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Subject: My Schedule for Friday, June 16th

Body:

I will be traveling to Boston again this weekend. My reduced fare flight leaves from Dulles. To ensure that I 

make the flight, I would like to depart the office for the day at 3:30 p.m. As compensation for the early 

departure, I will start my official work day at 7:00 p.m. on Friday. Similarly, I will compensate next week for an 

anticipate late return on Monday morning. Given my experience last Monday, I expect that I will be in the 

office at 10:00 a.m. this coming Monday.Thanks.
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