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. - NOTICE 
1. The BRANCH SECRETARIAT must be informed 

when you pass a ifie by hand. 

2. Secretariats or File Rooms must inform Centra 
Registry by C.R. Pass Slip when a file is passed from 
hand to hand from one Branch Secretariat to another. 

3. Do not hold files longer than absolutely necessary. 
This is what causes False Dockets. Files are urgently 
required by many Branches. If action cannot be 
taken inside of 48 hours B.F. FILE. 

4. Place file number on all outgoing letters. 

5. Send all incoming correspondence to Central 
Registry for registration and filing BEFORE TAKING 
ACT! ON. 

6. Do not pass loose papers. 

7. Do not deface file covers. 
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For material still subject to legislative, contractual or institutional obligations, users warrant that they will 
respect those obligations and not use LAC collections in a manner that would infringe the rights of others. 
Liability that may arise in the use of a copy is assumed in full by the user. LAC accepts no responsibility for 
unauthorized use of collection material by users. 
 
To ensure proper citation and to facilitate relocation of an item, the source of the material and its reference 
number should always accompany the copy. 
 
Pour les documents faisant encore l’objet d’obligations législatives, contractuelles ou institutionnelles, les 
usagers s'engagent à respecter ces obligations et à ne pas utiliser les documents des collections de BAC 
de façon à nuire aux droits d'autrui. Ils doivent assumer entièrement toute responsabilité qui pourrait 
découler de l'utilisation d'une reproduction de document. BAC décline toute responsabilité quant à 
l'utilisation non autorisée de documents provenant de ses collections. 
 
Afin de citer un document avec exactitude et d’en faciliter le repérage, sa source et son numéro de 
référence doivent toujours accompagner la reproduction. 
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