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Subject: Software

Body:

In anticipation of the audit (and because we just should!), please gather all of the software and licenses that 

we have purchased and sort them by application. Once you get them all sorted, pass them on to Valerie and 

she will get them into the file plan/inventory. Val will physically take over custody of the diskettes, manuals, 

licenses, etc. and put them in a locking cabinet.I will let you know when a date has been set for the audit, but I 

would expect it to be in the not so distant future. Please keep me posted on how you are doing with this. 

Thanks.
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