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WORK APPROVAL FOR HOURS NOT ON SCHEDULE

This form must be completed before you work any time outside your scheduled time.

It must be signed by Cheryl, Christa, Caroline, or Bobby.

You are welcome – and encouraged – to keep a copy of it for your files.

Staff requesting additional time ________________________________

Date for additional hours worked _______________________________

Regular scheduled hours ---- from ______________  to _____________

                                               from ______________  to _____________

Additional time requested ---- from ______________ to ______________






       from ______________ to ______________

Approved by ______________________________ Date _____________
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