
 
ADMINISTRATIVE REGULATIONS PAY-3 
SECTION:   Payroll  
SUBJECT:  Time Sheets 1/15/08 
 
 
Time sheets for all paraprofessional and auxiliary employees will need to be verified and 
signed following the end of the pay period (1st and 16th).  Supervisors and/or administrator 
must also sign the employee’s time sheets and check any absence from duty on the time 
sheet for accuracy.  All overtime or extra time worked during the pay period must have 
approval form (PER-17F) signed by the appropriate administrator and attached to the time 
sheet of the person performing overtime, comp time, or extra help. 
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