final Review of 
Applications" guidelines that I distributed. 


