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1. Purpose 
 

1.1 To establish a schedule for departments/divisions to deliver Time Sheets and associated 
payroll documents to Personnel and the Auditor’s Office for processing. 

2. Scope 
 

2.1 This regulation shall apply to every department and division that prepares a Time Sheet or 
other associated documents cited herein.  
 

3. Policy 
 

3.1 Time Sheets are due in Personnel according to the schedule(s) as developed by Personnel and 
the Auditor’s Office. During January of each year Personnel and the Auditor’s Office will 
notify each payroll department in writing as to the deadlines for submitting Time Sheets and 
related payroll documents. 

 
3.2 Departments shall make every effort to meet the schedule developed by Personnel and the 

Auditor’s Office for payroll processing. 
 
3.3 If supporting documents for Time Sheets are completed prior to the delivery schedule, they 

must be sent immediately to the proper authority.  Supporting documents should not be held 
for delivery with the Time Sheets.  Supporting documents should be delivered to Personnel 
within 3 days of the effective date of the Payroll Change Notice. 

 
3.4 If Time Sheets are completed earlier than scheduled, they should be sent immediately to the 

proper authority.  Time Sheets should not be held once they are completed. 
 

3.5 The normal Time Sheet delivery schedule may be superseded during a holiday period if, in the 
opinion of the Auditor’s Office, processing of Time Sheets cannot be accomplished with the 
normal schedule.  The Auditor’s office will distribute a memo for those holiday periods which 
will require earlier Time Sheet delivery. 

 
(Supersedes Administrative Regulation 95.30, Issue 3, effective December 15, 1983) 
_____________________________________________________________________________________________________ 
Authorized 

 
 

              (Signed by Jack McGrory)   (Signed by Ed Ryan)    (Signed by Rich Snapper) 
______________________________________________________ ________________________________________________________ __________________________________________________ 

          City Manager             Auditor & Comptroller            Personnel Director 
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4. Policy Application 
 

4.1 Each department and division shall appoint a principal assistant as a representative to sign 
Time Sheets and associated documents in the absence of both the department/division director 
and assistant department/division director.  The signature of the appointed representative shall 
be submitted on a memorandum to, and kept current in the file of, Personnel and the Auditor’s 
Office. 

 
4.2 The Time Sheet is the official record of employee time and attendance.  It shall be posted on a 

daily basis throughout the pay period. 
 

4.3 By signing the Time sheet the signator certifies that he/she was the duly qualified acting level 
of the Department/Division and that the persons named on the Time Sheet to the best of his/her 
knowledge and belief performed services for the City Charter and applicable ordinances, 
resolutions and regulations for the time entered for each person and that compensation at the 
certified rates is due and that no part has been previously paid. 

 
4.4 Provisions shall be made to deliver Time sheets on schedule to Personnel, using special 

messenger.  The inter office mail system should not be used. 
 

4.5 The preparation and submission of Time Sheets and supporting documents on or earlier than 
scheduled is of the utmost importance. Each department must meet their delivery schedule to 
enable the Personnel Department to review payroll documents and the Auditor’s Office to 
prepare for the distribution of paychecks to irregular shift employees. 
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