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	DATE:
	

	
	
	

	May I request for a change of official time from
	

	to 
	
	, Effective 
	
	.

	This request is being made for the following reasons:
	

	

	

	

	Requesting Employee/Officer:


	
	
	
	

	
	
	
	
	
	

	
	Printed Name and Signature
	
	Position
	
	Unit

	
	
	
	
	
	

	
	
	
	
	
	

	1.
	Endorsed by:
	
	
	

	
	
	
	
	

	
	
	Dean/Director/Head of Unit
	
	

	2.
	Recommended by:
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	HRDO, Director
	
	

	
	
	
	

	3.
	Approved/Disapproved for the Chancellor:
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	OVCA/OVCAA
	
	

	REMARKS:
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