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Here are some tips for managing employee time off:

Communicate your policy: Make sure your policy clearly states when and how

employees can request time off.

Set deadlines: Set a deadline for when employees can submit requests and when

you'll accept them.

Prioritize requests: Consider the needs of both your business and your

employees.

Handle requests promptly: Efficiently handling requests allows you to plan for

absences in advance.

Use software: PTO management software can help you streamline the request and

approval process. Look for features like email notifications and calendar

integration.

Plan for overlapping requests: Include how overlapping requests will be handled in
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