memorandum

DATE:

Month ##, 20##
TO:

Ascencion Alonzo, Director of Finance
FROM:

Mr. John Doe, Timekeeper
RE:

Workers’ Compensation Accrual Leave Adjustment
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Emp. No. 244001 Jane Doe has been placed on Workers’ Compensation. Starting from Pay Period MM/DD/YYYY until further notice, please temporarily cease Sick & Vacation Leave accrual for him/her.  Please adjust any accrued leave. 

Should you require additional information or have any questions, please contact me at ###-####, Ext. ###.
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