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Subject: ARRB Library

Body:

I have been designated the ARRB Librarian who will catalog and monitor withdrawals of books and materials 

belonging to the ARRB.  Pending the library's move to the conference room, it will be housed by my desk.  

There is a card catalog index box on the cabinet which houses the library.  If you wish to borrow a book, report 

or file, please let me know and the appropriate card will be marked and I will also initial it so that I know who 

has borrowed a particular item.  If you wish to borrow an item while I am away from my desk, mark the 

appropriate card and I will initial it later.  I will check the contents of the library daily and update the master 

list which will also be in the file cabinet as new books and files are added to the library.  A  list of the library's 

materials will be in the file cabinet along with the check out procedures.
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