Attachment 2
DATE:
(Insert Date)









TO:

(Employee(s Name, Title)
FROM:
(Supervisor(s Name, Title)
SUBJECT:
Notification of ORS Policy General Administration No. 11 on Animal Abuse and Neglect and Procedures for Reporting Deficiencies in Animal Care and Treatment

As part of the mission to provide quality animal care and use to the NIH research community, ORS is required to ensure the humane care and treatment of animals and to provide a mechanism for reporting deficiencies in animal care or treatment. This memorandum is to notify you that:

*
 you occupy a position involving animal care and use and must follow ORS Policy, General Administration No. 11, on Animal Abuse and Neglect and Procedures for Reporting Deficiencies in Animal Care and Treatment;

*
failure to follow ORS Policy, General Administration No. 11, including failure to report deficiencies observed can result in disciplinary action according to the Table of Penalties, including removal from Federal service;

*
you may be entitled to certain protections under personnel procedures when allegations of failure to follow ORS Policy, General Administration No. 11, are made against you to ensure that your legal rights are upheld. Contact your employee relations specialist. 
Please sign one copy of this letter and return it to me for record purposes. If you have any questions regarding this memorandum and policy, I encourage you to discuss them with me as soon as possible.

 (Supervisor(s Signature/Typed Name)

Title/Branch or Unit


Date

RECEIPT ACKNOWLEDGED:

Employee Signature



Date

