[image: ]


      
Office of Human Resources



OPTION SHEET FOR SUMMER FOUR-DAY WORK WEEK
SUMMER 2015

Instructions:  Summer schedule is in effect from Monday, June 22, 2015 through Friday, August 7, 2015 not inclusive of the July 4th week.  Please choose the schedule you will work during the summer four-day work week period by checking off the appropriate box below.

NAME:  (Please Print) ___________________________________________________
DEPARTMENT: ________________________________________________________
TITLE: ________________________________________________________________
Choose one:

	 OPTION 1:		LONG WORK DAY 8:15AM – 5:30PM					   			       (30 MINUTE LUNCH PERIOD)

		
						OR

		OPTION 2:		SHORT WORK DAY 9AM – 5PM					   			             (ONE HOUR LUNCH PERIOD)
				   (FRIDAY CHARGED TO ANNUAL LEAVE)


EMPLOYEE SIGNATURE: _______________________________________________
SUPERVISOR’S SIGNATURE: ____________________________________________
This form should be forwarded to the Office of Human Resources- Kiely Hall Rm 163 by Friday, June 5, 2015.
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