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Subject: conference room

Body:

Although the conference room should remain locked when not in use, we have come to the conclusion that all 

staff should have access. If you don't already know the combination to the cypher locks, it is press 2 & 4 at the 

same time, and then press three. Please be sure to lock up when you are through and place trash cans (if you 

use them) outside the door so that Betty can empty them.If you have trouble with the doors, let me know and 

I'll see if I can help.
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