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Syllabus 
 
 Introductions 

Participants introduce themselves and state: 

 

 Objectives 
Summary of the skills/knowledge participants should expect to gain from workshop. 
 

 What is file classification? 
Formal definition stated.  Basics of classification reviewed. 
 

 How to read a file plan 
Design of file plan discussed, including the elements of which it is comprised – subject 
headings, primaries an
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