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Subject: 4 Series Filing location

The files from 4.1 to 4.34 have been moved to the new file cabinet next to the old 4 series file cabinet by my
desk. All other 4 series filing still remains in the old file cabinet.Please be aware when taking out and
returning files, that due to the size of some of the files (correspondence for example) that there may be more
than on folder labeled with the same file number. Additionally, on both file cabinets there is a pull out shelf
between drawers 2 and 3 for you to use if you need a place to spread out paper or a file. Neat huh!l hope this
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