[image: image1.jpg]Job Code: 5432 FTE: 10 Start Time:

Sun  Mon Tue Wed Thu Fri Sat
Jun8  Jun9 Jun10 Jun1l Jun12 Juni3  Jun14

Regular Hours: 0 0 10 10 10 10 0

Hours of Leave Taken:

Annual Leave 0 0 0 0 0 0 0

Sick Leave 0 0 0 0 0 0 0

Comp Time 0 0 0 0 0 0 0

Personal Holiday 0 0 0 0 0 0 0

Other Leave 0 0 0 0 0 0 0

(specify leave type in notes field below)

Official Holiday:

i

WorkiLeave Hrs. 0 0 10 10 10 10 0

Add to Notes:











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





Review to make sure reporting is accurate, then Submit.  





Standard daily schedule











For employees not overtime-eligible, (Professional staff level II and III)





Enter official holiday hours here








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








Explain anything that would need further clarification





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





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








