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Subject: signing out files in 4 series

Body:

Please remember to sign out any files you take from the 4 series. PLEASE DO NOT Just put an OUT CARD in the 

cabinet without signing which file you took and your name and date. I have 3 out cards in the cabinet right 

now, without anyone's signature on them. Please check your files to see if you have any from the 4 series. If 

so, please return them.Also, please scratch your name off of the card when you return the file. Thank you very 

much. If you have any questions, please ask!
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