CD-ROM Activity 13-2





Instructions:  As director of human resources at Yeoman Manufacturing, you have the pleasant task of announcing to all employees that they will receive an additional vacation day to be used between July 1 and October 31. Employees must have this extra vacation day approved by their supervisors before using it. This extra day of vacation was authorized by the Board of Directors in appreciation for the hard work of all employees that led to a record-setting profit for the company. Compose this good-news announcement as a memo.





























