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Timesheet Tips for Staff 

• Your tim eshee t is  the  YOUR responsib ility.  Please  don’t e xpect or a sk your 
adm inistra tive  assistan t to  com ple te  it for you . 

• Please  use  your fu ll le ga l nam e , a s it appears on  your paystub .  No 
n icknam es or m iddle  nam es (lega l nam e  = pe r socia l security ca rd). 

• Prin t your nam e a t the  top  and  sign  (fu ll na m e) and  da te  a t the  bottom .  If 
sending e lectronica lly and  you  don’t have  a  d igita l signa ture , type  your nam e 
and  cc payroll when e m ailing to  your supervisor.  This will be  the  d igita l tra il 
needed . 

• Use  ink only. Do not u se  pencil.  Any tim eshee t done  in  pencil will be  
re turned .  This could dela y the receipt of pa yment. 

• Please  use  one  tim eshee t pe r m onth  and  not m ultip le  m on ths on  one  
tim eshee t. 

• Record  the  da te  the  e xtra  hours were  worked  – no da te ra nges. 
• Do not leave  the  e xplana tion  b lank.  Make  sure  the re  is  a  proper descrip tion  

for the  extra  hours worked . 
• Incom ple te  tim eshee ts will be  re turned  to  you . Tim eshee ts no t rece ived  in  

Payroll & by the  cu t-off da te  will no t be  pa id  until the  following m onth . 
• If you  have  any questions on  how to com ple te  your tim eshe e t, p lease  contact 

Martina  Brown a t 509-559-4560 for classified  sta ff or Barb  Kvapil a t 509-559-
4504 for ce rtifica ted  s ta ff. 
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