e,

DEPARTMENT OF HEALTH & HUMAN SERVICES Public Health Service

TO: Donald A. B. Lindberg, M.D.
Director, National Library of Medicine

FROM: Director, National Institute on Aging
SUBJECT: Courtesy Copies

Show any distribution of information copies with either a cc: (for courtesy copy) or a bcc: (for
blind courtesy copy) notation at the bottom of the memo. Leave 1 blank line below the signature
block, enclosure listing, or separate cover listing, and keyboard cc: or bcc: at the left margin.
Beginning at the left margin on the next line, identify each information addressee on a separate
line.

Include a cc: list on the original and all copies.

A bcec: list indicates information addressees that do not appear on the original. So include a bcc:
list only on the "blind" information copies and copies that will be retained within the NIH and the
Department of Health and Human Services.

Be sure to attach a properly addressed envelope to each courtesy copy for distribution after the
memo has been signed.

Richard J. Hodes, M.D.
Attachments
cc:

Dr. Pettigrew, NIBIB
Dr. Alving, NCRR




