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Item 46115.  MAIL SERVICE CENTER MAILING FORM FILE.  Records concerning the transmittal of mail to 

and from various destinations. File includes routes information, agency name, type of mail, number of 
pieces, and other related information. 
 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

 
 
Item 46116.  ADD, CHANGES, AND DELETES FILE.  Records in paper and electronic formats concerning 

each agency using the Mail Service Center. File includes assigned courier number, agency name and 
address, and other related information. (File maintenance and backup procedures conducted by 
Information Technology Services (ITS)). 
 
DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper records. 
Destroy in office electronic versions of records which were printed and filed when superseded or 
obsolete. Destroy paper records in office when reference value ends. 
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