Manual of Policy and Procedures : 3-08/040.60 - File Numbers

3-08/040.60 - File Numbers

A unit or division file number, if assigned, may be used on letters prepared by this Department. When
applicable, the file number, preceded by the words "FILE NO.," typed in upper case letters, shall be placed
two lines below the identification (sign-off) initials and appear only on the copy.
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