
 

 

 
 
Date:   
 
To: 
 
 
This letter is to request approval to work the outside job as indicated below other than my current role as  
 
_______________________________________________ here at Northwest Florida State College.  
 
Name of organization: ______________________________________________________________ 
 
Address of employer: _______________________________________________________________ 
 
Position employed as: ______________________________________________________________ 
 
Work schedule: _____________________________________________________________________ 
 
I understand that my job at Northwest Florida State College is my primary position and this position will 
not in any way interfere with my duties. I understand that if at any time my outside employment begins 
to affect my duties here at the College I will leave the employment of the outside employer or tender my 
resignation with the College. 
 
I understand that I must submit a new request for approval at the beginning of each fiscal year per Board 
Policy HR 13.00. I further understand that I must notify Human Resources and my supervisor of any 
changes in my employment status from what I have stated above. 
 
 By way of my signature below, I attest that the outside employment position for which I am requesting 
approval is not a conflict of interest to my position here at the College. 
 
 
________________________________________    _____________________________ 
Employee       Date 
 
 
_______________________________________    ____________________________ 
Supervisor       Date 
 
 
______________________________________    ____________________________ 
Vice President      Date 
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