This e-mail is meant to clarify information contained in HR Memo 2009-013 (regarding the Furlough Leave Program) on the accumulation and use of furlough day credits.  Following are information points which we hope will help you better manage your use of those leave credits:

· Full-time employees will be credited with two days (16 hours) of furlough leave credits at the beginning of the pay period.  Part-time and intermittent employees will have their credits prorated accordingly. 
· Employees are able to schedule (with supervisor’s approval) their furlough days off in the same month in which they were accrued or allow them to accrue for use in future months. 
· Furlough credits can be used incrementally (hourly).  Excluded employees in WWG “E” can use them hourly only if they are combined with other leave credits to complete the equivalent of a full work day. 
· Employees that use three or more accrued furlough days in one pay period will still only have their pay reduced by 9.23% for that pay period. 

The information above is subject to change upon the ratification and approval of negotiated bargaining unit agreements.

