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As Filc~ ar~ the vital operntionnl line it is of the
GREATEST n:po~'.i'JJ;CE that ALL FII.lT}·iG J3 bCC1JRIS2.

A minfiled particle: can be lost forever.

)
J.. miesine itc::'l can throw out a who'Le evcluation or a

sale.

Items G~t misfiled for four' reasons:

. 1 ~ le;nor:mce of the alphabet

2 t' Ignor~nce of 6'30GTaphy
3 .. l(9lor~nce of the vi tal role'of the files

4. Per so nal. out-ethicn. t, . :
~be remedies therefore are:

. 1. J.:1L }"ILES PER801:HEL (a) !'·:UST :3:8 .t.2LE TO RATTLE OF
. Th"E AJ..PEJ0?,;~'I·Fon'r!J~~tDS AIm PJ..C:-~';!A:-ill3. (b) They 1I!1J.st be dr lled
then to be able to give the letter ane ad of and behLnd
letter in the alphabet.

2. G:SOGRAI-'HYmust be known to files personnel, par t culr..rly
the! locations of orGs, cities, c t.a tes und i ccrrt Lnerrt s , Th' 0
is done by d:rillin£{ the!.1 on a' I:13p that has key Loca tLons
~elatcd to files.

:? Hethod 6 \'ICing.ehoul d be .none on vo r do connec t.ed
with the post nrd action of filinr.:;. Th~n the va Lue and
purr;ose of the :filos they handle should 00 done by them.

4. fersons \':i t:l out ethics or on an ethics cycle s ould
not be given filing a s an amend s as they arc not drilled and
nre out ot P'1' to soy the least.

t:T:iICS ACTION

)....l1Y0I10 n.r.dil~ a miD-filed pa r t i cLc should report i· to
the Zt::lic~:Officer. or 1':ast0~ ~t ·ArT;ls.

H!: l!lunt t hon quic}~ly rm.k o every offort to Loc.at o \lh io
. lI:ir;filint; nnd tako l'~pid action.

The fj.rst HCtion io to hat them a n above.
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l.ny repeat i:.; on EthicG OffcllSC handled by a Court.

L. non lIUBBARD
FOilliDER

If the },~/Ocanno t find the per son or OO(H,i not act h
himuclf must comb all file3 and straiGhten up thp. partie e a ,

JI J

f)TJ!'1!·gn 'y

It is of vi tal interest both ill.ease of .'iorlc and
fil1ancially thnt all fil~s are straight.
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