
Houston Community College 
Payroll Department 

       EMPLOYEE SIGN IN SHEET
WEEK OF: to

Employee Name: (Please print)

START OF DAY   (OTHER)        (OTHER)        END OF DAY   
DATE IN MEAL IN OUT IN OUT EMPLOYEE SIGNATURE

MONDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

TUESDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

WEDNESDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

THURSDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

FRIDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

SATURDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

SUNDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

Employee Name: (Please print)

START OF DAY   (OTHER)        (OTHER)        END OF DAY   

DATE IN MEAL IN OUT IN OUT EMPLOYEE SIGNATURE

MONDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

TUESDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

WEDNESDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

THURSDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

FRIDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

SATURDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

SUNDAY
AM AM AM AM AM AM
PM PM PM PM PM PM

GroupID Supervisor/Manager Signature

PS Time and Labor v8.8
Pilot 2009

Must retain three years from date.
HR101_TL 
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