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2A-7 TIMESHEETS 
 
Each employee must fill out a time sheet to be turned in to their supervisor on the last day of each pay 
period. Failure to complete a timesheet may result in an employee only receiving minimum wage 
payment until the proper time sheet has been completed and turned into the payroll department. All 
corrections will be made on the next regularly scheduled payroll. The time sheet prepared by the 
employee shall show an accurate record of all time worked and leave taken, whether paid or unpaid, 
for the pay period. Time sheets are governmental documents and as such require accurate and 
truthful information. Falsifying a time sheet, a governmental record is a criminal offense. Employees 
shall only use appropriate available leave to account for their regular weekly work schedule.  
 


