UNIVERSITY OF WISCONSIN - GREEN BAY
Bi-Weekly Student Timesheet

	

	NAME
                                                                                                              

	
LAST
FIRST

	

	                                                                                       

	Person ID or SSN
Job Title

	

	DEPARTMENT & SUPERVISOR
     
Hourly Rate
     

	

	                                                                                                                                                        

	Account
Organization
Fund
Project Grant
Program Code

	

	Pay Period:      

	Record Time Worked


Please type or complete in INK

	Week 1

	          
	     
	     
	     
	     
	     
	     
	

	SUN
	MON
	TUES
	WEDS
	THUR
	FRI
	
SAT
	TOTAL

	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Min

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


	Week 2

	     
	     
	     
	     
	     
	     
	     
	

	SUN
	MON
	TUES
	WEDS
	THUR
	FRI
	SAT
	TOTAL

	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Mins.
	Hours
	Min

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	TOTAL
	   
	   


	Dates, Times and signatures MUST be completed before processing

Signatures certify accurate reporting of hours and supervisor’s approval of work performance.

	
	
	

	EMPLOYEE SIGNATURE
	DATE
	

	
	
	

	
	
	

	SUPERVISOR SIGNATURE
	DATE
	


	Timesheet Instructions

	Hours and minutes recorded must be totaled correctly; Timesheet must be signed by student employee, student’s supervisor and include the current date.

	late or incorrect timesheets will not be processed until the next pay period.

	Changes in wage rate or Budget Account codes are to be recorded on the Change Form, which can be found on the Human Resources website http://www.uwgb.edu/hr/forms/index.aspx?category=108.    

	Timesheets are due in the Payroll Office, ES 107 by 9:00am on the Monday morning following the end of the pay period.

	The student’s supervisor must initial all corrections or changes made to this timesheet.

	Following visa regulations – All International students are limited to working 20 hours per week.


