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Subject: phone calls

Body:

Jeremy left me a message that he has been getting some voice mail messages where the caller doesn't seem 

to understand that he is on travel and not due back to the office until next week. As a general rule, when 

someone is on travel or out of the office for an extended period of time, please advise the caller as to when 

the person is due back in the office. Then ask is someone else can help them or if they'd like to leave a voice 

mail for when he/she returns. Thanks.
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