100% Time Reporting Sheet to Capture Administrative Time for Hurricane Katrina Evacuees
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Instructions:

Please record 100% of your time each day of the month.

When spending time assisting the Hurricane Katrina evacuees, please record this time as an "Assisting Katrina Evacuees" activity.
When spending time assisting other clients or performing other activities, please record this time as an "All Other" activity.
When on paid leave, such as vacation or sick leave, please record this time as a "Leave" activity.

100% of your time for the month must be recorded on this time sheet. Not just the time you spent assisting the Hurricane Katrina evacuees.

For questions on how to complete this time sheet, please contact
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