HIRE Timesheet Instructions & Pay Schedule

Use only blue ink.
Do not use white out on the timesheet.  If a correction must be made, strike through the mistake once with blue ink, and then enter the correct information.  The internship worker and worksite supervisor must initial the corrected area.  

The internship worker and the worksite supervisor must sign and date the timesheet.  The date must not be before the last day worked during the payroll period.  

Overtime will not be paid.  NO EXCEPTIONS.

Use only quarter hour increments (i.e. .25, .50, .75, and .00).  If the internship worker leaves for lunch at 11:52 a.m., please document the time as 12:00 p.m.  If the internship worker arrives for work at 8:23 a.m., please document the time as 8:30 a.m.  
Lunch is not paid.  A lunch break must be taken.

Name:  first name, middle initial, last name

Social Security Number:  123-45-6789 (use all nine digits)

Internship Site:  Name of Business

Day of Week:  the payroll period always starts on Saturday and ends on a Friday.  Do not change the form.

Day of Month:  with each payroll period, indicate the dates.

Start Time:  Indicate the time work began (rounding to the nearest .25 (15 minutes), .50 (30 minutes), .75 (45 minutes, and .00 (top of the hour)).  

Lunch Start:  Indicate the time lunch period began (rounding to the nearest .25 (15 minutes), .50 (30 minutes), .75 (45 minutes, and .00 (top of the hour)).

Lunch End:  Indicate the time lunch period ended (rounding to the nearest .25 (15 minutes), .50 (30 minutes), .75 (45 minutes, and .00 (top of the hour)).

End Time:  Indicate the time the work day ended (rounding to the nearest .25 (15 minutes), .50 (30 minutes), .75 (45 minutes, and .00 (top of the hour)).

Daily Totals:  Indicate the total hours worked. 

Total Pay Period Hours:  Total the hours for the two week pay period.

Employee Signature and Date:  Internship Worker signs and dates the timesheet.  The date cannot be prior to the last day worked in the payroll period. 

Supervisor Signature and Date:  Supervisor signs and dates the timesheet.  The date cannot be prior to the last day worked in the payroll period.  

On the last day worked in the payroll period, make one copy of your completed timesheet to keep for your records.  Mail the completed timesheet to the Bluegrass Area Development District in the envelopes provided to you by your Business Services Specialist.  To ensure that timesheets are paid as scheduled, please adhere to the pay schedule listed below.  
	HIRE Internship Pay Schedule

	Pay Period
	Timesheet Due
	Pay Date

	11/1/2010 - 11/5/2010
	11/8/2010
	11/19/2010

	11/6/2010 - 11/19/2010
	11/22/2010
	12/3/2010

	11/20/2010 - 12/3/2010
	12/6/2010
	12/17/2010

	12/4/2010 - 12/17/2010
	12/20/2010
	12/31/2010

	12/18/2010 - 12/31/2010
	1/3/2011
	1/14/2011

	1/1/2011 - 1/14/2011
	1/17/2011
	1/28/2011

	1/15/2011 - 1/28/2011
	1/31/2011
	2/11/2011

	1/29/2011 - 2/11/2011
	2/14/2011
	2/25/2011

	2/12/2011 - 2/25/2011
	2/28/2011
	3/11/2011

	2/26/2011 - 3/11/2011
	3/14/2011
	3/25/2011

	3/12/2011 - 3/25/2011
	3/28/2011
	4/8/2011

	3/26/2011 - 4/8/2011
	4/11/2011
	4/22/2011

	4/9/2011 - 4/22/2011
	4/25/2011
	5/6/2011

	4/23/2011 - 5/6/2011
	5/9/2011
	5/20/2011

	5/7/2011 - 5/20/2011
	5/23/2011
	6/3/2011

	5/21/2011 - 6/3/2011
	6/6/2011
	6/17/2011

	6/4/2011 - 6/17/2011
	6/20/2011
	7/1/2011

	6/18/2011 - 7/1/2011
	7/4/2011
	7/15/2011


Timesheets received after the due date will be paid at the next payroll processing.  

Any timesheet that is not accurate and complete will be paid at the next payroll processing.  
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