IT SERVICES

Hourly Time Sheet

Employee ID#
Employee Name
Last First (Please print or type)
Pay Period Beginning Ending
Date Hours From Hours To Total Hours Location

Failure to submit timesheets by deadline will result in delay of payment until next pay date.

I hereby certify that this timesheet is a true statement of the hours worked by this employee and that the work assigned has been
performed in a satisfactory manner.

Employee Signature Date
Supervisor Signature Date
Office Use Only:

Total Hours Worked Pay Rate Gross Amount Due




IT Services
Hourly Timesheet

TIPS:

o Failure to submit timesheets by deadline will result in delay of payment until next pay date.

e You may NOT go over 40 hours per week without direct prior approval from your supervisor.

e The calendar workweek always begins on Sunday and ends on Saturday.

e Be sure to sign and date your timesheet.

o Ifyour supervisor is unavailable for signature, take your time sheet directly to the front office
(ADSB 220).
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