Tips for Completing Time Sheets
Time sheets are processed using scanning technology.  Following all standards indicated below will help ensure that the time sheet is processed accurately and in a timely manner.  For specific questions about reporting of overtime hours see the online Human Resource Policy Manual – Policy #602.00 Version 2.0 – Overtime and Compensatory Time for Non-Exempt Employees.
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| hereby certify that this time sheet correctly
reflects all the time worked by me for the pay period indicated.

SUPERVISOR EMPLOYEE APPROVED
PAYROLL - FILE COPY
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All parts of signatures must be below this line





Supervisor and employee signature required








Column totals must be accurate     


      





Please avoid writing near or across these black marks on top and right side of the timesheet





All “bubbles” must be completed in No. 2 pencil





NO INK allowed





“Bubbles” must match handwritten totals





Please be sure to avoid leaving any stray marks in this area











