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Requested 

 
 

 
Schedule changes requested by the employee are 
effective upon supervisory approval.   
 

 
Supervisor 
Requested  

 
 

Schedule changes requested by the supervisor require 
advance notice. For permanent changes exceeding 30 
calendar days, employees must receive 7 calendar 
days’ notice. For temporary changes of 30 days or less, 
employees must receive 2 calendar days’ notice. 
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Form distribution:  
• Copy to Employee 
• Copy to Manager/Department File 
• Original to LAO 
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