
Please use this part of the timecard to list all daily authorized hours worked during your regular schedule.  Use the 
bottom portion of the time card to list all exceptions (misc., extra duty, comp time, etc.) and to list all absences.

MINUTES CONVERSION CHART
Minutes 
Worked

Report on 
Timecard

Minutes 
Worked

Report on 
Timecard

5 .08 35 .58
10 .17 40 .67
15 .25 45 .75
20 .33 50 .83
25 .42 55 .92
30 .50

Employee’s Signature: _____________________________________

Supervisors Signature: _____________________________________
By signing above I verify that this timecard is the original and correct time record and certifies all 
hours, leave, and extra duty work, have been correctly reported for the pay period.
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