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ACCOUNT NUMBER:

PLEASE FOLLOW THESE INSTRUCTIONS:

1. Prepare in duplicate: original to be sent to Payroll by 1:30 p.m. on the first working
day of each month, keep copy for your file. LIST IN ALPHABETICAL ORDER.

2. Round and type hours to tenths. Example: 62.3 hours. Use a separate line for each time
sheet AND a separate line for overtime pay.
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