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Subject: your tasker

Body:

You asked me to collect all memos/notes/guidance to staff on filing paperwork and email guidance. I did not 

include the memo that Noelle originally sent to R&A that you recently updated wherein format of 

letters/memos etc. was laid out. - Pls let me know if I should. The rest of what I did find is in your in box within 

file folders. I did ask Chet about any others, but I think he and I will need more time to finish searching the 

computer for any guidance memos b/c it takes so long to pull up the system Pls let me know how you would 

like me to proceed. Thanks, CAthy
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