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Related Policies/Documentation

Work Standard Summary: How to request a payout for other than Full-Time Employees

Essential Tasks:

1. To request a payout, call Quick Dial at 1-866-794-1602, and enter your employee number.

Note: In order for a payout to be approved, you must have the applicable time in your
banks and you must not be at full time hours. If you are a full time employee, please
speak to your manager to request a payout.

2. Listen for the prompt “To Request a Payout” and key in the number “5”.

3. Leave a message including:

e Your name

e Your phone number

e Your Home unit

e The type of payout you would like to request

e The amount of hours you would like paid out (must be in multiples of 8 hours)

4, End.




