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DEFENSE LOGISTICS AGENCY
DEFENSE SUPPLY CENTER, COLUMBUS

POST OFFICE BOX 3990

COLUMBUS, OH  43216-5000

  IN REPLY

    REFER TO
DSCC-DEB 

January 16, 2002

MEMORANDUM FOR RECORD

SUBJECT:  Electronic Calendar Policy

     The Electronic Calendar is located on the DSCC website and is used to prevent confliction of dates for Command-sponsored and installation events and to impart general information on significant events and dates to the workforce.

     The purpose of the Electronic Calendar is to inform employees of Command-sponsored special programs, meetings and events; recognize recurring holidays and to recognize special emphasis programs and awareness month activities that are approved through Command channels.

     Submissions from associates, directorates, offices and all tenant organizations on the installation are encouraged.  Include the date, time and location, to maximize the effectiveness of the calendar.  Items of a personal nature are not authorized i.e., birthdays and retirements.  Items that could breach security are prohibited. 

    Dates for the Electronic Calendar must be e-mailed or faxed to the DSCC Public Affairs staff as soon as the date is selected.  The Electronic Calendar submission deadline is close of business every Friday.

     Requests for the Electronic Calendar should be received by e-mail sent to publicaffairs@dscc.dla.mil.  If e-mail is not available, clearly type the message and fax it to 693-1563 or 692-2307, before the deadline listed above.     

DEBRA B. PERRY

            Chief, Public Affairs Office
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