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(1) I HEREBY CERTIFY on my eofficial oath that the above PAY ROLL is correct,
and that services above stated have been duly rendered. Payment for such services is
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{6) I HEREBY CERTIFY on my official oath that I have paid in cash to ench
ROVED: official and employee whose name appears on the above roll the amount set opposite
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INSTRUCTIONS

1. This form will be vsed-in making pay rolls for
provincial and municipal.offices. It should be pre-
parad for each office or dependency by the proper
administrative officer. A;E-,a general rule but one
copy (original) of the pay roll need be prepared.

2. All the force employed during the period cov-
ared by the pay roll, whether stationed at the cap-
ital or in the municipalitiés, should be included. It
ghould be grouped in accordance with the schedule
of fundzs and classifications prescribed by the
Auditor General and each _group listed according to
rank or seniority.

3. The designation of each position as given in
the law, plantilia, ete., shonld be shown correctly,
pnd the name of the persom filling same should be
gpelled exactly m# that name is written on hia ap-
pointment, or as he officlally signs it

4., The dates to be shown in “Peried of Service”
are alweys to be inglusive. Thus, if dates are shown
from Jenuary 5 to 10, it meana that the person
worked from January & to 18, Inclusive, or 8ix
days. < =

B. Yearly and rmonthly salaries and wages should
be computed in accordance with Section Zbd of the
Administrative Code.

fi. Commutation of allowances, computad by
period-units, shoold be incloded in the pay rell if
they are pavable at the same time as the salaries,
More than one kind of eash allowance may be thus
incladed, each allowanee being shown on a separate
lime on the pay roll, thus:

VICTOR GAMA-—Jail Guard—

Iecember 1 - Decembar 31,

salary per month........... P2R00 P35.00
VICTOR GAMA—December 1-

December 31, subsistence

allowance per day.....c.... B0 1660
VICTOR GAMA— July 1-De-

eembier 31, clothing allow-

Rice. per PeEECL L ey s 4000 20,00

T. After o pay roll iz prepared the administra-
tive officer will total columna B, 9, 10, 12, and 17,
for each separnle functional and expense classifica-
tion. He will thén date and sign certificate No. I
(on every sheet, il the pay roll con=ists of more
than one sheet), amd submit the pay roll imme-
diatély to the Provincial Treasurer,

8. Upon receipt of & pay roll the Provineial Treas-
urer will immedjately review same administratively,
and should he find it correct, ke will approve it by
actomplishing certificate No. 2 on every sheet, and

then have the pay roll submitted to the Prowineial
Auditor for preandit.

Prowmctar. Fossg Mo, S804)
11 P

1”4

0. The Provineial Trensure A aya try
to have the pay rolls closed withigse th for
which made in order that they ¥ be tanken up in

the books, and his approprigtionsz charged monthly
with the entire amount of salaries and wages esrned,
paid and unpaid.

10. Payments in cash will be made only to the
ereditor and immediately upon his signing the pay
roll. Absent creditors may be paid in check,
Amounts paid will be writien by the paying official
under celumn 18 or 19, as the cazse may be. The
number of check, in case payment is made by check,
ehould be entered under eolumn 20, instead of the
signatuore of the creditor.

11. Payments by cash should be supported by the
signature of the ecreditor. Such signature should
be in the same manner the name of the creditor is
written under column 2. No variation in spelling
or orthography should be permitted. Thus If a
pame is written under column “Name" Juan Gon-
zalea, it should be so signed in the “Sipnature®
colomn and not Juan Gonzales y Cristobal, or J.
Gonzales. Signatures made by mark or zo written
a3 to be illegible will be witnessed, except signatures
of govermment officials which, although appearing
ilegible, are well kiown and properly identified om
the Specimen BSignature Card, General Form No.
TE(A).

12, In cloging the pay roll, certificate Mo, 6 on
each sheet shall be accomplished by the paying offi-
cial, whether the Provincial Treasurer himself or
a deputy treasurer, and certificate No. 7 on the last
sheet only will be accomplished by the Provineial
Treasurar himself. Al unpaid amounts will be axs
tended to colummn 22,

13. The Provincial Treasurer will take up in his
cashbook, Provincial Form No. B5(A), the fofal
amount paid. Thereafter the pay rolls will be
journalized in the ordinary manner.

