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1.0.  References:  Local Policy

2.0.  General:  The CC Seoul Manhour spreadsheet is used by the 607 WS Superintendent to keep track of all DOW hours worked.
3.0.  Procedures:
3.1.  The last day of the month, create the month’s manhour spreadsheet. A blank version of the manhour spreadsheet is located at:  \\CC_Seoul\schedules\Man Hours\.
3.2.  Input the number of hours worked for each person.

3.2.1.  For members on leave or TDY, only count manhours during the weekdays. 

3.3.  Sum up total number of hours worked for each person.

3.4.  When completed, send copy of file to 607 WS Superintendent.

Attachment:
1.  Example Manhour Spreadsheet
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