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	To: emily@xyz.com
Cc:
Subect: Please review this document

Dear Emily,
I should be glad if you review the attached document. Please can you let me know if you have any inputs, comments and concerns? I look forward to hearing from you.
If I don’t receive your feedback by 5:00pm next Wednesday, I will deem that yu are OK with the content of the attached document.
Thank you very much for your attention!
Your sincerely,
Sandra
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