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5 December 1950

wraRANDOR ¥ORe  Chiefl,
Crief,
Orief,
Chief,
Onlef,

SURITET:  Offieisal Corresvondencs

1., Attached is a copy of & memorsndum dated 27 Kovember 1950
from the Fres:tive, Subjeet: ®0fficlal Correspondence”,

2, It 15 requested thut the sontenis of this memorandue be
communicated to all employses under your jurisdiction whose
responaiM lities include the handling of correspendence, an! the
contents thereaf will be somplied with in 5311 Instances., Whsrewer
porrible, vithin Adrintstrative Fervicer, letters of ackuovladgement
shemld ba prepared for the sismature of the individual »he will sign
the fins} reply,

Be he PYFL
Chief, Administrative Services

Attgoraent

Chrone
Directive files , . -
(Ftrove A tre by —
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