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Shift Exchange Request 

Date Submitted:  

  

    

Name:  Name:  

Skill:   Skill:   

Scheduled Hours Scheduled Hours 

Date:  Date:  

Time:  Time:  

Changed to Changed to 

Date:
  

Date:
 

 

Time:  Time:  

Staff Signature:  Staff Signature:  

Confirm that both staff do not have any activities, meetings, education, etc. prescheduled ☐ 

MUST BE IN THE SAME PAY PERIOD & FOR THE SAME AMOUNT OF HOURS 

Manager Signature:  Date:   

Approved  ☐ Not Approved  ☐ 

Comments: 

 

 

Copy to Staff ☐ QHR ☐ Staff Schedule ☐ 
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