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Please establish procedures for incoming correspondence from Agencies

Please establish a clear procedure for incoming correspondence (and faxes) from Agencies so that letters do
not get lost and so they can be logged in.l presume that Jerrie should give the original (or a copy) to Noelle so
that Noelle can distribute them to the appropriate persons on the R&A staff.Two Agency Contacts faxes
apparently came in yesterday and were not routed. | learned about them this morning from Noelle who had
heard that they arrived and that Phil might have them.

Record

N

B





