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Subject: Your new in boxes

Body:

For each analyst in the office, there is an in box located across from my desk. They are organized 

alphabetically by last name. For any routine FYI copies or incoming correspondence to you, I will place a copy 

in your in box. Please check your in box at least once a day for anything I or others in the office may put there. 

Thanks. Please let me know if you have any questions.Cathy
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