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TO:
For OHR-Approved Requests *

John Thomas, Chief, Office of Human Resources



            OR

TO:
For Supervisory-Approved Requests

(Insert Name of Next Level Manager and Unit) 



THROUGH:
Insert Name and Unit



The immediate supervisor shall forward the request through the chain of command

at least two (2) supervisory levels for recommendation and/or approval.

THROUGH:
Insert Name of Immediate Supervisor and Unit 



FROM:
Insert Employee’s Name and Unit



SUBJECT:
Request for Change in Work Schedule

DATE:
Insert current date here
	CURRENT SCHEDULE
	START TIME
	END TIME
	TOTAL DAILY

HOURS WORKED
	TIME ALLOWED

FOR LUNCH

	MONDAY
	
	
	
	

	TUESDAY
	
	
	
	

	WEDNESDAY
	
	
	
	

	THURSDAY
	
	
	
	

	FRIDAY
	
	
	
	


	NEW

SCHEDULE
	START TIME
	END TIME
	TOTAL DAILY

HOURS WORKED
	TIME ALLOWED

FOR LUNCH

	MONDAY
	
	
	
	

	TUESDAY
	
	
	
	

	WEDNESDAY
	
	
	
	

	THURSDAY
	
	
	
	

	FRIDAY
	
	
	
	


If new schedule requested is due to medical condition or treatment, then this request must be accompanied by Administrative Policies 3.3A and 3.3B.

EFFECTIVE DATE: Insert date here
(New schedules effective the Saturday following the date of approval.)
* The Office of Human Resources must approve all flexible schedules that deviate from an eight- (8-) hour workday (SEE Policy 7.2.III). All other requests can be approved through chain of command with copy to the Office of Human Resources.
c:  Office of Human Resources with approved request and copy of employee notification.
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