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Use PII version ONLY if the folder contains PII (otherwise, use standard routing sheet)

Include offices in the routing chain prior to DH/N-Code as needed

Admin will enter the routing number

Send softcopy editable Word document to Admin Asst and AO for editing / re-printing

Include supporting documents in left pocket of folder (excerpts from Instructions, letters, etc)

Provide justification for anything requested “ASAP” “Expedite” or action required within less than 5 business days
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