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Complete the following boxes each time you submit a time sheet for reimbursement.  Failure to complete all of the required fields will result in delay of payment.
1. Agency Number – Enter the agency three-digit number.
2. Agency Name – Enter name of the agency.
3. Personnel Identification Number – Enter the employee Personnel Identification number for whom the hours are being reported.
4. Employee Name – Enter the name of the employee for whom the hours are being reported.
5. Month/Year – Enter the month and the year the hours are being reported for.
6. First Pay Period (1st – 15th) – Enter the total hours per day an employee is to be paid in each box.  If the employee works and uses leave in the same day, separate the hours worked from the hours of leave being used.  Insert a diagonal line in the box to separate the hours.  Indicated the number of hours of leave being used by placing the letter “L” for Leave behind the number.  Use “L” for all types of leave.  If the employee takes their personal holiday, enter “PH” for Personal Holiday in the box.  If the workday is a holiday and the employee does not work on that day, enter “H” for Holiday in the box.  DES Payroll calculates all holiday and personal holiday hours and pay.  If the employee did not work or use leave on a scheduled workday, enter “0.”
7. Total – Enter the total number of hours to be paid for the first pay period.
8. Second Pay Period (16th – End of the Month) – See step 6.
9.  Total – See step 7.
10. Employee Signature – Have the employee for whom hours are being reported sign their name in ink at the end of the pay period.  The employee must sign the form to get paid.
11. Date – Enter the date the employee signed the time sheet.
12. Supervisor’s Signature – Have the person authorized to approve payment for the hours sign their name in ink.
13. Date – Enter the date the approver signed the form.

