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DESCRIPTION:   Some Contract to Purchase Service employees may have to submit time sheets, which are submitted twice monthly; on the 15th and last day of each month.
STEPS:

1. The contract employee fills out the Time Sheet for Contract Employees form with their Name, Date, the Month worked, and the hours they’ve worked under each calendar day.  They record their total hours worked in either 1st to 15th or 16th to 31st and sign under the Contractor’s Signature and forwards it to the Administrative Officer.
2. The AO issues the contract number from the Contract to Purchase Service request (refer to Contract to Purchase Service procedure) and assigns the cost centre code.  AO or Dean authorizes time sheet and submits to Payroll. 

REFERENCES:

 http://www.douglas.bc.ca/employees/employee-relations/forms.html
ATTACHMENTS:

1. Time Sheet for Contract Employees – Hard copy available from the Print Shop (Rm: 1102 NWC).
2. Contract to Purchase Service form - Employee Relations Web page
