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52784 Payrol | Ti mesheet
Enpl oyee Number Enmpl oyee Name
Cost Center Job Code Week O
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The purpose of this form is to collect employee time/attendance data and eliminate manual calculations

of regular, overtime, etc. Data from this form is electronically imported into payroll software, thereby
eliminating manual keying all together. This is the least expensive and simplist time and attendance
system you will ever find. Cost? Only $1.19 per employee per month plus a small monthly service fee.
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HOW IT WORKS: Staff fill in the day [1] and the time in and out [2]. Then they identify if the -

worked cost center [3], client [4], or job code [5] if it was different than the defaults listed on the
top of the form. Finally, the type of time is filled in [6] using codes listed at the bottom of the form.

—_pm . _pm o
_am . _am
_pm . —_pm o
_am . _am
—_pm . _pm o
_am . _am
_pm . —_pm o
_am . _am
—_pm . _pm o
_am . _am
_pm . —_pm o
Enpl oyee Signature Supervi sor Signature

Ti mesheet of

Day: SU=Sunday, MO=Monday, TU=Tuesday, WE=Wednesday, TH=Thur day, FR=Fri day, SA=Sat ur day
Ben.: V=Vacation, S=Si ck, H=Hol i day, B=Bi rt hday, P=Per sonal , F=Funer al , J=Jury Duty, T=Tr ai ni ng,
. O=Overni ght Paid Sl eep, M:=Meeting
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The purpose of this form is to collect employee time/attendance data and eliminate manual calculations of regular, overtime, etc.  Data from this form is electronically imported into payroll software, thereby eliminating manual keying all together.  This is the least expensive and simplist time and attendance system you will ever find.  Cost?  Only $1.19 per employee per month plus a small monthly service fee.
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