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  IN REPLY REFER TO

   5510 

   CMCC

   1 Jul 02
From:  Assistant Chief of Staff, G-1                           

To:    Sgt Villamil (NCOIC), Classified Material Control Center

Subj:  REQUEST FOR TRANSFER/MAILOUT OF CLASSIFIED MATERIAL

Encl:  (1) The description of the enclosure will include control number.  If a control number was not assigned, use copy number or other information specific to the material.
1.  Request the enclosure be transferred/mailed to the address listed below:

Commander

Unit (Attn:  )

Complete address to include zip code
2.  Point of contact is section SCP at 477-xxxx.

    ___SIGNATURE        Date _
           Name / Rank
Note:

(1) Working papers will be stamped “Working Papers” and dated with appropriate date.

(2) Transmitting classified material through secure fax, JOPES, GCCS, or secure LAN will be used if feasible as opposed to mailout. 

(3) Division heads, Deputy Division heads, Primary and Alternate Secondary Control Custodians are the only individuals authorized to sign Mailout/Transfer requests.
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