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Optional Form 41 - Routing and Transmittal Slip
	Date.  Enter the Date the Routing and Transmittal Slip was prepared (enter 2 digit month, 2 digit day and 4 digit year).  : 
	1.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the first person to receive info.  (Line 1 of 8).: 
	2.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the second person to receive info (if applicable).  (Line 2 of 8).: 
	3.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the third person to receive info (if applicable).  (Line 3 of 8).: 
	4.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the forth person to receive info (if applicable).  (Line 4 of 8).: 
	5.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the fifth person to receive info (if applicable).  (Line 5 of 8).: 
	FROM.  Enter the name of the person who is sending info via the Routing and Transmittal Slip along with their Organization Symbol and Agency/Post.: 
	Enter any remarks.: 
	1.  Digital Initials.  : 
	1.  Initials.  Enter your Initials.  : 
	2.  Initials.  Enter your Initials.  : 
	3.  Initials.  Enter your Initials.  : 
	4.  Initials.  Enter your Initials.    : 
	5.  Initials.  Enter your Initials.  : 
	2.  Digital Initials.: 
	3.  Digital Initials.  : 
	4.  Digital Initials.: 
	5.  Digital Initials.: 
	1.  Date.  Enter the date If you initialed in Line 1 (enter 2 digit month, 2 digit day and 4 digit year.): 
	2.  Date.  Enter the date If you initialed in Line 2 (enter 2 digit month, 2 digit day and 4 digit year.): 
	3.  Date.  Enter the date If you initialed in Line 3 (enter 2 digit month, 2 digit day and 4 digit year.): 
	4.  Date.  Enter the date If you initialed in Line 4 (enter 2 digit month, 2 digit day and 4 digit year.): 
	5.  Date.  Enter the date If you initialed in Line 5 (enter 2 digit month, 2 digit day and 4 digit year.): 
	6.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the sixth person to receive info (if applicable).  (Line 6 of 8).: 
	6.  Digital Initials.: 
	6.  Initials.  Enter your Initials.  : 
	6.  Date.  Enter the date If you initialed in Line 6 (enter 2 digit month, 2 digit day and 4 digit year.): 
	7.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the seventh person to receive info (if applicable).  (Line 7 of 8).: 
	5. Digital Initials.: 
	5. Initials.  Enter your Initials.  : 
	7.  Date.  Enter the date If you initialed in Line 7 (enter 2 digit month, 2 digit day and 4 digit year.): 
	8.  TO.  Enter the Name, Office Symbol, Room Number, Building, and Agency/Post of the eighth person to receive info (if applicable).  (Line 8 of 8).: 
	5. Digital Initials.: 
	5. Initials.  Enter your Initials.  : 
	8.  Date.  Enter the date If you initialed in Line 8 (enter 2 digit month, 2 digit day and 4 digit year.): 
	Room Number - Building.  Enter the Room Number and Building info of the person sending info.: 
	Phone Number.  Enter the phone number of the person sending info.  : 
	Click here to indicate Action.: 0
	Click here to indicate Justify.: 0
	Click here to indicate Investigate.: 0
	Click here to indicate For Your Information.: 0
	Click here to indicate For Correction.: 0
	Click here to indicate For Clearance.: 0
	Click here to indicate File.: 0
	Click here to indicate Other.: 0
	Click here to indicate Signature.: 0
	Click here to indicate See Me.: 0
	Click here to indicate Prepare Reply.: 0
	Click here to indicate Per Conversation.: 0
	Click here to indicate Note and Return.: 0
	Click here to indicate Approval.: 0
	Click here to indicate As Requested.: 0
	Click here to indicate Circulate.: 0
	Click here to indicate Comment.: 0
	Click here to indicate Coordination.: 0
	If Other was selected, enter additional info here. : 
	Sign here if you are sending info via the Routing and Transmittal Slip or enter the name of the person who is sending info.: 



