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Report of Employee Schedule Change
Please complete all fields to avoid processing delays.
Employee ID
Rec#
Employee Name
Time Base
Employee Name
Employee Signature
Date Signed
Timekeeper Name
Dept Phone #
Administator Name
Administrator Signature
Date Signed
Administrator Title
Admin. Phone #
Effective Date (Must be a Sunday)
Sun
Mon
Tues
Wed
Thurs
Fri
Sat
Total Hrs
Sun
Mon
Tues
Wed
Thurs
Fri
Sat
Total Hrs
Week 1
Week 2
(Only complete if working 9/80 or 3/12)
Department Contact Information
Rev. 06/2011
INSTRUCTIONS:
1.         Current schedule remains in effect until a new work week begins
2.         Schedule changes may only be effective on a Sunday.
3.         All schedule changes must be approved in advance by the employee, appropriate administrator and Human Resources.
4.         Please contact Payroll Services at ext 2521 for questions and/or additional instructions.
HR/Payroll Use Only
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