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INTERNAL MEMO
TO: ALL DR SPICE ORGANICS STAFF
FROM: ADMINISTRATION DEPARTMENT DR SPICE ORGANICS STAFF
25TH DEC 2025

SUBJECT;INTRODUCTION OF LEAVE CALENDAR AND LEAVE GUIDELINES
Dear Team,
We would like to inform all employees that Dr Spice Organics is currently working on introducing Annual leave.
[bookmark: _GoBack]As part of this process, we invite all staff members to submit the months during which they feel ready and available to go on leave starting the month of February. This will help management plan operations effectively and ensure smooth workflow across all departments.
Please note the following important guidelines:
Emergency Leave
If you feel you may need an emergency leave, you are required to communicate this at least 8 weeks prior. In your request, you must clearly state why you qualify for an emergency leave.
Emergency leave will only be considered under the following circumstances:
Individual sickness
Insecurity attack
Death of a parent
Off Days
In case of taking an off day, kindly note that:
The day will be deducted from your salary, or
You may arrange for someone to hold your shift and pay that person directly from your own pocket.
Further details and guidelines regarding the leave calendar will be communicated in due course.

Kind regards,
From Administration
Dr Spice Organics Ltd
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