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PART-TIME ACCRUAL BALANCE SHEET
At the end of each calendar month, the balance sheet will be completed and given to the employee’s supervisor for certification and forwarding to the HR Office.

Employee Name	 
Department 		
Office Phone Ext. 	

THIS IS TO CERTIFY THAT I HAVE MET ALL OF MY SCHEDULED PROFESSIONAL OBLIGATIONS ON CAMPUS FOR THE MONTH/YEAR OF: 
WITH THE EXCEPTION OF THE FOLLOWING:
Indicate dates charged to sick leave: 		
Indicate dates charged to vacation leave: 	
Indicate dates changed to holiday time:		
Indicate holidays accrued this month:		


Signature of Employee

Signature of Supervisor
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