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Name:

________________________________________________

Department:
________________________________________________
	
	Sun
	Mon
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	Wed
	Thu
	Fri
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	Actual date
	
	
	
	
	
	
	

	Enter actual time worked, per project, below 

	Project 1
	
	
	
	
	
	
	

	Project 2
	
	
	
	
	
	
	

	Vacation
	
	
	
	
	
	
	

	Sick
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total hours
	
	
	
	
	
	
	


Signature:


_____________________________________ Date: ____________

Your signature signifies that these hours are true and accurate.

Manager approval:
_____________________________________ Date: ____________

Your signature signifies that these hours are true and accurate.
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