
16th

TOTAL

DateDate Supervisor's Signature

I certify that this time sheet is a true and complete record of hours worked by me during the period indicated and that no 
additional claim for time worked during this pay period will be made hereafter.  Time sheets must be signed by employee and 
Supervisor.

Employee's Signature
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LAKELAND #272 - TIME SHEET
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SECTION THREE
If you did not work your full schedule for the day, also 
record your time off (paid and unpaid) in this section.
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15th

SECTION ONE 
ANNUALIZED STAFF ONLY

If your weekly work schedule 
is 20 hours or more and your 
pay is spread over 12 months 

(Annualized), enter your  
scheduled hours in this 

section.  

 /          BEGINNING 
MONTH          

MONTH    YEAR

ENDING 
MONTH          

MONTH    YEAR

NAME

 /          

** IMPORTANT:  Time Sheets are due on the 15th of each month.**
Pay Period Start: 16th of each month.   Pay Period End: 15th of each month

SECTION TWO
If your weekly work schedule is less than 20 

hours per week, and your pay is not 
annualized, enter your time worked in this 

section.

For Annualized staff use this section to 
record extra hours worked. 
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