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Subject: as we discussed

Body:

Here are the details from our discussion earlier today:1. New employee Kim Herd is starting on Monday. She 

will be in the office with Sydney and Sarah. Please set up an account for her and add her to the appropriate 

address lists. She also will need access to the R&A drives and Secret Service databases. She will also need a 

phone extension. I'll program the phone once the extension is set up.2. Please put a Windows 95 computer 

where Kermit usually sits (with internet phone line). This computer will be for Kermit when he is town, the 

Internet computer for the office, and where the computer part-timer will sit.3. Please move Joan's phone to 

the phone closet for her voice mail and move a new extension into her old office. Again, I'll set up the phone 

once an extension is in place.4. We will also need a computer set up in Joan's old office, although what exactly 

it will be used for is unclear at this time. It is possible that Jack may be moved to that office.5. Thanks!
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