
PLYMOUTH COMMUNITY SCHOOL CORPORATION EMPLOYEE SERVICE RECORD
Payroll Period Beginning: Ending:
Department: Position:

Absent Codes: S = Sick    V = Vacation    H = Holiday    F I = Family Illness    D = Funeral   X = Unexcused    C = Conference

Day  Sunday  Monday  Tuesday  Wed  Thurs  Friday  Sat Week
Time IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs Total Hrs

Worked

Hours
Worked

Reason
For OT

Day  Sunday  Monday  Tuesday  Wed  Thurs  Friday  Sat Week
Time IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs IN Out Hrs Total Hrs

Worked

Hours
Worked

Reason
For OT

Absent Codes: S = Sick FI = Family Illness
D = V = Vacation Funeral Employee digital signature 

H = Holiday C = Conference
X = Unexcused

Supervisor digital signature 

Email your digitally signed time sheet to the person responsible for approving your time - or - to the person you would normally turn in your paper time sheet.If you have additional notes or instructions for your payroll clerk, please put that in the "note" section.Or you can print and sign manually, then turn in.

Email the employee's digitally signed and approved time sheet to the person responsible for doing payroll.If you have additional notes or instructions for your payroll clerk, please put that in the "note" section.Or you can print and sign manually, then turn in.

#1Save your form on your computer where you are able to locate it again for future reference or use.#2 Then sign by clicking on the signature line, input your password (Groupwise password).  You will be prompted to save again, select "ok".
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