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Subject: Updates

In honor of the Veterans' Day vacation, Tuesday November 11, we will not be having our regular staff meeting.
I am sending out a memorandum about routing letters, ccs, and signing. Please read it carefully and do your
best to follow. If you have any questions, please ask Tracy or me.Requests for assistance from analysts should
always first be cleared with Team Leaders. The only exceptions will be for Tom and me, and we will clear it

Body: first with Team Leaders whenever possible.
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