Monthly Vacation / Sick / Overtime Report
ISOP Timesheet for Staff Employees

Current Month

Vacation Sick COMP/Overtime Admin. Leave*
BALANCE FORWARD
1
2
3
Name 4
5
Month & Year 6
7
8
Account/CC/Fund 9
10
Account/CC/Fund 11
12
Account/CC/Fund 13
14
This is to certify that the percentage of 15
time distributed among the referenced 16
accounts is an accurate reflection of 17
effort for this pay period. 18
19
20
Employee's Signature 21
22
Supervisor's Signature 23
24
Supervisor's Signature for Paid Overtime 25
Notes: 26
27
28
29
30
31
HOURS TAKEN
HOURS EARNED
Balance

*Administrative Leave is the area to reflect Blood Donation Time.

Timesheets are due the first week of each month reflecting time off for the previous pay period.
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