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  files	
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  categories	
  
as	
  needed.	
  The	
  blank	
  following	
  each	
  category	
  title	
  is	
  for	
  designating	
  a	
  color	
  for	
  color	
  
coding.	
  The	
  items	
  below	
  each	
  category	
  heading	
  are	
  for	
  possible	
  elements	
  within	
  the	
  
category.	
  This	
  list	
  is	
  not	
  intended	
  to	
  represent	
  all	
  possibilities	
  for	
  information	
  needs,	
  but	
  to	
  
suggest	
  the	
  most	
  common	
  or	
  likely	
  needs.	
  Cross	
  out	
  any	
  categories	
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  needed.	
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