
Day In Out In Out Total Hours Supervisor Initials/
Note 

Monday       

Tuesday       

Wednesday       

Thursday       

Friday       

Saturday       

Sunday       

    Total Regular 
Hours 

  

    Approved 
Overtime Hours 

  

E plo ee sig atu e:  ___________________________________  

Bi-Weekly Casual Ti e Sheet 

  Prior Balance PLUS Additional Time Earned (If Any) MINUS  Total Used New Balance (As of the End of the Current Bi-weekly Pay Cycle) 

NYC Sick Leave (Fiscal Year)        

Supe iso  Sig atu e a d Date:  ______________________________  

 
         

E plo ee Na e 

 
         

Depa t e t/Ad i  U it 

 

       

Total Hou s Wo ked i  Pe iod 

Day In Out In Out Total Hours Supervisor Initials/
Note 

Monday       

Tuesday       

Wednesday       

Thursday       

Friday       

Saturday       

Sunday       

    Total Regular 
Hours 

  

    Approved 
Overtime Hours 

  

Week : Pe iod Co e ed:      to      Week : Pe iod Co e ed:      to      

 
        

E plo ee ID 

U it A ou t Dept PC Bus u it P oje t A i it  I iiai e Seg e t Site 

 
 

        

Co oCode o  Cha tSt i g Opio al : Co oCode 



I strucio s: E te  digitall  o  i  i k  i e i  a d out, a d hou s o ked o  a dail  asis. 
 

A  e plo ee ho o ks o e tha  i e hou s ust take at least a ‐ i ute eak a d e lude this i e f o  the total hou s. 
 

Please Note: 
Co pleio  of i e sheets is a legal e ui e e t of the Fai  La o  Sta da ds A t a d a egoiated o t a tual e ui e e t. 
This fo  ust e p epa ed fo  ea h asual e plo ee, sig ed  the e plo ee, a d su ited to the e plo ee’s supe iso  at the lose of ea h 
t o- eek pe iod, he e it is sig ed  the supe iso . The hou s ust the  e e te ed i to FFE fo  the e plo ee. Fo  the pa oll ale da , please 
go to: htp://i a e. olu ia.edu/ o t olle /pa oll/i de .ht l  
 

Colu ia U i e sit  o plies ith the Ne  Yo k Cit  Ea ed Si k Ti e A t  p o idi g eligi le fa ult  a d staf the a ilit  to a ue up to a a i‐
u  of  hou s pe  is al ea  i  paid si k i e, hi h a  e used fo  ill ess o  p e e tai e a e of o e's self o  o e's fa il  e e s dei ed 

u de  the A t to ea  the e plo ee's hild, spouse, do esi  pa t e , pa e t, si li g i ludi g a half si li g, step si li g, o  si li g elated 
th ough adopio , g a d hild, g a dpa e t, o  the hild o  pa e t of a  e plo ee's spouse o  do esi  pa t e .  
 

Casual e plo ees a e eligi le fo  paid si k lea e at a ate of  hou  fo  e e   hou s o ked, up to a a i u  of  hou s i  a ea .  This i e 
ust e take  i  -hou  i e e ts. 

 

Fo  o e i fo aio  o  the NYC Si k Lea e, please see the Ne  Yo k Cit  Ea ed Si k Ti e A t Poli  i  the Ad i ist ai e Poli  Li a  at 
htp://poli li a . olu ia.edu/ e - o k- it -ea ed-si k-i e-a t.  

Bi-Weekly Casual Ti e Sheet 

http://finance.columbia.edu/controller/payroll/index.html
http://policylibrary.columbia.edu/new-york-city-earned-sick-time-act

