FLEX TIME LEDGER =

Official Record of Earned and Utilized Flex Time / - -\

=
Employee Name: Month/Year: =l g
Supervisor Name: Location:

PSE Section 7.8.8: Flex time can be used for full-time or less than full time employees that are able to shift their hours within the current week or month.
Hours may not cause the employee to work in excess of 40 hours.
Must have Supervisor approval, and must be taken in the current month in which time was worked (If not able to use time, a record of extra time may be turned in).

Log hours in 15-minute increments (0.25). Form auto-calculates totals.
To Track Hrs Worked To Track Hrs Used

Straight Time Hours
Worked Beyond
Regular Time

Date Flex Hours Description / Reason for
Used Leave time Used

Description / Reason for Extra

Date Worked Hours Used Balance

Hours

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
TOTAL SUMMARY 0.00 0.00 0.00

Employee Signature & Date Supervisor Signature & Date



