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Subject: HUD Business Cards





Purpose





This notice establishes policy, responsibilities, and procedures for the provision of business cards at Government expense.





Policy





HUD will pay for the printing of business cards, subject to the availability of funds, for


those employees whose positions require them to represent the Department with other agencies, client groups, and/or the public.  Business cards purchased by the Department are subject to 5 C.F.R 2635.704 and shall not be used for other than official purposes.  Employees uncertain about job assignments should consult their supervisors.  HUD will not reimburse employees who use personal funds to purchase business cards.





Responsibilities





Supervisors are responsible for approving business card applications submitted by their employees.  Headquarters Administrative Officers are responsible for assuring that funds are available for payment of orders for cards that supervisors have approved.  Field Office expenses for these cards will be centrally funded.  The Printing Branch in the Office of Administration is responsible for provision of the cards.





Procedures





o	Go to the HUDweb Home page and click on "Work On-line" (on the left hand side of the page).


o	When you get to the Work On-line page, click on " Business Cards."


o	Detailed instructions on ordering Business Cards are located there.





Contact





If employees have any questions or comments regarding the cards, they should contact HUD's Printing Officer, John Nemeth, at (202) 708-4310 ext. 7188.
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