REQUEST FOR TOUR OF DUTY UNDER FLEXITIME

Date__________________

I request the following tour of duty:

PRIVATE

START
FINISH

1.
0630
1500

2.
0645
1515

3.
0700
1530

4.
0715
1545

5. 
0730
1600

6.
0745
1615

7.
0800
1630

8.
0815
1645

9.
0830
1700

10.
0845
1715

11.
0900
1730

Times listed above are maximum authorized; however, local conditions may necessitate different schedules and more restrictive "Start" times.

1. As mutually agreed upon, my lunch period normally will be _________________.

2. I understand that I am expected to be at work between the hours indicated, except as provided for in the basic Plan.

3. I understand that my supervisor may vary my Flexitime Tour of Duty to the standard hours of work by notifying me at least seven (7) days in advance for normal changes, and giving as much advance notice as possible if a change is necessary for a required meeting, to provide essential coverage in my unit, or to meet other unexpected workloads or emergency situations.

4. I have read and understand MeTPR 610-1, Hours of Duty, Flexitime.

Signature_____________________________________

                                                                            (Name)

Approved:_____________________________________________________________________            

                       (Supervisor)                                                        (Date)
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