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	Faculty:
	     
	Department:
	     

	For the week of:
	     
	to:
	     

	Section/Program:
	     
	 Position Group:
	     

	(week must begin on Saturday and end on Friday)


	NOTE: Explanatory Notes and Transaction Codes on Page 2 of this form.

Complete and submit to Name:        by Fax or Email:        at Fax or Email Address:      .  You must submit the timesheet by Deadline:       (e.g., 12:00 noon on Friday) in order to receive the correct pay on your next pay date.


	1. Employee Information

	SURNAME:
	     
	U of M Employee No:
	     

	First Name:
	     
	


	2. Position Information

	Position Title:
	     
	Position Number:
	     

	Job Title:
	     
	GL(s):
	     


	3. Weekly Timesheet

	Day
(of the week)
	Transaction
(see table)
	Start Time
	End Time
	# hrs
	Comments 
	GL
(if other than GL listed above)

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Total:
	     
	


	4. Signatures

	
	
	      
	
	
	
	      

	Staff member’s signature
	
	Date (yyyy/Mth/dd)
	
	Supervisor’s signature
	
	Date (yyyy/Mth/dd)


Weekly Timesheet Explanatory Notes:
	<For appointments with a limited budget, you may wish to have the employee report weekly, on this timesheet, the total number of hours worked to date in the appointment.  If you do not want the employee to include the running total of the hours worked to date, delete the following row>

	Note total hours you have worked to date in this appointment as of the end of this week:
	
	

	<if you want the employee to always record breaks, use the following bullet points.  You must use these bullet points for any employees who may work before 6 am or after 6 pm.>

· Record the number of hours that apply to a particular transaction (e.g., 1030) on a particular day (e.g., Monday).

· Record breaks in your shift by entering one row for the period before the break and another row for the period after the break. 
· Do not include statutory holidays unless you actually work on a statutory holiday.  

· Ensure the hours reported do not conflict with any hours you work elsewhere at the University; otherwise there may be a delay in pay due to a payroll error. 
<if you do not want the employee to record breaks, use the following bullet points instead.  Use these bullet points only if the employee would never work before 6 am or after 6 pm. >

· Record the number of hours that apply to a particular transaction (e.g., 1030) on a particular day (e.g., Monday).

· Do not include statutory holidays unless you actually work on a statutory holiday.  

· Ensure the hours reported do not conflict with any hours you work elsewhere at the University; otherwise there may be a delay in pay due to a payroll error. 

<if you want the employee to report absences, vacation time, banked time, and overtime only, use the following bullet points.>

· Record the number of hours that apply to a particular transaction (e.g., 2000) on a particular day (e.g., Monday).
· Do not include statutory holidays unless you actually work on a statutory holiday. 


Sample Transaction Codes (to view all absence reporting codes visit: www.umanitoba.ca/admin/human_resources/services/hris/documentation/index.html)
	# 
	Description

	1030
	Regular worked time; use only if you do not have a regular work schedule or if you worked outside your normally scheduled hours

	2000
	Illness

	2150
	Medical appointment 

	1400
	Vacation; use only if eligible for paid vacation time

	1035
	Overtime you want to bank

	1150
	Extra time worked that you want to bank as straight time to be taken in subsequent pay period; use only if eligible (Employees working in jobs where hours worked are not at their own discretion are not eligible)

	1045
	Time taken off, paid from overtime bank

	2607
	Unpaid personal leave less than 20 days

	2610
	Personal leave unpaid greater than 20 days (voluntary time off without pay). Leaves longer than 20 days require a Request for Voluntary Leave Form to be submitted to Human Resources

	2600
	Layoff; use if you have a regular work schedule but work was not available 
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