MEMORANDUM

                                                                                                                            12610
                                                                                                                            [Originator’s Code]
                                                                                                                            [DD MMM YY]

From:  [Position Title, Organizational Unit]
To:      Comptroller Payroll

Subj:    NOTICE OF TEMPORARY CHANGE IN WORK SCHEDULE

1.  This office is notifying you of the temporary change in work schedule for the following employee in [Organizational Unit].

                                                         Current                              Proposed
Name of Employee(s)                      Work Schedule                 Work Schedule                Hours

[Last Name, First Name]                 5 June: 0800-1645            5 June: 0700-1545                8


Reasons for change: [Reasons]



2.  Should you have any questions/concerns, please contact [POC] at [DSN] or via e-mail at [E-mail Address].



                                                                                [PRINT NAME]


MEMORANDUM

                                                                                                                            12610
                                                                                                                            [Originator’s Code]
                                                                                                                            [DD MMM YY]

From:  [Position Title, Organizational Unit]
To:      Comptroller Payroll

Subj:    NOTICE OF TEMPORARY CHANGE IN WORK SCHEDULE

1.  This office is notifying you of the temporary change in work schedule for the following employee in [Organizational Unit].

                                                         Proposed                           Substitute
Name of Employee(s)                      Work Schedule                 Day-off                          Hours

[bookmark: _GoBack][Last Name, First Name]                 6 June: 0800-1645            7 June: 0800-1645            8


Reasons for change: [Reasons]



2.  Should you have any questions/concerns, please contact [POC] at [DSN] or via e-mail at [E-mail Address].



                                                                                [PRINT NAME]


MEMORANDUM

                                                                                                                            12610
                                                                                                                            [Originator’s Code]
                                                                                                                            [DD MMM YY]

From:  [Position Title, Organizational Unit]
To:      Comptroller Payroll

Subj:    NOTICE OF CHANGE IN WORK SCHEDULE TO ALTERNATE REST DAY

Ref:     (a) Master Labor Contract, Chapter 6
            (b) Standing Instructions to Contracting Officer’s Representative, Chapter 6

1.  This office is notifying you of the change in work schedule to alternate a rest day for the following employee in [Organizational Unit].

                                                               Rest Day                          Alternate
Name of Employee(s)                            (Holiday)                         Rest Day                       Hours

[Last Name, First Name]                       6 Sep 21                           7 Sep 21                           8


2.  Should you have any questions/concerns, please contact [POC] at [DSN] or via e-mail at [E-mail Address].



                                                                                [PRINT NAME]



