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Legal name, legibly written
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Text Box
Please make sure to use a time sheet marked for SUBSTITUTES. This ensures that your time sheet is properly flagged for processing.
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Hours should be reported in decimal format!
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Total compensable hours reported in this column. Do not include lunch times. 
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The name of the person you subbed for should be listed here.  
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If you don't know the name of the person you subbed for, please enter what position you did for the day.
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Completed time sheets need to be signed and submitted to the office manager for approval and processing. 
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