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       Imperial Valley Regional Occupational Program

              Flex-Time Record

	Employee Name:
	     
	Project:
	     


· Flex-Time requires prior approval from immediate supervisor.

· Flex time must be used within the same week or the following week.
	Date
	Purpose or Reason
	Time In
	Time Out
	Total Hours (+ / -)
	Balance
	Supervisor’s Initials

	  /  /  
	     
	  :     
	  :     
	
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	

	  /  /  
	     
	  :     
	  :     
	     
	     
	


	Employee Signature:
	
	Date:
	

	Supervisor Signature:
	
	Date
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