[image: image1.jpg]Job Code: 5432 FTE: 100 Start Time:

Sun  Mon Tue Wed Thu Fri sat

Jun8  Jun9 Jun10 Jun1l Jun12 Jun13 Jun14
Regular Hours: 0 0 1 1 1 1 0 Total
Actual Worked 0 0 i 1 0] 1 0 40
Above Regular 0 0 0 0 0 0 0
Hours of Leave Taken:
Annual Leave 0 0 0 0 0 0 0 0
Sick Leave 0 0 0 0 0 0 0 0
Comp Time 0 0 0 0 0 0 0 0
Personal Holiday 0 0 0 0 0 0 0 0
Other Leave 0 0 0 0 0 0 0 0
(specify leave type in notes field below)

Used  Accrued

Official Holiday: 0 0
WorklLeave Hrs. 0 o 10 10 10 10 0 40

I would like to allocate hours eamed beyond my regular schedule as follows:

0 Overtime 0 Save as Comp Time (x1.5) 0 Pay at (x1.5) time
0 Straighttime 0 Save as Comp Time 0 Pay as Straight

0 Total Comp Time o Total as Pay
Notes:

Add to Notes:

Submit Time Report




Enter hours of leave you’ve taken in the appropriate box





Enter official holiday hours here





When FTE or daily work schedule changes, the timekeeper must be notified ASAP.





For overtime-eligible employees, (Classified staff and Professional staff level I)





Review to make sure reporting is accurate, then Submit.  








Daily difference�(for OT calculations)








If you’ve earned extra hours, specify whether to save them as Comp time.  Otherwise you’ll get them as pay.�(Note:  Full-time staff will not see a line for straight time )








Enter any type of paid leave that doesn’t fit above as "Other Leave"





Explain anything that would need further clarification





Standard daily schedule





Go to (    http://depts.washington.edu/hstime/





Enter the actual hours you’ve worked for each day.  Make sure to subtract any leave you’ve taken on that day.











