How to Complete Your Timesheet Correctly

[image: image1.wmf]Day of the week

Date

Morning

In      Out

Afternoon

In     Out

Additional

In      Out

Other

Hrs   Type

Total

Hours

Office Use Only

Regular Overtime

Sunday

11-21

Monday

11-22

8:00

12:00

1:00

5:00

6:00

8:30

10.5

Tuesday

11-23

8:00

12:00

1:00

5:00

6:00

8:30

10.5

Wednesday

11-24

8

U

0

Thursday

11-25

8

H

8

Friday

11-26

1:00

5:30

8

H

12.5

Saturday

11-27

Sunday

11-28

Monday

11-29

8:00

10:00

6

S

8

Tuesday

11-30

8:00

9:30

11:00

12:00

1:00

5:00

1.5

S

8

Wednesday

12-1

8

J

8

Thursday

12-2

Friday

12-3

8

P

8

Saturday

12-4

Sunday

12-5

Monday

12-6

8:00

12:00

1:00

5:00

Tuesday

12-7

Wednesday

12-8

Thursday

12-9

Friday

12-10

Saturday

12-11

Sunday

12-12

Monday

12-13

8:00

9:30

6.5

F

8

Tuesday

12-14

Wednesday

12-15

8:00

12:00

1:00

5:15

8.25

Thursday

12-16

Friday

12-17

Saturday

12-18

Sunday

12-19

1:00

3:00

2

Monday

12-20

10:30

3:00

8

snow

12.5

“Other” column types:

       V-vacation      H-holiday      S-sick leave

                                             U-unpaid leave      F-funeral      P-personal time       J-jury duty

[image: image2.wmf]Day of the week

Date

Morning

In      Out

Afternoon

In     Out

Additional

In      Out

Other

Hrs   Type

Total

Hours

Office Use Only

Regular Overtime

Sunday

11-21

Monday

11-22

8:00

12:00

1:00

5:00

6:00

8:30

10.5

Tuesday

11-23

8:00

12:00

1:00

5:00

6:00

8:30

10.5

Wednesday

11-24

8

U

0

Thursday

11-25

8

H

8

Friday

11-26

1:00

5:30

8

H

12.5

Saturday

11-27

Sunday

11-28

Monday

11-29

8:00

10:00

6

S

8

Tuesday

11-30

8:00

9:30

11:00

12:00

1:00

5:00

1.5

S

8

Wednesday

12-1

8

J

8

Thursday

12-2

Friday

12-3

8

P

8

Saturday

12-4

Sunday

12-5

Monday

12-6

8:00

12:00

1:00

5:00

Tuesday

12-7

Wednesday

12-8

Thursday

12-9

Friday

12-10

Saturday

12-11

Sunday

12-12

Monday

12-13

8:00

9:30

6.5

F

8

Tuesday

12-14

Wednesday

12-15

8:00

12:00

1:00

5:15

8.25

Thursday

12-16

Friday

12-17

Saturday

12-18

Sunday

12-19

1:00

3:00

2

Monday

12-20

10:30

3:00

8

snow

12.5

“Other” column types:

       V-vacation      H-holiday      S-sick leave

                                             U-unpaid leave      F-funeral      P-personal time       J-jury duty




� EMBED Word.Document.8 \s ���





MONTHLY TIMESHEET


Employee Name ________________________    ID# __________________





____________________________      _________________________


          Signature of Employee		Signature of Supervisor











Print your name.





Record the time you started work in the morning, and the time you went to lunch.





Federal law requires recording actual times; please don't use arrows to indicate "same."





Personal Business Leave; full-time employees get 8 hours annual Personal on June 1; it's use-it-or-lose-it.





Here's how to record taking paid sick leave. 





Here's how to record going to a medical appointment and coming back to work, plus taking paid sick leave.





Please don't cross out the weekends or Holidays.





Record the time you came back from lunch, and the time you left for the day.











Record the time you came back from lunch.











Record the time you left for the day.





If you came back, record time arrived 


and left in the "Additional" column.














Record the time you came back from lunch.











Record the time you left for the day.





If you came back, record time arrived 


and left in the "Additional" column.








If you came back and left again, record it in the "Additional" column.





Record your employee ID number.





Record the total number of hours you should be paid for that day. 





Record paid Holidays, like Thanksgiving, like this.  If you ALSO worked on the Holiday, record when you came in and left, AND the Holiday; you get paid for both.





If you took Unpaid time off, record it like this, so I know you didn't just forget to record your hours that day.





Please round total hours worked to nearest ¼ hour.  Please note that 15 minutes is ¼ hour, or .25; not .15   





If classes are cancelled due to weather, hourly employees get paid for the "snow day"; if you also made it in and worked, you get paid for those hours PLUS the snow day.





These are the absence codes you should use in the "Other" column to indicate reasons for absences.





Sign and give Timesheet to your supervisor at the end of the 20th day of the month.





Supervisor signs and sends to Human Resources on the 21st day of the month.





If you have any questions about completing your Timesheet, please ask your supervisor or contact Human Resources.





Notes:  The Federal Fair Labor Standards Act requires that:


you record the actual hours you worked


you record as time worked all the time you worked, including, for example, your lunch period if you worked during it


you record as time worked any time you worked beyond your usual shift


DWU pay you on a per week basis; hourly employees are not eligible for "comp time" -- if you work more than 40 hours in a week, you must count that as time worked in that week, rather than simply taking that amount of time "off" during a later work week.  DWU's work week runs Saturday through Friday.





This is a federal law.  DWU cannot make exceptions, even if it would like to.  The penalties for non-compliance are heavy.  Please help DWU to comply with the law by completing your Timesheet correctly.





Came to work; then left for a funeral of immediate family member.





Please don't write 


in the shaded area.
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