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SURNAME 
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GIVEN 
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DOB 
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1. Particularly relevant if you add company names at a later date or change company names in the future or have 
multiple companies within the same group.   

2. If you do not have branches, department, centers or any differentiation within your organisation repeat the company 
name.  You may put whatever you like in here, it could be "Salary" or "Award".  
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 Dates are 03/03/2006 with slashes not dashes 
 
Place this sheet in the front of each folder or packet.   

 
 

For more information call 1300 300 395  
Ask for Scanning Centre Supervisor 

 
Copyright FILEforce International © 2007 

Version 20070212 

FILEforce use 


	FILE HEADER Files with a mixture of single and double-sided pages are scanned as double sided, and blank pages removed. Some blank pages may appear in the output file.
	Files with a mixture of single and double-sided pages are scanned as double sided, and blank pages removed. Some blank pages may appear in the output file.

	Company: COMPANY
	Surname: SURNAME
	Given: GIVEN NAMES
	DOB: 01/01/2001
	Gender: M
	Number: 12345678ABC
	DATELEAVE: 01/01/2001
	DateStart: 01/01/2001
	Part: 1
	Partof: 1
	OF:  of 
	Branch: BRANCH


