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25 February, 2003
CONFIDENTIAL
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Dear Error! Reference source not found.
I am pleased to advise that the Divisional Professional Experience Program Committee has recommended that you be granted final approval for your professional experience program in terms of the details set out below:

	DATES REQUESTED
	PURPOSE OF LEAVE & LOCATION 
	TRAVEL & OTHER ALLOWANCES
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Please note the following points in relation to this leave:

1
Any contiguous recreation, long service or special leave with or without pay must be applied for on the normal University forms before proceeding on leave.
2
Access to any travel allowance granted is by reimbursement.  You should submit receipts and a completed FS3 form to the Personnel Officer.  Any approved living away from home allowance will be released at the same time.

3
Any request to change your program should be submitted to the Divisional PEP Committee through me, as should any alteration of dates.  The Committee is unlikely to approve any increase to the length of leave, or to the travel allowance if granted.

4
Any requests for changes to salary payments should be made to Payroll at least a month in advance.

2.

5
Under the terms of the Professional Experience Program policy HR 9.1, you are required to submit a report on your program within 3 months of your return to duty.  Please refer to Appendix B & D of the policy for details relating to the report.  Covers for the report are available from me.

6
If your program exceeds six months duration please note the requirements of Clause 6 of Appendix B.

Please contact me on Error! Reference source not found. if you have any enquiries.

Yours sincerely
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cc
Head of School
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