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Please submit vacation requests as far in 
advance as possible.  Everything possible will 
be done to ensure you get the dates that you 
request.  However, if there are scheduling 
conflicts or events that require you be in the 
office, you will be asked to choose other dates.

Once vacation has been approved, you can 
count on it. Until then, do not make any 
commitments unless they are fully refundable.  

Please complete a form for any time that you 
take off, this will help us manage the vacation 
schedule for the office as a whole.
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