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Purpose: To correctly identify how to correct mistakes on documentation.

In the event that a correction needs to be made on any documentation, proper procedure for the
correction must be followed.

Strike a single line through the incorrect information. Write the correct information above, below, or
next to (as the situation allows) the lined out item. Initial the change to verify who corrected the
mistake. See example below.

12/16/2010 12/23/2010 "¢

**Do not scribble out or write over the incorrect information. It is alright to have corrected mistakes

on documentation, provided it is corrected correctly and verified.
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