[image: image1.emf]9/80 - SCHEDULE MEMORANDUM OF UNDERSTANDING 
MUST BE RECEIVED BY CLERK OF COURT HUMAN RESOURCES

 NO LATER THAN ONE PAY PERIOD BEFORE EFFECTIVE DATE
Employee Name: 
     

 FORMCHECKBOX 
   Exempt       FORMCHECKBOX 
   Non-Exempt
Employee ID: 
     
Workweek Begins: (day)
      12:00 noon (for any 9/80 schedule)
Flex Day: 
     
Short Day:  
     
Short Day Schedule (select from drop-down menu below): 
 FORMDROPDOWN 

**************************************************************************************************** 
My work schedule is as follows with lunch on my 9-hour days from       to                      
	FIRST WEEK:
	SECOND WEEK:

	Monday:
     
	Monday:
     

	Tuesday:
     
	Tuesday:
     

	Wednesday:
     
	Wednesday (payday):       

	Thursday:
     
	Thursday:
     

	Friday:
     
	Friday:
     


Effective Date:          Date must be beginning of pay period
I understand that my regular schedule is now as described above, and that I must adhere to the requirements of an alternative work schedule in general and the 9/80 schedule in particular, as outlined in the Alternative Work Schedules Policy and Procedure (HR 2427).  I also understand that I must work the short day schedule indicated above.
Employee Signature





Date

I understand that it is my responsibility to ensure that this employee adheres to the requirements of an alternative work schedule in general and a 9/80 schedule in particular, as outlined in the Alternative Work Schedules Policy and Procedure (HR 2427).  I have received the required training.  I also understand that this employee must work the short day schedule indicated above.
Manager/Supervisor Signature




Date
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9/80 - SCHEDULE MEMORANDUM OF UNDERSTANDING 
MUST BE RECEIVED BY CLERK OF COURT HUMAN RESOURCES

NO LATER THAN ONE PAY PERIOD BEFORE EFFECTIVE DATE
Employee Name: 
Suzy Sample
 FORMCHECKBOX 
   Exempt       FORMCHECKBOX 
   Non-Exempt

Employee ID: 
811000000
Workweek Begins: (day)
Monday 12:00 noon (for any 9/80 schedule)

Flex Day:
Monday Week 2

Short Day:
Monday Week 1  
Short Day Schedule (select from drop-down menu below): 
 FORMDROPDOWN 

**************************************************************************************************** 
My work schedule is as follows with lunch on my 9-hour days from:      to      
	FIRST WEEK:
	SECOND WEEK:

	Monday:
7:30-4:30
	Monday:
FLEX

	Tuesday:
7:00-5:00
	Tuesday:
7:00-5:00

	Wednesday:
7:00-5:00
	Wednesday (payday):  7:00-5:00

	Thursday:
7:00-5:00
	Thursday:
7:00-5:00

	Friday:
7:00-5:00
	Friday:
7:00-5:00


Effective Date:          Date must be beginning of pay period
I understand that my regular schedule is now as described above, and that I must adhere to the requirements of an alternative work schedule in general and the 9/80 schedule in particular, as outlined in the Alternative Work Schedules Policy and Procedure (HR 2427).  I also understand that I must work the short day schedule indicated above.

Employee Signature





Date

I understand that it is my responsibility to ensure that this employee adheres to the requirements of an alternative work schedule in general and a 9/80 schedule in particular, as outlined in the Alternative Work Schedules Policy and Procedure (HR 2427).  I have received the required training.  I also understand that this employee must work the short day schedule indicated above.

Manager/Supervisor Signature




Date

H:\DANDERSO\FORMS\9-80 Schedule Memo - L.R.D. 08.01.11.doc
