
 
 
 
PLANNING/MANAGING WORK SCHEDULES FOR YOUR ORGANIZATION—TABLE 1 
 
Employee Job Function / 

Knowledge base 
Degree of 
Supervision 
Needed 
 
 
Low    Med    Hi 

Critical 
Interactions and 
Handoffs 
(customers, 
partners and 
teammates) 

Potential Back-up 
 
 
 
 
Name 

Requested 
Schedule 
 
 
 
Fri A   Fri B   5/40 

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     




