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PAY PERIOD 

EMPLOYEE ID#

Date

Supervisor Approval Date

C
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VACATION

SICK LEAVE

COMP TIME

PREV. BAL.

TAKEN

EARNED*

CURRENT BAL.

PREV. BAL.

TAKEN

EARNED*

CURRENT BAL.

PREV. BAL.

TAKEN

CURRENT BAL.

CTA@1.0 @1.5

*Hours earned this month may not be
   taken until next month.

HDL VAC SKL OTHER

CODE FOR "OTHER"

CTA=Comp Time Earned; CTO=Comp Time Taken;
JD=Jury Duty; BD=Blood Donation; LWOP=Leave Without Pay

*Hours earned this month may not
be taken until next month.

ERASURES, WRITE-OVERS, OR ANY ALTERATIONS TO THIS
TIME SHEET MUST BE INITIALED BY THE SUPERVISOR

I certify that the hours reported above are correct:

rg____
js____

 and write-overs must be initialed by the supervisor
Employee Signature

TOTAL NUMBER OF HOURS FOR PAY PERIOD

Mauro Leonardo
hours not submitted by the due date will be processed with the next biweekly payroll

Mauro Leonardo
(Last Name, First Name)
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