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Administrative	Report	

Date:	__________________________________	
Employee	Name:	______________________________________________________________________	

This	is	to	advise	you:	

Action	Taken:	

Read	&	Understood	by:		

__________________________________________________________________________________________	
Employee	(Print	Name)	 Signature	 Date	

__________________________________________________________________________________________
Supervisor/	Manager	(Print	Name)	 Signature	 Date	

__________________________________________________________________________________________
Senior	Manager	(Print	Name)	 Signature	 Date	

For Office Use Only: 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
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