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	Faculty:
	
	Department:
	

	For the week of:
	
	to:
	
	Session/ Program Area/Program:
	

	(week must begin on Saturday and end on Friday)
	(Ex:  Summer Session, Aboriginal Focus Program)


NOTE:

Complete and submit  to Extended Education Payroll, 166 Continuing Education Complex,  or fax to 474-7660.  You must submit the timesheet by 10:00 am on Friday every week in order to receive the correct pay on your next pay date.  (Submit hours on Thursday by 10:00 am if Friday is a statutory holiday.)
	1. Employee Information

	SURNAME:
	
	U of M Employee No:
	

	First Name:
	
	
	

	Middle Name:
	
	
	


	2. Position Information

	Position Title:
	
	Position Number:
	


	3. Weekly Timesheet

	· 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. 

	Day
	Transaction
(see table)
	Start Time
	End Time
	# hrs
	Course #
	Comments

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Total:
	
	
	


	4. Signatures

	
	
	
	
	
	
	

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


Transaction Codes
	#
	Description

	1030
	Regular worked time

	2000
	Illness.  
If you have a regular schedule of work1:  enter this code for each day of illness.  You do not need to enter a start or end time unless you were sick for only part of your shift or class.  

If you do not have a regular schedule of work: do not enter this code until the last week of your appointment, and then only if you have been unable to complete your assignments due to the illness.  In this circumstance, do not record hours in the rows for each day;  instead, complete the row marked “Total,” entering the hours remaining to be completed for this appointment.

	1100
	Overtime.  You must have prior permission from your supervisor for any hours claimed as overtime.  Record in the “Comments” section the reason for overtime.

	2610
	Personal leave unpaid (voluntary time off without pay).  Can be used only if you have a regular schedule of work.1

	2600
	Layoff; use if you have a regular schedule of work1 but work was not available, e.g. during spring break. 


1Note: Regular work schedules are assigned for teaching assistants and seminar leaders who typically work the same number of hours each week.  If you are unsure whether you have a regular schedule of work, confirm with Extended Education Payroll at 474-8018.  
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