IN CASE THIS PAY ROLL IS USED FOR
MUNICIPAL OFFICES
1. All the instructions given in the faregoing par-
agraphs which are intended for provincial officinls
and sccounts will, in so far as practieable, apply
when this form iz used by municipal tressurers
for municipal mecounts. However, one general pay
roll mey be made for all officials and employees of
the municipality, exeept teachers who should have 2
separato pay roll.
2. Where the mayor will not have to sign certifi-
cate No. 1, be will approve the pay roll on its face
as provided in certificate Mo, 4 thereon thus:

"APPROVED:
o

Municipal Mayor®

Approval of municipasl mayora on municipal dis-
hursement will not however, be required when the
funds invelved are Mational funds which are not
given az aids to local governments but: merely in-
voleed to loenl treasurere for convenience of their
disbursements.

3, Municipal pay rolls will be prepared in dupli-
gate, the original to be submitted to the Provinejal
Auditor with the municipal treasurer’s accounts,
gnd the duplicate to be kept by thiz official.

4, When this pay roll is used for municipal pur-
poses, certificate Mo, 2 should be signed by the mu-
nigipal treasurer, cancelling the phrase “sobject to
presudit” where the gystem has mot been installed
in the municipality concerned.

=

IN CASE THIS PAY ROLL IS USED FOR EMPLOYEES
INSURED IN THE GOVERNMENT SERVICE
INSURAMNCE SYSTEM

1. Three extra copies of the pay roll will be pre-
pared on the thin sheet styled Provincial Form Mo,
3B-1{A).

2. Columnz 1%, 14, and 16 will he -|;'|1:|I]r filled for
those employees who are insured in the aystem:

2. The grand total of these columns will be gshown
on the proper lines on certificate No. & on the last
sheet of the pay roll.

4. An amount equal to that shown on item No. 1

of certificate Wo. § will be entered on lne ¥ of the
same cortificate,
5. All the amounts shown on this certificate will
be journaliged at the time the pay roll is journalized.
The tote] of certificate No. 6 will be credited to E-23.
The second item will be a charge to the proper “p"
expenze clapsifiention while the rest of the items are
g part of the charge to the proper salary classifi-
cation.

€. The three extra copies ¢f the pay roll will take
the place of the form prescribed in Provincial Divi-
sion Circalar No. 470,
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8, The Provinelal Treasurel should alwaye try
bo have the pay rolla closed within the menth for
which made in order that they can be taken op in
the books, and his appropriations charged monthly
with the entire smount of salaries and wages earned,
paid and unpaid.

10, Payments In cash will be made only to the
craditor and immaedintely upon his sipning the pay
roll. Abssnt ereditors mway be paid in check.
Awmounts paid will be written by the paying official
under colomn 18 or 19, as the case may be, The
number of check, in case payment is made by check,
ghould be entored under column 20, instead af the
signature of the creditor,

11, Payments by cash should be supported by the
gignature of the creditor. Buch signaturs should
be in the same manmer the name of the erediter is
written under columm 2. No variation in spelling
or orthography should be permitted. Thus if a
name is written mnder column “Name” Juan Gon-
gales, it should be =0 signed in the “Signature”
colomn and not Juan Gonzales y Cristobal, or J.
Gonzales. Signatures made by mark or so written
as to be illegible will be witnessed, except signatures
of povernment officials which, although appearing
illegrible, are weall known and properly bdentified on
the Bpecimen Signature Card, General Form No.
THIA).

12. In closing the pay rall, certificate No. § on
each sheot shall be accomplished by the paying offi-
cial, whether the Provincial Tressurer himself or
a deputy treasurey, and certificate Mo. 7 on the last
gheet only will be sccomplished by the Provinecial
Trepsurer hlmeslf, All unpaid amounts will be ax.
tended to column 22

I3 The Provimcial Treasurer will itrke op in his
caskhook, Provincial Form No. 85(A), the total
amount paid. Theresfter the® pay rolla will be
joarnabieed i the ordinary mmanmer.

