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1 • ~~. The purpose of this l.r.lstruction is to establish palicies 

for the operation and naintenance of the Clerical Office 

2. Responsibilities. 

a.. The Medical fHJr.unistrative Assistant will supervise the Clerical 

Office and check all reports and correspondence conpleted in the Clerical 

Office. 

b. A Hospital Corpsr1B.n will be assigned to the Clerical Office and 

it will be his responsibility to keep the space clean. He will see that 

all records are kept up to date" and will conplete all required reports 

in accordance with current directives. He \·Jill naintain a three months 

supply of all fom.s and ot.her clerical supplies required for efficient 

operation of the lIedi':::al Departuent. 

3. Gene z:a.J.: 0 

a. Files in the Clerical Office ~Jill be kept in accordance with 

SECNAVHlST P-52'~ 0" 

b. Hea:th records will be kept in a safe file. No infon~ation fram 

any health record will be released except in accordance with Navy Regulations 

and the :HamlR;;' of the Hedical DepartE1ent. There w.i.il be a receipt kept of 

all Health Reccrde received and released. 1111 records will be verified 

annually in the Donth of Septetlber. 

c. A log \rill be uaint.3.ined of all out going reports and correspondence 

fron this de1Xlrt::lent~ 

d. Medical reports and correspondence w.i.1l be disposed of in accordance 

with current directives. 

e. All incor.ung Llnil will be routed to HeDbers of the Hedic<l.l Departr.1ent 

concerned before being filed. 


