DECLASSIFIED E.O. 12065 SECTION 3-402/NNDG NO. ,; z ,5__*_____01.3 SRR T

ALL EMPLOYEES WHO MUST NECESSARILY BE OUT ON SICK LEAVE MUST REPORT
SUCH ABSENCES BEFORE 0900 HOURS OF THE DAY THEY ARE ABSENT AND EVERY
DAY THAT THEY ARE ABSENT UNLESS HOSPITALIZED. ABSENCES NOT REPORTED
AND NOT ON RECORD IN THE PERSONNEL DIVISION, WILL BE CHARGED TO ANNUAL
LEAVE. SICK LEAVE ABSENCES WILL BE CALLED IN TO 26-5898 - or 28-5919 -

CIVIL AFFAIRS SECTION, PERSONNEL DIVISION -~ AND THEY WILL IN TURN NOTIFY THE
BMPLOYEE'S DIVISION CHIEF.
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J U8, 1st Ind. GBY /v
(20 Jan %0)

Headquarters Kanto Oivil Aff-irs Region, APO 500, 20 Jamuery 1950
70: All Section lesders, Kante Oivil Affairs Regiom, APO 500
1. For complisnce with basie communication.

2. Pime snd attendance forus will be completed and submitied to
the Colonel's Secretary prior to O hours on dstes indicated.

a. Forms will be reproduced by the Adjutant's Section and
distributed to section leadere this date.

b. The section "Totel Hours" will be initialed by the

YOR THE CELIRN:
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CIVIL AFFAIRS SEOTION

GHQ SOAP
APO 500

MEMORANDUM TO: Chief
Kanto Civil Affairs Region
APO 5O

Haquest thet as of the pay period ending 7€ Jamuary 1950, time
reports for civilians be subunitted on forme as per samnle attached.
To expedite the payroll, time and attendance reports should be
completed and turned in to the Persomnel Division, this section,
betwean O8O0 and 0900 hours of the last day of the ray periocd

(Saturday) .

8. ¥. Form Fo. 71, Application for lesve, will be submitted
with the time sheets to cover all leaves teken during the nay neriod.
For anmual leave taken which extends into two or more pay Teriods, »
separate apniication should be submitted for the time covering eseh
veriod. Application for sick leave in excess of 2l sonsecutive hours
mst be supvorted by certification of a physicisn or the (Q visiting
pirse. Also, ssployees will initisl 2l) lesve time shown on the
"oime Report for Civilien Employees".

Mivision ohlef will sign time reports for employees in his
division. He ghould not sizn his ovn time revort--it should be
signed by his immediate superior. Neither will sny esployee sign
his own 5. F. Form FNo. 71 as his own spvroving officer.

All employees are reminded thet when they are ocut on sick leave
they mast report such absences before 0900 hours of the day they are
absent and every day that they are absent unless hoepitalized.
Absences not reported and not on record in the Personnel Division,
tois section, will be charged to anmual leave. Sick leave sbsences
will be called in to 26-589% or 26-9919 ~- Civil Affairs Section,

s Tersonnel Division - and thie division in turn notify the smrloyee's
division chief.

. A. ANDERSON
Quief, Personnel Division
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