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                  Employee Timesheet                                   

                                       Name______________________________________________

Department_________________________________________

Pay Period From___________________ To_______________
                                                                        Month/ Day/ Year                                Month /Day /Year

If you have two or more start/end times in one day, enter them on the line assigned for that day

	Day
	Date
	Work Start Time
	Work End Time
	#1 Regular

Hours
	#2

Holiday Hours
	#3

Vacation Hours
	#4

Personal /Health Hours
	HUD
	Shift Diff
	Other

	1-Monday
	
	
	
	
	
	
	
	
	
	

	2-Tuesday
	
	
	
	
	
	
	
	
	
	

	3-Wednesday
	
	
	
	
	
	
	
	
	
	

	4-Thursday
	
	
	
	
	
	
	
	
	
	

	5-Friday
	
	
	
	
	
	
	
	
	
	

	6-Saturday
	
	
	
	
	
	
	
	
	
	

	7-Sunday
	
	
	
	
	
	
	
	
	
	

	Week 1 Total
	xxxxxxxx
	xxxxxxxx
	xxxxxxxx
	
	
	
	
	
	
	

	8-Monday
	
	
	
	
	
	
	
	
	
	

	9-Tuesday
	
	
	
	
	
	
	
	
	
	

	10-Wednesday
	
	
	
	
	
	
	
	
	
	

	11-Thursday
	
	
	
	
	
	
	
	
	
	

	12-Friday
	
	
	
	
	
	
	
	
	
	

	13-Saturday
	
	
	
	
	
	
	
	
	
	

	14-Sunday
	
	
	
	
	
	
	
	
	
	

	Week 2 Total
	xxxxxxxx
	xxxxxxxx
	xxxxxxxx
	
	
	
	
	
	
	

	Total Weeks 1 and 2
	
	
	
	
	
	
	



	#1 Regular Hours
	
	
	

	#2 Holiday Hours
	
	
	Employee Signature

	#3 Vacation Hours
	
	
	

	#4 Personal /Health Hours
	
	
	

	Grand Total
	
	
	Supervisor Signature


44 Washington Avenue                                                                                       Schenectady, NY 12305


Phone: (518) 374-3394


Fax:       (518) 374-3385








UPK       ______


WA         ______


SCCC     ______


Other      ______


On Call   ______


Shift Diff ______
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