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INSTRUCTIONS FOR COMPLETION OF CLASSIFIED DATA INDEX

Operating Unit: Enter the title of the operating unit.

For Period: The report is a quarterly report covering the periods October 1 through 
December 31, January 1 through March 31, April 1 through June 30, and July 1 through 
September 30.

Office: Enter the title of the office or division submitting this report.

Date of Document: Enter the date of the document.

Subject or Title: Enter an unclassified subject or title or brief description of the document.

Classification Level: Enter the level of classification assigned by the classifying authority.

Declassification Instructions: Enter the date or event upon which the document will 
be classified (and releasable to the public) or the notation OADR (Originating Agency 
Determination Required).

File Designator: Enter the file designation for locating the document.

Number of Copies: Enter the total number of copies of the document, including all file 
copies.
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