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Subject: Letter to Pierre Finck

Body:

Tracy, I am tasked with writing a draft letter to Pierre Finck as soon as possible confirming the day and place of 

his deposition, his hotel arrangements, and flight arrangements.I am in receipt of your very useful information 

on his hotel reservations. However, I need a complete flight itinerary (and, I would presume, the tickets 

themselves) from your department before I can write the letter. Request provide complete itinerary, and 

presumably tickets, soonest so I can execute the aforesaid letter to Dr. Finck. Thanks.
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