
ALL TIMESHEETS NEED TO BE SIGNED BY 
EMPLOYEE AND SUPERVISOR AND 

ORIGINAL (WET SIGNATURE) SENT IN TO 
PAYROLL BY 5:00 PM ON THE 17TH OF 

EVERY MONTH 



Personnel Requisition            
Timeline 

• PR’s are due BEFORE employee works (at least 3 
weeks prior) 

• All blanks should be filled in on the PR (put N/A where it is not 
applicable) 

• All PR’s need to be signed by requesting Employee, Supervisor, 
Human Resources, Business Office Accountant,  Fiscal Director 
and Project Director if required. 

• Then it finally comes to payroll! 
• NOTE: As noted above be sure to scan the required items to the 

HR/Payroll email address at HR Payroll@nmcusd.org.  
• NOTE: Budgets have been prepared with expected extra hours, and or 

overtime. PR's can and should be submitted based on Budget and can be 
updated as needed.  

Please keep the original documents on file at your location in case 
there is a need to review and or reconcile what was received via the 
HR/Payroll email address. 

 



Fiscal Year 2024-2025 
Time Sheets & Personnel 

Requisitions



Classified Sub Object 10 for Personal Time Off 
Personal Requisition REQUIRED for Substitute Three (3) weeks 

prior 

PN 

NEW 



Pick Month Pick Year 

Pick Site or Department 

EMPLOYEE FULL LEGAL NAME EMPLOYEE ID # or Last 4 of SS# 

CLASSIFIED SUBSTITUTE TIME SHEET FOR PERSONAL TIME OFF (SUB OBJECT 10) 

# OF 
HOURS 

WORKED IN 
QUARTER 

HOURS  
examples: 
2.0 or 2.25  

2.50 or 2.75 WHAT POSITION ARE YOU WORKING 

& WHY IS THE EMPLOYEE OUT?

Examples:  Yard Duty, Child Nutrition, 
Bus Driver, Van Driver,  PARA, IA, 

Custodian, Admin Asst, etc. 
Examples:  Sick, PN, Bereavement or 

Jury Duty 

ALL OF THESE NEED A PR 
BEFORE YOU CAN SEND IN 

THIS TIME SHEET 

WHO ARE YOU 
SUBSTITUTING FOR? 

FULL NAME AND 
EMPLOYEE ID #  



Total hours worked for this time sheet 

Print Employees Full Legal Name 

Employee Signs Full Legal Name 

Administrator Signs their Approval 



Classified Sub Object 30/50 for Extra Hours/Overtime 

Personal Requisition REQUIRED for Employee Three (3) weeks 
prior 

Para - Rider Yard Duty -
Meeting 

Child Care -
Adult Ed 

Admin Asst - 
Meeting 

Bus Driver - 
Field Trip 

Custodian
- Soccer

ASES 
Educator 

IA – 
Additional 

Support 

NEW 



CLASSIFIED EXTRA HOURS/OT TIME SHEET (SUB OBJECT 30/50) 

Pick Month Pick Year 

EMPLOYEE FULL LEGAL NAME EMPLOYEE ID # or Last 4 of SS# 

Pick Site or Department 

This should be left blank 
as there would be no one 

that you would be 
substituting for. 

WHAT POSITION ARE YOU WORKING 

& WHAT IS THE REASON?

Examples:  Yard Duty, Child Nutrition, 
Bus Driver, Van Driver,  PARA, IA, 

Custodian, Admin Asst, etc. 
Examples:  Coder Dojo, Soccer Game, 

Saturday School, Rider, Meeting 

ALL OF THESE NEED A PR 
BEFORE YOU CAN SEND IN 

THIS TIME SHEET 

# OF 
HOURS 

WORKED IN 
QUARTER 

HOURS  
examples: 
2.0 or 2.25  

2.50 or 2.75 



Total hours worked for this time sheet 

Print Employees Full Legal Name 

Employee Signs Full Legal Name 

Administrator Signs their Approval 



Classified Sub Object 10 for Working Out of Class 
Personal Requisition REQUIRED for Employee Three (3) weeks 

prior 

Out of Class is when “An employee 
assigned duties not part of his/her 

classification for more than five working 
days, within a 15 calendar pay period”. 

CSEA Article 8 Section 8.12 

NEW 



CLASSIFIED OUT OF CLASS TIME SHEET (SUB OBJECT 10) 

Pick Month Pick Year 

EMPLOYEE FULL LEGAL NAME EMPLOYEE ID # or Last 4 of SS# 

Pick Site or Department 

# OF 
HOURS 

WORKED IN 
QUARTER 

HOURS  
examples: 
2.0 or 2.25  

2.50 or 2.75 

WHAT POSITION ARE YOU WORKING 
TO GET THE OUT OF CLASS 

Examples:  Yard Duty, Child Nutrition, 
Bus Driver, Van Driver,  PARA, IA, 

Custodian, Admin Asst, etc. 
Followed by “out of class" 

ALL OF THESE NEED A PR 
BEFORE YOU CAN SEND IN 

THIS TIME SHEET 

This should be left blank 
as there would be no one 

that you would be 
substituting for. 



Total hours worked for this time sheet 

Print Employees Full Legal Name 

Employee Signs Full Legal Name 

Administrator Signs their Approval 



Certificated Sub Object 10 for Personal Time Off 
Personal Requisition REQUIRED for Substitute Three (3) weeks 

prior 

PN 

NEW 



CERTIFICATED SUBSTITUTE TIME SHEET FOR PERSONAL TIME OFF (SUB OBJECT 10) 

Pick Month Pick Year 

EMPLOYEE FULL LEGAL NAME EMPLOYEE ID # or Last 4 of SS# 

Pick Site or Department 

# OF 
HOURS 

WORKED IN 
QUARTER 

HOURS  
examples: 
2.0 or 2.25  

2.50 or 2.75 

WHY IS THE EMPLOYEE OUT? 
Examples:  Sick, PN, Bereavement or 

Jury Duty 

ALL OF THESE NEED A PR 
BEFORE YOU CAN SEND IN 

THIS TIME SHEET 

WHO ARE YOU 
SUBSTITUTING FOR? 

