	   EMPLOYEE’S  NAME:      
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VACATION SICK

LEAVE CORRECTIONS


	
	
	

	   UTD-ID:     
	     
	
	

	
	
	

	   TODAY’S DATE: 
	     
	
	

	
	
	

	    TIMEKEEPING LOCATION:
	     
	
	

	
	
	
	

	   EMPLOYEE’S PAYROLL PERIOD:      FORMCHECKBOX 
   Monthly        FORMCHECKBOX 
   Semi-Monthly
	

	
	
	
	

	

	

	             BELOW ARE ADJUSTMENTS TO 
	     
	VACATION / SICK LEAVE REPORT:               

	
	Date of Report
	

	

	VACATION LEAVE CORRECTION BALANCE:
	SICK LEAVE CORRECTION BALANCE:

	
	CURRENT BALANCE:
	     
	
	
	CURRENT BALANCE:
	     
	

	
	ADD # HOURS:            +
	     
	
	
	ADD # HOURS:            +
	     
	

	
	DEDUCT # HOURS:     -
	     
	
	
	DEDUCT # HOURS:     -
	     
	

	
	CORRECTED BAL:
	     
	
	
	CORRECTED BAL:
	     
	

	

	     Comments/Explanation:

           


	

	
	     
	
	     

	      Signature of Person who signs Recap Time Sheet
	Date
	
	Campus Ext.

	

	     Printed Name:
	     
	

	

	HRS (046)
                     ROUTE THE ORIGINAL TO HUMAN RESOURCES 
               ADMIN UNIT RETAIN A FILE COPY


12/2007
