1. Flles should be regeined no leager than absclutely necessars if @ file is frequently neaded at short intervals, it is better to B.F i for rsa
or three days than keep:it out of Central Registry Indefinitaly. This eyaores 1t being completed and kept in oeder, and alse gives other affices axn
opPOFtUNILY (0 USE same. |
2. Centeal Regispry saotild be notified whenever a 6ic is passed dim}-t to anotiyir branch.

8. Al outgoing letters :bout(ﬁ bear the official file numher.;
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