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Subject: My in boxes

Body:

Please put priority items in the box on my desk. All faxes to me should be put in the box on my desk. Please 

put file copies and unimportant documents where no action is needed in the box by the door.I just found in 

my non-priority box a fax sent to me on May 23 that requested a response. I did not see it until this morning. 

This is the kind of thing that should always be put on my desk. If you have any questions, please ask.
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