
WAPA F 3000.13# 
(5-07) 

supersedes 10-94 
U.S DEPARTMENT OF ENERGY 

WESTERN AREA POWER ADMINISTRATION 

TOUR OF DUTY 

 

1.  Employee’s Name 2.  Organization Code 3.  Title, Pay Plan & Series 4.  Pay Block 

                        

 
5.  EMPLOYEE STATUS 7.  APPOINTMENT TYPE 8.  CHANGE TYPE 

   
 New  Career/Career Conditional  Permanent 

    Existing  Student Career Experience Program  Temporary (Part-time employees only.) 

        Student Temporary Employment Program  Not to Exceed (if applicable):        

   (Date)  6.  WORK SCHEDULE  Volunteer   

     Other (specify):  Part-time to Part-time  Full-time to Full-time 
      Non-AWS        Part-time to Full-time  Full-time to Part-time 

   Flexible AWS Justification/Comments: 
        Other (specify): 

      

HOURS OF DUTY         EFFECTIVE DATE       

 

 

9. First Week 

 

10. Second Week 

 Begin End 

 

Begin End Total Hours  Begin End 

 

Begin End Total Hours 

Sunday             

B
re

a
k
 

                  Sunday             

B
re

a
k
 

                  

Monday                               Monday                               

Tuesday                               Tuesday                               

Wednesday                               Wednesday                               

Thursday                               Thursday                               

Friday                               Friday                               

Saturday                               Saturday                               

 

  Distribution:  

Requested By: Approved By: 
 cc: Payroll (Part-time only) 

11.  Employee 12.  Date 13.  Supervisor 14.  Date   OPF (Part-time only)  

                          Lead Timekeeper  

      Timekeeper  

15.  Human Resources 16. 17.  Date   Supervisor  

       Concur  Nonconcur         Human Resources Office 
     (Part-time only) 

   

 
 



 
NORMAL FLEXITIME HOURS OF DUTY 

 
 
 

 First Week 

 

 Second Week 

 
Begin End 

 

Begin End Total Hours 
 

Begin End 

 

Begin End Total Hours 

Sunday             

B
re

a
k
 

                  Sunday             

B
re

a
k
 

                  

Monday                               Monday                               

Tuesday                               Tuesday                               

Wednesday                               Wednesday                               

Thursday                               Thursday                               

Friday                               Friday                               

Saturday                               Saturday                               

WEEK'S TOTAL       
 

WEEK'S TOTAL       

 
 
 
 


