
CALENDAR YEAR 2013
TIMESHEET PROCEDEURES

The State Controller's Office, as the state agency that manages the State of Idaho's payroll, sets deadlines

each month of when information has to be in its systems for it to meet its payroll schedule. Based on those

deadlines, we have set the following pay periods and associated pay dates for 2013. The pay schedule will
change each year based on the State Controller's Office payroll calendar:

The following procedures are important to follow for completing and submitting your timesheets:

I . Indicate the number of hours worked each day (or leave accruals used).

2. At the end of the pay period, you must sign your timesheet and then submit it to your judge to

approve the timesheet. Then, when both signatures are in place, submit your timesheet to the TCA,
who willthen send all timesheets to HR.

3. You will be paid the 1't day of the following month for the hours worked in a pay period.

PAY PERIOD PAY DATE HOURS IN
PAY

PERIOD
(INCLUDING
HOLIDAYS)

TIMESIIEET
DUE TO

TCA

November 18 - December 15,2012 January 1,2013 160 December 17,2012

December 16,2012 -January 12,?013 February 1,2013 160 January 15,2013

January l3 -February 9,2013 March 1.2013 r60 February 11,2013

February 10 - March 16,2013 April 1,2013 200 March 18,2013

March l7-April 13,2013 Mav l,2013 160 April 15,2013

April 14-May 18,2013 June 1,2013 200 Mav 20.2013

May 19 -June 15,2013 July 1,2013 160 June 17,2013

June l6-July 13,2013 Ausust 1.2013 160 July 15,2013

Julv l4 - Ausust 17.2013 September 1,2013 200 Ausust 19.2013

Ausust l8 - September 14,2013 October 1,2013 160 September 16,2013

September l5 - October 19,2013 November 1,2013 200 October 21,2013

October 20 - November 16,2013 December 1,2013 160 November 18,2013

TOTAL HOURS 2,080



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME: DUE TO TCAIaIITII2

FOR PAY PERIOD BEGINNING t|tstr2 ENDTNG tznsn2 ,-irt, OUIt/r3

: Sick Time CE = Comp Time Ea

V: Vacation CU = Comp Time Used

H : Holiday JD = Jury Duty

C = Health Care Leave

Sunday Monday Tuesday Wednesday Thursday Fridav Saturday Total Hours
Dale I I 2t 2l 22 . HOLIDA\ 22 24

lleek I

Date 2: 2t 21 2i 2\ 3( l-De<

Ll/eek 2

Date 4

LYeek 3

Dale I ti I l4 I

Ilteek 4

I certify that this is a true and accurate record of
my hours workedfor the period indicated.

Employee Signature

Approved By Supervisor

Vacation Leave

Health Care Leave (24 hours per calendar year)

AL HOURS PAID
TIME CARRIED FORWARI)

P TIME BALANCE
HR PURPOSES ONLY

otal Hours Paid (hourly rate) :

I



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING t2lt6lt2 ENDING 0yt2n3

DUE TO TCA III5I2OI3

PAY
DATE o2t0ut3

= Sick Time CE : Comp Time Ea

: Vacation CU: Comp Time Used

H = Holiday JD : Jury Duty

HC = Health Care Leave

Sunday Mondav Tuesday Wednesday Thursday Friday Saturday Total Hours
Date IC I It ts 2t 21 2"

Iteek I

Date 2: 25 - HOLIDAY 2( aa

lleek 2

Date 3t 3 Jan I - HOL

Week 3

Date l0 l1

l4/eek 4

I certify that this is a true and accurate record of
my hours workedfor the period indicated

Employee Signature

Approved By Supervisor

Health Care Leave (24 hours per calendar year)

AL HOURS PAID
P TIME CARRIED FORWARD

P TIME BALANCE

otal Hours Paid (hourly rate) :

HR PURPOSES ONLY

z 2 2



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 0yt3lt3 ENDTNG 02109113

DUE TO TCA2IIIIaOI3

Ji;', o3tout3

: Sick Time CE = Comp Time

V: Vacation CU: Comp Time Used

H = Holiday JD: Jury Duty

HC: Health Care Leave

Sundav Mondav Tuesday Wednesdav Thursday Friday Saturday Total Hours
Dale I l4 I I ll I I

Llteek I

Date 2{ 2I - HOLIDA'I 2i 2: 21 25 26

Week 2

Date 2i 2t 3( 3l l-Fet

Ileek 3

Date
Week 4

I certify that this is a true and accarate record of
my hours ntorkedfor the period indicated

Employee Signature

Approved By Supervisor

Vacation Leave

Health Care Leave (24 hours per calendar

TOTAL HOURS PAID
COMP TIME CARRIED FORWARI)

