TIME SHEET PROCEDURES
1. Time sheets are to be mailed to the fiscal office on the fifteenth and the last working day of the month.   Time sheets may be faxed and the original mailed.
2. Put your name and pay period ending date at the top of the timesheet.

3. Timesheets are to be completed by the employee showing hours for which you are paid. Example: if you are paid for six hours then list six hours unless you are taking leave without pay. 

4. Timesheets should list any sick leave or annual leave in the paid leave column. If the employee does not have leave (part-time or temp employee) or has exhausted all leave, then they should subtract hours not worked from the program and/or grant column and list the hours not worked in the leave without pay column.  Remember our agency does not have comp time, so please do not put comp time on your timesheets. 

5. Employees that are paid by more than one grant (example: Head Start and SAF/HS) should separate their time. Write the grant name at the top of the column under program and/or grant. 

6. The timesheets are to be verified by another employee or your direct supervisor. 
