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Subject: Please come see me about...

Body:

1. Reservation to Warsaw (regular economy class fare)Depart September 6 (flight that will get me into Warsaw 

earliest on September 7)Return September 10 (latest departure from Warsaw that will still get me to DC on 

September 10Reservation for the night of September 7 at government rate hotel in Warsaw (e.g., Marriott)2. 

Info on price of roundtrip 2nd class train transportation from Warsaw to Moscow and the number of hours it 

takes to make the trip each way.3. Reschedule trip to California Cancel current reservationsNew reservation: 

first a.m. non-stop from Dulles to LA on August 13last non-stop from LA to Dulles (arriving before midnight) on 

August 16.Reservation at Sheraton Newport Beach for Aug. 13, 14, 15Reservation for smallest (i.e. cheapest) 

conference room Sheraton has for Aug. 14 and 15
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