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Subject: Departure on Thursday and Taking Friday Off

Body:

As previously mentioned, I am scheduled to take Friday, May 26th off as a vacation day. Because I could not 

get a later flight to Boston on Thursday afternoon, I will need to leave the office at 3:30 p.m. (to make a 4:30 

p.m. flight). To compensate for the earlier than normal departure, I will begin my official workday at 7:00 a.m. 

on Thursday. Thank you.
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