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                            APPENDIX E-211 P



                    ADDITIONS TO IN-PROCESS SUSPENSE



1.  PURPOSE 



  This appendix provides instructions for processing Report No. F-308.  



2.  APPENDICES USED IN THIS PROCESS 



  Appendix F-308, Additions to In-Process Suspense.  



3.  RESPONSIBLE ORGANIZATIONAL ELEMENT 



  The Directorate of Technical Operations is the office of primary responsibility.  



4.  PROCEDURES/INSTRUCTIONS 



  a.  Distribution Clerks, Management Support Office, will receive one copy of Report No. F-308 and distribute to the Cataloging Division.  



  b.  Catalog Clerks, Cataloging Division, will:  



    (1) Receive Report No. F-308 and separate by ORC.  



    (2) Forward individual copies, by ORC, to the Cataloging Technicians.  



  c.  Technicians, Cataloging Division, will:  



    (1) Receive individual copies of Report No. F-308 and utilize as notification that a DLSC input action was processed to DLSC.  



    (2) Retain Report No. F-308 pending receipt of a DLSC reply and/or for history purposes until deemed no longer necessary.  
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