EMPLOYEE

NAME

JOB
NAME

DEPT. #

PERIOD ENDING:

Show hours in whole and decimal numbers (i.e. 1.25 for 1 hour and 15 minutes, 2.5 for 2 hours 30 minutes, 3.75 for 3 hours 45 minutes).

LUNCH TOTAL LUNCH TOTAL
DATE |TIME IN| OUT IN [TIME OUTHOURS DATE TIMEIN| OUT: IN [TIME OUT HOURS
Grand Total Hours
EMPLOYEE ADMINISTRATOR
SIGNATURE: APPROVAL:
BUS OFFICE USE ONLY: OT HRS. DEPT # DEPT NAME RATE
HOME DEPT.
OTHER DEPT.
OTHER DEPT.
IF TIME CARD IS NOT RETURNED BY THE DUE DATE, PAYMENT MAY BE DELAYED TO NEXT PAY PERIOD.
EMPLOYEE JOB
NAME NAME DEPT. #

PERIOD ENDING:

Show hours in whole and decimal numbers (i.e. 1.25 for 1 hour and 15 minutes, 2.5 for 2 hours 30 minutes, 3.75 for 3 hours 45 minutes).

LUNCH TOTAL LUNCH TOTAL
DATE (TIMEIN| OUT: IN [TIME OUTHOURS DATE TIMEIN| OUT: IN [TIME OUT HOURS
Grand Total Hours
EMPLOYEE ADMINISTRATOR
SIGNATURE: APPROVAL:
BUS OFFICE USE ONLY:  REG HRS. OT HRS. DEPT # DEPT # NAME RATE
HOME DEPT.
OTHER DEPT.
OTHER DEPT.

IF TIME CARD IS NOT RETURNED BY THE DUE DATE, PAYMENT MAY BE DELAYED TO NEXT PAY PERIOD.



