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' Explred under its own terms
INFORVATION CIRCULAR

To: Members of the Staff at Headquarters
From: The Director of Personnel

Subject: OFFICIAL HNLIDAYS, :

1. Fursuent to Staff Rule 101.3, the.. .. o cooction oo w. heeemed e Lt
further day during the month of Decembu: v ue wuse: rew @5 81 Viiivies Hulivay
at Headquarters, either on Tuesday, 2l December or on Thursday, 26 December 1963.
2, Subject to the condition that essential services are maintained on a
continuing basis, Executive Officers will pake arrangements to enable staff

(wmaey weasweewve ww wesmwmw w veea

memters in their departments or offices to observe—-o-—-----

of the above days.
3 Staff members required to work on both days will be compensated in
accordance with the conditions set forth in Appendix B to the Staff Rules.
L, Staff members wishing to hold Christﬁas parties may do so on
20 or 23 December 1963 until approximately T.30 iri Ehs sw'rsfming, f‘_‘t_"’f‘ft t? advance
approvel by the Office of Gemeral Services. It 4f w3 wiwwerms -—li-== - —— =
limited to one in the smaller departments or offies aui vao il il 231 IIZIIl
Requests for approvel should be submitted to the Chief, Puildings Maragecent
Service, OGS, Rocm 2255, with copy to Chief, Cormercial Management Service, 0GS,
Room 2014, not later than 13 Decemblr 1963 indicating:

(a) the department, unit or organization holding the party;

(b) the date and hour of the party;

(c) where it is proposed to be held;

(d) the approximate number of persons expected to attend;

(e) the senior official designated to assume full responsitility for
LY

the party;
(f) the type of party and facilitles required.
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5. Catering services required for parties should be obtained through the
Operation Section, Commercial Management Service, OGS, Room 2014-A.

6. Staff members are reminded that inflammable decarations may not be used in
the Headquarters buildings and that safety rules covering room exits and room

capacity must be observed.
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