COMP TIME BAL

Total Hours Paid (hourly rate) :
HR PURPOSES ONLY

2



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 02110113 ENDTNG 03lt6ll3

DUE TO TCA 3/18/2013

Jir", o4tout3

: Sick Time CE : Comp Time Earn

: Vacation CU: Comp Time Used

H = Holiday JD = Jury Duty

HC = Health Care Leave

Sundav Mondav Tuesday Wednesday Thursday Friday Saturday Total Hours
Date I ll ti I I l(

Week l
Date I It l! 2( 2l 2' 2

LYeek 2

Date 24 2: 2E l-Ma

Week 3

Date J 4

Week 4

Dste I lt t2 l: l4 l: t(

llteek 5

I certify thut this is a true and accarate record of
my hours workedfor the period indicated Regular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holidav

Como Time Used

Approved By Supervisor Date TOTAL HOURS PAID

COMP TIME CARRIED FORWARD
Comn Time Earned
COMP TIME BALANCE

HR PURPOSES ONLY

Total Hours Paid X (hourly rate) =

I

2



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 03lt7lt3 ENDTNG 04ll3ll3

DUE TO TCA 4II5I2OI3

PAY
Joie 0s/01/r3

= Sick Time CE = Comp Time Ea

V: Vacation CU: Comp Time Used

H : Holiday JD : Jury Duty

HC = Health Care Leave

Sunday Monday Tuesday Wednesdav Thursday Fridav Saturday Total Hours
Date li l1 7( 2 22 77

Week I

Dute 2t 2: 2t 21 21 29 3t

Ll/eek 2

Date 3 l-Apr 3

l(eek 3

Dile I 1l 12 I

Ikek 4

I certify that this is a true and accurate record of
my hours workedfor the period indicated. Regular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holiday

Comn Time Used

Approved By Supervisor Date TOTAL HOURS PAID

COMP TIME CARRIED FORWARD
Comp Time Earned
COMP TIIVIE BALANCE

HR PURPOSES ONLY

Total Hours Paid x (hourly rate) :

I



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 04lt4lt3 ENDING 05lt8lt3

DUE TO TCA 5I2OI2OI3

PAY' 06/0v13
DA'I'E

= Sick Time CE : Comp Time Ea

V = Vacation CU = Comp Time Used

H: Holiday JD = Jury Duty
: Health Care Leave

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total Hours
Date I I l( lr ll

Week I

Date 2t 2a 2, 2( 2

lleek 2

Date 28 3( l-ME

l{eek 3

Date l( 1!

ll/eek 4

Date I I I l: l( l'; It

Week 5

Date

Overtime
Hours

Comp Hours
Earned x 1.5 Approved By Details/Justification

EXAMPLE 1.5 2.25 ll/aiting.fo r Jury Verdict

I certify that this is a true ond accurate record of
my hours workedfor the period indicated Regular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holidav

Comp Time Used

Approved By Supervisor Date TOTAL HOURS PAID

COMP TIME CARRIED FORWARD
Comp Time Earned
COMP TIME BALANCE

HR PURPOSES ONLY

Total Hours Paid X (hourly rate) :

t I

2 2

2



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 05lt9lt3 ENDING 06lrslt3

DUE TO TCA611712013

Jir", 07tov13

: Sick Time CE : Comp Time Ea

V: Vacation CU : Comp Time Used

H : Holiday JD : Jury Duty

HC : Health Care Leave

Sunday Mondav Tuesdav Wednesday Thursdav Friday Saturday Total Hours
Date l! 2 21 24

Week I

Date 2( 27. HOLIDA1 21 29 3( 3l l-Ju

l{eek 2

Date
l{eek 3

Dale I t2 t I I

Ll/eek 4

I certify that this is a true and accurate record of
my hours workedfor the period indicated.

Employee Signature

Approved By Supervisor

Vacation Leave

Health Care Leave (24 hours per calendar year)

AL HOURS PAID

MP TIIVIE CARRIED FORWARD
omp Time Earned

MP TIME BALANCE

HR PURPOSES ONLY

Total Hours Paid X (hourly rate):

2

I



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 06/16lt3 ENDTNG 07/13/13

DUE TO TCAIII5I2OI3

Ji; o8/01/r3

: Sick Time CE : Comp Time Ea

V: Vacation CU : Comp Time Used

H: Holiday JD = Jury Duty

HC : Health Care Leave

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total Hours
Date l( It I 2"

Week I
Date 2i 21 2: 2t 2', 28 2l

llreek 2

Date 3{ I -Ju 4. HOLIDA}

Week 3

Date l( II I I

ll/eek 4

I certify that this is a true and accurate record of
my hours workedfor the period indicated. Reqular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holiday

