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Memorandum to Staff Keep Supply Room Clean - 
Message – 

To:

All Employees
From:

[Your name]

Date:

[…..]
Subject:
RECYCLING CONTAINERS

Recently, I noticed that it has become very difficult to keep the supply room hygienic and in order.

Please note that it is the duty of all the staff to keep the supply room of our office clean and orderly. So, I would like to request you all that when you use the supply room, please make sure that you leave it in the same condition it was.

Thank you for your anticipated co-operation in this organization.
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