Date:

Your Name, x34567
Your job title, CSCF

userid@uwaterloo.ca
YourName’s Status:

> Stepped out, back soon

> In a meeting (here, knock if urgent)
> [Manager]’s office – DC 2xxx
> CS meeting room (DC2310)

> Other meeting room:

> Out and about in or near:

> Hardware lab DC 2560G


> Machine Room DC 3556/8


> SCS Main Office


> Office of:

> On a break - CS Lounge DC 3335
> Gone for coffee (back soon)

> Gone for Lunch

> Gone for the night

> On vacation

> Other


If I’m not available, please see [list of people to see] for assistance.

If urgent call my cell:  [#if applicable]

Estimated Return:
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Next Day @ 9:00am >
