ADMINISTRATIVE MEMORANDUM

DATE: March 06, 2026
TO: Amy Wolfe (Employee #6911)
FROM: Matthew Luna, Personal assistant

SUBJECT: OFFICE CLOSURE - APRIL 03

Dear Amy,

The purpose of this memorandum is to formally document recent performance or conduct issues as discussed in our
meeting.
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Further incidents may result in additional disciplinary action, up to and including termination of employment.
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