
CLASSIFIED SAMPLE

Record leave taken in red using codes at the bottom of the card.  Eight-hour days are noted with just
the code.  Less than eight-hour work days (or more in the case of 10-hour work days) are noted with
both the number of hours taken and the code.  Leave balances on the right side of the card are
completed in pencil.

The exact number of overtime hours worked are recorded on the day(s) worked at OT or ST in
black ink.  If the person is eligible for time and one-half, the hours should be converted in the
“Overtime Earned” column.  If the person is eligible for straight time only, the hours are transferred
to that column.  When the person takes the comp time off, it is indicated in red on the day taken off.
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              SIIS buy back: 
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          25 Hours
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