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- NOTICE

The BRANCH SECRETARIAT must be informed when you
pass a file by hand. '

Secretariats or file rooms must inform Central Registry by
C.R. Pass Slip when a file is passed from hand to hand from
one branch secretariat to another.

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.

Place file number on all outgoing letters.

Send all incoming correspondence to Central Registry for
registration and filing BEFORE TAKING ACTION.

Do not pass loose papers.

Do not deface file covers.
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