Bi-Weekly Time/District Billing Sheet for itinerant staff who serve multiple buildings

JAMP SPECIAL EDUCATION SERVICES

Employee__________________________  
                               Week Beginning_____________________


	DATE
	START TIME
	END TIME
	DISTRICT
	TOTAL HOURS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Biweekly Total___________________________                                                                                            Total Days Worked to Date_________________________
Bi weekly time/district billing information should be submitted to Beth every other Monday before 10am.  Sheets can be faxed, emailed or hand delivered bookkeeper2@jampsped.org   Fax 618 634-9864

*Itinerant staff’s time sheets will reflect a 7 for district billing purposes; however, the workday is 7.5 hours which includes ½ hour lunch and your start and end time should reflect 7.5 hours.


