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Explanation

Rev 07-01-24

ADMINISTRATORS SIGNATURE DATE

*REPORT ADDITIONAL TIME IN 1/4 HR INCREMENTS 
*SUBSTITUTE TIME WILL BE REPORTED IN TIME & ATTENDANCE THEN PROCESSED IN PAYROLL. CHECK WITH APPROPRIATE SUPERVISOR TO ENSURE TIME IS ACCURATELY RECORDED.

CERTIFY THAT THE ABOVE HOURS ARE CORRECT:

ADDITIONAL PAY

APPROVED TIME SHEETS DUE TO DISTRICT OFFICE BY THE 16TH OF EACH MONTH

DESCRIPTION

EMPLOYEES SIGNATURE DATE

POSITION MONTH/MONTHLAST NAME

DESCRIPTION

FIRST NAME

ONLY APPROVED TIME SHEETS WILL BE PROCESSED
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