IN CASE THIS PAY ROLL I5 USED FOR
MUNICIPAL OFFICES
1. All the instructions given in the foregoing par-
agraphs which are intended for provincial officinls
and accounts will, in so far e&s practicable, apply
when this form iz used by municipal treasurers
for municipal accounts. Howevar, ome general pay
roil may be made for all officials and employess of
the municipality, except teachers who should have &
separate pay roll.
2. Where the mayor will not have to sign certifi-
cate No. 1, he will approve the pay roll on its face
as provided in certificate No. 4 therson thus:

“APPROVED:

Approval of municipal mayers on municipal dis-
bursement will not however, be reguired when the
funds Involved are National funds which are net
given ps alds to lecs]l governments but merely in-
voiced to loenl trepsurers for convenience of their
disbursements,

5. Municipal pay rolls will be prepared in dupli-
cate, the original to be submitted te the Provinecial
Auditor with the municipal trensurer's accounts,
and the duplicate to be kept by this official.

4, When this pay roll 1s wsed for munbeipal par-
poses, certificate No, 2 should be signed by the mu-
nieipal treasurer, eancelling the phrase “subject to
preaudit™ where the system has not bean installed
in the municipality eoncerned.

IN CASE THIS PAY ROLL IS USED FOR EMPLOYEES
IMSURED IN THE GOVERNMENT SERVICE
INSURANCE SYSTEM

1, Three extra coples of the pay roll will be pre-
pared on the thin sheet styled Provineinl Form No.

GE-10A).

2. Columns 13, 14, and 16 will be duoly filled for
those employees who are insured in the system.
3. The grand total of these columns will be shown

on the proper lines on certificate Mo, b on the last’

shaat of the pay roll

4. An amount equal to that shown on fbem No. 1
of certificate Wo. § will be entered on line 2 of the
same eertifleate, n

B. All the amounts shown on this certificate will
be journalized at the time the pay roll is jo .
The total af certificate No. B will be credited to 3
The second Jtem will be a charge to the proper “p"
expense classification while the rest of the items are
a part of the pharge to the proper salary classifl-
cation., a

B, The three dxtra copics of the pay roll will take
the place of the férm prescribed in Provincial Divi-
sion Cirenlar Mo, 478,
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Authority MWD BEI0TS
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8. Tha Provineial Tressurer shoold always try
to have thg pay rolls closed within the month for
which mads in srder that they can be talken up in
the books, and his appropristions charged monthly
with the entire amoeunt of salariee and wages sarned,
paid and unpaid.

10. Payments in cash will be made only to the
ereditor and immedintely. upon. his signing the pay
rall, Absent creditors may be paid in check.
Amounts paid will be writben by the paying offcial
under ¢olumn 18 or 19, as the case may be. The
number of check, in case payment iz made by check,
should be entered ander column 20, instend of the
signature of the creditor.

,11. Payments by cash should be supported by the
gignature of the creditor. Buch sigmature should
bg in the same manmer the pame of the creditor is
written under column 2. No varation in spelling
or orthography shoold be permitted. Thus if a
name is written under column “Name” Juan Gon-
sales, it should be =so signed in the “Signature™
eolumn and not Junn Gonzales y Cristobal, or J.
Gonzales. Signatures made by mark or so written
ag to be illegible will be witnessed, except signatures
of povernment officials which, although appearing
lllegible, are well known and properly identified on
the Specimen Signature Card, Genesral Form Moo
TE(A).

128, Im closing the m1m1, certificate Mo, 8 on
each eheet shall be accomplished by the paying offi-
cial, whether the Provinelal Treasurer himself or
w deputy treasurer, and certificate Mo, 7 on the last
sheet only will be accomplizshed by the Prowvinelal
Treasgrer himself, All anpaid smounts will be ax.
tended o onfumn ZE, #

IF e Provinciyd Tregsuver will dalke wup fr Bis
caehbook, Provineinl Form No. 85(A), the total
wmonnt paulk. Toereafter Yhe pay rolls Wil oo
jomrnalized in the ordinary menner.

