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As you are no doubt a.vmre, Senate Joint :Resolution No, 170 was 
approved December 22 , 1942 . Overtime is granted to all Federal Employees 
who work a 48- hour week. In order that we may properly fi gure t his over
time, it will be necessary that we have a. time sheet for ea.ch 15- day 
period showing the time worked each day. 

Vle are submitting to your irmn.ediate supervisor a supply of 'VffiA 
Form 115. Your supervisor will have to certify vrhero it i s marked 11 time-

. keeper11 that the time is correct . You will have to sign in the lower 
right- hand corner that the time submitted by your supervisor is correct. 
Your immediate supervisor is your Dnmediate superior: El ementary Teachers , 
Mr. Simpson; Secondary Teachers , Mr. High ; Educational Employees , Dr, 
Carter ; Fiscal Employees , Mr. Boczkiewicz ; otc . 

In this connection, in applying for l eave, the only person authorized 
to grant leave is your immediate superior, not the head of your Department . 
Leave slips a.re made for signature by your urunedia.te superior, personnel 
officer , or office manager. They should be signed by your immediate su
perior and then taken by you to the personnel s ection before you leave tho 
project . 

It will be necessary to charge those employees who do not work the 
48 hours with leave for the number of hours that they ar e absent from 
duty ; annual leave if available, otherwise leave without pay. 

Upon termination of emplo~nnent of any employee , his supervisor is 
hereby directed to submit without delay six signed copies of Form :ifil.A- 25 
to Mrs . Eades , Assistant Personnel Officer . Fi na l pay checks ,<Jill be 
held up penuing receipt of this form. 

Ralph p. Merritt 
Project Dir ector 
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r To pro ject Director t s Bulletin 1/39 the :'ollowi ng i tems must be added t'or your 
into nnation : 

Because ~ducat i on i s giving credit for 48 pro~essional hour s distributed 
t hr oughout the week rather than 8 hours per day. it i s ur gent that you ~ill out 
t he mimeographed r orm set up by this oft' i ce and turn i t i n pr omptl y . !rom your 
t otal number of hours tur ned in to us we wi l l distribute them 8 hours per day on 
t he t ime · sheet . The bulletin expl a i ns that you are to sign two weeks time sheet 
a s verif icat i on that t he time record is correct . 

In connection wi th leave your i mmediate superior, your :Principal , always 
siens the l eave sl ips as usual . Hor.ever , I would like to follow the seme pro
cedur e or supervisor s t ur ning in the l eave sli ps to the Superintendent ' s desk 
wher e t hey are routed acr oss to t:rs . Eades ' ol'fice . 

Jill added comment tor the l ast paragraph or the bulletin is that or pr o
f essi onal courtesy . Any teacher who resigns should tal k the matter over wit h 
htt pri nc i pal and with h im discuss the r easons .. or t he terminet ion ot' this 
employment and tive suL'ficient tL~e :or the princi pal to readjust his progr an. 
The t eacher then should through consideration personally advi se the Super intendent 
t hat 1he hes placed heB resienation and has tal ked t he matter over with hes 
princ i pal . 
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