INSTRUCTIONS FOR PROPER COMPLETION OF TIME SHEET

1. Before you begin to complete your timesheet be sure you know your position, exempt/nonexempt status, and FTE %.  If you do not know this information, contact your supervisor and/or HR representative.

2. Exempt employees complete all shaded areas.  These include Name, Pay Period, Position, Department/Program, FTE%, Exempt status, Nonwork Hours, Type of Nonwork Hours, and Total Work Hours.
3. Non-exempt employees complete all areas.  Note the time you begin work and the time that you end work.  Note in Explanation column lunch breaks, other breaks.  If you work a “split” shift, divide time in columns and time out columns diagonally.  Record the first shift in the first diamonds and the second shift in the second diamond.
4. Indicate if timesheet is for your primary or secondary position.

5. Partial hours for non-exempt employees are to be entered as .25, .5 or .75. No other partial hour fractions will be used.

6. List all non-work hours in the proper column with a corresponding "type" in the far right column.   Non-work hours should correspond to 8 hours per day multiplied by your FTE %.  Proper types of non-work are: PTO, EML, HOL, B, J, PTO 2  or leave w/o pay.   Note:  if time is to be without pay, be sure a proper PPD is completed and turned into Human Resources.
7. The explanation column only needs to be filled in if you are conveying special information to Accounting, regarding the way your hours are to be calculated or charged.  Information regarding non-work hours should not be in this column. (See #6)
8. Check your math!  Note for overtime to apply, a nonexempt employee must physically work over forty hours in a one week timeframe (Saturday through Friday of each week in the pay period.)  For example, if a nonexempt employee works 9 hours Monday through Thursday, then takes a PTO day on Friday, the nonexempt employee will receive 36 hours of regular pay and 8 hours of PTO pay.
9. All time sheets must be signed and dated by both the employee and the supervisor. Supervisors cannot sign for the employee.

10. Time sheets must be turned in to Accounting on the Monday before payday by lO AM. Payday is the following  Friday  at 12 Noon. When Monday is a holiday, the deadline is 10 AM the previous Friday. A schedule of pay dates is available on request from Payroll and also posted at Data/Forms/Finance/Payroll. Paychecks cannot be guaranteed on the pay date if time sheets are not turned in to Accounting by the deadlines mentioned above. Check with your supervisor to determine the deadline and procedures of your program.

11. Late time sheets must be sent with a greensheet in order to be hand written by the Tuesday following payday.  No late paycheck can be direct deposited.

ANY QUESTIONS PLEASE CALL PAYROLL IN THE TUCSON OFFICE – EXT 1321
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