
 

SHIFT TRADE REQUEST 

 

Name:  
Date 
Submitted: 

 

  
 

 
 

 

Day you are Scheduled to 
Work: 

 
 

Time Period 
Trading 

 

    

Day you wish to Trade to: 
 
 

Time Period 
Trading 

 

  

Name of Person Trading with: 
 
 

  
Notes:  

 

 
 
 

Office Use Only Below This Line 
 

 Approved  Denied
 

Explanation 
 
 
 

 
  

 
 

Approved By: 
 
 

Date:  
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