
DATE:																																									“add date”
TO:																																																												Joe Jenkins, ARC Director, DCTD, NCI
																																																																																				Through:  “enter name and position”
																																																																																																																																																							 “enter name”, Administrative Officer, ARC, DCTD
FROM:																																		 “enter name and position”
	
SUBJECT: 	Request for Approval to Purchase Employee Business Cards


I am requesting approval to purchase 250 employee business cards.

Justification:
This memo is a request to approve the purchase of business cards for “enter name”, Program Director in the “enter branch”.  “Enter name” will interact significantly and frequently with other scientific investigators and organizations at various meetings.  While traveling and attending various conferences, there is a continuous exchange of business cards to facilitate further interaction after the meetings. The contact information presented on the business cards will greatly facilitate prompt and efficient business-related communications, which will further the statutory mission of NCI/NIH.  
													                      																																																																																																																																																										
																																																																																	                                                               


Recommendation:
				
[image: ]
[Type text]


☐This request is approved
☐This request is not approved


      		
“enter supervisor name and title”		Date


Decision:
				

☐This request is approved 		
☐This request is not approved


 						
Joe Jenkins, ARC Director, DCTD, NCI		 Date
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