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Subject: Please use

Body:

the document summary for cc information. We do not put internal cc's like Marwell, Gunn, Golrick, on the 

outgoing correspondence, only external CC's like Steve Tilley, for example. We put internal CC's on the doc. 

summary instead. The document summary can be found within your word processing document by hitting file, 

document summary and filling it out. I will send you another email shortly about what items to have in the 

doc. summary that are pertinent. See me if you have any questions. Thanks, Cathy
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