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Instructions for com

pleting FIN
-115 

(A
ll colum

ns m
ust be com

pleted unless otherw
ise indicated) 

  1. 
School Y

ear 
-- Corresponds to the scholastic school year (e.g., 1997-98, etc.) em

ploym
ent is claim

ed.  N
o m

ore than one year of experience can be show
n on one line. 

 2. 
State or C

ountry 
-- Enter state or territory of U

SA
.  Enter nam

e of foreign nation if applicable. 
 3. 

C
ounty or Equivalent 

-- Enter county or parish in U
SA

.  For  D
epartm

ent of D
efense Education A

ctivity (D
oD

EA
), enter the nam

es of sub-territories of foreign nations. D
oD

EA
 service m

ust be 
com

pleted by the 
 N

ational A
rchives and Records A

dm
inistrations (N

A
R

A
). Send a blank service record to: N

ational Personnel Records Center, Civilian Personnel Records, 1411 B
oulder   

Blvd, V
alm

eyer IL 62295. 
 

 
 

4. 
School D

istrict or Institution 
-- Enter nam

e of public school district or institution and nam
e of private school or institution.  G

ive sufficient inform
ation in this colum

n to identify the school for accreditation 
purposes. (e.g. Public or Private). 

 
 

 
 5. 

Position H
eld 

-- Enter position held (e.g., teacher, substitute, bus driver, etc.) 
 6. 

Y
ears of E

xperience 
-- Enter the num

ber of year(s) of actual experience as of Septem
ber 1 of the school year indicated in colum

n 1.  (D
o not include the additional year(s) for career ladder, career 

and technology education w
ork experience, or qualified teacher aide experience.  C

areer and technology education w
ork experience or qualified teacher aide experience 

m
ust be recorded as a footnote on the service record).  

 7. 
%

 of D
ay Em

ployed 
-- Enter percentage of the school day em

ployee w
as em

ployed.  Full day is reported as 100%
, one-half day is reported as 50%

, three-quarters of the day is reported as 75%
, etc.  

 8. 
N

o. of D
ays Em

ployed 
-- Enter the num

ber of days em
ployed during the contractual year (July 1 thru June 30).  The days entered m

ust not include the num
ber of days a person w

as docked a full 
day’s pay.  

 9. 
D

ates of Service 
-- Enter the actual beginning and ending dates of em

ploym
ent during the contractual year (July 1 thru June 30). 

 10. 
State Leave Program

s: 
 

(a) State Sick Leave Program
 

-- Enter state sick leave inform
ation in this row

 – not required for private schools, colleges, and out-of-state schools. 
  

(b) State Personal Leave Program
 

-- Enter state personal leave inform
ation in this row

 (Required for Charter schools if state days are offered) – not required for private schools, colleges, and out-of-state 
schools.  (N

ote: This program
 w

as initiated in the1995-96 school year). 
 11. 

A
uthorized Signature, Title,  

and O
rganization O

fficial Stam
p 

-- The record m
ust be verified by either signing each line of the record separately (in ink) or by draw

ing a diagonal line and placing the signature diagonally across from
 the 

years of experience.  A
n authorized official of the school system

 m
ust sign the record.  A

 rubber stam
p signature m

ay be used, in lieu of the original signature, provided the 
nam

e of the person appearing on the stam
p is the sam

e nam
e designated by the school district to sign the service record.  Such official, if not the superintendent of the 

school, m
ust have been authorized to sign personnel records of the institution by the governing board of that institution.  In the case of public schools, the board of trustees is 

the governing body. The organization’s official stam
p m

ust be included on the service record if service from
 overseas is reported. For public schools, colleges and 

universities, the country's D
epartm

ent of Education is the organization official stam
p. If service is reported from

 the U
S, official stam

p m
ay be included depending on 

availability.  
 

 
     

 
N

ote: 
-- A

ll service claim
ed for salary increm

ent purposes m
ust be docum

ented on this form
 or other sim

ilar docum
ent containing sim

ilar inform
ation. 

                                                                     -- Service records and any supporting docum
ents m

ust be com
plete in ink. 

                                                                     -- W
hite out m

ay not be used, any w
hite out used on any docum

ent subm
itted w

ill nullify the docum
ent. 
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