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PLEASE NOTE: Half-hour meal breaks are mandatory for any continuous period of 6 hours or more. Revised 01/30/14Time sheets must be completed and signed electronically or in PEN.

Overtime Hours

Premium Hours

Employee:                                                             Supervisor/Project Director:

I certify that the above time and attendance 
information is true and complete to the best of my 
knowledge.

Regular HoursI confirm that the employee worked all of the above hours on the award and 
project noted above.  If the employee worked on multiple awards and 
projects, the distribution of hours is as noted below.
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Employee  ___________________________________________________________ ________________
Overtime Hours
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Premium Hours
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