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The procedure for requesting a Center memento for a retirec or visitor outlined in
Marshall Work Instructions MWI 1380.3 has recently changed. Requests should now be
submitted via telephone (544-8704) or e-mail to Ms. Sandra Turner in the Office of
Strategic Communications (CS01) for evaluation and subsequent approval by the
Director of the Office of Strategic Communications These requests were previously
approved by the Office of the Associate Director (DEC1).

Requests will be evaluated for approval upon receipt, and the requestor will be notified of
the decision. Generally, Category 1 mementos are given to high-level Marshall Space
Flight Center employees who are retiring, executive staff departing from other Centers ot
Headquarters, or visiting high-level VIPs. Category 2 mementos are given to other
retirees or those departing before retirement who are deemed outstanding achievers.
Category 3 mementos are given to visiting groups or individuals. Category 4 mementos
are generally small tokens given after official visits to the Center.

The MWI 1380.3 is being revised to reflect this change. Thank you for your cooperation.

Robin N. Henderson
Associate Director
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