
 

 
 

 
FLORIDA STATE UNIVERSITY  

 
Empl Name:  Payroll #:  Begin:  End:   

Empl Id:   
Non-Exempt Employee Time Sheet 

 
  Fri Sat Sun Mon Tue Wed Thu  Fri Sat Sun Mon Tue Wed Thu  
                  
 In                 
 Out                 
 In                 
 Out                 
 In                 
 Out                 
 Total                 
                  
 In - 

Corrected                 
 Out - 

Corrected                 
 In - 

Corrected                 
 Out - 

Corrected                 
 Total-Cor

rected                 
   

I certify that the above recorded times are correct. Should my information change after submission, I will either amend or submit a new certification of hours worked in the proceeding pay period.  Falsification 
of University records is cause for disciplinary action including dismissal. 

  
__________________________________________________          _________________________________________________ 

                               Employee’s Signature                                                                                       Supervisor Signature 
 
 

______________________________________________________ 
Agency Name 

DIRECTIONS: 

1. This form serves to record only the time you actually work! Enter the clock time (hour and 
minute) that you begin and end the work day and lunch period. 
 

2. OPS non-exempt employees: transfer the total hours worked to the Pay and Leave Report at 
the end of each day. Non-exempt salaried employees: the Pay and Leave Report must include 
any leave taken to bring employees up to their contracted hours. It is not necessary to show 
leave taken on this time sheet. 
 

3. The official work week for Florida State University is from 12:01 AM Friday to 12:00 midnight 
the following Thursday. Any time worked after 12:00 midnight shall be recorded on Friday.  
4. All hours and minutes must be added and rounded to quarters of an hour at the end of each 
workday as follows: 

 
 

 

    ___________________________________________________________                               
Supervisor / Print Name 

 
 
   Minutes                            Converted to Quarters of an Hour: 
  ------------                           ---------------------------------------------- 
       0 to 7                                       .00 
      8 to 22                                      .25 
    23 to 37                                      .50 
    38 to 52                                      .75 
    53 to 60                                     1.00 


