Marcus Garvey Leadership Charter School
TIMESHEET FOR EMPLOYEES

NAME: __________________________



SOCIAL SECURITY #   ___________

PAY PERIOD MONTH: _______        FROM:      1
     TO: 
15

YEAR:    2010
   

POSITION:   _______________________________________________________________________________


	WEEK 1

DATE
	TIME IN
	TIME OUT
	1

REG. Hrs
	2

Leave Code
	3

Leave Hrs. 
	TOTAL

1-2-3

	SUNDAY
	
	
	
	
	
	
	

	MONDAY
	
	
	
	
	
	
	

	TUESDAY
	
	
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	
	
	

	THURSDAY
	
	
	
	
	
	
	

	FRIDAY
	
	
	
	
	
	
	

	SATURDAY
	
	
	
	
	
	
	

	WEEK 2
DATE
	TIME IN
	TIME OUT
	1

REG. Hrs
	2

Leave Code
	3

Leave Hrs. 
	TOTAL

1-2-3

	SUNDAY
	
	
	
	
	
	
	-

	MONDAY
	
	
	
	
	
	
	

	TUESDAY
	
	
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	
	
	

	THURSDAY
	
	
	
	
	
	
	

	FRIDAY
	
	
	
	
	
	
	

	SATURDAY
	
	
	
	
	
	
	

	
	TIME IN
	TIME OUT
	1

REG. Hrs
	2

Leave Code
	3

Leave Hrs. 
	TOTAL

1-2-3

	SUNDAY
	
	-
	-
	
	
	
	-

	MONDAY
	
	
	
	
	
	
	

	TUESDAY
	
	
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	
	
	

	THURSDAY
	
	
	
	
	
	
	

	FRIDAY
	
	
	
	
	
	
	

	SATURDAY
	
	
	
	
	
	
	


	1 – TOTAL REGULAR HRS
	

	2 – TOTAL LEAVE HRS PAID
	

	TOTAL HOURS
	


LEAVE CODES



PL – Personal Leave
IW – Inclement Weather
SL – Sick Leave

PrL – Professional Leave
LWP – Leave With-out Pay
BL – Bereavement Leave
NOTE: Leave Forms must be submitted for any leave taken. 
I CERTIFY THAT THE ABOVE RECORD OF MY HOURS WORKED AND LEAVE IS TRUE AND CORRECT.

EMPLOYEE SIGNATURE
DATE

SUPERVISOR SIGNATURE
DATE
