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Library Associates Companies 

Timesheet Instructions & FAQs 

 
INSTRUCTIONS:  (PLEASE NOTE: Timesheets must be annotated daily). 
 
1, 2 & 3 – Enter your Name, 4-digit Employee Number, and Pay Period Ending (in the format shown) 
4 –  The Pay Periods are the 1st – 15th, and 16th – last day of the month ONLY (follow the Timesheet 

Schedule for submitting Timesheets).  Enter hours worked under the corresponding day.  Hours MUST 
only be recorded in tenths, i.e. 4.5, 3.7, 5.3, etc. 

5 –  HR or your supervisor will provide the Job Number which is also listed on the Job Numbers tab of the 
Excel Timesheet.  Pay Code is always R unless advised otherwise.  Description is self explanatory. 

6 –  Enter the total number of hours worked in the Pay Period for that Job Number (hours will be entered 
automatically if using the Excel Timesheet). 

7 –  HR or your supervisor will advise whether these rows should be used. 
8 –  Holiday: Employees should follow the Holiday Schedule of their job site.  Paid Time Off (PTO): Use 

accrued PTO hours for vacation, sick or personal leave – accrued hours are printed on your pay stub.  
Other Leave: Use only for Bereavement or Jury Duty.  Leave w/o Pay (LWOP): Use ONLY if all PTO 
hours are exhausted. 

9 –  The Daily Totals MUST be entered (totals will be entered automatically if using the Excel Timesheet).  
10 – Enter the Grand Total.  It should be equal to the Daily Totals row and Total Hours column (totals will 

be entered automatically if using the Excel Timesheet). 
11 – Sign and date the Timesheet at the end of each Pay Period. 
12 – Your supervisor must sign/approve your Timesheet. 
 
FAX your completed Timesheet to: 301-231-5990 
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R B&P:________ .

R Training .

R Overhead .

R G & A .

R Holiday 8. 8.

R Paid Time Off 8. 3.5 11.5

R Other Leave 8. 8.

R Leave w/o Pay .

8. 8. 8. 8. 8. . . 8. 8. 8. 8. 8. . . 8. 8. 96.

Description of 
Job

Total 
Hours

                                TIME REPORT                                                                    

                                                 Pay Period / Day of the Month

 Pay Period Ending: 1/31/2006

Job Task & Suffix 
Number

Pay 
Code

 Employee Name: John D. Stevenson

2216-001-39

9_ _ _ - 0 0 0 - 0 0

Date:__________________

0 5 5 2 - 0 0 0 - 0 0

0 6 0 0 - 0 0 0 - 0 0

0 7 0 0 - 0 0 0 - 0 0

0 5 3 0 - 0 0 0 - 0 0

 Employee No: 0315

Note: Approval is required from each job's assigned supervisor. All changes must be crossed through, initialed and explained. Use additional sheets if necessary.

DAILY TOTALS & GRAND TOTAL HOURS 

0 2 0 2 - 0 0 0 - 0 0

0 5 3 5 - 0 0 0 - 0 0

0 1 9 9 - 0 0 0 - 0 0

Signature:___________________________________Date:____________________ Approval:___________________________
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  1/8/2009 

 
Timesheet FAQs: 
 
 
What do I enter if I don’t have an Employee Number yet? 

Enter “New Employee”.  Your Supervisor or HR will provide your Employee Number when it is assigned. 
 
 
If I start work in the middle of the Pay Period, will I get paid at the end of that Pay Period? 

NO – You will be paid at the end of the next Pay Period 
 
 
Can I turn in/fax my Timesheet without my Supervisor’s signature? 

YES – BUT you must obtain your Supervisor’s signature as soon as possible and re-fax your Timesheet 
 
 
If I’m out sick on the day Timesheets are due, can I turn it in when I get back to work? 
 NO – Your Timesheet should be annotated daily and accessible to your Supervisor so he/she can 

submit it for you. 
 
 
If I’m going on vacation, and Timesheets are due while I’m gone, should I turn in my Timesheet early? 

YES – You should submit your completed Timesheet BEFORE you go on vacation 
 
 
How can I find out how much PTO I have? 

Your Paid Time Off (PTO) total is printed on your Paycheck Stub 
 
 
If I’m called for Jury Duty, how do I record that on my Timesheet? 

Jury Duty should be recorded on the “Other Leave” row.  A copy of the summons or other court 
document MUST be submitted with your Timesheet 

 
 
Can I take Leave Without Pay (LWOP) and save my PTO hours to use at another time? 
 NO – You must use PTO as needed.  LWOP can only be used after all PTO hours are exhausted, and 

must be approved by your supervisor 
 
 
If I make a mistake on my Timesheet or need to revise the hours, should I turn in a new Timesheet? 
 NO – You should alert HR that you will be submitting a Revised Timesheet.  You should revise the 

original Timesheet by following the instructions on the next page 
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Library Associates Companies 

REVISED Timesheet Instructions 

 
INSTRUCTIONS: 
 
 Cross-out the hours to be revised.   
 Write the correct hours and initial ALL changes AND verify the changes with your supervisor. 
 Ensure that all revised totals are correct. 
 Write REVISED across the top of the original Timesheet and re-fax it. 
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R B&P:________ .

R Training .

R Overhead .

R G & A .

R Holiday 8. 8.

R Paid Time Off 8. 3.5 11.5

R Other Leave 8. 8.

R Leave w/o Pay .

8. 8. 8. 8. 8. . . 8. 8. 8. 8. 8. . . 8. 8. 96.

Description of 
Job

Total 
Hours

                                TIME REPORT                                                                    

                                                 Pay Period / Day of the Month

 Pay Period Ending: 1/31/2006

Job Task & Suffix 
Number

Pay 
Code

 Employee Name: John D. Stevenson

2216-001-39

9_ _ _ - 0 0 0 - 0 0

Date:__________________

0 5 5 2 - 0 0 0 - 0 0

0 6 0 0 - 0 0 0 - 0 0

0 7 0 0 - 0 0 0 - 0 0

0 5 3 0 - 0 0 0 - 0 0

 Employee No: 0315

Note: Approval is required from each job's assigned supervisor. All changes must be crossed through, initialed and explained. Use additional sheets if necessary.

DAILY TOTALS & GRAND TOTAL HOURS 

0 2 0 2 - 0 0 0 - 0 0

0 5 3 5 - 0 0 0 - 0 0

0 1 9 9 - 0 0 0 - 0 0

Signature:___________________________________Date:____________________ Approval:___________________________

REVISED


