
EMPLOYEE NAME:

EMPLOYEE #:

WEEK ENDING:

OT DT OT DT OT DT OT DT OT DT OT DT OT DT OT DT

HOLIDAY

SICK

REIMBURSEMENTS/SUBSISTENCE: DEPT# G/L# AMOUNT

TOTAL

PROJECT #

TOTAL HOURS

HOURS SUBTOTAL

DEPT #

 PROJECT #
PHASE

SPEC. 

RATE
PROJECT NAME/NOTES

FRI TOTALS

CLOCK CLOCKCLOCK CLOCK CLOCK CLOCK CLOCK CLOCK

SAT SUN MON TUE WED THUR

PAYROLL TIME CARD & EXPENSE REPORT

Employee Signature
Are there any injuries to report this week?

Manager Signature

Yes No

PTO
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