
Employee ID:

Employee Record Nbr:

Employee Name:

Department:

Pay Period: through

Employee Signature Date PhoneDepartmental Authorization Signature

Pay Date:

Time
Report
Code Shortcode

Cash
Adj.

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Total
Hours

Departmental Authorization Printed Name

Employee Instructions:
Enter the Time Report Code, Shortcode and the number of hours pertaining to that combination in the proper
day(s). Total the hours on each line in the "Total Hours" column. Enter fractional hours in decimal form on a tenth
of an hour basis. Enter the tenths position including zero.  Overtime at 1.5 times the hourly rate is paid for only
those hours worked over 40 in a week.  Use time report code  for hours worked on a holiday that are to be
paid at 1.5 times the hourly rate.

Signature and phone number of the department's authorized signer is necessary (see SPG 518.1 regarding employee signatures).
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HWT .5 times hourly rate
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