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						Branch:                         Week from:

		Emp No		Employee Name		In		Day		Mon		Tue		Wed		Thu		Fri		Sat		Sun		PAYROLL USE ONLY

						Lunch Break		Date																Ord hrs		T 1/2		DT		Leave Hrs		Code				Procedure for Timesheet

						Out																		Employee Signature

						AM				8.00																										The time sheets need to be signed by each employee at the end of each week.                                                                                              So that the payroll processing is not held up can you please ensure that the timesheet is emailed or faxed to the pay office by 10am every Monday. It is ok to send the time sheet prior to all employees signing off so long as you send the completed time sheet as soon as all employees have signed their hours off for the week.

		9305		Jack Smith		Minutes				30

						PM				4.06

																																				Any leave that is taken must have a completed & authorised leave from attached.                                                                                   Please ensure you enter the following when employees are absent -                                                                                                                   Sick = Sick leave, A/L = Annual Leave, LSL = Long Service Leave, W/Comp = Workers Compensation

		COMMENTS																		Authorised By:

																				Completed By

																				Signature:



Employee to sign at end of week
at end of week

Enter Date eg: 04/03/13

Start time

Minutes taken for Lunch break

Finish time

Enter any comments/notes to payroll

Branch or Department and Pay week from - to



Training

		

		APS PAYROLL.COM.AU				Branch:                         Week from:

		Emp No		Employee Name		In		Day		Mon		Tue		Wed		Thu		Fri		Sat		Sun		PAYROLL USE ONLY

						Lunch Break		Date																Ord hrs		T 1/2		DT		Leave Hrs		Code

						Out																		Employee Signature

		COMMENTS																		Authorised By:

																				Completed By

																				Signature:


















