Summary
		Catholic Diocese of Rockford
								2024	Attendance
		Employee Attendance Record					 
		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0

		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0

		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left		                                                                                                                                     
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0

		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0
		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0

		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0
		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0

		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0

		Last, First
		2024	Jan.	Feb.	Mar.	Apr.	May	Jun.	Jul.	Aug.	Sep.	Oct.	Nov.	Dec.	Total Used	Total Alotted	Total Left
		Vacation	-	-	-	-	-	-	-	-	-	-	-	-	-	-	-
		Personal	-	-	-	-	-	-	-	-	-	-	-	-	-	2.0	2.0
		Sick	-	-	-	-	-	-	-	-	-	-	-	-	-	10.0	10.0
		Personal Time	-	-	-	-	-	-	-	-	-	-	-	-	-	40.0	40.0


Blank1
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	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
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	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
































































































































































































Blank3
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	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
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	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
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	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
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	2024  Attendance  Sheet												C O D E S

	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
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	2024  Attendance  Sheet												C O D E S

	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
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	2024  Attendance  Sheet												C O D E S

	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
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	2024  Attendance  Sheet												C O D E S

	Name:		Last				First						B	- Bereavement						P	- Personal Day
			Last				First				M.I.		C	- Conference						Q	- Half Day Personal
													F	- FMLA						PPT	- Paid Personal Time 									Paid Personal Time instructions:
					Annually:		Used		Left				H	- Holiday							  Enter the actual number
	Vacation Days:				0		0.0		0.0				J	- Jury duty							  of hours taken per day 									Enter total number of hours per week for each employee in cell E10
	Personal Days:				2		0.0		2.0				L	- Leave of absence							  (min. 2 hrs)
	Sick Days:				10		0.0		10.0				S	- Sick Day						V	- Vacation									As employees use PPT, enter the number of hours taken in the cell
	Paid Personal Time:				40	hours	0.0		40.0				T	- Half Sick Day						W	- Half Vacation Day									corresponding to the day in which they are used.
	 (hire date   /  /     )																													A minimum of 2 hours of PPT must be used per request.
	JANUARY 2024									FEBRUARY									MARCH

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3								1	2
		H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			3	4	5	6	7	8	9

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			10	11	12	13	14	15	16
		H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			17	18	19	20	21	22	23
											H
	28	29	30	31						25	26	27	28	29					24	25	26	27	28	29	30
																							H	H
																			31



	APRIL									MAY									JUNE

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6						1	2	3	4									1

	7	8	9	10	11	12	13			5	6	7	8	9	10	11			2	3	4	5	6	7	8

	14	15	16	17	18	19	20			12	13	14	15	16	17	18			9	10	11	12	13	14	15

	21	22	23	24	25	26	27			19	20	21	22	23	24	25			16	17	18	19	20	21	22
																						H
	28	29	30							26	27	28	29	30	31				23	24	25	26	27	28	29
											H
																			30



	JULY									AUGUST									SEPTEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

		1	2	3	4	5	6							1	2	3			1	2	3	4	5	6	7
					H															H
	7	8	9	10	11	12	13			4	5	6	7	8	9	10			8	9	10	11	12	13	14

	14	15	16	17	18	19	20			11	12	13	14	15	16	17			15	16	17	18	19	20	21
														H
	21	22	23	24	25	26	27			18	19	20	21	22	23	24			22	23	24	25	26	27	28

	28	29	30	31						25	26	27	28	29	30	31			29	30





	OCTOBER									NOVEMBER									DECEMBER

	S	M	T	W	T	F	S			S	M	T	W	T	F	S			S	M	T	W	T	F	S

			1	2	3	4	5								1	2			1	2	3	4	5	6	7
															H
	6	7	8	9	10	11	12			3	4	5	6	7	8	9			8	9	10	11	12	13	14

	13	14	15	16	17	18	19			10	11	12	13	14	15	16			15	16	17	18	19	20	21
		H									H
	20	21	22	23	24	25	26			17	18	19	20	21	22	23			22	23	24	25	26	27	28
																					H	H
	27	28	29	30	31					24	25	26	27	28	29	30			29	30	31
														H	H						H
































































































































































































