	November
	2016

	LEAVE REPORTING NOVEMBER 16 – 30, 2016 – CHECK YOUR TIME SHEET BY DECEMBER 8 (TIMESHEET WILL BE REMOVED DECEMBER 9) AND ENTER TYPE(S) OF LEAVE USED AND NUMBER OF HOURS ON APPROPRIATE DAYS – DUE DECEMBER 15 TO HR. 
NAME:                                                        BEARPASS NUMBER:                      EMPLOYEE SIGNATURE:
APPROVER NAME:                                                                                            APPROVER SIGNATURE:
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