














Our tme accounting records reflect (as of this morning) that you have not submitted your time
accounting for the month(s) listed directly below. Please take a moment to complete today. A guide of
the process 1s attached.
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An email will be submitted to the Area/Deputy Superintendent for this site if your time accounting is not
submitted in 2 business days from this communication. All outstanding submissions are equivalent to a
significant reduction in revenue and in programs for students; therefore we appreciate your expedition in
completing this task. Your support s greatly appreciated.

Please feel free to email or call me if you need assistance.
Thank you.
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Date: Type the Date Here
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Hello Leaders,

Time Accounting is a repeated State Controller's Office and California Department of  ducation finding.
All outstanding submissions ate equivalent to a significant reduction in revenue and in programs for our
students. Attached are the Type School Year Here Time Accounting status report(s). In addition, guides
of the process are also attached.

Please have your staff con ete their outstanding submissions no later than Type Due Date Here.
Reports will be generated and provided to you monthly on or around the 15th of the month. An
updated report will be generated and submitted to Allen Smith, Chief of Schools.

Your support is needed and greatly appreciated. If you have further questions or need assistance, please
contact Natoya Brice-Jefferson @ 510-879-1037.

Best,
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