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UNITED STATES GOVERNMENT

Memorandum

TO : A1l Department Heads DATE! 7 December 1967
FrROM : Master, USHS POPE

supjecT: FPay cards and overtime

Departonent Heads are reminded that Time and Attendance cards shall be maine
tained dally. This is the official record of an employee's day to day status
aboard ship and are subject to inapection at any time,

2. In addition, vhen in home part, the Overtime Authorimation records shall
be recorded daily so as to fasilitate prompt prooessing of men going on lemve,

transfers, eto,
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