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Florida SouthWestern State College (College) will record the 

hours of each employee per construction job. 

 

 

Guidelines:   

 

The College will record the hours of each employee per construction job. 

 

Procedures: 

 

The employee will: 

 

I. Prepare a time record reflecting that employee’s hours devoted to a Fund 7 project for 

each month. 

 

II. The time record will be signed by the employee and approved by the immediate 

supervisor and the Department Director. 

 

III. The Business Manager will assist a fund code to be charged for the employee’s time. 

 

IV. A copy of the original time record will be maintained within the Department. 

 

The original time record, approved by the Supervisor and Director, will be provided to the 

Project Accountant in the Business Office. 

 

 


