
Time Summary 

Instructions: 
1. List all employees by last name in alphabetical order.

2. Enter all times in tenths.  (30 1/2 hours must be entered as 30.50)

3. Fax the completed Time Summary to (608) 371-9296 by Monday of pay week or 
complete and submit online at www.vanbookkeeping.com by Monday of pay week.. 

www.vanbookkeeping.com/forms/timesummary.pdf 
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