	BI-WEEKLY TIME SHEET

	

	Report for Pay Period: 
	     
	

	

	Name:                            
	     
	     
	                                       
	RC ID #: 
	     
	

	
	Last
	First
	Middle                                               

	SUMMARY OF PAYROLL INFORMATION

	

	Department:
	     
	

	

	        Total Regular Hours
	(RE)       
	     
	
	Hours between Regular and 40:
	(OR)
	     
	

	

	        Total Vacation Hours
	(VA)    
	     
	
	Hours over 40 per week:
	(OT)
	     
	

	
	

	        Sick Leave Hours
	(SI)      
	     
	
	Hours Without Pay:
	(WO)
	     
	

	
	(Only claim “Hours Without Pay” if you do
not have vacation or sick leave to use.)

	        Personal Hours
	(PE)
	     
	
	

	
	

	        Holiday Hours
	(HL)
	     
	
	

	

	Effective 07/24/09 Minimum Wage = $7.25

	RECORD OF HOURS WORKED

	

	
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Total Hours per Week
	(OR)

Hours over 
Reg. to 40
	(OT)

Hours over 40

	Date
	     
	     
	     
	     
	     
	     
	     
	
	
	

	*S/V/P/H
	     
	     
	     
	     
	     
	     
	     
	
	
	

	Hours
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0.00

	     
	     

	Date
	     
	     
	     
	     
	     
	     
	     
	
	
	

	*S/V/P/H
	     
	     
	     
	     
	     
	     
	     
	
	
	

	Hours
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0.00

	     
	     

	*S/V/P/H = Sick/Vacation/Personal/Holiday                                         
	TOTAL NUMBER OF HOURS WORKED               
	0.0 FORMTEXT 

0.00

	
	

	I hereby certify that the above hours recorded by me are the true and only hours I have worked for my employer during this pay period. 
	I hereby certify that the above employee has worked and has earned the amount being paid, and has performed his/her duties in a satisfactory manner.

	X
	X

	Employee’s Signature                                 Date
	Supervisor’s Signature                                       Date

	                                                                             INSTRUCTIONS

	1) This report is a requirement of the U.S. Department of Labor and must be kept on a daily basis.

2) Enter your name, department, and pay period which this report covers.

3) Enter the dates for the pay period in the squares in the respective blocks.

4) Enter the number of hours worked each day in the corresponding blocks. Use units of not less than ¼ hour. Total the hours each week and enter totals in the proper “hours” blocks. Overtime hours are the total hours worked weekly in excess of your 37.5 regularly scheduled hours. Weekly overtime in calculated in two ways. The first is the amount of overtime between 37.5 and 40 hours, which is paid at your regular rate of pay. The second is time over 40 hours per week. Hours over 40 will be paid at premium time, which is time and one-half. Time off may be offset against overtime hours only in the same workweek. No overtime shall be performed without the prior authorization of your supervisor.
5) The employee’s immediate supervisor must countersign all time reports.

6) Please return time sheet to the Payroll Office, by 2:00 pm, on the Monday following the end of the pay period.








