Alice Wright has accepted the responsibility of overseeing the 38th floor clerks effective Friday, October 12.  Twanda Sweet will continue to be the backup for this responsibility.  A work schedule is listed below for your information.

	Name


	Hours**
	Employee Status
	Pager/Ext.

	Reggie Shanks
	8:00 a.m. to 5:00 p.m.

 Monday-Friday
	Enron


	Ext. 36080

713-509-0339

	Stephen Lovelady
	8:00 a.m. to 5:00 p.m. 

Tuesday-Wednesday

10:00 a.m. to 5:00 p.m.

Friday
	Temporary
	Ext. 35811

	Stacy Vance


	8:00 a.m. to 5:00 p.m. 

Monday and Thursday
	Temporary
	Ext. 35811

	Antoinette Watson
	8:00 a.m. to 5:00 p.m. 

Monday-Friday
	Temporary


	Ext. 35811

	Broadband Group

EB4537
Tim Landry
	8:30 a.m. to 5:30 p.m. 

Monday-Friday
	Temporary


	Ext. 33215


** The clerk station hours are from 8:00 a.m. to 6:00 p.m. Monday – Friday.     Each night, one clerk stays until 6:00 p.m. 

Some helpful reminders:

1.
When you have a document(s) to be signed by Mark Haedicke, please put the document in a folder with a routing sheet (example shown below).    Many times it is not clear which attorney initialed the document and the clerks may not know whose initials are on the documents.  Also be sure to tab the signature block with a “SIGN HERE” Post-it Flag.   Please do not mark a document urgent or rush unless it truly is.  

2. If you know you have a big copy or binding project, please let Reggie know in advance.   Reggie will then arrange the workload to support the project. 

3. If you have a fax or copy job that is a rush and there are no clerks at the desk, please do not assume that no one is in the office.     Many times, they are copying other rush jobs or in the process of picking up or delivering material.     In these instances, it will be far less stressful if you copy or fax the document yourself.   

4. If your department has a designated clerk, they are to do copying, faxing, deliveries, etc. for those in your group.   If they are absent or need help, let Reggie or Alice know so they will be aware that help is needed.

5. Please be assured that the clerks are here to help in anyway!     Please recognize that they have limited information regarding the projects they are given.  The more detailed the instructions the better. If you have a problem with one of the clerks, please speak directly with Alice.       

6. Should you have any questions, suggestions, complaints or praise, please contact Alice at x35438.
Many thanks!
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