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Late In/ Early Out 
Preauthorization
Date: _______________________
Per contract, employees must provide adequate notice to their Supervisor when they need to arrive late or leave early for personal reasons. Documentation must be on file to ensure proper approval of such time. 
Employee Name: ______________________________________
Date of Late In/Early Out: _______________________________
Special Comments: 

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


___________________________			___________________________
Employee Signature					Date


___________________________			___________________________
Approved By						Date
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Advantus Corp.

12276 San Jose Boulevard
Building 618

Jacksonville, FL 32223
Tel: 904.428.0091

Fax: 904.482.0099
www.advantus.com




