My Company Ltd.

Our Slogan ™

EMPLOYEE TIME CARD
	EMPLOYEE INFORMATION

	

	First Name
	Middle Initial
	Last Name
	Employee ID Number

	
	
	
	


	TIME INFORMATION

	· Pay-periods are twice-monthly: from the 26th to the 10th and the 11th to the 25th of each month.
· Payday is on the 15th and 31st of each month following the period.
[the third week could be eliminated if a bi-weekly pay period is used by the company instead of twice monthly]

	

	Period Start:
	MMMM / DD / YYYY

	Period End:
	MMMM / DD / YYYY
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	AUTHORIZATION

	

	Employee:
	Date
	Name
	Signature

	
	
	
	

	

	Approved By:
	Date
	Name
	Signature
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Street Address, City, State/Province Country ZIP
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TEL: (333) 555-0100    FAX: (333) 555-0111    www.mycompany.com


