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I· REVIEW INDEX RECORDS. 
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3· FORWARD TO IP/FILES. 

AFTER RECEIPT OF THE DOCUMENTS, EDIT THE INDEX RECORD 
ACCORDING TO DOl 70·19. 
I· TO DESTROY INDEX RECORD: MARK THE INDEX RECORD WITH 

A GREEN D, AND CITE THE REASON. 
2· TO MAKE CORRECTIONS/ADDITIONS: ENTER THE CHANGES ON 

THE INDEX RECORD IN GREEN INK. 
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