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Month/Day/Year

To: Payroll Supervisor

From: Your Name
Your Position

Subject: Overdrawn Leave

Please deduct XX XX hours of overdrawn sick leave and XX. XX hours of overdrawn annual leave from the Month
payroll of Employee Name, PS Employee 1D #XXXXXXXXX. This will be a total reduction of XX XX hours. If
you have any questions, please call me at XXX XXXX,
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