FULL NAME AND 
EMPLOYEE ID #  



Total hours worked for this time sheet 

Print Employees Full Legal Name 

Employee Signs Full Legal Name 

Administrator Signs their Approval 



Certificated Sub Object 30 for Extra Hours  
Personal Requisition REQUIRED for Employee Three (3) weeks 

prior 

GED/Citizenship 
Teacher Tutoring 

Home & 
Hospital 

Kinder Round 
Up 

Student 
Engagement 

Meetings 

Preschool 
Teacher 

PAT 
Educator 

AG Careers 
Pathway 

NEW 



CERTIFICATED EXTRA HOURS TIME SHEET (SUB OBJECT 30) 

Pick Month Pick Year 

EMPLOYEE FULL LEGAL NAME EMPLOYEE ID # or Last 4 of SS# 

Pick Site or Department 

# OF 
HOURS 

WORKED IN 
QUARTER 

HOURS  
examples: 
2.0 or 2.25  

2.50 or 2.75 

This should be left blank 
as there would be no one 

that you would be 
substituting for. 

WHAT IS THE REASON YOU ARE 
WORKING THE EXTRA HOURS? 

Examples:  Tutoring, Kinder Round 
Up, Meetings, PAT Educator, Home & 

Hospital, GED/Citizenship Teacher, 
etc.   

ALL OF THESE NEED A PR 
BEFORE YOU CAN SEND IN 

THIS TIME SHEET 



Total hours worked for this time sheet 

Print Employees Full Legal Name 

Employee Signs Full Legal Name 

Administrator Signs their Approval 



HIGH SCHOOL & MIDDLE SCHOOL ONLY 
Certificated Sub Object 35 for PREP Hour 

NO PR needed but may require Staff Development 

PN 
STAFF 

DEVELOPMENT 



CERTIFICATED PREP HOUR TIME SHEET (SUB OBJECT 35) 

Pick Month Pick Year 

EMPLOYEE FULL LEGAL NAME EMPLOYEE ID # or Last 4 of SS# 

HOURS 
WORKED 
CAN ONLY 

BE 1.0 ON 

ANY GIVEN 
DAY 

Pick Site or Department 

WHO ARE YOU 
SUBSTITUTING FOR 

DURING YOUR PREP TIME? 
FULL NAME AND 
EMPLOYEE ID #  

WHY IS THE EMPLOYEE OUT? 
Examples:  Sick, PN, Bereavement, 

Jury Duty, Staff Development 

Only Staff Development needs 
a Staff Development Form 



Total hours worked for this time sheet 

Print Employees Full Legal Name 

Employee Signs Full Legal Name 

Administrator Signs their Approval 



Certificated Sub Object 12 for Staff Development Substitute 
REQUIRES a Staff Development Form 

Department 
Curriculum 

Planning 

CADA 
Conference 

Fountas & Pinell 
Program 
Support 

IEP/SST 
Meetings 

Arts & 
Integration 

ELA Adoption 



CERTIFICATED STAFF DEVELOPMENT TIME SHEET (SUB OBJECT 12) 

Pick Month Pick Year 

EMPLOYEE FULL LEGAL NAME EMPLOYEE ID # or Last 4 of SS# 

WHAT IS THE STAFF DEVELOPMENT 
REASON? 

Examples:  Department Curriculum 
Planning, Arts & Integration, ELA 

Adoption, CADA Conference, Fountas 
& Pinell Program Support or IEP/SST 

Meetings, etc. 

Staff Development Form is 
REQUIRED 

WHO ARE YOU 
SUBSTITUTING FOR? 

FULL NAME AND 
EMPLOYEE ID #  

Pick Site or Department 

# OF 
HOURS 

WORKED IN 
QUARTER 

HOURS  
examples: 
2.0 or 2.25  

2.50 or 2.75 



Total hours worked for this time sheet 

Print Employees Full Legal Name 

Employee Signs Full Legal Name 

Administrator Signs their Approval 



Stipend Personnel Requisition 



Stipend Personnel Requisition 

All YELLOW areas MUST be filled in 

Last 4 SS or 
Emp ID 

n/a 



Stipend Personnel Requisition 

All YELLOW areas MUST be filled in 



Certificated Extra Hours 
Personnel Requisition 



All YELLOW areas MUST be filled in 

Certificated Extra Hours Personnel Requisition 

Last 4 SS or 
Emp ID 



All YELLOW areas MUST be filled in 

Certificated Extra Hours Personnel Requisition 



Group Time Sheet Personnel 
Requisition 



All YELLOW areas MUST be filled in 

Group Time Sheet Personnel Requisition 



All YELLOW areas MUST be filled in 

Group Time Sheet Personnel Requisition 



Classified Extra Hours/Overtime 
Personnel Requisition 



Classified Extra Hours/Overtime Personnel Requisition 

All YELLOW areas MUST be filled in 

Last 4 SS or 
Emp ID 



All YELLOW areas MUST be filled in 

Classified Extra Hours/Overtime Personnel Requisition 



Classified Extra Hours/Overtime 
Personnel Requisition 



All YELLOW areas MUST be filled in 

Classified Extra Hours/Overtime Personnel Requisition 

Last 4 SS or 
Emp ID 



All YELLOW areas MUST be filled in 

Classified Extra Hours/Overtime Personnel Requisition 
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