SYSTEM OFFICE HOURLY (P-14) EMPLOYEE RECORD OF HOURS WORKED


Employee Name:


Employee ID: 




Division/Section:










Instructions:
This is the official record of hours worked and should be submitted two days after the end of each pay period (the pay periods end on the 15th and the last day of each month).  The VCCS work week is 12:01 a.m. Friday to 12:00 midnight of the following Thursday.  Record hours worked, including the in and out times, for work and meals.  Report hours worked in increments of tenths of an hour.
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Certified Correct:
___________________________________________
Total Hours Worked: 






Employee
Date



Overtime Hours Worked: ___________




(Hours over 40 in a Week)

Certified Correct:
___________________________________________
Additional Straight Time Hours: _____



Supervisor
Date
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