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Availability Form
	Today’s Date:
	
	Federal Work Study (Check if Yes):


	
	
	

	Name:
	
	

	
	
	

	Start Date: 
	
	Minimum  Preferred Hours:

	
	
	

	End Date (if known): 
	
	Maximum Preferred Hours:

	
	
	


Indicate your availability for each day.

· Enter “All Day” if you are available all day

· Enter “NA” if you are unavailable.
	
	Mon
	Tue
	Wed
	Thur
	Fri
	Sat
	Sun

	Start
	
	
	
	
	
	
	

	End
	
	
	
	
	
	
	

	Start
	
	
	
	
	
	
	

	End
	
	
	
	
	
	
	


Reminder:  The protocol for requesting time off is to submit requests to Valerie well in advance.  If a time off request has not been submitted and approved, an employee may be scheduled up to two weeks prior to program date based on their submitted availability.    

Below is your opportunity to put in early time off requests.  They will be reviewed and determination will be made by _______________ (date specific to hiring timeline)
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