
Employee: Pay period start date: 31st-15th

Position: Pay period end date: 16th-30th

Day Date TIME IN LUNCH TIME OUT
Total Hrs 
Worked

(Hourly Employees 
Only) 

Days
(Per Diem Only )

Hrs Absent Notes Substitute
(If needed)

Example 12/31/2020
8:00 AM 30 MIN 3:30 PM 7.00 7.00 Sick (COVID)

Example 12/31/2020
8:00 AM 30 MIN 3:30 PM 1.00 N/A Smith 

Example 12/31/2020
8:00 AM 3:30 PM 7.00 Sick (COVID)

Total hours

Employee Signature Date

Supervisor Signature Date

BUDGET CODE

Codes :

Personal :  P

Sick Time:  S

Family Illness:  I

Semimonthy

Cancer Screening :  CS 

Conference:  C

Death in Family:  D 

Jury Duty:  J

Codes: Approvals Needed 

Vacation:  V
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