Chapter 18

Formatting
Directions: Read the following information. Edit the document and format it using tables, charts, clip art, or other visuals to create a professional-looking document. Use the default spacing and font for your word processing software.
HOURS OF WORK

Regular Scheduled Time
The Company’s standard workweek consists of five (5) days (Monday-Friday). In order to meet the needs of our customers, our hours of operation are 7:30 a.m. to 5:00 p.m. The standard workday is designed to best serve our customers’ needs. At XYZ Company, the typical, regular workweek is considered 40 hours (although most employees are actually scheduled and working 37.5 hours). Employees are not allowed to interchange work schedule times without prior approval from their immediate supervisor and the Human Resources department. We have several work schedules for employees, as follows:
7:30 a.m. to 3:45 p.m.

8:00 a.m. to 4:15 p.m.

8:15 a.m. to 4:30 p.m.

8:45 a.m. to 5:00 p.m.
You and your supervisor will agree on which schedule is appropriate.

If an employee plans to work one-half a day, they will continue with their standard start time as agreed to with their supervisor and follow the schedule shown below. This morning schedule will also be used when XYZ Company plans to work a half day before a holiday.
7:30 a.m. to 11:30 p.m.

11:45 a.m. to 3:45 p.m.

8:00 a.m. to 12:00 p.m.

12:15 p.m. to 4:15 p.m.

8:15 a.m. to 12:15 p.m.

12:30 p.m. to 4:30 p.m.

8:45 a.m. to 12:45 p.m.

 1:00 p.m. to 5:00 p.m.
XYZ Company does not offer employees the option of “flextime” scheduling, but some employees may have their standard start and ending time adjusted to meet customer needs.

Although overtime is not common, employees who are asked to work additional hours due to a business necessity are expected to comply with the request.
