


• Print your time-sheet or use a pen (do not complete with a pencil).

• Record hours in .25 hour increments, examples:
• 15 minutes = .25
• 30 minutes = .50
• 45 minutes = .75
• 1 hour and 15 minutes = 1.25
• 1 and ½ hours = 1.50
• 1 and ¾ hours = 1.75

• Employee and supervisor should initial any corrections made.

• Supervisors must forward timesheets and absence forms to the Payroll
Department after signing.



Bluegrass Community & Technical College



WKS Federal work-study students

RTW Ready to work students

STU Temporary staff also enrolled in classes at

BCTC but not being paid through Federal

work-study or Ready-to-work grants.

REG Temporary staff not enrolled in classes at

BCTC.


