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IN REPLY REFER TO:







September 14, 2004
1223
(UT-951)P

Instruction Memorandum No. UT 2004-084
(Expires:  9/30/2005)
To: 


Deputy State Director, All Field Offices

From: 

State Director
Subject: 

Electronic Forms Initiative











DD:  September 22, 2004
Program Area:  All program areas.
Purpose:  Programs are asked to conduct a review of all State and local forms to determine which forms should be part of the electronic forms initiative.  State and local forms which are determined to no longer be needed should be formally cancelled.  
Background:  On August 23, 2004, BC IM No. 2004-042, Change 1, was issued which authorized each state and center to conduct an inventory of state and local forms, cancel obsolete forms and forward the remaining forms to the National Business Center (NBC).  The IM goes on to explain the Bureaus electronic forms initiative. 

Action:  The State Office (SO) and Field Office (FO) must conduct an inventory of existing state and local forms and identify which forms should be cancelled or maintained. 

To accomplish this:

1. Conduct a through review of all State and local forms to determine the forms no longer needed and formally cancel these forms.
2. Identify current authors of the remaining State and local forms.

3. Mail a list of the remaining State and local forms, along with paper copies of these forms, to Karen Wrenn, National Forms Manager, National Business Center, BC-652, by 10/04/2004.

To assist in this effort the SO Records Manager has conducted an inventory of all state and local forms maintained in the State Office (SO) library (Attachment 1).

Programs are asked to accomplish items 1 and 2 by updating either the Cancel or Do Not Cancel and Author’s Name column of Attachment 1, as well as updating the list with any additional forms that have been developed locally.  Please return the updated list along with copies of any additional forms to the SO Records Manager by September 22, 2004.  The SO Records Manager will complete the requirements of item 3.

Contact:  Any questions can be directed to Rosie Geren at (801) 539-4181.

Signed by:








Authenticated by:

Sally Wisely








Rosie Geren

State Director







Records Manager
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