California State University,
San Bernardino

Student Assistant Time Sheet

COMPLETE FORM ONLY IN INK OR BY TYPE

SOCIAL SECURITY # NAME OF EMPLOYEE
MONTHLY TIME SHEET
AGENCY REPORTING UNIT CLASS SERIAL #
1870
HOURLY RATE OF PAY TOTAL TIME TOTAL PAY PAY PERIOD
HOURS (MONTH/YEAR)
Student Job Title Time Time Time Time Total Daily
Month In Out Hours In Out Hours Hours
Example 10 am 12n 2 2 pm 4:30 pm 2.5 4.5
1
Employer/Department 2
3
4
Current Unit Enrollment 5
6
7
Class Schedule 8
Days Time Days Time 9
10
11
12
13
14
| certify that | have worked the number of 15
hours listed and am currently enrolled in the
number of units indicated above. | have not 16
worked in excess of 20 hours per week 17
when classes were in session nor over 40 18
hours per week during vacation periods. 19
20
21
Student's Signature Date 22
INKONLY
23
24
| certify that | have personal knowledge of 25
the correctness of the hours reported above
and that the work was performed in a 26
satisfactory manner. 27
28
29
Supervisor's Date 30
31
TOTAL HOURS
Transfer to column #6 of form CD048
Signature of School Dean/ Date TOTAL PAY (optional)
Department Head CSUSB 121-50 9-96



Payroll Requirements for Schools and Departments Employing
Student Assistants

Time sheets must be prepared for every student for each approved state pay period. Pay period
calendars are on file with each time and attendance clerk. The hours recorded on the time sheets
must be transferred by the employing department to form CD048 for student assistants. Forms
CD048 must be submitted to the Payroll office by 10:00 a.m. on the first calendar day of the
month. It is the responsibility of the employing department to maintain time sheets at their
location for five years. These time sheets are subject to audit by both federal and state agencies.

Student Assistant Payroll
Each student assistant should be preprinted on the Student Assistant Time and Attendance form

CDO048. If a student is not printed on the form- Please be sure to add your student's
information on the same agency reporting unit the student has been appointed-complete the
below information for your new student:

* social security number

» first, middle initials and last name of student as appears on social security card

* class code

* serial number

* salary rate
The total number of hours worked for each student must be entered in column #6 of the CD048
form. These hours must match the applicable time sheet. Depending on the total days in the
pay period there will be no more than 84 or 88 hours allowed.

These items will be reviewed in an audit:
* correct carry-over of total hours worked
* class conflicts
* weekend hours initialed by supervisor
* cross-outs, white-outs initialed by supervisor
* correct total hours and salary rate

* Authorized Signature for account must be present



