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Cathy's absence

Cathy will be out on leave next week. We went over her workload and procedures this morning and | think we
covered it all. | have a file in my office that has the info relating to how to route, copy, file, etc. the different
issues that Cathy is working on. We have asked R&A to see me regarding any work that they need done. If
someone comes directly to you in my absence, please refer to the file on my desk. | would also like to know if
you are working on something for R&A so | can keep track.Thanks in advance for all of your help.
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