
White:  School/Dept Payroll Canary: Individual

EMPLOYEE NAME: EID#:                                         JOB#:

JOB TITLE: LOCATION:

Type: OT-Overtime (Time & One-half) ST-Overtime (Straight Time) PT-Positive Time

OFFICE USE ONLY

By:

Date:       /         /

Date Of Leave
m m       d d       y y

FROM Time
h h          m m

OVERTIME/HOURLY TIME RECORD

Data
Entry

I certify that the above statements are true to the best of my knowledge.

EMPLOYEE SIGNATURE:  DATE:

(Optional--Office Use)
       Explanation                     Authorization

Reason TO Time
h h          m m

AM
PM

AM
PM

TOTAL
WORK
HOURS

Type

930 Positive Time
931 Hourly/Other (Saturday School)

PT REASON CODES

910 940 Work Backlog
911 941 Work Required During Off Hours
912 942 Vacant Position
913 943 Field Trip
914 944 Special Meals
915 945 Food Service-Extra Help
916 946 Vandal ism Cleanup
917 947 Emergency/Called In
918 948 Saturday School

  OT       ST         REASON CODES

DO NOT SEND TO PAYROLL
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