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Subject: Wednesday

Body:

I will probably not be in on Wednesday, so if you call in tomorrow morning please leave a voice mail in general 

delivery for Janice to retrieve. You should also leave a message with your supervisor. Thanks.Also, this is a 

timesheet week and I will need to do them on Thursday. If you owe me a leave slip for last week or this week, 

please have it in my office by COB on Wednesday. Thanks.
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