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Subject: water damage

Body:

As most of you probably noticed this morning, a water pipe in Tim's heating unit burst due to the cold weather 

and dumped a significant amount of water on both the floor in his office and in Tom's office. This is the second 

time that this has happened in our office space.In light of this incident it seems to be a good time to let folks 

know that no records should be stored on the floors of any offices. Please make sure that all records are 

stored on top of tables, desks, shelves, bookcases, and/or file cabinets. You may also want to keep in mind 

that if you keep any of your files on the floor, they may get ruined if this happens to you!
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