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Subject: Internal memos

Body:

I have received a lot of internal memos lately that do not follow the office format.  I have placed copies of the 

correct format next to my IN box if anyone needs another copy.Reminder the correspondence file for each 

agency (4.X.3) is for external correspondence with that agency.  Internal office memos should not receive this 

file number (4. X.3).Thank you!
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