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mail delivery

Christina will now be in charge of mail delivery. We have gone over the basics about who gets what but as you
all know, there will always be gray areas! Janice will stamp the mail and let Christina know it is ready for pick-
up and then she will deliver it to the appropriate admin staff.Christina will also empty Jeremy and David's out
boxes approximately 2 times a day. Jeremy and David--please make sure that things are clearly labeled with
directions for Christina.Cathy will be getting a ton of in-boxes for the analysts that will be stacked back by her
desk. For non-time critical mail, she will put it in the appropriate box. Analysts will be of course welcome to
come get their own mail, but if not, Christina will distribute the contents of the boxes twice a day.Let me know
how this all works once we get it going and we'll make adjustments as necessary. Thanks.
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