REQUEST AND AUTHORIZATION

[ ] OVERTIME [J]COMP TIME [ ] HOLIDAY
1. Name: 2. AB #:
3. Dept. 4. Dept. No.
5. Pay period ending date: 6. Employment Status  [] exempt ] non-exempt

7. REQUEST AND APPROVAL SIGNATURES

Employee Date Supervisor Date

8. REGULAR TOUR OF DUTY - Enter date, your regular work schedule, i.e. 8 — 12:00 and 1 — 5 pm, also indicate your lunch break, the
number of hours you are scheduled to work each day, and your regular days off. Do not include overtime information here.

SAT SUN MoN TUuE WED THU FRri SAT SUN MonN TUuE WED THU FIR

Date:

Schedule:
From-To

Lunch

From - To

Total Hrs:

9. ACTUAL WORK PERFORMED - Enter hours actually worked. If applicable, enter holiday worked in Date column.

SAT SuN MoN TuE WED THU Fri SAT SUN MoN TuE WED THU FIr

Date:

Schedule:
From-To

Lunch

From - To

Total Hrs:

10. TOTAL HOURS ACTUALLY WORKED IN THE WORK WEEK ABOVE

11. COMPENSATION Account Number: 2520/2620
Check method of compensation [] cash Payment ] Compensatory Time ] Holiday Pay
Check onefindicate no. of hours [JHalf Tme __ hrs. [ straight Time ______ Hrs.
|:| Double Pay hrs. |:| Time and a Half hrs.
Comments:

12. CERTIFICATION — We certify that the above employee worked the hours indicated and is entitle to compensation. We also certify that
the sufficient funds are available.

Timekeeper Date Supervisor Date
For Payroll Use For Contract/General Accounting Use
Previous CT Balance: Funds Available |:| yes |:| no
Total hours worked: x1.0= Signature
Total hours worked: x15= Title
New CT Balance: Date: Date




	Text1: 
	CheckBox2: Off
	CheckBox3: Off
	CheckBox4: Off
	Text2: 
	Text3: 
	Text4: 
	CheckBox5: Off
	CheckBox6: Off
	Text5: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text33: 
	Text34: 
	Text35: 
	Text37: 
	Text38: 
	Text39: 
	Text40: 
	Text42: 
	Text43: 
	Text44: 
	Text45: 
	Text47: 
	Text48: 
	Text49: 
	Text50: 
	Text52: 
	Text53: 
	Text54: 
	Text55: 
	Text57: 
	Text58: 
	Text59: 
	Text60: 
	Text62: 
	Text63: 
	Text64: 
	Text65: 
	Text67: 
	Text68: 
	Text69: 
	Text70: 
	Text72: 
	Text73: 
	Text74: 
	Text75: 
	Text6: 
	Text11: 
	Text16: 
	Text21: 
	Text26: 
	Text31: 
	Text36: 
	Text41: 
	Text46: 
	Text51: 
	Text56: 
	Text61: 
	Text66: 
	Text71: 
	Text77: 
	Text78: 
	Text79: 
	Text80: 
	Text81: 
	Text82: 
	Text83: 
	Text84: 
	Text85: 
	Text86: 
	Text87: 
	Text88: 
	Text89: 
	Text90: 
	Text91: 
	Text92: 
	Text93: 
	Text94: 
	Text95: 
	Text96: 
	Text97: 
	Text98: 
	Text99: 
	Text100: 
	Text101: 
	Text102: 
	Text103: 
	Text104: 
	Text105: 
	Text106: 
	Text107: 
	Text108: 
	Text109: 
	Text110: 
	Text111: 
	Text112: 
	Text113: 
	Text114: 
	Text115: 
	Text116: 
	Text117: 
	Text118: 
	Text119: 
	Text120: 
	Text121: 
	Text122: 
	Text123: 
	Text124: 
	Text125: 
	Text126: 
	Text127: 
	Text128: 
	Text129: 
	Text130: 
	Text131: 
	Text32: 
	Text132: 
	Text133: 
	Text134: 
	Text135: 
	Text136: 
	Text137: 
	Text138: 
	CheckBox7: Off
	CheckBox8: Off
	CheckBox9: Off
	CheckBox10: Off
	CheckBox11: Off
	CheckBox12: Off
	CheckBox13: Off
	CheckBox1: Off
	CheckBox14: Off


