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COMMENTS:
NOTE: Falsification by the employee of any information reported on this timesheet may lead to disciplinary action up to and including termination.
INSTRUCTIONS FOR COMPLETING THE TIMESHEET:
· Personally complete and sign this timesheet.
· List total hours for each day including regular hours worked and hours for time away from work in the appropriate categories. (See reverse side for category definitions.)
· When documenting vacation or holiday, place a V or H in appropriate day along with the number of hours taken. 

· Add alt columns down for each day. 

· Add all columns across for pay period "Totals".
· No employee shall be permitted to work overtime without prior authorization from their supervisor. 

· Submit timesheet to immediate manager/supervisor the day after a pay period ends. 

· Manager/Supervisor should review and sign timesheets and forward to the Finance Dept., Payroll section by noon on the second business day after a pay period ends.
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