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	Faculty:
	
	Department:

	

	For the week of:
	
	to:
	
	
	

	(week must begin on Saturday and end on Friday)
	


NOTE:

Complete and submit  to Department of Anthropology Office, 432 Fletcher Argue Building,  or fax to 474-7600.  You must submit the timesheet by 4:30 p.m. on Thursday 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
	1030
	
	
	
	
	

	Sunday
	1030
	
	
	
	
	

	Monday
	1030
	
	
	
	
	

	Tuesday
	1030
	
	
	
	
	

	Wednesday
	1030
	
	
	
	
	

	Thursday
	1030
	
	
	
	
	

	Friday
	1030
	
	
	
	
	

	Total:
	
	
	


	4. Signatures

	
	
	
	
	
	
	

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