Payroll Time Sheet

Employee’s Name:       Position:

NOTE:  
Paychecks are issued every-other Friday.  Time sheets need to be turned in no later than Monday at 10:00 a.m. prior to a pay day.

· Enter only the actual hours worked.

· If absent, indicate the reason ----- vacation, illness, etc.

Week Beginning ___________
	DAY
	DATE
	IN
	OUT
	IN
	OUT
	IN
	OUT
	TOTAL HOURS
	REASON FOR ABSENCE OR OVERTIME

	MON


	
	
	
	
	
	
	
	
	

	TUES
	
	
	
	
	
	
	
	
	

	WED
	
	
	
	
	
	
	
	
	

	THUR
	
	
	
	
	
	
	
	
	

	FRI


	
	
	
	
	
	
	
	
	


Requesting Pay for ______ Hrs    



 Requesting Comp Time for _______ Hrs  

Requesting Use/Pay for   _______ Comp Hrs







      

Week Beginning ___________
	DAY
	DATE
	IN
	OUT
	IN
	OUT
	IN
	OUT
	TOTAL HOURS
	REASON FOR ABSENCE OR OVERTIME

	MON


	
	
	
	
	
	
	
	
	

	TUES
	
	
	
	
	
	
	
	
	

	WED
	
	
	
	
	
	
	
	
	

	THUR
	
	
	
	
	
	
	
	
	 

	FRI


	
	
	
	
	
	
	
	
	


Requesting Pay for ______ Hrs    



 Requesting Comp Time for _______ Hrs  

Requesting Use/Pay for   _______ Comp Hrs

Employee’s Signature:

______________________________
Supervisor’s Signature:

______________________________
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