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Following is a sample of just one of hundreds of contracts and
agreements available in our Contract Pack collections.


http://www.proposalkit.com/htm/contractpacks.htm�

<<COMPANY>> VACATION, SICK LEAVE, TIME-OFF POLICY

This document provides <<Company>> employees with import ormation and guidance concerning
<<Company>>’s policies and procedures, its code of conduct, its stated mission and goals and all other
organizational policies that govern all Vacation, Sick Leave, and Time Off taken by employees of
<<Company>>.

This document should not be considered a complete and compr guide as to what is acceptable
behavior or company policy, but should serve as a guide to aid Staff with the most common or frequent
questions and concerns they may have.

Policies, procedures, and guidelines contained in this policy are gubjectge change, and all staff are
encouraged to consult a Human Resources Manager should theyghave questions that do not appear to
be covered here. In all cases, the policies stated in the Human R e3Guide shall prevail in the event of
erbal

any conflict between the information contained in the Guide an atement about the Human
Resources Guide or other Company policies or procedures.

Each employee must read and become familiar with these polici procedures and refer to this policy if
they have questions and concerns about Vacation, Sick Leave, -Off requests and the company
policies or procedures that govern such requests.

Definitions of Personnel

“Full-Time Employees” shall be defined as all employees or agemts of the company who are scheduled or
authorized to work 32 or more hours per week and who have begh recognized by the Company Human
Resources department as full-time employees and for whom a wiitten contract is on file with the Company
Human Resources Department.

“Part-Time Employees” shall be defined as all employees or agents of the company who work less than 32
hours per week and who have been recognized by the Company Resources department as Part-time
employees and for whom a written contract is on file with the C y Human Resources Department.

“Contract Employees” (“Contractors, Subcontractors™) shall be defined as all personnel or agents of the
company who have a temporary employment contract with the company, regardless of ...

This sample has been truncated to only show part of the first page. The complete editable version
of this document can be purchased as part of the Proposal Kit or Contract Pack collections
http://www.proposalkit.com/htm/products.htm

See the product compare chart for which product(s) this document is included in at:
http://www.proposalkit.com/htm/compare5.htm
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This sample has been truncated to only show a portion of
the content. The complete editable version of this
document is included with Proposal Kit Professional and
Contract Packs available at:

http://www.proposalkit.com/htm/products.htm

COPYRIGHT © CYBER SEA, INC.



http://www.proposalkit.com/htm/products.htm�

