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1. SPSS Q Case assignment to Correspondence team:
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(A (Routine - 30 days from date received in SACU)
(Congressionals - imposed deadlines)
Initials Date
2. Analyst Q Entered into Correspondence Database.
YT Q Entered into Statistical Tracking Database.
il 18 ) |0 Prepare Correspondence Package for Unit Chief.
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4. Analyst Q R/D to supervisor ( )
Q Final to supervisor ( )
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Initials Date
5. Program Q RDreviewed (__ )
Manager Q Finalreviewed (_ )
( ) Initials Date
6. Analyst Q All Databases updated.
(Closure date - final approval date rendered)
)
Initials Date
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John Doe
Sticky Note
"Consult OGC for guidance in preparing the letter."




