
Pay Period: through 

IN OUT IN OUT IN OUT Total Hrs
Day Date Worked

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

IN OUT IN OUT IN OUT Total Hrs
Day Date Worked

Sunday
Monday
Tuesday
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Week 1

Week 2

Name:

Tuesday
Wednesday
Thursday
Friday
Saturday

Employee Signature:

Supervisor Signature:

3-6  minutes = .1 hours
7-12  minutes = .2 hours

13-18  minutes = .3 hours
19-24  minutes = .4 hours
24-30  minutes = .5 hours
31-36  minutes = .6 hours
37-42  minutes = .7 hours
43-48  minutes = .8 hours
49-54  minutes = .9 hours
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Minutes to Tenths of Hours
KEY
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