TIME SHEET FOR OVERTIME & CASUAL EMPLOYEES

Independent School District #624 

4855 Bloom Avenue

White Bear Lake, MN  55110

Type of work performed

Location work was performed

Timesheets are due in the Payroll Department each payday for payment on the following payday.

	Date Worked
	Time 

Started
	Time Out Lunch
	Time In Lunch
	Time Finished
	Total Hours
	Supervisor
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TOTAL


$


Employee Signature





Print Legal Name


Approved 







Do not use nicknames or initials


Supervisor Signature

I certify that the above claim is just and true and the charges are official and are such as are allowed by law and no part of said claim has been paid.

(Revised 7/99)

INSTRUCTIONS FOR TIME SHEETS

Use the correct color time sheet for your job and bargaining group.

All substitutes use WHITE time sheets regardless of the type of job that they 

perform.


AOM/Title/ELL
Grey


Clerical
Tan


Custodians
Blue


Extended Day
Yellow


Food Service
Green


Paraprofessional
Salmon


Recreation
Pink


Teachers
White


Transportation
Gold

Time sheets must be filled out in ink.  No pencil or felt tipped pens.

Copies are not accepted.  All signatures, dates and times must be original.

Time should be recorded by the quarter hour.

Example:
7:15 to 8:45 = 1.5 hours worked



8:00 to 12:45 = 4.75 hours worked



11:00 to 11:15 = .25 hours worked

Time sheets must be complete and correct.  Budget numbers, dates, times, pay rates and signatures must be filled in to process time sheets.

You must call the payroll office if you wish to receive your check at a location other than 

your work site.

Time sheets are due in to the payroll department on payday in order to be paid on the 

following payday.

IMPORTANT****Time sheets that are not filled out completely and correctly will be 

returned and payment can be delayed two weeks.

