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OARS Direct Service Staff

□ 1st-8th
□ 16th-23rd

MONTH/YEAR

TO BE COMPLETED BY EMPLOYEE

FIRST NAMELAST NAME

**ONLY COMPLETE THIS SECTION FOR DRAW REQUEST**

D
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e

For a payroll draw, turn a signed copy  of this into your supervisor by 12 p.m. on timesheet day.

Draw Request Amount                  Employee Signature  Supervisor Signature 

*Keep track of your time everyday.  Turn into supervisor no later than 12 p.m. on timesheet 
day.   Check timesheet due date schedule for dates.*
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**Completed by Payroll**

Total Hrs Paid

Holiday

Paid Leave

Regular
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