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INCOMING MAIL - QUESTIONS ON PAPERS 08, 09 and C10

List three different ways of indicating that a letter has
an enclosure.

How do you deal with a letter that indicates an enclosure

-~ but doos not have one?

What 4 s an "“internal envelope"?
How many times can an internal envelope be used?
Why are there holes on an internal envelope?

Why is there an indentation on the top of an internal
envelope?

How can you arrange and control the circulation of magazines
being of interest to the Staff?

What information should appear on a circulation list?

If  file by subjects; how do you then handle a letter
d with more than one subjeect? |

What is the advantage of using a lottor sorter?
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