
MacVIP Project

Employee ID:

Employee Name:

Department:

From Date:

Transaction Desc Code GL Acct Rate Sun Mon Tues Wed Thurs Fri Sat Start Time Shift

Total Daily Hours 0 0 0 0 0 0 0

Most Commonly used Codes:
1000 Regular 1400
1020 Additional Hours for Ta, RA in Lieu of TA 2000
1200 Statutory Holiday
1030

Date: Date: Date: Date:

Note: Maintain timesheet in department for 3 years. 

Employee Timesheet

Request for Sick Time

To Date:

Employee Signature:

Work Position

Dept. Approver Signature: Finance/Research Office 
Signature:

Signing Authority Signature:

Request for Vacation

Request for Hours worked in excess of normal working hours.(Approved Overtime)
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