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	Working From Other Premises 
Owner/ Department: Sales & Marketing 



	EMPLOYEE DETAILS

	Employee Name
	

	Employee ID
	
	Department
	

	Cell Phone
	
	Email
	

	EXTERNAL WORK DETAILS

	Date 
	

	Time (From)
	
	Time (To)
	

	Purpose
	

	Location
	

	Comments/Notes
	

	APPROVAL

	Managers Name
	

	Manager's Signature
	

	Date of Approval
	

	EMPLOYEE ACKNOWLEDGMENT

	I confirm that the details provided are accurate and that I will adhere to company policies during this activity.

	Employee Signature
	
	Date
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