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Subject: annual leave

Body:

I didn't get a leave slip for your leave this past Monday. Please remember that annual leave must be filled out 

and approved in advance. If you did this and it hasn't made its way to me yet (like Phil or Jeremy have it), I 

apologize! If not, please fill out a leave slip and have it signed and give to me and in the future try to 

remember to have it filled out in advance. Thanks.
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