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 JUSTIFICATION FORM  
 
 

♦ Name:  

♦ Badge No:  ♦ E-Mail:  

♦ Job Title  

♦ Department  

♦ Location  

♦ Ext.  

♦ Request 
Dated 

 

♦ Request for 

 
 
 
 

♦ Justification 

 
 
 
 

♦ Signature  

 
 

Department Head Name:  ________________________       Signature: _______________________ 
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DIRECTOR  APPROVAL  

  APPROVED                                   DISAPPROVED 

COMMENTS: 

Name Signature Date 
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