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Recoxds Bervices
November S, 1963
Ladel 2o Fon-Current Records

In order to simplify the preparation and identification of records
being prepared for storsge in Central Records Buresaus and in the
Records Center, tm229o3mboeamindmoathnom

SPAP-Out pre-carboned form.

PART 1 = Original (vhite) will bDe sttached to the cartom
*  in sccordance with present procedures. .

PART 2 = Duplicate (green copy) would be filed in.date
or mmerical sequence by item mﬁnr with

existing forms 22904,
PART 3 = Triplicate (yellov copy) will be the same as
the present yellov duplicate copy and handled
in the sane mu in the past.
The d.upucatc (part 2) v:n.l replace the posting to form 2290k, theredy
eliminating s transcription. When the carton is destzoyed such
destruction can be stemped tharecn, the lsbel moved t0 an insctive

file for one year. The triplicate (part 3 - yellov card) will
be filed in the Centyal Records Bureau by dats of action to be taken,

that 1is, destructioa or shipment to the Records Center.

Aaznmrwpmtuummdummmummwmm
Center and has proved very satisfactory. )

Part 7, section 1, division 141, Exhibit 'l" o the Manual ot Acoounting
is being revised to reflect this cbangs, but you maYy use this lstter as

sdvance notics of the change.
. ; E .
R, C. Orimes

Manager, Pecords Services
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