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Failure to provide the information requested on 1

TOTAL HOURS =

his time sheet

may result in a delay in processing and/or disbursement of the
student's paycheck. Completion and distribution of this Time
Sheet is the responsibility of the employing depariment. White
and Yellow copies are taken to the Time Document Collection

Point at the end of each

pay period.

OVERTIME ACCOUNT OVERRIDE

FROM THRU RETURN BY PERIOD ID
CLASSIFICATION TITLE
POSITION

STD.HRS. SUPERVISORS: Employing departments or Agencies assume responsibility
for adhering to Federal Work-Study Program Policies and Procedures. As a

designated supervisor you are responsible for adherence to the following:
HoURS (1) FWSP student may not begin working until the FWS assignment process
SR has been completed. You will receive a SEAF-Part 2 confirming the award.

HOURS

|SIGNATURE

(2) Completed time sheets must be signed and submitted to the Payroll Office
(see back for timesheet collection box locations). Check the current
Student Hourly Payroll Schedule for due dates.

(3) Students accumulated pay does not exceed the FWSP award amount.
Any pay beyond the total amount will be paid by the Employer at 100%
cost. Also, any student working over 40 hours per week will cause the
Payroll Office to charge the employing department 100% of the amount
over 40 -hours worked.

STUDENTS:; Students are responsible for:

(1) Recording their work hours accurately and completely. Work hours cannot
interfere with class schedule.

(2) Signing the time sheet. Failure to do so will delay processing of paycheck.

HOURLY RATE =

TOTAL PAY DUE =
Multiply total hours worked in this pay period by the hourly rate.

0.00

The balance above must reflect an amount above zero (0). Any balance left
blank or less than zero may result in the termination of the employee or action
against the employing department (see #4 under Supervisors).

CERTIFIED TO BE CORRECT

NAME(PRINT)
CODE | FOURS | ACCOUNT
NAME(PRINT) | SiGNATURE
REGULAR ACCOUNT OVERRID
T HOURS
NAME(PRINT) | SIGNATURE
CODE | FIOURS | ACCOUNT
NAME(PRINT) | SIGNATURE

FEDERAL WORK-STUDY TIME REPORT

PHONE SIGNATURE OF EMPLOYEE / STUDENT DATE SIGNED

PHONE AUTHORIZING SIGNATURE / EMPLOYER DATE SIGNED
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Timesheet Collection Points

CORAL GABLES CAMPUS

Ashe Building - wunder the stairs, across from the Office of Financial Assistance Services
Rhodes House (Building 37) - wunder the stairs across from 37-D

Law School - 71st floor by courtyard

Max Orovitz Building - /obby

Merrick Building - 7st floor across from elevator

School of Music - 7st floor by courtyard

MEDICAL CAMPUS

Put your completed and approved timesheets on an envelope clearly marked "PAYROLL". Place the

envelope containing the timesheet on the box marked "HAND DELIVER" located on the Sewell Building --
First Floor.

You may also turn in your timesheet to the Medical Finance Department, 105 Professional Arts Building, or
any of the Coral Gables Campus timesheet location boxes. Make sure you turn in time sheets on time
AND make sure you keep your copy.

ROSENSTIEL CAMPUS

Deliver timesheets to the Dean's Office - 707 SLAB Building

You may also turn in your time sheet on any of the Coral Gables Campus timesheet location boxes. Make
sure you turn in time sheets on time AND make sure you keep your copy.

Timesheets are due in collection boxes by 5:00 p.m. (Coral Gables Campus) and by
10:00 a.m. (Medical and RSMAS campuses).
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