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DATE:

[DATE]
TO:

LaVerne Stringfield, Associate Director for Management, OD

THROUGH:
Mark L. Rohrbaugh, Ph.D., J.D., Director, OTT  _________
THROUGH:
Richard U. Rodriguez, M.B.A, Director DTDT, OTT  ___________
FROM:

[REQUESTERS NAME AND POSITION TITLE]
SUBJECT:
Request for Business Cards

My duties as [REQUESTER’S TITLE AND DIVISION] in the Office of Technology Transfer will include [BRIEFLY DESCRIBE REQUESTER’S DUTIES].

My duties as [REQUESTER’S TITLE] necessitate that I participate in patent and licensing meetings, market PHS inventions to companies, and manage inquires from companies seeking to license PHS technologies. To successfully perform these specific tasks, I will interact with professionals from industry, academia, and government entities.

During meetings and other such encounters with private industry, business cards will provide the most efficient and effective way of communicating his contact information. Professional contacts in industry are essential to the success of marketing PHS inventions. I would like to order 250 business cards.

Your approval is requested. 








[REQUESTERS NAME]










[POSITION and DIVISION], OTT
______ This request is approved




_______This request is not approved

_____________________________



________

LaVerne Stringfield
      




Date

Associate Director for Management, OD
[image: image1.wmf]_1037004594.doc
[image: image1.png]Public Health Service

National Institutes of Health
Bethesda, Maryland 20892

http://www.nih.gov

&/

&

&

¥
g
%

<
L

sERVICEg.O&
C DEPARTMENT OF HEALTH & HUMAN SERVICES



















