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ACTION CODES

A - Appropriate Action
C - Comment/Recommendation
D - Draft Response
F - Furnish Fact Sheet

to be used as Enclosure

Tracking
Action Date
Code YY/MM/DD
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Referral Note:

Referral Note:

Referral Note:

Referral Note:

Referral Note:

I - Info Copy Only/tNo Action Necessary
R - Direct Reply wlCopy
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X - Interim Reply
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DISPOSITION CODES:

A - Answered C - Completed
8 - Non-Special Referral S - Suspended

FOR OUTGOING CORRESPONDENCE:

Type of Response = Initials of Signer
Code = "A"

Completion Date = Date of Outgoing

Comments: __ _-_-_ -

Keep this worksheet attached to the original incoming letter.
Send all routing updates to Central Reference (Room 75, OEOB).
Always return completed correspondence record to Central Files.
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Thanks.

Kathy 0.


