Human Resources Department

To: Chairmen of Clinical Services
Heads of Divisions
Medical Center Heads
From: Human Resour ces Department

Subject: Annual Vacation 2008-2009

Date: September 28, 2009

Dear All:

As we approach the end of the year, we would like to remind you that vacation earned on July 1st
2008 for the vacation year July 2008 up to June 2009 is due to be taken by December 2009, in
accordance with AUB Palicy. Kindly note that half day vacation is not allowed.

Employees are not normally permitted to carry over vacation from one year to the next. For
exceptional reasons, employees may request permission fromtheir supervisors to defer part of their
vacation excluding Summer Days to the following year. Upon recommendation of the
chairperson/Director of the Department, these requests may be approved provided they are
submitted in writing prior to December 31, 2009 to the Human Resources Department. When
deferral has been permitted, the individual must take all vacation entitlement at one time in a
consecutive number of days. In no case will an accumulation of more than the current year and
previous year’ s vacation entitlements be permitted.

Kindly make sure to schedul e the vacation of all staff in your area of jurisdiction accordingly.

Regards,

Dania Baba Wazzan, PhD
Director of Human Resources
American University of Beirut Medical Center

C.c.: Dr. Mohammed Sayegh, VP for Medical Affairsand the Raja N. Khuri, Dean, FM & MC
Mr. Munthir Kuzayli, Director of the Medical Center
Dr. Saleem Kiblawi, Chief of Staff
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