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request) the attached sample formats to you
for your use in the preparaticn of corres-
pondence. Flease be sure other members
of your Staff who are responsible for corres-
pondence preparation also use these as
ouides. All Support Offices have received
he samples and have been advised that, if
correspondence is not correctly prepared
twhen received in the Office of DD/S, it will
be returned to the originating office for
rewrite. All members of the DD/S Staff
have received the same information.
Changes in format will be forwaxrded to

you when appropriate.
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