PAYROLL TIME SHEET
WEEKLY TIME SHEET AND UNIT OF SERVICE REPORT FOR PAYROLL
NOTE: UNIT OF SERVICE COLUMN IS COMPLETED ONLY BY THCSE
EMPLOYEES WHO ARE BEING PAID ON THAT BASIS

NAME:
POSITION: PROGRAM:

SITE: SSN:

STATUS: Full Time: Part Time: 2nd Job; {check onae)

FOR WEEK BEGINNING:

REGULAR SICK
TOTAL UNITS OF | HOLIDAY |VACATION| LEAVE CSL | OTHER
DAY DATE IN ouTt ) ouT HOURS SERVICE | HOURS HOURS | HOURS j HOURS | HOURS COMMENTS

MON

TUES

WED

THURS

FRI

SAT

SUN

TOTAL

FOR WEEK BEGINNING: y

REGULAR SICK
TOTAL UNITS OF | HOLIDAY |VACATION} LEAVE CSL | OTHER
DAY DATE IN ouT IN ouT HOURS SERVICE | HOURS HOURS j HOURS | HOURS | HOURS LCOMMENTS

MON

TUES

WED

THURS

FRI

SAT

SUN

TOTAL

Sacongary Job
TOTALS Total Reg Hours Tolal UNITS | Hollday Reg Hours] Holiday Pram Hours | Ovartime Heurs Hours Othar Hours COMMENTS

Supervisor uss only

Businass Office use
only

| HEREBY CERTIFY THAT ALL INFCRMATION ENTERED ON THIS FORM 1§ CORRECT:

EMPLOYEE SIGNATURE DATE SUPERVISOR SIGNATURE OATE

PRESENT- Fill in the ime In and out columns and put total hours REGULAR HOLIDAY HOURS:- For CFi policy recognizac Holldaysand floating holidays (writa Ficaling Hoflday in corments)
workad in the TOTAL HOURS Column

NITS OF VICE- Only used by those employees psid by unit CTHER HOURS- Used with Suparvisor approval ONLY for Jury duty, funeral, elc (put deacription of QTHER In comments]

ASATION- IT = lull day of vacation was taken. OMLY {llin the VAGATION HOLIRS column with the number of hours taken,
if @ partial day was laken, fili out Ine time in and out and TOTAL HOURS column with the actual number of hours worked and the VACATION column with the number of vacation tsken.

|SICK LEAVE- If & fult day of sick leave was takan, CONLY filiin the SICK HOCURS column with the number of hours iaken.
If a parlial day was taken, fill aut the time in and oul and TOTAL HOURS column with the actusl nurnber ¢f hours worked and the SICK LEAVE colurnn with the number of sick leave iaken.

|lg8L.- If a tull day af converted sick leave was taken, ONLY flllin the CSL HOURS column with the numbar aof hours taken.
If a partial day was taken, fill oul the time it and out 8nd TOTAL HOURS column with the actusl aumber of hours worked snd (he CSL HOURS column with the number of CSL aken.

- in tha avent FMLA is approved by tha HR, Director, uge tha SICK LEAVE and VACATION column accordingly snd writs FMLA Sick or FMLA Vacation in the comments,

Payroll Tima Shest 2.8-04



