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201 N. Presidential Blvd. Suite 201 Bala Cynwyd, PA 19004



                (P) 610-617-7800   (F) 610-672-9641   www.alevistar.com
WEEKLY TIMECARD:

	
	DATE
	TIME IN:
	TIME OUT:
	LESS LUNCH:
	TOTAL HOURS
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EMPLOYEE NAME___________________________________________________

EMPLOYEE SIGNATURE _____________________________________________

COMPANY             ____________________________________________________

WEEK ENDING     _____________________ (NOTE: WEEK ENDS ON A SUNDAY)

SUPERVISOR’S NAME ________________________________________________

SIGNATURE          ____________________________________________________

· PLEASE FAX TO 610-672-9641 NO LATER THEN 12 NOON ON THE MONDAY AFTER THE WEEK WORKED.   
· SIGNATURE ON THE FORM CERTIFIES THAT THE HOURS REPORTED ARE CORRECT, AND THAT THE WORK PERFORMED WAS IN A SATISFACTORY MANNER.

· WHILE FILLING OUT TIMECARDS, PLEASE INDICATE TIME WORKED ROUNDED DOWN TO THE NEAREST QUARTER HOUR    (see chart below)

To figure out your total worked hours:

	For each:
15 minutes = .25

30 minutes = .50

45 minutes = .75

1 hour = 1
	Example:
1 hr = 1

1 hr + 15 minutes = 1.25

1 hr + 30 minutes = 1.50

1 hr + 45 minutes = 1.75

2 hours = 2










