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SUP ALJs :

In order to assist in the creation of a separate review bucket for
Al bany-based and New York City-based requests, the follow ng infornation should be
entered in the Request Source field on screen PFREQL:

o Enter an "A" for requests taken in Al bany; or
o Enter an "N' for requests taken in New York City;

Then:

o Enter a "T" for Tel ephone requests;

o Enter a "W for Walk-in requests;

o Enter a "L" for Letter requests; or

o Enter a "F" for Fax requests

Wth respect to the "review bucket" PFHSGN, you will use F-5 to sort between

Al bany requests and New York City requests.

If you have any questions with regard to the above information, please contact
Lisa Hauth at (518) 474-2453 or via e-mail user |D 89A110.
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