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1. Files should be retained uo longer than ahsolutely necessgey. If o file bs frequently needed Bt short ko tervids, it is better 1o B.F. it for twe
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2. Central Registry should be notified whenever o file bs passed direct 1o anorher brasch.

5. All vutgoing lettars should beoar the official file number PASS THIS FILE IN E-NVELOPE




