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Week 5 Assignment 3: Email Based on Listening Skills Scenario
Student Name

Institution Affiliation 

Subject: Changes to Vacation Policy
Dear Staff Members,
I hope that you are well and doing fine. First is to thank you for the continued commitment and dedication that you have shown as we work to achieve the organization's mission. I am at this moment writing to you to have your attention on some changes that have been made regarding vacation policy. It should be noted that we have had a few challenges on vacation allocation in the recent months. These changes are meant to give a clear guideline in respect to how and when to apply for vacation and the vacation package. Starting from 1st January 2018, vacation will be applicable for all staff members who have been with the organization for more than one year. The application for the vacation needs to be submitted two months before the vacation dates. Each staff member will receive a vacation package of 25% of the basic salary. 

These changes have been made with a great consideration of the great contribution that each of you has in this company and the need to balance on the staff and the work of the company. The need for having each staff submit vacation request two months prior as opposed to one month which has been the practice was due to the need for having a transparent moderation of the applications. The two months would allow for consideration and balancing of the staff from each department. Previously, there have been incidences of a department being incapacitated due to lack of staff since most of them had gone for a vacation. You had also requested for an increment in the vacation package. The vacation package will, therefore, be increased from 20% to 25% of your basic pay. In case there are further questions and concerns, kindly channel them to the department manager.
Best Regards,

Alivia

Human Resource Manager
