SAMPLE WORK SCHEDULE MEMORANDUM 
	(indicate appropriate office symbol) 
	(date)



MEMORANDUM FOR CE(indicate appropriate office symbol, ATTN: (individual's name))
SUBJECT: Regularly Scheduled Administrative Work Week During Emergency Operations
1. Due to the current emergency, you have been tasked to provide emergency assistance for the (indicate command). As a result, you are placed on the following work schedule effective (date tour began) for the duration of your assignment: 
Sunday through Saturday - 0700 to 1900 
2. Your basic 40 hour work week is Monday through Friday from 0700 to 1530 with an unpaid one half hour lunch period. Your regularly scheduled administrative work week is as shown above and includes a one half hour unpaid lunch period each day. The basic work week includes 3 and one half hours of overtime each day. Sunday and Saturday include 11 and one half hours of overtime. You will be entitled to 1 hour of night differential each day. Any hours worked beyond 1900 hrs will be considered irregular overtime and you will not be entitled to night differential. This tour of duty will remain in effect for the duration of your assignment or until otherwise directed by this Headquarters.
3. Questions concerning this matter are to be directed to (indicate the individual with telephone number at the command responsible for action) 
FOR THE COMMANDER:
NAME 

Chief, Emergency Management 

cf: 

Home station EOC 

Assigned Office 

