10th Payroll Only!

* The purpose of the Paid Time Off tabis to record paid time off hours for allowed vacation, sick, holiday, jury,
bereavement andtraining.

SHEET RULES: ENTER DATA FOR ALL BLUE COLUMNS

1. Record paid time off DAYS for commission and salaried team members only for the entire month.

2. Ifjury duty days arereported, send the certificatefor attendance signed by the clerk of courts.
3. Record dates as:Jan 1-5ifdays areconsecutive orJan 5, 8, 16 ifdays arespaced out.

4. Salary team members do not get daily pay for paid time off, however, enter their hours for time tracking purposes.

5. PRINT THIS FORM ONCE COMPLETED FOR GENERAL MANAGER APPROVAL
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