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E4.3. CLASSIFICATION GUIDELINES. The report shall be classified according to Reference

(r). Using the format below, fill in only the applicable fields.

Agency: (Organization name/desk officer (pnncipal point-of contact, telephone and e-mail
address))

Critena: (Identify the criteria from paragraph E4.2)

File Number: (Agency’s File Number or Case Control Number)
Agency Project Code:

FBI Project Code:

Executive Summary: (The salient points)

Date Opened: (MM/DD/YYYY)

Incident Date: (MM/DD/YYY'Y or any part known or inclusive penod YYYY to YYYY)
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Investigative Status (if appropriate). {(Open, pending, or closed)

Allegation: (Summary of the suspected offense, if any)
Details: (Detailed narrative of the known facts)

Update: (Narrative of information developed since the last report. Little or no change should be
reported as “Nothing Significant to Report.”)
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