STATE OF CALIFORNIA

REPORT OF ADDITIONS OR

DEPARTMENT OF GENERAL SERVICES

CHANGES TO ATTENDANCE
GS 7 (REV 3-96) (AUTOMATED)
INSTRUCTIONS
1. Complete separate form for each reporting unit.
2. Names of employees should be listed in the same order as they appear on form STD. 672.
3. A separate line is to be used for each employee and for each date of absence.
4. Use the "Remarks" column to explain additions or corrections.
5. Be sure all items 1 - 10 are completed before forwarding to the Personnel Office. OATE COMPLETED
6. Attendance Clerk and Manager/Office Chief are to sign in item number 3.
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