9/22/71

Memorandum T1-T0
Subjeet: Approval of Sick Ieave and Vacation for Executive Secretary

Thg present procedure manuel for the [aw Revision Commission requires
that any sick leave or vacation for the Executive Secretary be approved by
the Chairman, or in his absence, by the Vice Chairman.

This requirement is a source of miner inconvenience since the payroll
mist indicate any sick leave or vacation taken end there 1a often not suf-
ficlent time to obtain approval of the necessary document. In eddition,
ococasionally work requirements cause the Executive Secretary toc change his
vacation plans and this causes additional inccmvenience in obtaining
approval by the Chairmen or Vice Chairmpan. It is suggested that such
approval be anthorized by the Assistant Executive Secretery or, in his
absence, by the Administyetive Assistant. Both are authorized to approve
travel expenses for Commission members and staff members ard to write
checks on our revolvipg fund, duties iovalving substantially more responed.
bility than approving vacation or sick leave.

Respectfully submitted,

John H. DeMoully
Executive Secretary



