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Subject: In Cathy's absence

Body:

While Cathy is out, please do not leave mail, faxes, fedex, etc. for her at her desk. Whomever is distributing 

the mail should make the appropriate copies and distribute it to the appropriate staff members. Likewise with 

faxes.Christina will be busy copying MCC records so I will need to distribute the bulk of any other work to 

Jerrie and Janice for processing. Thanks in advance for your cooperation.
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