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Subject: my vacation

Body:

I will be out of this office starting this Thursday and continuing through next week--back on Monday, 

November 4.Valerie has very generously agreed to take care of any crises in my absence. However, since she 

has plenty of her own work to do, I would like to keep this to a minimum. If you know of any travel that you 

will be taking during this time, please let me know asap. Additionally, if you are bringing anyone in on travel 

during this time please let me know.If you think of anything that you might need during the time I'll be gone 

and can see me about it before I leave, please do so. Thanks for your cooperation.
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