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REPLACES:

ISSUING OFFICE:  OAM, SAB

TRANSFER STANDARDS FOR ORS COMPUTERIZED DOCUMENTS

TOPIC:

Transfer Standards for ORS Computerized Documentstc \l2 "Transfer Standards for ORS Computerized Documents
PURPOSE:

To ensure use of a compatible word processing format when transferring documents within and between ORS offices.
REFERENCE:
Memo from Chief, Systems Analysis Branch, OAM, ORS dated March 29, 1995, entitled (Standards for ORS Computerized Word Processing Document Transfers(
POLICY:

The following list of standards are to be used when transferring computerized word processing documents in or between ORS Offices/Divisions.  These standards were chosen based on the standard ORS word processing software and the document transfer standards used outside of ORS (e.g., NIH Executive Secretary). 

PROCEDURES:
A.
Format documents for transfer as follows:

1.
Word Processing Software and Version:  WordPerfect 5.1/5.2 format only.  If you are using WordPerfect 6.1 or other word processing software, convert the document to WordPerfect 5.1/5.2 format.

2.
Font and Font Size:  Use Courier, Letter Gothic, or Prestige Elite fonts only.  Select a font size of 12 Characters Per Inch (12 point) only.  Most of the newer Hewlett-Packard LaserJet printers have both Courier and Letter Gothic fonts.

B.
Transfer documents using either E-mail or 3 ( diskettes as follows:

1.
E-mail:  Attach the document to the e-mail in the above stated format and transfer to the appropriate office.

2. 
Diskette:  Send documents on 3 (" Double-Sided, High-Density diskettes only.  Disks should be checked for viruses by the sender and the recipient.  

QUESTIONS: 
Contact the Systems Analysis Branch, ORS, at 6-1004.

All previous ORS policies inconsistent with the provisions of this policy are superseded.

