Policy Directive 505-02 Revised November 22, 2004

I The OIG Has a Standard Fax Cover Sheet

The Office of Inspector General (OIG) prefers a standard look for many of its official forms, directives,
reports, and other documents. One of those forms is a standard fax
cover sheet.

What fax cover sheet do | used when faxing documents?

The OIG has only one standard fax cover sheet. You can find a copy
on the next page.

When do | use the standard fax cover sheet?

Please use it when faxing official correspondence and documents.
Do not use any other facsimile cover sheets for work.

How do I fill out the standard fax cover sheet?

You can print the sheet and fill it out by hand, or you can fill it out on your computer. The sheet has check
boxes for office and location information.

If I have a question about this policy, whom can | contact?

The Office of Management at (202) 927-5200 or email us at OIG-OM@oig.treas.gov.
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Date: Pages faxed:
To: Phone: Fax#:
From: Phone: Fax#:
O Inspector General Headquarters Offices
Deputy Inspector General 740 15th Street, NW.
1500 Pennsylvania Ave, NW. Washington, DC 20220
\Fl’vhashn.wg;(())nz, %2221%2200 [0 Office of Management [0 Office of Investigations
one: (202) 622- Phone: (202) 927-5200 Phone: (202) 927-5260
Fax: (202) 622-2151 Fax: (202) 927-6492 Fax: (202) 927-5799
[0 Office of Audit [0 Office of Counsel
Phone: (202) 927-5400 Phone: (202) 927-0650
Fax (202) 927-5379 Fax: (202) 927-6492

[0 Boston Field Audit Office
408 Atlantic Avenue
Boston, MA 02110

Phone: (617) 223-8640
Fax: (617) 223-8651

The information transmitted is intended for the person or entity to which it is addressed and may contain confidential and/or
privileged material. Any review, retransmission, dissemination, or other use of, or taking any action in reliance upon, this information
by persons or entities other than the intended recipient is prohibited. If you received this in error, please contact the sender and
delete the material from any computer.




