OHM BOCES Out of Office Message Template

Thank you for your email. I am currently out of the office and will return on [DATE WITH DAY OF WEEK AND YEAR].
[bookmark: _GoBack]If you need immediate assistance, please contact [NAME], [JOB TITLE] at [PHONE NUMBER] or [EMAIL ADDRESS]. Otherwise, I will respond to your email as soon as possible when I return.
Thank you,
