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HAKRADU FOR: Registry personel

SUBJECT: Increased Advantages of Using Revised Forn 240, Courier Receipt
nd Log Record, and the New Agency Chain Bavelope

1. The now Agency Chain Envelope and its companion, Form 210, have
been used in headquarters for over two months. When used properly, those
nail control aids sre meoting or excesding expoctations for saving mail
handling and logring tine, onvelopos, and storags space in safes. lowever,
it is felt that groator bnefits could be gained fron the Chain Envelope
and Form 240 if their uses and advantagos were better understood.

2. he revised Forn 2l0 and the new Agoncy Chain Zavelope serve
essentially the same purposes as did their predecessors. That is, they
provide for the transmittal and receipt of material sent through the
courier system. Tha sifnificant change is in Forn 20. It is now a
Tour-copy forn rather than a two=copy ons, With Wo Of these copies
designed for use as log records by senders and recipients. By following
theattached instructions, originators of Forn 240 will ensure that full
advantage is made of those copies. Observance of the following points
will also increase the usefulness of both Forn 240 and the Chain
anvelope.

2. In all cases, whether Form 240 is to accompany a plain envelope
or a Chain Bavelope, the stub ad all carbons should be snapped out
fron the four copiat. Tho apropriate copies then con either be
inserted in the window pocket of a Chain Envelope or attached by a
ataplo or scotch tape to a plain envelope. It is ossenticl that the
stub be removed to avoid any possibility of attaching Fom 240 by
the stub alone, which increases the chance of copies becoming torn
fron the sib, and hence lost.

b. Apparently sore Chain Envelope users lack confidence in the
ability of the window pocket to retain copies of Form 210, or a
addressed 31 x 5" card or slip of paper. Accordingly, they either
fail to use the pocket at all, or use both an addressed card (or
Slip of paper) end a Fom 210, placing the card in the pocket ad
attnching the For 2l0 to the other comer of the Chein Envelope.
Others who use the pocket, seal the opening with sither scotch tape
or a staple, Neithor of these procautions is necessary. Tiore
hasnt been a single cass of a receipt, clip of paper, or addressed
cord slipping out of an unsoaled pocket while the onvelops was enroute.
& ‘he attached instructions covr the disposition of each copy

of Forn 210 then used with the Chain Envolopo. Howover, these
instructions apoly oqually to using Form 2l0 with plein envelopes
or wrappod bulk packages. Tho only exception is that the last two
coples in the set ("Courier Decoipt,” and "Action Desk") will have
to be attached to the packers or envelope rather then inserted in
the window pocket of the Chain Envelope. In mo caso should any copies
other than these tio be placed on an envelope or dackage. Only one
of these ("Courier Receipt") should be Given to the courier ss
evidonco of receipt. This copy should be signed ei
not Just indtizled, igh by V0 orientsMORICDF
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Attachments:

Instructions fox Using the Revised Courier Rocoiot and the
iow Agency Ohain Envelope

(Bistribution of this nonorandun is being rooted by theTlocords Managenent Staff. Your assistance in calling it
to the attention of others in your coaponent will besporeciatod. For furthor infomation on the use of Form
210 and the Chain Savelope, ox for additional copies ofhls menorandun, contact ofthor your B 5 or theRecords Hanagenent Steff, exionsions

STAT
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