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Subject: out of the office

Body:

I don't know if anyone has told you all yet, but when you are going to be out of the office on an assignment 

(e.g., archives, libraries, etc.) you need to send me an e-mail with a cc to Jeremy letting me know how long you 

expect to be gone and where you are going. This helps me to keep track of payroll and not charge you leave if I 

don't see you here. Thanks.
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