******IMPORTANT******
Correctly filling out your timesheet is an important step in getting paid in a timely manner.  Here are some tips on filling out your timesheet:

Indicate on the top right corner the month for which timesheet is for. 

Clearly print your name, student ID No., and funding source account code(s). 

Pay periods start on the first day of each month through the 15th (1- 15th) and start up again on the 16th and end the last day of month.  Please stay within that time period.  Any additional hours should be included on a separate timesheet for next pay period.
Fill in the date of the week you worked (days should be separated per its receptacle week) along with the number of hours (must be clear to read).

Hours are calculated to the nearest quarter hour (1/4) , please do not indicate minutes/seconds.
Supervisor Signature is required.
If your supervisor will not be present to sign your timesheet, please be sure to coordinate with them so that you can get an approval signature in the event of their absence.
And last but not least……..before turning in any timesheet,

Follow-up with your supervisor in making sure your CONTRACT has been sent to Michelle Wareham in Human Resources, to assure your CONTRACT has been entered into the system (if it is not in the system, you cannot be paid).  Do not turn-in a timesheet.  Timesheets have been known to sit for months without payment and/or get lost!
Questions regarding timesheets should be directed to the Payroll Office.

*****TIMESHEETS ARE DUE BY END OF EACH PAY PERIOD***** 
