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Instructions for completing the
Extra Duty Timesheet.


1. Important Initial Steps & Rules
· Make a Copy First: Always duplicate or create a copy of the template before entering any data.
· Purpose: This form is strictly for Extra Duty / Overtime hours worked. Do not use this form for subbing time.

2. Header Information
· EMPLOYEE: Enter your full legal name.
· CHECK ONE: Select one of the following payment options:
· OVERTIME: Select if requesting paid overtime compensation.
· COMP-TIME: Select if requesting compensatory time off instead of pay.

3. Daily Time Log Entries
For each period of extra duty worked, complete one row with the following details:
1. DATE: Enter the calendar date when the work was performed.
2. WORK PERFORMED: Provide a brief description of the specific duties completed.
3. From (Start Time):
· Hour: Hour started (e.g., 08 or 1).
· Minutes: Minutes started (e.g., 00 or 30).
· AM/PM: Specify AM or PM.

4. To (End Time):
· Hour: Hour finished (e.g., 04 or 5).
· Minutes: Minutes finished (e.g., 00 or 30).
· AM/PM: Specify AM or PM.

5. TOTAL HOURS: Enter the total duration for that row (auto-calculated if using the digital spreadsheet version).

The time entered should look like this:
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4. Total Hours & Employee Signature
· TOTAL HOURS (Bottom of Log): Verify the sum of all extra duty hours logged across all entry rows.

· EMPLOYEE SIGNATURE: Provide your physical or verified digital signature certifying that the logged hours are accurate.

· DATE: Enter the date you signed the form.

5. Office Use Only (Leave Blank)
The following fields located at the bottom right of the form are to be completed by the Business Office and approving supervisor:

· FOR OFFICE USE / TOTAL HOURS
· HOURLY RATE
· AMOUNT
· ACCOUNT NUMBER
· APPROVED Signature & DATE

PRINT OUT THE FORM AND GIVE IT TO THE PRINCIPAL’S ADMIN. ASSISTANT IN THE FRONT OFFICE.
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