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	Time Conversion

37.5 hr wk/7.5 hr day

	Hours
	Days

	1
	0.13

	1.5
	0.2

	2
	0.27

	2.5
	0.33

	3
	0.4

	3.5
	0.47

	4
	0.53

	4.5
	0.6

	5
	0.67

	5.5
	0.73

	6
	0.8

	6.5
	0.87

	7
	0.93

	7.5
	1


Absence Record


Month:
      2012

Name: 






Dept: 











DATES


TOTAL DAYS


  



       Vacation:








   Sick:






  (AL) Administrative Leave:



   (PH) Personal Days:

  (PLB)Paid Leave Bank days: 



Comp Time:

    


Other: 

      (Please specify)



Signature: _____________________

Supervisor: _______________________










































































































