
 
 
POLICY AND PROCEDURE                                                                                   CITY OF MARTENSVILLE 
NAME:  TIME SHEETS                                                                                           NUMBER: 68/04 

 
 
1. APPLICATION: All City employees, including in-scope and out-of-scope personnel shall complete 

the time sheet attached to this policy, excluding fire department members and contractors. 
 
2. VERIFICATION: All time sheets shall be signed by the employee and supervisor and initialed by 

the payroll clerk. 
 
3. PAYMENT: All time sheets must be submitted to the payroll clerk for each pay period by 

Thursday at noon.  Electronic payroll deposit will be made on the following Tuesday. 
 
 
 
 
 
 
 
 
 
 
COUNCIL ADOPTING RESOLUTION:  #340/040720   DATE:  JULY 20, 2004 
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