Washington, DC 20515

October 11, 2007
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To: Members, Officers, and their staffs

From: Stephen T. Ayers, AIA
Acting Architect of the C3

Subject: Flag Office Services

Please note the following rules and information when ordering flags to be flown over the
United States Capitol:

o The flags and/or Flag Flying Fee Cards can be purchased from:
Senate Members House Members
Stationary Room Office Supply Service
Rm: B-42 Dirksen Building Rm: B-217 Longworth Building
202-224-4771 202-225-3321

2 Each flag sent to the Flag Office to be flown over the U.S. Capitol must have a Flag
Flying Fee Card included. The fee for this card is $4.05.

3 Only the official 50-star U.S. flag or a past official U.S. flag will be flown (no state flags
permitted). All flags must be made in the United States.

4. We will accept requests to fly personal flags (those not bought at Stationary Room or
Office Supply Service). When submitting these requests, it should be noted clearly on the
request form and brought inside the Flag Office by a member of your staff, not a Page.

3 The turn around time (when we receive the flag in the Flag Office and it is sent back to
the Congressional office) is about two weeks, (weather permitting). Flags are not flown
on the following holidays; Thanksgiving, Christmas, and New Year’s Day. You can
select a fly date for the flag to be flown, but do not submit it more than two weeks in
advance of selected date, or it will be returned to your office due to the lack of storage
space in the Flag Office.






