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Subject: swipe cards

Body:

I need to reprogram ALL swipecards on Monday. Please make sure that you have yours here in the office on 

Monday. If you are going to be out of the office, please leave your card (with your name attached to it) with 

either me or Janice so that we can reprogram it while you're out. If you know that you will be in the Board 

meeting for most of the day please leave your card with me as well.When I get a better idea of what time I will 

be doing this I will let you know. Thanks.
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