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Subject: leave slips

I need leave slips from last week and this week by tomorrow. I'd like to remind all of you that leave slips are to
be filled out prior to taking the leave whenever possible (this includes leaving early because you are not
feeling well) or immediately upon your return to the office. It seems to take alot of my time tracking down
missing leave slips from folks and it would be very helpful if you all could please follow the policy regarding

Body: requesting leave. Thanks.
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