Comp Time Used

Approved By Supervisor Date TOTAL HOURS PAID
COMP TIME CARRIED FORWARD
Comp Time Earned

COMP TIME BALANCE

HRPURPOSES ONLY

Total Hours Paid X (hourly rate) :

I



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 07lt4lt3 ENDTNG 08tr7n3

DUE TO TCA8II9I2O13

PAY_-'_-_ 09t0vt3
DA't'u

: Sick Time CE = Comp Time Ea

V: Vacation CU = Comp Time Used

H : Holiday JD = Jury Duty

HC : Health Care Leaye

Sundav Monday Tuesday Wednesday Thursday Friday Saturday Total Hours
Dute I I I I ll 2(

Week l
Date 2 23 24 25 2( 2

Week 2

Dule 2t 2t 3( 3l l-Aue

l4teek 3

Date I

Week 4

Date ti I l/ I l6 t

Week 5

Details/Justification

I certify that this is a true and accurate record of
my hours workedtor the period indicated Regular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holiday

omo Time Used

Approved By Supervisor Date TOTAL HOURS PAID

COMP TIME CARRIED FORWARD
Comp Time Earned
COMPTI]VIE BALANCE

HRPURPOSES ONLY

Total Hours Paid X (hourly rate) :

2



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 08/18/13 ENDTNG 09lt4lt3

DUE TO TCA9II6I2OI3

PAY
DATE t0t0l/13

= Sick Time CE = Comp Time Earn

= Vacation CU: Comp Time Used

: Holiday JD: Jury Duty

Sundav Monday Tuesday Wednesday Thursday Friday Saturday Total Hours
Date I I 2l 21 24

Ll/eek I

Dote 2l 2t 21 2E 2t 3( 3l

Week 2

Date l-Se1 2. HOLIDA1

Week 3

Date l( I t1 I I

Week 4

I certify that this is a true and occurate record of
my hours workedfor the period indicated Regular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holiday

Comp Time Used

Approved By Supervisor Date TOTAL HOURS PAID

COMP TIME CARRIED FORWARI)
Comp Time Earned
COMP TIME BALANCE

HR PURPOSES ONLY

Total Hours Paid X (hourly rate) :

z



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING 09n5lr3 ENDING l0lt9ll3

DUE TO TCA t0l2ll20t3

PAY
,or" I l/01/13

S = Sick Time CE: Comp Time Earn

V = Vacation CU: Comp Time Used

H = Holiday JD = Jury Duty

HC = Health Care Leave

Sunday Mondav Tuesday Wednesdav Thursday Friday Saturday Total Hours
Date I l( I It l! 2( 2t

lleek I

Dute 2': 24 2, 2t 2 28

I{eek 2

Dale 2t 3( l-Oc

Llreek 3

Dale l( ll I

Week 4

Date I r4 - HOLTDA'I I l( I I I

I(eek 5

Date

Overtime
Hours

Comp Hours
Earned x 1.5 Approved By Details/Justification

EruMPLE L5 2.25 Woitins for Jurv Verdict

I certify that this is a true and accurate record of
my hours workedfor the period indicated Regular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holidar

Comp Time Used

Approved By Supervisor Date TOTAL HOURS PAID

COMP TIME CARRIED TORWARI)
omp Time Earned

COMP TIME BALANCE

HRPURPOSES ONLY

Total Hours Paid x (hourly rate) =



TIME SHEET - State of Idaho Judicial Branch

JUDICIAL DISTRICT:

EMPLOYEE NAME:

FOR PAY PERIOD BEGINNING t0l20lt3 ENDTNG tyt6lt3

DUE TO TCA 11/18t20t3

PAY
DATE t2t0t t13

S = Sick Time CE = Comp Time

: Vacation CU = Comp Time Used

= Holiday JD : Jury Duty

C = Health Care Leave

Sunday Monday Tuesday Wednesday Thursdav Friday Saturday Total Hours
Dote 2t 2l 2i 2 24 2: 2(

Week I

Date 21 28 a( 3( 3l 1-Nor

Week 2

Dole
Ilteek 3

Dole 1( II HOLIDA1 ti I I I l(

Ll/eek 4

I certify that this is a true and accurate record of
my hours workedfor the period indicated. Regular Hours

Vacation Leave

Sick Leave

Employee Signature Date Health Care Leave (24 hours per calendar year)

Holiday

Comp Time Used

Approved By Supervisor Date IOTAL HOURS PAID

omp Time Earned
COMP TIME BALANCE

HR PURPOSES ONLY

otal Hours Paid x (hourly rate) =


