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DEPT:  ________________________________   DATE: _________________________ 
 
 
 
AUTHORIZATION TO SIGN LEAVE REPORTS AND/OR TIME SHEETS 
 
  
List below signatures of individuals authorized to sign Time sheets and/or Leave Reports until further 
notice.  Limitations or special circumstances should be noted in the Specific Instructions area.   
 
   □  Time Sheets 

 
□  Leave Reports 
 

Department Head (Printed Name) Required 
 
 

 Signature □  Time Sheets 
 
□  Leave Reports 
 

Alternate Designee (Printed Name) 
 
 

 Signature □  Time Sheets 
 
□  Leave Reports 
 

Alternate Designee (Printed Name) 
 
 

 Signature □  Time Sheets 
 
□  Leave Reports 
 

Alternate Designee (Printed Name) 
 
 

 Signature □  Time Sheets 
 
□  Leave Reports 
 

Alternate Designee (Printed Name) 
 

 Signature  

 
Specific Instructions (if any):  
 
______________________________________________________________________ 
 
 
 
______________________________________________________________________ 
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