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   5 Jan 00

MEMORANDUM

From:

Ms. Jane Doe, 9.2.3.1

To:

Comptroller, Payroll Liaison Office, 7.6.2.6

Via:

Department Head, 9.2

Subj:

RESTORATION OF ANNUAL LEAVE

Encl:

(1)   SF71 dated 16 November 1999, scheduling Annual Leave for Ms. Jane Doe

(2) Competency Manager 9.2.3.1 memorandum, 12630, dtd 8 Dec 99

1.
Please restore 44 hours of annual leave which was lost due to an exigency of the public business.  Enclosures (1) and (2) provide supporting documentation for my request.








  JANE DOE

Copy to:

Competency Manager, 9.2.3.1

________________________________________________________________
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10 Jan 00

FIRST ENDORSEMENT

From:
Department Head, 9.2

To:
Comptroller, Payroll Liaison Office, 7.6.2.6

Ref:
(a) John E. Smith memorandum, 12630 dtd 8 Dec 99

1.  Due to an exigency of the public business, described in reference (a), I approved the cancellation of annual leave, noted above.  I recommend approval of this leave restoration request.








MARY J. JONES 








  












Enclosure (2)
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