
PORT WASHINGTON-SAUKVILLE SCHOOL DISTRICT 
HOURLY TIME CARD 

 
Top portion must be completed by the employee. 
 
Employee#:  Location:  

Name:  Task Title:  
 
All overtime must have prior approval of the immediate supervisor.  Supervisor must initial 
all overtime requests.  The reason for the overtime must be stated on time sheet. 
 

Date Month 
Day 

Start    
Time 

Quit     
Time 

Minus Lunch 
1/2, 1 hr, etc. 

Regular 
Hours 

Overtime 
Hours Overtime Reason 

Supv. 
Initials/OT 

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
 
 
 _______________________________   ____________________________ 
 Supervisor’s Signature of Approval    Business Manager’s Signature 

………………………………………………………… 
Bottom portion for payroll office use only. 
 
 Standard Hours ________   51  Sick  ________ 
 
 Overtime Hours ________   52  Vacation  ________ 
 
 Shift Premium Hours ________   53  Floating Holiday ________ 
 
        54  Personal Leave ________ 
 
        55  Emergency ________ 
Payroll Date:  ______________ 
 
Payroll Clerk Initial: ______________ 
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