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Subject: My Submission of Hours For This Pay Period

Body:

Tracy: I have put my hours into my data base for this pay period. I have put in 12 hours for tomorrow as I plan 

a long day to make up for no hours on Monday. I have also put in what I anticipate doing for work on Friday. If 

I do not work this the hours inputted, then I will advise you of the necessary adjustment.Also, as you recall, 

there is 1.75 hours to be included from the last pay period.Thanks. Please advise me if you need anything 

else.Tom
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