MEMORANDUM FOR  (employee's name)
From:  (supervisor name & title)
Subject: Rescission of Leave Restriction Notification

Due to your pattern of leave usage, on (insert date), you were given a notice of leave restriction. In this letter, I stated that I would review in six (6) months and if a great improvement has been made, the restrictions will be rescinded.

It has now been six months since the notice of leave restriction was issued.  During this six month period, you have shown improvement in your use of leave.I appreciate the effort you have been making to improve your leave usage.  [supervisor may wish to add a few sentences describing the improvements that he/she has seen]  Therefore, I am rescinding the notice of leave restriction, effective immediately. 

However, I will continue to monitor your use of leave and if I should find a recurrence of the problems which led to the issuance of the leave restriction notification, I will find it necessary issue a new leave restriction notice. 

If you have any questions concerning this memorandum and/or the use of leave,  please let me know.

