
WVSU RESEARCH AND DEVELOPMENT CORPORATION

DAILY TIME SHEET FOR HOURLY WORKERS

Name: Title:

Work Period: to Department Name:

Check One: Student Employee Casual Employee Temporary Employee Full Time Employee

STUDENT EMPLOYEE MAXIMUM 20 HOURS PER WEEK. 

TEMPORARY EMPLOYEE MAXIMUM 1,000 HOURS PER YEAR. CASUAL EMPLOYEE MAXIMUM 200 HOURS PER YEAR.  

FULL TIME EMPLOYEE MAXIMUM 37.5 HOURS PER WEEK.
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REPORT TIME TO THE NEAREST QUARTER HOUR

Employee Signature: Date:

Supervisor Signature: Date:

Other Approval: Date:

Worksite Location: Previous Balance Hours:

Total Hours: @ $ /HR. = $ Balance Hours remaining to work:

NOTE: This time report must be signed by the supervisor and employee and forwarded to Room 200 East Hall by noon on the 25th or 11th of each month. 

All new employees must complete a W4 and other payroll forms in the Payroll Office prior to the submission of this time sheet. 


