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MEMORANDUM

TO: Directors, Administrative Officers,: and Heads of Offices
THIS COPY FOR: Dr. G. Herzberg

(1) NRC Telephone Information Desk
(2) Booking of Reservations for Sussex
Drlve Meeting Rooms

It has been necessary wlth the coming retirement of
Mr. A.E. Wimperis to consider changes in the operation of these
two functions which have been the responsibility of Mr. Wimperis.
Mr, Wimperis is at present on holiday leave and will return for
one day on 25 March prior to going on retirement.

For your information and attention, effective today,
the following changes will take place:

NRC TELEPHONE INFORMATION DESK

The new NRC Telephone Information Number is now 3-9114
and is located at the Receptionist Area, M-58., The Government
of Canada Switchboard Operator has been asked to refer NRC
calls to this Local. This change will be made in the various
telephone directories at the earliest opportunity. In the
meantime, please make this revision on the front cover of your
NRC Telephone Directory.

Accordingly, will you now please forward the copy which
you have been sending to the Information Desk, Front Door,
Sussex Drive Building, of the two information forms, i.e. Notice
of Commencement of Duties (Form NRC 409) and Amendments to
Council and Government Telephone Directories (Form NRC 515), to
the NRC Information Desk, M-58. These forms will be amended over
the next few months to reflect this change of distribution.



I would like to stress the importance of preparing NRC
Forms 409 and 515 on a day-to-day basis and of forwarding them
promptly to the locations shown on the forms, as this 1s the
only means we have to keep our Personnel records, the Government
of Canada Telephone Directory, and the information cards at the
various information outlets throughout NRC, in an up-to-date
condition.

The possibility of transferring the well-known NRC
Information Telephone number, 2-2039, to the new NRC Information
Desk was investigated and found to be impracticable. Therefore,
this number is being cancelled and a new telephone number has been
requested for the Sussex Drive Desk.

BOOKING OF RESERVATIONS FOR SUSSEX DRIVE MEETING ROOMS

This responsibility has been taken over by Plant Engineering

- Services, Sussex Drive Building, with Mr. J.C. Potter as the
responsible Officer. Mr, G.L. Knowles, Local 2-3349, is the person
now responsible for the booking of the Auditorium, Large Committee
Room (Room 1147) and Small Committee Room (Room 1120A) for all hours.
He is also responsible for the booking of the Seminar Rooms in the
Divisions of Biosciences (Room 3001), Pure Chemistry (Room 2121) and
Pure Physics (Room 3039), for times other than working hours.

R.E. Simmons
RES:ck

c.c. Mr. C.G. Choquette
Mr. P.J. Choguette
Mr, D. McClymont
Mr. J.C. Potter
Mr. C.E. Taylor



