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                             3300 Whitehaven Street, NW ● Harris Building, Suite 1200A

                             Washington, DC 20007

                             Phone: (202) 687-4224

	EMPLOYEE TIME SHEET


Please note: This paper time sheet is only to be used by new Hoya Staffing employees for their first pay period.  Once you have submitted your paper time sheet(s) for the first pay period, you must use Hoya Staffing’s online time sheet for any future pay periods. Please contact Brenda Roane, Hoya Staffing’s Payroll Manager at roaneb@georgetown.edu to make sure that you are set up to complete your time sheet online.
	

	TEMPORARY EMPLOYEE’S NAME

	

	UID NUMBER

	

	POSITION TITLE

	

	DEPARTMENT

	

	CONTACT NAME & EXTENSION



	COST CENTER TO BE BILLED:

	
	
	
	
	
	
	
	
	

	By signing below, I certify that, to the best of my knowledge, this employee has worked the hours listed.  If this is an RX account, I certify that I have first hand knowledge of (or have suitable means of verifying) work performed by this individual and that the salary distribution is reasonable in relation to the work performed.

	

	DEPARTMENT SUPERVISOR’S SIGNATURE                    DATE

	WORK WEEK COVERING:

	FROM
	
	TO
	

	

	
	Date
	Time Started
	Lunch

Start  Finish
	Time Finished
	DAILY TOTAL

(Less Lunch)

	MON
	
	
	
	
	
	

	TUES
	
	
	
	
	
	

	WED
	
	
	
	
	
	

	THUR
	
	
	
	
	
	

	FRI
	
	
	
	
	
	

	SAT
	
	
	
	
	
	

	SUN
	
	
	
	
	
	

	
	

	TOTAL HOURS:
	

	

	TEMPORARY EMPLOYEE’S SIGNATURE                                  DATE


This form must be faxed to Hoya Staffing at 7-6332 by 5:00 on Friday.

You must also log into GMS and submit these hours:  http://gms.georgetown.edu/
