
REQUEST TO ESTABLISH OR CHANGE WORK SCHEDULE
Employee Name:  _______________________________________________

Time Period: November 25, 2002 through February 2, 2003

* Requested Schedule:

Monday: 
_______   ________
# Hours: ____
Lunch Min.:____

  



Time in   Time out

Tuesday:
_______
________
# Hours: ____
Lunch Min.:____





  
Time in  
Time out

Wednesday:_______ 
________
# Hours: ____
Lunch Min.:____


  


Time in
Time out

Thursday:
_______
________
# Hours: ____
Lunch Min.:____





 
Time in 
Time out

Friday:
_______
________
# Hours: ____
Lunch Min.:____




      
Time in 
Time out




   Total:  40 Hours

Requested Holiday Week Schedule (8 hour work day):

Mon.-Fri.:_______
________



Lunch Min.:____






Time in  
Time out



Total:   40 Hours

To remain the same for the entire holiday week.

Employee's Signature: ______________________   Date: _______________

Supervisor's Approval: _____________________   Date: _______________

Division Mgr.'s Approval: __________________   Date:  ______________

AFTER APPROVALS ARE OBTAINED, SUBMIT FORM TO KATHLEEN PARRISH.

*  List of available schedules on back. 

f:\temp\forms\flex

SCHEDULE CHOICES

10 hour days

9.5 hour days  


9 hour days
M-TH; F off


M,W,F=7hrs; T,TH=9.5hrs

M-TH; F half day



M-W,F; TH off







M-W,F; TH half day



M-T,TH-F; W off







M-T,TH-F; W half day


M,W-F; T off







M,W-F; T half day



T-F; M off








T-F; M half day












M,W,F=9hrs; T,TH=6.5hrs

8.5 hour days



Regular 8 hour days

M=6hrs; T-F=8.5hrs


work hours between 7:00am and 6:00pm

M-T,TH-F=8.5hrs; W=6hrs

lunch = 30mins,45mins,60mins,90mins

M-TH=8.5hrs; F=6hrs




ALL WORK SCHEDULES MUST BE BETWEEN 7:00AM AND 6:00PM 

