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Subject: Outgoing Mail

Body:

Yesterday, the mail room informed me that all mail leaving our office after 3:00 p.m. will leave the mail room 

the following morning at 8:30 a.m. I wanted everyone to be aware of this, so if there is anything important 

that needs to go out Eileen or myself can get it in the mail by 3:00. Anything Eileen and I receive after 3:00 the 

mail room has asked us to date stamp it for the following day. If something is important and needs to go out 

after 3:00. I would be happy to put in the mail box on my way to the metro for the post offices 5:00 p.m. pick 

up. Thanks
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