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Washington Conference Non-Exempt Time Report 

 

 

Employee Name ________________________ Job Title ____________________ Facility Name __________________ 
  
For Pay Period _____________________ to _____________________ Regular Hourly Rate _____________________ 
             Beginning           Ending 
 

*This is the period during which the work was performed. (Do not report 

hours not yet worked.) 
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Instructions: 
1. Non-exempt employees must record their actual time worked and starting/stopping times for each work day.  If an employee's 

working time is interrupted by a partial-day or full work day absence (e.g., medical appointment), the employee must record the 
actual time he/she leaves and returns to work. 

2. Employees whose scheduled unpaid meal break is either interrupted by work or not taken must record actual time worked and have 
that entry initialed by their pastor/principal/supervisor. 

3. Employees are expected to accomplish their work within scheduled work hours.  Additional time or any overtime required to 
accomplish their assigned tasks must be approved in advance by the pastor/principal/supervisor. 

4. Fill in your name, entity name, job title, pay period beginning/ending dates and hourly rate.  If the pay rate changes, please submit a 
Personnel Action Form by the 10th.  Check that all work hours have been recorded on this form, sign and date form, and fax by the 
20th of every month to the Treasury Department at 253.681-6009. 

5. The payroll time period starts on the 16th of every month and closes on the 15th.  Time sheets must be in the office no later than 
the 20th of every month. 

 
I certify that I have reported on this form all working time during each work week of this payroll period, and that I have not 
omitted any hours worked, including any overtime hours, from this report.  I understand that false, incomplete, misleading, 
or omitted information on this report can result in termination of employment. 
 
____________________________________________  __________________________________________________ 
Employee Signature   Date   Supervisor/Pastor/Principal/Treasurer   Date 


