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leave slips

Dave-- As I've mentioned to you previously, | need a leave slip whenever you are not in the office (or out on
official business). | believe you were out on sick leave two days last week, but | have an annual leave slip for
some of that same time. | wasn't sure what to do with it, but at this point | charged you sick leave for 2
complete days.As a reminder, here is the policy regarding leave--If you know you are going to be out, do a
leave slip in advance. If you are out unexpectedly, you must do a leave slip the day you get back into the
office.I'm sure you just forgot, but in the future it would be appreciated if you could turn leave slips in
whenever appropriate. Thanks.
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