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Every letter, whother printed or in manuseript, should be doc.
keted and abstracted on the back ; . . » e
and the abstract should state clearly the purport of the letter and
not merely its title subject, . . . . ~
Enclosures and statements also, whether sent with letters, or

merely under cover, should be numbered, docketed and abstracted.
The headi of stateraents should be written in full {0 prevent

mistakes, ( 3 Qvg m‘?ﬁl ;593.“0. 399, Pablic.) i
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