


**DRAFT**

TO:		OALM Staff

FROM:	Director, Office of Acquisition and Logistics Management

SUBJECT:	OALM Parking Sticker Policy


Effectively immediately, the following policy regarding the usage of parking stickers is to be implemented within all OALM offices:

· Parking stickers are to be given to OALM staff and contractors only.

· Stickers are NOT to be provided to non-OALM employees and contractors.  This includes attendees of OALM sponsored meetings or training.

· Parking stickers for other locations (i.e., Campus, Democracy, etc.) may be purchased if program areas budgets can support the cost.  Employees who pay out-of-pocket for off-site parking may be reimbursed via local travel voucher. 

In addition, parking stickers will now be centrally managed by the following individuals, who will maintain usage logs (see attached template) and order new stickers, as needed: 

	OALM Front Office
	[bookmark: _GoBack]Bernice Lawson

	
	6100/6D01

	
	Lorraine Gibbs

	
	6011/605

	OAMP
	Lisa Mestanas

	
	6100/6D01

	OLAO
	Elaunda Mitchell

	
	6011/637



The process for purchasing parking stickers remains unchanged; e.g., the parking sticker coordinators shown above will submit an approved NIH-1742 Purchase Request to their respective Administrative Officer.

Questions regarding the new parking sticker policy may be addressed to me on 301-435-3656 or Stephanie Russell on 301-496-7088.
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