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Subject: out of office

Body:

Tracy, when I will be out of the office, is it sufficient to send an e-mail to "All" indicating that I am out, where I 

am and when I will be returning, as I did yesterday? Or, should I simply send a message to you, copying 

Jeremy? I recall someone telling me to send the e-mail to "All", just to let everyone know what is happening. 

Thanks in advance for the clarification!
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