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Enclosure 3.

EXAMPLE OF PROPERLY PREPARED INC(MING TICKET

Example of Properly Prepared

CoONTROL No SEC. CLASS ORIGIN FiILE No.
Secret | Management Staff QL 5 5555

DATE OF MAT, DATE Rec’p DATE ovuT RouTING CROSs REFERENCE

14 Nov 55 14 Nov 18 Nov

SuBTECT

3 i cke : : TiM

Control Ticket. RD U'“NG DUTE
T0; Chief, Admin Staff/OL OL/Admin | 14 Nov
FROM: Chief, Mgt. Staff R & 8 Br. | 15 Nov
DEFER ACTION  UNTIL ANSHERED - No REPLY COURIER No.

FoRM Na,

w391 FILE AND ROUTINIG SLIP

EXAMPLE OF OUTGOING REPLY TO ABQVE (same ticket)

ConthoL Mo, SEC. ClASS ORIGI N FILE  No,
. Secret | Management Staff OL 5 5555-A
PETE oF MAT OATE RFC/D DATE ovuT RouTING CRoss REFERENCE
14 Nov 55 14 Nov 18 Nov
Sugreer
Example of Properly Prepared
Control Ticket. .
ROUTING | TouF
TO: Chief, Admin Staff/OL
FROM: Chief, Mgt. Staff oL /Admin 14 Nov
R& S Br.| 15 Nov
_____________ A- |OL/Admin | 17 Nov
A - TO: G/Mgt. Staff C/Mpt. S | 18 Nov
FROM: C/Admin Staff
SUBJ: Same
DEF‘ERV ACTloM  DNTIL ANS WE RED No RePLY COURIER Mo,
17 Nov 55 ‘
ForM NO. . 4 .
e 350 FILE AND ROUTING SLIP  worifcck eice
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