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Subject: Responsibilities

Body:

I am working on my list of job responsibilities; however, it is difficult to remember exactly what I do while the 

board is here. I keep thinking I am forgetting something, so when the board is in town this month I am going to 

write down everything I do. Additionally, I am going to take note of items I do daily as I do them. Can you give 

me until the week after the Board meeting to have these complete? I don't want to forget anything.
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