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#
PEACE CORPS Memorandum

WASHI NGTON, D.C. 20526

TO Chi ef, Staff Payroll DATE:
FROM , Supervisor
SUBJECT: Payroll and Leave Bal ance Adjustnents

Re: Enpl oyee Nane:

Enpl oyee Nunber:
Paycheck Distribution Code (PCDC):

Pl ease make the foll owi ng adjustnents(s) to the above-nanmed enpl oyee’s
| eave bal ance(s) and/or pay. The “New Bal ance” and “Correct Entry”
colums as stated bel ow are effective for the pay period endi ng

Regul ar Hours and I ncorrect Correct
Prem um Pay Category Entry* Entry**

Regul ar Hours
Overtine

Hol i day Hours
Compensatory Ti nme

O her ( )

* iginal entry (incorrect) on the Time and Attendance Wrksheet .
** Entry whi ch shoul d have been recorded on the Time and Attendance Wrksheet .

a d Endi ng* New Endi ng**
Leave Category Bal ance Bal ance

Annual

Si ck

LWoP

CowpP

Oher ()

* Bal ance shown in Leave Status Report (D0035).
** Corrected bal ance as deternined by a | eave audit or know edge of an entry error
froma prior
pay peri od.
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