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COMPLETE ITEMS 1 THROUGH 12.
ITEM 3—ALL FILE TITLES MUST BE STERILE SINCE THEY WILL
APPEAR ON THE FIELD COPIES AND ON MACHINE LISTS.
ITEM 6 —ALL REMARKS MUST BE STERILE.
ITEM 7 AND 8—USE FIRST THREE LETTERS OF DISPATCH SYM-
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ALSO BE USED TO GIVE REASONS FOR THE ACTION BEING RE-
QUESTED. TO IDENTIFY THE TYPE OF MATERIAL TO BE PLACED
IN A FILE OR TO MAKE OTHER EXPLANATORY REMARKS.
ITEM 11—A RECOROS OFFICER MUST SIGN ALL FILE ACTION RE-
QUESTS. CONSULT YOUR RMO ON ANY PROBLEMS THAT ARISE.
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