COLUMBIA SCHOOL DISTRICT OFFICIAL PAYROLL BI-WEEKLY TIME SHEET

NAME: CPS ID#: BUILDING:
POS'TION SCHEDULED HOURS MINUTES CONVERTED TO DE CIMALS: S - Sick Leave / Emergency
' PER WEEK: 6 Minutes =.10 36 Minutes =.60 V -Vacation
’ 12 Minutes =.20 42 Minutes =.70 P - Personal - Unpaid
PAYROLL PERIOD: From To 18 Minutes =.30 48 Minutes =.80 N - Personal - Paid
’ 24 Minutes = .40 54 Minutes =.90 E - Educational
30 Minutes = .50 60 Minutes = 1.00 J - Jury Duty
M - Maternity
DAY REGULAR | ADDITIONAL C-CompTime | paLy | comp
OF A M. P.M. TIME TIME OVERTME | ABSENCES | TOTAL | TIME
WEEK In Out In Out In Out In Qut Hrs/Min Hrs/Min Hrs/Min Hrs/Min | Code| Hrs/Min | Hrs/Min
Sun
Mon
Tue
Wed
Thu
Fri
Sat
SUBTOTAL (Week 1)
Sun
Mon
Tue
Wed
Thu
Fri
Sat
SUBTOTAL (Week 2)
*TOTALS (Week 1 + Week 2)
| certify this time to be correct. I have reviewed the above time sheet and have found it to be accurate.

Employee's signature Supervisor's signature

*The employee will be paid for the hours that appear in the totals box. It is the employee's responsibility to correctly add the
time for the payroll period. Minutes should be converted to decimals as shown above.

- The time sheet must be completed in ink only. Time sheets thatare not completed in ink will be returned and paid on the
following bi-weekly payroll.

- All employees paid on an hourly basis and eligible for overtime pay must maintain a time sheet for all hours worked. Payroll checks
cannot be issued until ime sheets are completed by the employee and approved by a supervisor.

- Each employee is required to complete his/her own time sheet on a daily basis.

- Employees should complete the following at the beginning of each period:
+ Name + Building + Scheduled Hours Per Week (hours regularly assigned to work per week)
+ CPSID# + Position + Payroll Period (From - To)

- Employees are not authorized to work more than their regularly scheduled hours unless specific authorization is given by their
supervisor.

- Time In and Out must be recorded as the employee arrives for and leaves work.




ABSENCES:

Absence Began
(Hour and Date)

Returned

(Hour and Date)

Total Hours
Absent

Reason for Absence

OVERTIME:

Date

Activity

Time: From

To

Total
Hours

Approved By

REV 01/10




	OFFICIAL PAYROLL BI-WEEKLY TIME SHEET
	ABSENCES: 
	OVERTIME: 


	001: 
	002: 
	003: 
	004: 
	005: 
	006: 
	007: 
	008: 
	009: 
	010: 
	011: 
	012: 
	013: 
	014: 
	015: 
	016: 
	017: 
	018: 
	019: 
	020: 
	021: 
	022: 
	023: 
	024: 
	025: 
	026: 
	027: 
	028: 
	029: 
	030: 
	031: 
	032: 
	033: 
	034: 
	035: 
	036: 
	037: 
	038: 
	039: 
	040: 
	041: 
	042: 
	043: 
	044: 
	045: 
	046: 
	047: 
	048: 
	049: 
	050: 
	051: 
	052: 
	053: 
	054: 
	055: 
	056: 
	057: 
	058: 
	059: 
	060: 
	061: 
	062: 
	063: 
	064: 
	065: 
	066: 
	067: 
	068: 
	069: 
	070: 
	071: 
	072: 
	073: 
	074: 
	075: 
	076: 
	077: 
	078: 
	079: 
	080: 
	081: 
	082: 
	083: 
	084: 
	085: 
	086: 
	087: 
	088: 
	089: 
	090: 
	091: 
	092: 
	093: 
	094: 
	095: 
	096: 
	097: 
	098: 
	099: 
	100: 
	101: 
	102: 
	103: 
	104: 
	105: 
	106: 
	107: 
	108: 
	109: 
	110: 
	111: 
	112: 
	115: 
	116: 
	117: 
	118: 
	119: 
	120: 
	121: 
	122: 
	123: 
	124: 
	125: 
	126: 
	127: 
	128: 
	129: 
	130: 
	131: 
	132: 
	133: 
	134: 
	135: 
	136: 
	137: 
	138: 
	139: 
	140: 
	141: 
	142: 
	143: 
	144: 
	145: 
	146: 
	147: 
	148: 
	149: 
	150: 
	151: 
	152: 
	153: 
	154: 
	155: 
	156: 
	157: 
	158: 
	159: 
	160: 
	161: 
	162: 
	163: 
	164: 
	165: 
	166: 
	167: 
	168: 
	169: 
	170: 
	171: 
	172: 
	173: 
	174: 
	175: 
	176: 
	177: 
	178: 
	179: 
	180: 
	181: 
	182: 
	183: 
	184: 
	185: 
	186: 
	187: 
	188: 
	189: 
	190: 
	191: 
	192: 
	193: 
	194: 
	195: 
	196: 
	197: 
	198: 
	199: 
	200: 
	201: 
	202: 
	203: 
	204: 
	205: 
	206: 
	207: 
	208: 
	209: 
	210: 
	211: 
	212: 
	213: 
	214: 
	215: 
	216: 
	217: 
	218: 
	219: 
	220: 
	221: 
	222: 
	223: 
	224: 
	225: 
	226: 
	227: 
	228: 
	229: 
	230: 
	231: 
	232: 
	233: 
	234: 
	235: 
	236: 
	237: 
	238: 
	239: 
	240: 
	241: 
	242: 
	243: 
	244: 
	245: 
	246: 
	247: 
	248: 
	249: 
	250: 
	251: 
	252: 
	253: 
	254: 
	255: 
	256: 
	257: 
	258: 
	259: 
	260: 
	261: 
	262: 
	263: 
	264: 
	265: 
	266: 
	267: 
	268: 
	269: 
	270: 
	271: 
	272: 
	273: 
	274: 
	275: 
	276: 
	277: 
	278: 
	279: 
	280: 
	281: 
	282: 
	283: 
	284: 
	285: 
	286: 
	287: 
	288: 
	289: 
	290: 
	291: 
	292: 
	293: 
	294: 
	295: 
	296: 
	297: 
	298: 
	299: 
	300: 
	301: 
	302: 
	303: 
	304: 
	305: 
	306: 
	307: 
	308: 
	309: 
	310: 
	311: 
	312: 
	313: 
	314: 
	315: 
	316: 
	317: 
	318: 
	319: 
	320: 
	321: 
	322: 
	323: 
	324: 
	325: 


