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SUPERVIORS'S NAME SUPRV. PHONE 

SUPERVISOR'S SIGNATURE/APPROVAL DATE PREPARED

FIRST WEEK TOTALS

HOURLY RATE
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THIS SECTION IS ONLY NEEDED FOR MORE THAN ONE ACCOUNT OR RATE - ALL HOURS MUST BE LISTED IF SPLIT

ACCOUNT NUMBER (15 DIGITS)

TOTAL FOR SPLIT ACCOUNTS/RATES

I CERTIFY THAT THIS IS A CORRECT STATEMENT OF THE HOURS WORKED DURING THE WEEKS INDICATED.

RETURN TO PAYROLL BY NOON ON MONDAYS FOLLOWING THE END OF THE TWO-WEEK PAY PERIOD.

DATE PREPAREDEMPLOYEE'S SIGNATURE/APPROVAL

ALL TIME WORKED MUST BE ACCURATELY REPORTED. FALSIFICATION OF TIME REPORT IS JUSTIFICATION FOR DISCIPLINARY ACTION.
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