
CUSTODIAL, MAINTENANCE &
TRANSPORTATION

EXTRA HOURS

Employee Name:___________________________________ Month:_________
Fill out DAILY and complete the Job Duty and Job Description as specifically as possible. Timesheets must be accurately completed and signed
by all parties to be eligible for payroll to process.

18.15 Timesheets submitted by the 10th of the month will be paid on the last business day of that month. All timesheets must be submitted by the
last business day of the month following the month in which the time was worked.

Date Route # Location Job Duty / Job Description Time in Time out Total
Time

ADMIN: Notes

TOTAL EXTRA HOURS

_________________________________________________ __________________
Employee Signature Date

_________________________________________________ __________________
Supervisor Signature Date

Send Original to Payroll. Make a copy for building records. Print on LIGHT PURPLE paper Rev 12/2023

ADMIN:Pay Code ADMIN:Pay Rate ADMIN: Hours ADMIN: Account Code

10 E 530 ____ __ ____ ____ ____ ____ _

10 E 530 ____ __ ____ ____ ____ ____ _

10 E 530 ____ __ ____ ____ ____ ____ _

10 E 530 ____ __ ____ ____ ____ ____ _
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