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FRONT DESK ROUTINE & PROCEDURES
 Morning Routine:
· Unlock the front doors (disarm alarm if necessary)
· Turn on the lights including board room, kitchen, hallways, and lobby
· Open the workroom and turn lights on
· Turn on the TVs (one behind the front desk and one in the hall with the Business Solutions Center)
· Make a pot of coffee for the day. Tea for events.
· Check Voicemails
· Turn computer on
· Log on to GZ Database
· Unlock the dungeon door

