35. Time Sheet—Hourly Employees

Employee Name _______________________________________________________________

ID # _________________________________________________________________________

Social Security # _______________________________________________________________

Position ______________________________________________________________________

Department ____________________________________________________________________

Number ______________________________________________________________________

Time Period Covered from __________________________ to ___________________________

	Day
	Date
	In 
	Out
	Total Regular
	Total Overtime
	Total hours
	Approval

	Sunday
	
	
	
	
	
	
	

	Monday
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	
	

	
	
	
	Totals:
	
	
	
	


Employee Signature _____________________________________ Date _______________

Supervisor Approval _____________________________________Date ________________

Legend :

A = Absent 


O = Occurrence

H = Holiday


P = Personal Leave Approved

S = Sick 


T = Tardy

F = Funeral Leave 

U = Unauthorized Absence

J = Jury Duty 


I = Job Injury

V = Vacation 


LO = Leave of Absence