IN CASE THIS PAY ROLL IS USED FOR
MUNICIPAL OFFICES
1. All the instructians given in the foregoing par-
apraphs which are intended for provincial officials
and accounts will, in so far sz practicable, apply
when this form is uged by munieipal treasurers
for municipel sccounts, However, one peneral pay
roll may be made for all officiala and employess of
the municipality, except teachers who should have a
separdte pay roll
2. Whers the mayor will not have to sign certifi-
ecata No. 1, ke will approve the pay roll on its face
as provided in certificate No. 4 thereon thus:

TAPPROVED:

" Municipal Mayer™

DECLASSIFIED
Authority piaDEEI0TE

Approval of municlpal mayoers en municipal dis-
borsement will not however, ba required when the
fundz involved are Mational funds which are not
given as aids to loral povernments but merely in-
voiced to local tremsurers for convenience of their
dishursements,

3. Municipal pay rolls will be prepared in dupli-
cate, the original to be submitied to the Provineisl
Auditor with the municipal trepsurer's aceounts,
and the duplicate to be kept by this official.

a & When this pay roll is used for munizipal pur-
pozez, éevtificate Mo. 2 should be signed by the mu-
nizipal treasurer, cancelling the phrase “subject to
preandit”™ where the system haz not been installed
in the municipality coneerned,

—

IN CASE THIS PAY ROLL IS USED FOR EMPLOYEES
INSURED IN THE GOVERNMENT SERVICE
INSURANCE SYSTEM

1. Three extra copies of the pay roll will be pre-
pared on the thin shect styled Prowinelal Form No.
SE1(A).

2. Colomns 13, 14, and 16 will be duly fillad for
those employees who are insored in the system.

2. The grand total of these columns will be shown
cn the proper lines on certificate Noo & on the last
theet of the pay roll

4, An amount eqoal to that shown en item Ne. 1
af certifiente Mo, & will be entered on line 2 of the
same cortificnte.

f. All the amounts shown on thie eertifients will
be journalized at the time the pay roll is journalized.
The total of certificate No. b will be credited to E-23.
The socond itom will be & charge to the proper “p*
axpense classiffeation whils the rest of the toms are -

a part of the charge to the proper salary classifi-
RO, i

f. The three extrs copies of the pay roll will take
the place of the form prescribed in Provinecial Dbvi-
gion Circular No. 476,
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We hereby acknowledge to have received jrom CAr]. = CAN 7TOR , Treasurer of papaiee o,
compenggion for our services rendered durmg the period stated below, to t#ﬂmrrﬂcﬂﬂﬂ
R —— o el
e PERIOD OF SERVICE T |
Hu?:.bnr (inclusive Datat) Jﬁ, Amount e FOR GOVERNMENT SEE |CE
NAME Designation  Plantilla gl e INSURANCE SYSTE ro.
for Year Pay Period Loan Finesand Absences Without Pay 3% Extra Haz. “+I'nal
194__ From— To— Installm’ts Forfeit. Dates T Premium Premium [nd ance
2 3 4 5 & 7 8 9 10 11 12 13 14 5 T
|
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21
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23
24
25
26
27
28
2%
30
31
22
33
24
35
TOTAL OR CARHIE[‘_ FGE_WAHD 1' =
(1) I HEREBY CERTIFY on my official oath that the above PAY ROLL is corret, (4) APPROVED: f
and that services above stated have been duly rendered. Pa r such services is oV e
also hereby approved from the appropriations indicated. M , /te‘__ e
J O. PALAA (0-562/L) [ Gles i 2. o %

b SINAARY 1046 St Lieut., T peoUDi T NERHA L T
£ i 3 e (5) SUMMARY OF AMOUNT CREDITABLE TO GOVERNM T SERVicE

FUNDS:

(2) APPROVED for payment subject to preaudit:
Total of 3 per cent premium—Column 13 (employel share) p

Total of 3 per veni premium—( Governmen! share) l—

= e

194 Troasurer o
—ae— e — — R - ]
7 | Total of extra premium for extra hesord—Crlgmn 15 - -
(3) Preaudited and approved for payment in the amount of
s, _(® ) pesos only. Total of additional insurance premium—~Colemp 13 —— _ e |
GCRAND TOTAL < il e
et

Tl y 194 — -
Provincial duditqy |




eerc pu, 14 PAY ROLL

NT CREDITABLE TO &V ERNMENT SERFICE INSURANCE

¢ premium—Column 13 (:mployee’s share) F
- preminm—1( Government share)

inm for extra kasard—Ccpumn 14

T e e e .
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Provivciar Form No. 38(A)
(Revised Janoary, 1945)

- Sheet No.

urer of AN, __y the sums heroiy, gpecified opposite our respective names, the same being in full

he period stated below, to the correciness of which we hereby severally cgnify.

