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Name of Employee:

For the Month/Year

Exempt Late Timesheet

Complete your time sheet daily and summarize it each week. At the end of each month, submit your time sheet to Office of Human Resources Leave Specialist. The Office of Human Resources must receive your timesheet no later

Banner ID #

(revised September 2024)

than the 2nd day of the month following this monthly timesheet. Monthly time sheets received after the appropriate date, as specified above, will be cause for delay in your paycheck.
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I hereby certify that the above report is a correct statement and includes total hours worked each workday for the period covered.
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