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MEMO Bob Smith 3 May Ethical Dilemma over Employee’s Vacation Dear Mr. Smith, I am writing to inform you of a situation that has cropped up in our department. I know that your time is very valuable to you, so I will try to explain the situation at hand and then offer a recommendation, which you are more than welcome to take. Otherwise, you can make your own decision based on company policy. 
One of my co-workers, Joe Smith, has been working extremely hard over the past year. He is a diligent employee who always turns up to work on time, if not earlier than required. Joe is well-liked among the employees and he has been given a pay rise to reflect his increased stature in the workplace. Joe recently asked me if he could take his annual two-week vacation in the very near future. I have tried to get Joe to reconsider and possibly postpone this vacation because I know that our department will be extremely busy over the next few weeks. To this, Joe politely turned me down. However, it gets worse. What he then said to me was that he would not be returning after he has taken his annual leave. This is potentially a small problem for our department because it would take us at least two to three weeks to recruit and hire a qualified replacement. Also, I know that it is the company’s policy not to give paid vacations for employees who will not be working for at least three months after a vacation. 
I think that I have come up with a solution that will satisfy all parties, namely Joe Smith and our company. I have already discussed my opinion with Joe at length and he is willing to go along with what I am proposing. My idea is that Joe splits his annual vacation up into two parts—one week on two separate occasions. The first week would be taken almost immediately. Our department could manage without Joe for a week as long as we all pulled together. Then, after Joe has had a week off, he would return to work for the next three months. Because of this, his first week of vacation would be paid. During our busy period over the next couple of months, Joe would be working as hard as he always has. Once these three months are up, Joe would then take another week’s vacation. However, he would not be returning to work after this second week’s vacation period. The compromise would be that this would also be a paid vacation even though it goes against company policy. This would be our company’s way of extending a hand in thanks that Joe worked three months longer than he planned to. Joe had originally planned to find another job after his two weeks of vacation—he already has a job lined up. Joe has talked with his prospective employer and he has agreed to wait three months before Joe officially becomes a member of their staff. 
I have tried to avert a potential disaster in our department, and I think that I have come up with a solution that would avoid that. I am asking that you would consider my proposal to this dilemma and implement it as soon as possible so that we as a company can get back to work as normal. Your time is very much appreciated. 
Sincerely 
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