

Procedure for Completing the SCHMSG and Special Production Request Letter

Each week the Customer Services and Application Processing Sections will sort all SCHMGS and Special Production Requests by account number and send copies of each to the respective Bureau.

Attached to the SCHMSGs and Special Production Requests will be a cover letter (Please refer to Standard 30.12) which will require the signature of the Division Chief and date of review.

The cover letter is to be returned to the Customer Services and Application Processing Units where a log will be kept indicating the Bureau Chief approval of all the requests, which were attached.

If the attached cover letter is not returned within a two (2) week period, a letter (Please refer to Standard 30.13) will be sent again to the Division Chief and also the Bureau Director.

This requirement was requested in the 1987/1988 GAAP audit.

SCHMSG and Special Production Request Letter


