
Last Name First Name Confirmed Electronic In-Person Notes/Comments

Employee Name

INSTRUCTIONS:  (1) List all non-exempt employees in your organization.  (2) For each employee, identify the date the employee was notified of furlough status and place X if employee 

confirmed receipt. (3) Place an X in the box for the method used to officially notify the employee of furlough status.  (4) If employee was initially notified by phone, place an X to 

confirm that an electronic or hard-copy was sent. (5) Record the hours each employee worked on the first day of furlough to complete orderly shutdown activities. (6) Notes/Comments 

are optional for use as needed for internal record keeping. 
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