Sub Secretary Time Sheet



Employee Name						B Number


	Date
	Start Time
	Lunch
Time
	End Time
	Hours/Min Worked – Lunch=Daily Total
	Person Working For?
	LOC

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total Time Worked
During Pay Period
	
	
	






Employee Signature						Supervisor’s Approval


								
Date								Account number

Notes:
· Authorization to work overtime must be secured from the supervisor prior to working the overtime.  At the schools, overtime comes out of their formula account.
· School secretaries work an 8 hour day.  Overtime is given after 8 hours.
· [bookmark: _GoBack]Please fill out the form based on pay period dates.  Form must be signed and sent by e-mail or fax by 10 am on the Monday before a pay date.
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