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Subject: My vacation

Body:

I will be leaving for vacation at 3:30 p.m. this afternoon and will return to the office on Monday, August 21st. I 

have changed the voice mail on my machine to direct callers to Eileen Sullivan for help. Please refer any calls 

you take for me while I am gone to Eileen. If someone says they want to leave a message for me that I'll get 

when I return to the office on August 21st, that's okay, too.Thanks for your help.
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