SHEET RULES: ENTER DATA FOR ALL BLUE AREAS ON TOP

1.Enter the name of the Service Center. (Example: Greenup-21)

2. Enter the Pay Period Ending. (Example: 1/31/YEAR)

3. Enter the PayDate. (Example: 2/10/YEAR)
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COLUMN RULES: ENTER DATA FOR ALL BLUE COLUMNS

1.For Hourly Team Members ONLY-Record hours in columns K through Q below their matching column titles.

2. Total Hours for 7-1 Compliance-On the 10th payroll ONLY, record all hours reported on production log for the entire
month for all technicians (salary, hourly,and sales inspectors excluded from testing —only technicians are to be

reported)

3. Changes-Enter any notes here including new hire dates, termination dates, transfer dates, etc. For termed employees,
include"termed" andthe lastday of work.

PRINT THIS FORM ONCE COMPLETED FOR GENERAL MANAGER APPROVAL
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