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Subject: Holiday Wishes

Body:

I won't be here tomorrow, so to all of you who are leaving town this weekend have a safe and happy holiday. 

To everyone else, see you Monday! The Admin staff knows how to reach me if you need me tomorrow.If you 

are going to be out for an extended leave you should change your voice mail message to reflect when you will 

be returning to the office. It would also be helpful if you forward your phones to voice mail (feature 4, ext. 

500).
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