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	R O U T I N G   S L I P

	
	NAMRIA DIM-Form04 Rev 00



	SUBJECT:


	Control Number:

	
FROM
(Time)
	

TO
	

DATE
	
ACTION
REQUESTED
NO.
	

ADDITIONAL REMARKS/INSTRUCTIONS
	
SENDER


	
	
	
	
	
	SURNAME
	INITIALS

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	



	Action Requested Number:

	
	
	
	
	
	
	
	

	1.
	Immediate Action
	6.
	Perusal
	11.
	Study / Investigation
	16.
	Write / Draft

	2. 
	Issue Order
	7.
	File / Reference
	12.
	Provide Information
	17.
	Rewrite / Redraft

	3.
	See Me
	8.
	Reroute (missent)
	13.
	Comment/Recommendation
	18.
	Endorsement

	4.
	Call Me
	9.
	Dissemination
	14.
	Further Instructions
	19.
	Approval/Signature

	5.
	Written Report
	10.
	Research
	15.
	Dispatch / Release
	20.
	Limit Disclosure








PROCEDURES


1. General Rules
ON REPRODUCTION – always keep a clean copy of this form on A4 bond paper for easy and economical reproduction at your respective branches/divisions/units.  The back of used paper may be utilized for photocopying as long as they are clean and not crumpled.  Make sure that the reproduction is whole and not missing any text or boxes.

ON PROTOCOL – neither casually hand over your documents or papers without this routing slip, nor hand them over with a blank one.  Do not return or reroute documents without filling up routing slip, even if they are lost and found, misrouted or if you think that you cannot act on the subject documents.  In any case, completely accomplish the next available row, especially the “Action Requested No.” column, and state in the “ADDITIONAL REMARKS/INSTRUCTIONS” column why you are rerouting subject documents, regardless of whether you took action or not.  Do not keep your receiver guessing as this adds up to delays; put it in writing.

2. The SUBJECT Box
Write legibly.  Your hand writing does not have to be too large if you avoid erasures and too much haste.  Do not hesitate to write relevant information, such as dates, document identification numbers, names of contact persons, etc., which may help the recipient to link the subject documents to other related documents/transactions.

3. The FROM and TO Columns
The usual abbreviations of branches/divisions/units names will do.  Print legibly; use block letters instead of longhand in these boxes to eliminate guessing.  The FROM column represents the “senders”
While the TO column represents the “recipients”.  The “originator” is understood to be the sender at the first box of the FROM column.

4. The DATE Column
Write the day number first, followed by the month abbreviation (e.g. 14 Feb. or 01 Apr.), then the year underneath this.  Do not use numbers with slashes or hyphens.
	For example:  01 Jun.			09/13/00			13/09
		           2017		            or 09-13-17                        or 09/13/17
			      (CORRECT)			(Wrong)			(Wrong)
	
As a rule, the date to be written should be the date of signing on the INITIAL column.

5. The Action Requested No. Column
This refers to the column for which a list of choices has been made integral to the Form (bottom of for; choices are numbered 1 to 20).  Only the number/s of the appropriate choice/s should be written in this column.

6. The ADDITIONAL REMARKS/INSTRUCTIONS Column
This is where the specifics of the action requested can be written together with any other essential remarks that will help the receiver act decisively and more efficiently.  

7. The SENDER Column
A sender must completely fill up the corresponding boxes under this column to attest the validity of the routing.  The sender must be the highest ranking officer/personnel present at the sending branches/divisions/units at the time of routing.
7.1. The SURNAME Column
The sender’s last name must legibly be written here.
7.2. The INITIALS Sub-Column
The sender’s short signature must be written here.

8. The CONTROL NUMBER Box
The box will be filled up exclusively by the Receiving Personnel (RP) of the originating office (first sender under the FROM Column).  The control number;  name and initials of the Receiving Personnel (RP) shall be affixed inside this box.
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