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EMPLOYES WORKING ON OFF-DUTY ]

Since January 1942, a report has been received from each manufacturing and raw materi-
als operation showing the number of employes working seven consecutive days in each
week, In view of the recent change to a five-day work schedule, the management has
requested further information to indicate both the number of emglmye& working seven
consecutive days and the number of employes who work on their first or second off-duty
day., The new report should be used commencing with the week suding November 1l. How-
ever, for the week ending November 4, the present report of employes working seven
consecutive days will suffice.,

Attached is a new form which has been prepared as a guide in r _Grting the reguired
informetion., Separate reports are to be submitted, one for wage earners and one for
salaried employes. Reports will include both managerial and non- -managerial employes,
and should be completed in the following manner:

Column 1 - The name of the ¢ ' t the department number, should
be indicated.

T 1
d

Columns 2, 2 and 4 - The number eIy ggz in esch occupation, by depart-
ments, should be shown, It will n ofs > necessary to llat the names
of employes involved.

Column 5 - Use only the standard
Rating Plan or the approved titles

Columns 6 1rﬁ 7 - These columns are self-explanatory. There is no change

from +he present form of revort concerning employes working seven consecur
A - g - ':-r "

tive days.

So that the informetion received will be Cﬁﬁ‘rLttJ rcports shoul

week regardless of whether or nqt Gﬂﬁleuh have worked seven conse

worked on their first or second off-duty If emploves have not worked
secutive days and have not worked on GJ"d ays, the word "HNONE!" should
on the face of the report,

It is important that reports arrive at this office within twelve days following the

end of the reported week, so that the first report covering the weck ending November 11
will be due in this office not later than November 23, It will be appreciated if these
reports will arrive promptly.

Geo, J. Kelday
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