
Internal Memo
Metallek Company
To: All Production Employees
From: Assistant Personnel Manager
Date: April 1st, 2018
Subject: Employees needed to work during holiday
After a careful discussion with both the departments of production and sales and marketing, I have found out that it is necessary to have 40 employees from the department of production work during the coming holiday.  This has been reached after seen that the company is under pressure since the production department has to meet a crucial deadline. 
Those employees who will volunteer to work on that date will have the option of being paid time-and-a-half overtime or be given two vacation days. If there will be less than forty workers volunteering to work during the said day, then we shall assign work on the basis of seniority, with the workers who have recently been employed given the first priority. Please understand the situation at which the company is in and volunteer so that we can together work towards attaining the company’s set goals and objectives. Thank you for your cooperation and please feel free to direct any question to my office.  
Cc: Human Resource Manager, Production Manager Metallek Company.
[bookmark: _GoBack]With the memo, I will be able to call the employees for action; they will know that some will be required to work during the holiday.
