Manual of Policy and Procedures : 3-08/060.15 - Memorandum (Form SH-AD-131)

3-08/060.15 - Memorandum (Form SH-AD-131)

Internal correspondence prepared on a SH-AD-131 is generally used by the Department as an informal
method of communication and, as such, may be typewritten or handwritten. The SH-AD-131 shall only be
used intradepartmentally and only when the information to be communicated is brief. When information
exceeds one page of a SH-AD-131, the Office Correspondence, Form SH-AD-32A should be used.
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