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Subject: Shipments to NARA

Body:

Cathy and I have established an area in the SCIF in which to place Board processed documents ready to be 

sent to NARA. The area is located under the mail slot table (for lack of a better description) on the right side of 

the SCIF by the computer. Anyone placing documents in this location will be responsible for the following:- 

Creating and signing an itemized receipt for the contents- Sealing and/or double wrapping boxes for shipment- 

Labeling boxes "ATTN: Martha Murphy" or whomever you're sending the shipmentPlease see Cathy or myself 

for additional directions before placing items in this area.
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