S S I —— alle——————-__ —
DEDUCTIONS
— AMOUNT PAID
FOR GOVERNMENT SERVICE - Unpaid

N INSURANCE SYSTEM o, Amount Signatere of Payes b ok Arr;g:% Due REMARKS

Without Pay 35 Extra Haz. Add'nal InCash  In Check .

_‘m Premium Premium Insurance {Cr. A1) (Cr.A2-)

12 13 14 15 16 17 18 19 20 21 22 23
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(&) ] HEREBY CERTIFY on my official oath that 1 have paid in cash to each
offtelsl gud employee whose name appears on the ahove roll the amaount ssf opposite
heis . under column 17, he having signed or marked his name under column 20
abo my presence and at the time that payment ivas made to him, in acknowledg-

ment i receipt of the money paid him. Y .
' Ee Sy

.]:1___

S

) 1 HEREBY CERTIFY on my official oath '{ﬁﬂl each employes whose name

appeay orn the above roll has been paid in cash or in check, and in no other mode,
the unt shown under column 18 or 19 above, opposite his name. The total of the

paymiggs made by me in this pay roll amounts o

S R — @y ) potos. oy
— T T (signatara)

R 7 e




INSTRUCTIONMS

——

1. This form will be used in making pay rollg for
provincial and municipal offices. It should be pre-
pared for each office or dependency by the proper
administrative officer. Az a general rule byt 'one
copy {original) of the pay roll need be prepared.

Z. All the foree employed during the peripd tov-
eréed by the pay roll, whether stationed at the ¢ap-
ital or in the municipalities, should be ineluded, It
should be grouped in accordance with the schedule
of funds and classifieations preseribed by the
Aupditor General and each group lizted accopdine to
rank or seniority. J

2. The designation of each pozition az gi
the law, plantilla, ete, shomld be showm correstly,
and the neme of the person filling same shouly pe
epelied exactly as that name is written on his ap-
pointment, or as he officially signs it |

4. The dates to be shown in “Peried of Sefyee"
are always to be inclusive. Thus, if dates are Bhgyn
from January & to 10, it means that the Dégon
worked from January 5§ to 10, inclusive, ﬂi‘iai:»:
daya.

6. Yearly and monthly salaries and wages shiyld
he computed in accordance with Seetion 254 Dirjm
Adminiztrative Code.

6. Commutation of allowances, computed py
period-units, should be ineluded in the pay ﬂﬂf if
they are payable at the same time as the salar.
More than one kind of eash allowanee may he.ﬂ?,
included, each allowance being shown on & SEDirgte
line on the pay roll, thus:

VICTOR GAMA—J¥ail Guard—

December 1 - Desember 81,
salary per month...........

VICTOR GAMA—Decembar 1-

December 81, subsistence
allowance pgg day.......... S0

VICTOR GAMA—July 1-De-

cemnber 31, clothing allow-
BICE DAF VAT, oo cwaiades d0.00 g0

7. Alter a pay roll is prepared the adminigepu-
tive officer will total colomns 8, 8, 10, 12, apg 17,

~Hor each separate Tunctional and expense elasgifion-
tion. He will then date and sign certificate 1, 11
(on every cheet, if the pay roll consists of mare
than ene sheet), and submit the pay roll jmpma-
diately to the Provineial Treasorer. !

