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WEEKLY EMPLOYEE MAN HOURS AND EQUIPMENT USAGE REPORT

Instructions for Completion

Employee: Enter the Name of the Employee.

CDBG Project Number: Enter the CDBG Project Number.

CDBG Project Name: Enter the Name of the CDBG Project.

Project Location: Enter the Location of the Project.

Payroll Number: Enter the Payroll Number. Payrolls should be annotated as first through final.

Period Beginning: Enter beginning Date of this Payroll Period.

Period Ending: Enter the Ending Date of this Payroll Period.

Date: Enter the Date (Month/Date/Year) of the Work Day.

Work Description: Enter the Work Description, including Equipment Used.

Total Hours: Enter the Total Number of Hours the Employee Worked for the Day. Distribute the Hours by Straight (S) and 
Overtime (0).

Project Hours: Enter the Total Number of Hours the Employee Worked on the CDBG Project for the Day. Distribute the Hours by           Straight (S) and Overtime (0).

Rate of Pay: Enter the Employee’s Hourly Rate of Pay: (S) - Straight Hourly Rate and (0) Overtime Hourly Rate.

Total Gross Pay: Enter the Employee’s Total Gross Pay (A x C) for the Day.

Project Gross Pay: Enter the Employee’s Total Project Gross Pay (B x C) for the Day.

Project Equipment Use: Enter the Number of Hours the Employee used the Equipment on the CDBG Project for the Day.

Equipment Rental Rate: Enter the Hourly Equipment Rental Rate.

Total Equipment Rental: Enter the Employee’s Total Equipment Rental Charges (F x G) for the Day.

Totals: Enter the Totals for Columns A through H.

Employee Signature: Have the Employee Certify the Validity of the Report by Affixing Signature.

Date: Enter the Date the Employee Signs the Report.

Supervisor Signature: Have the Supervisor Certify the Validity of the Report by Affixing Signature.

Date: Enter the Date the Supervisor Signs the Report.

Approval/Date: Have the Payroll Clerk Certify the Correctness of the Report by Affixing his Signature and the Date.

Total Project Man Hours and Equipment Usage: Enter the Employee’s Total Project Man Hours and Equipment Usage for the Week (Column E Total + Column H Total).

Compute the Total of All Employees Man Hours and Equipment Usage for the Week and Make Appropriate Entries in the Journals and the General Ledger.

