	DATE
	
	ID
	
	STAFF NAME
	
	TOTAL PAYROLL HOURS
	
	PAGE
	REF

	
	
	
	
	
	
	
	
	
	
	


	
	STATUS
	RU #
	LOCATION CODE
	SERVICE  CODE
	PROJ NO
	DURATION
	MILEAGE
	START TIME

TIME OF DAY
	RECIPIENT NAME
	RECIPIENT ID
	ADDRESS GOES HERE ON THE LINE YOU CODE TRAVEL

	
	
	
	
	
	
	
	
	
	
	
	RECIPIENT
	ATTEND CODE
	# OF REC

	1
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	
	
	
	
	
	
	

	21
	
	
	
	
	
	
	
	
	
	
	
	
	

	22
	
	
	
	
	
	
	
	
	
	
	
	
	


      (






Total Miles
















































SIGNATURE

	In
	Out
	Hours Worked

	
	
	

	
	
	

	
	
	


X = Completed as Planned�
K = Client Canceled�
E = Entry of 


       Unplanned Event�
�
C = Completed with Changes�
S = Staff Canceled�
�
�
N = No Show�
R = Remove Planned Event�
�
�






Location Codes:�
Service Codes:�
Attendance Codes:�
�
1 = Office�
007 = Travel�
1 = Appointment Kept�
�
2 = Natural Environment�
300 = DS�
4 = Cancelled by Client�
�
7 = Phone�
321 = Service Coordination�
5 = Cancelled by Staff�
�
9 = Travel & Benefit�
002 = Benefit Time�
6 = No Show�
�
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