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Job Title
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Employees approved for a work from home assignment must complete the following activity log each week and submit
it to their supervisor. When completing the activity log, employees should indicate the day of the week, the activity or
project and the time that was spent on the activity/project.

If the employee had leave time approved or are sick on a day that they are telecommuting, they should indicate that on
the log as well. All leave time (vacation or sick) will require that the employee complete the Request for Approved

Absence form.
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