ATTACHMENT 1:
TOUR OF DUTY SUMMARY

(Sample Chart)

Instructions:
1. List every employee (First and Last Name) in the Business Unit  (Column 1)

2. Insert the employee’s schedule for the Pilot Program using the following notation:  (Column 2)

R = Regular Daily Schedule

5/4-9 = Compressed Work Schedule (5/4-9)

4/10 = Compressed Work Schedule (4/10)

G = Gliding or Flexible Work Schedule

T = Telework - Core
TAH = Telework - Ad Hoc
You may use a combination of these symbols, if appropriate.  For example, an employee may Telework one day each week and also be on a 5/4-9 Compressed Work Schedule.  So, you would insert T + 5/4-9.

3. Provide the employee’s work schedule for each day during the pay period.  (Columns 3 – 14)

Use these symbols:

      Actual Start Time (i.e. 8:00)

      Actual End Time (i.e. 4:30)

      T = Telework Day

      O = AWS Day Off
(See examples in Red)

	       (1)

EMPLOYEE NAME
	(2)

SCHEDULE
	(3)

MON
	(4)

TUES
	(5)

WED
	(6)

THURS
	(7)

FRI
	(8)

MON
	(9)

TUES
	(10)

WED
	(11)

THURS
	(12)

FRI

	John Doe
	T + R
	8:00 to 4:30
	T
	8:00 to 4:30
	T
	8:00 to 4:30
	8:00 to 4:30
	T
	8:00 to 4:30
	T
	8:00 to 4:30

	Deena Blank
	5/4-9
	7:30 to 5:00
	7:30 to 5:00
	7:30 to 5:00
	7:30 to 5:00
	7:30 to 5:00
	O
	7:30 to 5:00
	7:30 to 5:00
	7:30 to 4:00
	7:30 to 5:00

	Lyn Anders
	4/10
	7:00 to 5:30
	7:00 to 5:30
	7:00 to 5:30
	7:00 to 5:30
	O
	7:00 to 5:30
	7:00 to 5:30
	7:00 to 5:30
	7:00 to 5:30
	O

	Ethel Mertz
	G + TAH
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


After you complete this chart, the Business Unit should determine how it will ensure adequate function and office coverage daily during customer service hours.
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4/10 = Compressed Work Schedule (4/10)

G = Gliding or Flexible Work Schedule

T = Telework - Core

TAH = Telework - Ad Hoc
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WED
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TUES
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WED
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THURS
	(12)

FRI
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