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1. Please come to me for supplies or paper. There is now a box of paper under the main printer, so look there 

for paper first.2. As an analyst, you are responsible for photocopying and distributing your own internal 

memos and placing the initialed original in my file box.3. If you receive original mail addressed directly to you 

please make a copy for yourself and place the original in my IN box.4. A copy of Final Determination Forms 

(FDF) needs to be given to Tom and one copy to Noelle for the file (Jeremy - do you think I need a copy for the 

file??), and one FDF should be attached to each document that is going to NARA. The original document with 

the FDF attached should be given to Noelle so that transportation to NARA can be arranged.Jeremy -I have 

one other issue I want to address, but I need to talk to you about it first. It deals with creating investigative 

issues.
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