DRL BUSINESS ADMINISTRATION SERVICES

Weekly Time Sheet (Non-Overtime Hours*)

For Permanent, Nonexempt Staff (A-3)

Please check one of the following boxes:

 FORMCHECKBOX 
 Earth & Env’l
 FORMCHECKBOX 
 Math       FORMCHECKBOX 
 Physics &        FORMCHECKBOX 
 SAS Computing/        FORMCHECKBOX 
 SASFOS
 FORMCHECKBOX 
 DRL


Sciences


Astronomy

MMETS



    Admin.
PAYEE INFORMATION:

	Employee:
	     
	
	     

	
	(Name Printed)
	(Signature)
	(Date)

	Supervisor:
	     
	
	     

	
	(Name Printed)
	(Signature)
	(Date)


For the week of Monday       /       /       through Friday       /       /      


	
	
	Indicate the number of hours for each relevant category
	

	
	
	Working
	Paid Time-Off
	Sick
	Holiday
	Funeral
	Jury
	

	
	MONDAY
	     
	     
	     
	     
	     
	     
	

	
	TUESDAY
	     
	     
	     
	     
	     
	     
	

	
	WEDNESDAY
	     
	     
	     
	     
	     
	     
	

	
	THURSDAY
	     
	     
	     
	     
	     
	     
	

	
	FRIDAY
	     
	     
	     
	     
	     
	     
	

	
	
	
	
	
	
	
	
	

	
	Please note that the official week- ending for time reported here is Friday 
for payment to be made on the following Friday.

This Time Sheet must be received in the DRL Business Services Office,
 2E7 DRL, by 11:00 a.m. Monday. 

*Overtime hours must be “pre-approved” and reported on a 
REQUEST FOR ADDITION COMPENSATION-OVERTIME form.
	


Updated: January 10, 2002


