
Attachment 1


AWS SAMPLE REQUEST MEMO
DATE:

TO:

ORS AWS Coordinator

Through:  [Division Director or Executive Officer for respective area] _________

[Branch Chief (as appropriate)] ________

[Section Chief (as appropriate)] ________

[Unit Chief (as appropriate)]      ________

FROM:
[Title of Requester]

SUBJECT:  
New Request for AWS Schedules

I am requesting your approval to allow [name of employee, or title of organizational unit] to [participate in/change the current schedule of] the Alternative Work Schedule.

Attached for your review is a composite listing of the work schedules of all [title of organizational unit] employees.  Upon approval, I would like the effective date to be [include proposed effective date (which may be no sooner then the next full pay period)].

[Name of Requester]

Attachment

APPROVED: 
 ______________________________
DATE:  ________________

ORS Executive Officer

DISAPPROVED:
 ______________________________
DATE:  ________________

ORS Executive Officer

