
School District of Lodi 
Timesheet 

 
Employee Name:   Month: ___________________ 

 
 

School/Location:   Period Ended (circle): 15  / 30 
1. Number of hours should be reported in fractions to the closest quarter-hour (examples: 5.25 / 5.5 / 5.75) 
2. Time should be filled in daily and reviewed before submitting. 
3. Original timesheet, signed and dated, should be submitted to supervisor for approval & signature. 
4. Supervisors will sign & submit to the Business Office. 
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*Give Reason for Overtime 
* Indicate who subbed for 
*Indicate reason for variance in hours 
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TOTAL HOURS: 
   

*Total Hours should equal regular hrs plus overtime hrs. 
 
 
 

*overtime hours equals any time over 40 hours per week. 

REGULAR HRS: 

OVERTIME HRS: 

 
 

 

  

 

 
 

Employee's Signature Supervisor's Approval 
 

Date Submitted 


	Employee Name:   Month: ___________________
	Employee's Signature Supervisor's Approval

