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5500 University Parkway, San Bernardino CA  92407
Time Sheet Signature Authorization
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Name:   

Department:
Water Resources and Policy Initiatives 

Supervisor:

Due to my distant employment I will be sending my time sheet by fax or electronic scanned copy. I understand that University Enterprise Corporations at CSUSB will not be able to receive my original signature on my future time sheets. Therefore by signing this form, I certify that the time posted on my future time sheets are accurate and fully reflects the time that I work. 
Rest Period: A paid rest period of 10 to 15 minutes is authorized and must be taken for every 4 hours worked and not reflected on time sheet.
Meal Period: An employee is entitled to an unpaid, off duty meal period of not less than 30 minutes when working more than 5 hours per day and shall be provided to the employee no later than the end of the employee’s fifth hour of work. The unpaid meal period must be reflected on the time sheet. The employee may waive their meal period if the day’s work will be completed in no more than six hours, provided the supervisor and the employee mutually consent to the waiver prior to the meal period being waived by completing a meal waiver form. For hours worked more than 10 hours per day, the employee is entitled to a second meal break which must be provided no later than the end of an employee’s 10th hour of work.

At any time I have the right to dispute my time record by submitting a written dispute to the HR or Payroll Department at the above address if I disagree with my time record. 
_____________________________  

________________

 Employee’s Signature


 
Date





















