
 
Office & Technical Attendance Worksheet

Job Title Position #
The following is a true statement of hours worked for St. Louis Community College during the period beginning

and ending

First week of pay period Second week of pay period

Time Time
Cat Cat

TIME TOTAL
S S CATEGORY HOURS
U U
N N

M M
O O
N N Instructions for completing:

Each day enter the time you reported to
work, the time you left work as regular

T T earnings.  Indicate time taken for lunch.
U U If you were absent from work, indicate 
E E the number of hours and the appropriate

time category.

W W
E E EMPLOYEE USAGE ONLY
D D

 VACATION BALANCE

T T Beginning Balance
H H Add Accrual
U U Subtract Usage
R R NEW BALANCE

F F MEDICAL LEAVE BALANCE
R R
I I Beginning Balance

Add Accrual
Subtract Medical Usage

S S Subtract Personal Usage
A A NEW BALANCE
T T

PERSONAL DAYS USAGE
Fiscal Year July-June

Weekly total Weekly total
Fiscal-To-Date Hours Bal

TIME REPORTING CATEGORIES Subtract Current Usage
010- REGULAR EARNINGS 880- SUSP W/PAY TOTAL HOURS LEFT
660- VAC 900- SUS NO PAY
700- MEDICAL 960- CONF / PR DV
720- MED-FAM 961- MIL LEAVE
730- JOB INJ UN 962- O/T STR
735- JOB INJ PD 963- O/T STR Signed
740- PERSONAL 964- SCHED CHG
760- BEREAVEMENT 965- 2nd SHIFT - Dif. Approved by
780- EXTEN BERV 966- 3rd SHIFT - Dif.
800- JURY DUTY 967- 2nd SHIFT OVERTIME-Dif Name/Date
840- HOLIDAY 968- 3rd SHIFT OVERTIME - Dif.                 Printed Name Date

Date entered into system 

LunchDay
Total 
Hours

 

Day Date In
Total 
HoursDate In LunchOut Out

Work-Study Attendance Report

A#

Student Signature

Supervisor Signature

Supervisor Name/ Date

I HEREBY CERTIFY THAT THIS TIME REPORT CORRECTLY REFLECTS ALL TIME WORKED
BY ME FOR THE PAY PERIOD INDICATED.

Date entered into system

Printed Name                  Date

CERTIFICATION:
The student worker named above worked these hours
on an approved Federal Work-Study Project, and 
performed the job in a satisfactory manner.

Revised 
11/2017

TIME REPORTING CATEGORIES

220- FEDERAL WORK-STUDY
963- OVERTIME (1.5)

PLEASE ROUND TIME ENTRIES TO 
NEAREST 15 MINUTES.

MAY NOT WORK DURING SCHEDULED 
CLASS TIMES.

12/2017
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Name
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