B. Upon receipt of a pay roll the Provineial Pyaqs-
arer will immediately review same administragic.ge,
and should he find it eorrect, he will approve j g
accomplishing eertificate No. 2 on every sheet .4
then have the pay roll submitied to the Provipg,l
Anditor for preaodit. ;

in

P35.00 P35.00

16.50

o

ceamhhosk, Provinelal

9. The Provincial Treasurer should always try
to have the pay rolls closed within the month for
which made in order that they can be taken up in
the books, and his appropriations charged monthly
with the entire amount of salaries and wages earned,
paid and unpaid.

10. Payments in eash will be made only to the
ereditor and immediately wpon his signing the pay
roll. Absent creditors may be paid in check,
Amounts paid will be written by the paying official
under column 18 or 19, as the case may be. The
number of check, in case payment is made by checl,
should be entered under column 20, instead of the
signature of the creditor.

11. Paymentas by cash should be supported by the
signature of the creditor. Such signature should
be in the same manner the name of the creditor is
written under column 2. No variation in spelling
or orthography should be permitted. Thus if o
name i written under column “Name” Juan Gon-
zales, it should be so0 signed in the M Eignatune”
column and not Juan Gonzales y Cristobal, or J.
Gongzales. Signatores made by mark or so writien
as to be illegible will be witnessed, exeept sipnatures
!1-1' government officials which, although appearing
illegible, are well known and properly identified on
the Specimen SBignature Card, General Form No.
TE{A).

12. In closing the pay roll, certificate No. 6 on
each sheoot shall be accomplished by the paying offi-
clal, whether the Provincial Treasorer himself or
a deputy treasurcr, anfl certificate Neo, T on the last
sheet only will be accomplished by the Provincisl
Treasurer himself. All unpaid amounts will be ex-
tended to column 22,

12, The Provincial Treasuver will take up in his
SWarm Mo, BE(AY, the total
ameunt paid. Therenfter the pav rolls wiil ba

journalized in the ovdinary manner.

IN CASE THIS PAY ROLL IS USED FOR
MUMNICIPAL OFFICES

1. All the instructions given in the foregoing par-
agraphs which are intended for provineinl officials
and accounts will, in so far as practicable, apply
When this form is used by municipal treasurers
for municipal secounts, However, one general pay
roll may be made for all officials and employees of
the municipality, except teachers who should have a
separate pay roll.

2, Where the mayoer will not have to sign certifi-
cate No. 1, he will approve the pay roll on its face
as provided in certificate Ng, 4 thereon thus:

“APFROVED:

Mﬂmf"'l-'l]'ﬂ}'ﬂr J

P v nls

S

ca e i R —

e ———— - = —

Approval of municipal mayors on municipal dis-
bursement will not however, be reguired when the
funds involved are Mational funds which are not
given as alds to local governmentzs but merely in-
voiced to local treasurers for conveniemce of their
disbursements.

. Municipal pay rolls will be prepared in dupli-
cate, the original to be submitted to the Provineial
Auditor with the municipal treasurer's npecounts,
and the duplicate to be kept by this official,

4. When this pay roll is used for municipal pur-
poees, certificate Mo, 2 should be signed by the mu-
nieipal trensurer, cancelling the phrase “subject to
Preaundit” where the system has not been installed
in the municipality concerned.

IN CASE THIS PAY ROLL IS USED FOR EMPLOYEES
INSURED IN THE GOVERNMENT SERVICE
INSURANCE SYSTEM

. Three extra copies of the pay roll will be pre-
pared on the thin sheet styled Provincial Form No.
28-1(A).

2. Columns 13, 14, and 15 will be duly filled for
these employees who are insured in the system.

8." The grand total of these colymns will be shown
on the proper lines on certificate™No. 5 on the last
sheet of the pay roll. g

4. An smount equal to that shown on item Mo, 1
of eertificate No, 5 will be entered on line 2 of the
same edrtificate,

B. All the amounts shown on this certificate will
be journalized st the time the pay roll is journalized.
The total of certificate No. § will begredited to E-23.
The second item will be a charge % the proper “p"
expense classification while the rest of the items are

n part of the charge to the proper salary classifi-
cation.

6. The three extta copios of the pay roll will take
the place of the form prescribed in Provineial Divi-
gion Circular Mo, 476.

DECLASSIFIED
| Authority NWDBGOTE |
1 |
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