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Memo 
To: All Staff 


From: Margaret Kohler, Human Resources 


Date: December 10, 2010 


Re: Offices closed President’s Day 


President’s Day Added to List of Staff Holidays 


Beginning this year, Rudison Technologies offices will be closed on President’s Day so that all 
employees can celebrate this holiday and enjoy a long weekend. President’s Day is the third Monday 
in February. 


 


 


 





		President’s Day Added to List of Staff Holidays






First Last Department Extension Home Phone
Brent Duncan Engineering 170 301-555-9282
Suzanne Jarr Publishing 171 301-555-9214
Morgan Pearson Engineering 172 410-555-5588
Leonard Wimmer Engineering 173 301-555-0331
Michelle Miller Engineering 174 703-555-5556
Jayce Potts Engineering 175 410-555-1919
Alonso Cabrera Engineering 176 410-555-3222
Madison Webb Engineering 177 703-555-2643
Chuck Stevens Engineering 178 410-555-2757
Sy Davis Engineering 179 202-555-4660
Nate Maher Engineering 180 410-555-1447
Linda Watson Human Resources 200 410-555-0141
Margaret Kohler Human Resources 201 202-555-3909
Dana White Human Resources 202 301-555-5784
Amari Rogers Human Resources 203 301-555-9118
Scott Kim Human Resources 204 202-555-3422
Reginald Donaldson Human Resources 205 410-555-2368
Kris McGreevy Human Resources 206 301-555-8981
Danielle Gibbons Human Resources 207 410-555-8833
Andrea Richards Human Resources 208 301-555-9282
Laura Murray Human Resources 209 301-555-8292
Terrell Evans Human Resources 210 301-555-2652
Martin Webb Human Resources 211 410-555-4831
Frank Jones Sales 370 703-555-5511
Francis Yu Sales 371 410-555-3784
Ray Pittman Sales 372 703-555-0017
Kara Cooper Sales 373 410-555-4441
Bobbie Dempsey Sales 374 703-555-3305
Lauren Williams Sales 375 301-555-2226
Anna Lee Sales 376 703-555-2368
Linda Mahyer Engineering 470 703-555-1917
Trevor Coates Engineering 471 301-555-4512
Zak Conner Publishing 472 410-555-3905
Vanessa Berick Publishing 473 410-555-9420
Roxy Turner Publishing 474 301-555-3650
Neil Kunze Publishing 475 301-555-7999
Bryce Aukland Publishing 476 410-555-1322
Lara Ritenour Office Support 570 410-555-3317
Pete McGuinness Office Support 571 410-555-7931
Taylor Bell Office Support 572 410-555-2209
Phil Valentino Office Support 573 802-555-8492
Nancy Hawkins Office Support 574 410-555-1132
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Memo 
 


To: All Staff 


From: Scott Kim, Human Resources 


Date: December  3, 2010 


Subject: Additions to Staff Leave 


Staff Leave Additions 


There are three major changes in the policy, which are effective February 26: 


• Sick leave time has been increased from five days to ten days per calendar year. Unused sick days 
can either be carried over to the following year, or can be “traded in” for 75% of your daily salary. 


• Vacation time has also been increased from five days to ten days per calendar year. Employees are 
eligible for their first vacation days after one year with the company; however, five days may be 
“borrowed” after six months of service. 


• Maternity leave has now been added to our policy. Maternity leave will be six weeks off with pay. 
In addition, new fathers are eligible for two weeks off with pay. Additional leave may be granted 
according to the attached schedule. 
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Memo 
To: All Staff 


From: Scott Kim, Human Resources 


Date: December 15, 2010 


Re: New Health Insurance Plan Alternative 


PPO Health Insurance Plan Option 


After receiving numerous requests, the Human Resources department has now arranged for the 
addition of a Participating Physician’s Office Plan (PPO), as a health insurance option. This new plan 
can be chosen as an alternative to our other health insurance plans, which include an HMO and a 
Major Medical plan.  


The new PPO plan pays 100% of all covered medical expenses, less a small co-payment. You may 
choose any doctor, medical facility, or pharmacy that is approved by the plan and that is on the list of 
qualified medical providers. If you wish to use a medical provider not listed, associated expenses will 
be subject to a deductible and will be covered at 80 percent. 


For more information and plan details, contact Reginald Donaldson, our Benefits Representative, at 
extension 205. 
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