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7/2012

Schedule Change Request: One Time Change

Please read the following regarding Schedule Change Requests.  Failure to follow the below policies may result in disapproval or the delayed approval of your request.  

Schedule Change Policy:
· If a schedule change is necessary for any reason, a Change of Schedule Form must be submitted to the Director.  This form outlining the additional hours and days must be submitted in writing at least 15 business days in advance for pre-approval and will be billed accordingly per the fee schedule.  Please note: you are not allowed more than five schedule changes per calendar year.
Child’s Full Name:





Classroom:





Normal Schedule (please circle):  M   T   W   R   F

Drop off:

Pick up:



Please choose from the options below:
1. Extra Day: 

M   T   W   R   F 
for the week of 




2. Extra Hour(s):  Drop off at 


 and pick up at 


 on 
  /
/
.
*Please note changes will NOT go into effect until approved by the Director.  Schedule changes may result in the need for additional payments.

Comments:












































Parent Signature: 







Date:




Director Approval Signature:






Date:




Fees and funds:

Amount



Memo




Due Date



$         
______


First payment (new start date)



             


$         __


Next scheduled payment



             


No changes in tuition have been made as your child transitioned within the same age group.  Please continue your bi-weekly payments of $

 due on


.
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