OFFICEWORKS TIMESHEET
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A supervisor’s signature is required on your timesheet in order to be paid.

2. You must complete steps 1-9 below and submit your timesheet on-time, or your pay will delayed to the next payroll.

3. You must fax your timesheet by 6:00 pm every Friday.

4. Switch to Direct Deposit or the Money Network Paycard, and avoid replacement delays for lost mailed checks.
A People 2.0 Affiliate
*You may use one of the other Region’s fax numbers if you are having trouble completing your transmission.
Click on this drop-down to choose your home office’s fax number:   FORMDROPDOWN 
 

Make sure the time sheet is signed and filled in completely, before sending.
	Steps
	
	

	
	EMPLOYEE NAME 
	START DATE (Sat)
	END DATE (Fri)

	1
	
	
	

	
	CLIENT COMPANY
	Supervisor NAME
	STATE

	2
	
	
	



	
	
	SAT
	SUN
	MON
	TUES
	WED
	THUR
	FRI
	

	3
	Start:
	
	
	
	
	
	
	
	Week Ending Total Hours

Worked:

	4
	Lunch OUT:
	
	
	
	
	
	
	
	

	5
	Lunch

 IN:
	
	
	
	
	
	
	
	

	6
	End:
	
	
	
	
	
	
	
	

	7
	Total Hours Worked:
	
	
	
	
	
	
	
	

	IN CALIFORNIA: It is mandatory that you take a 30 minute unpaid meal break if you work more than 6 hours in a day, and your are entitled to a 10 minute rest period for each 4 hours worked.  You must record a lunch break on the timesheet if you work more than 6 hours in a day.

	Comments:


	8
	
	
	

	
	 Employee Signature (required)
I hereby affirm that the information provided herein is true and complete to the best of my knowledge and agree that falsified information may be considered justification for dismissal at any future date.
	
	Date

	
	
	
	

	9
	
	
	

	
	Supervisor’s Signature (required)

By signing this time sheet, I agree to abide by the Terms & Conditions set forth by OfficeWorksRx.  I agree to pay the hours reported above.
	
	Date








DIRECTIONS


Add hours worked.


Subtract your lunch break.


Round total hours worked to the nearest quarter hour.


EXAMPLES:


8 hours 10 minutes


= rounds to = 


8 hours 15 minutes.





7 hours 5 minutes 


= rounds to = 


7 hours even.












