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\}J. *$. uJiLcdX
DEPARTMENT BUILDING
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B'FOR YOUR APPROVAL
□ FOR YOUR SIGNATURE
□ TAKE APPROPRIATE ACTION 
Q RETURN WITH MORE DETAILS
□ INVESTIGATE AND REPORT
□ NOTE AND SEE ME ABOUT THIS

□ ________________

Q FOR YOUR INFORMATION
□ PREPARE REPLY FOR MY SIGNATURE 
Q ANSWER
Q NOTE AND RETURN TO ME
□ NOTE AND FILE to

- f n —
TELEPHONE

PLEASE CALL 
MR.
MRS.
MISS___________

TELEPHONE NOT

*1
TIME CALLED DATE CALLED

MESSAdE
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