OFFICIAL TIME REPORT

Exempt Employees
Vacation and Sick Leave


[image: image1.wmf]
	Name 
	     
	SSN/ UT EID
	     

	Month & Year
	     
	Department
	     


	VACATION LEAVE

	Balance Forward
	     

	Vacation Rate
	     

	Total Hours Taken This Month
	     

	     Month End Total
	     

	Dates To Be Charged This Month
	     

	SICK LEAVE

	Balance Forward
	     

	Sick Leave Rate
	     

	Total Hours Taken This Month
	     

	     Month End Total
	     

	Dates To Be Charged This Month
	     









__________________________________________








Employee Signature


Date











__________________________________________








Supervisor/Budget Head


Date
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