Time sheets are to be filled out every two weeks and handed into Susan Reeves in the

SOAR Timesheets How-to

Office of Science Teaching Activities located in the King Life Science building, room 1062.

Remember...
o Timesheets should be legible
o Each timesheet should have your original signature and the original

Filling in the timesheets should follow the following steps.

signature of your faculty advisor.

o Any problems with timesheets will result in delayed payment.

1. Starton page 2

2. Fill in all of the dates for the week

3. Record your exact time in and time out for each day you worked.
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4. At the bottom of each column is a box for you to total your hours

for that day. Using the table at the bottom of page 2 covert your time
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worked into rounded totals. Write the rounded total you worked for the

day.

d minutes must be added and rounded to quarters of 2n hour at the end of each workday as follows:
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5. Record your converted times in the boxes on page 1.
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Total up your hours for each week

Total up your hours for the two weeks.

Sign the bottom of both pages
Have your advisor sign the bottom of both pages
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