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NOW PERFCRMED BY MATL CONTROL SECTTON, EECORDS BERVICES
QENERAY, BERVICES OFFICB

1., Position Descriptioms for All Jobs in the Meil Control Section.
2, Euployee Record Card {OP-4b) For All Employess in Mail Control

Beotion.

3. | |- Courier Bchedule for Collection and Distribution
of Mail.

i, - Addressing of Inter-Office Mall.

5. | |- Addressing of Mmil.

6. Cards Showing Special mnd Zcheduled Courisr and Messenger
Assligmments.

T Penalty Indicia Mall,

8. Proposed Regulstion, Mail Service - {Remdy for Subuisslon).

9. Proposed Directory {Handbook) of All Registries in the Agency.
{Discussed with Regulstions Control Staff. Ready for Sub-
wissicn as soon as & Tew revisions have been completed).

10. Proposed Internal Operating Procedures for Mail Service,
{Campletﬁ with exception of seetion to be prepared relating to STAT
reporis}.
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