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Subject: Documents review

Body:

Please give me a copy of each document you have finished reviewing (with your name on it) when you send 

your review to me electronically. You'll need to keep careful track of where each document comes from so 

you can return it to its proper place within the folder. Tabs or withdrawal cards (containing document number) 

are two possible tracking methods. As you move from sharing folders among you to handling entire folders at 

a time, simply give me that folder (marked with your name) with the completed documents marked for my 

attention.Of course, never leave a classified document or folder of documents unattended in my office. 

Perhaps we should establish a special place in the scif where you can leave these for me to pick up and use 

with my review before returning to you for refiling.
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