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	To:
	Mark Taylor


	PRIVILEGED AND CONFIDENTIAL; 

	
	


Lance Schuler
	ATTORNEY CLIENT WORK PRODUCT; 
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	From:
	Bob Bruce
	Department:
	[bookmark: From]EWS Legal


	
	
	
	

	Subject:
	Vacation Carry-Over from 2000
	Date:
	January 26, 2001


[bookmark: StartOfMemo]	
Mark, as I read the vacation policy rules from the employee handbook I was given at orientation last year, as a new employee starting in the middle of a calendar year, I accrued 10 hours vacation per month completed.  I started the first workday in July last year (7/5/00 was my start date).  I therefore completed six months and accrued 60 hours vacation.

Last year, I took 12 hours vacation – a full day Dec. 29 and a half-day Dec. 19.  I therefore have 48 hours accrued and unused vacation from 2000.  My understanding is that I am allowed to carry 40 hours of that forward into the next calendar year.

If I understand the policy correctly, then, I essentially have 4 weeks vacation for calendar year 2001 – the three weeks I am allowed for my first full calendar year, and one week (40 hours) carried over from 2000.  This year, I have already taken one day (Jan 2) and am taking another one shortly (Jan 29).

The employee handbook recommends notifying your immediate supervisor if you are carrying forward vacation time; that is why I am sending you this memo.

Please let me know if you believe I have misunderstood the vacation policy.

Of course, as required, I will get your prior consent before taking any vacation time this year, and will strive to schedule vacation time 	in a way to minimize disruption and inconvenience to the swaps group and my in-house clients.

										REB
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