MONTHLY TIME REPORT FOR NON-EXEMPT EMPLOYEES
STATE OF NORTH DAKOTA
SFN 58680 (10-07)

Employee ID Name Department Name/Division Name

Work Week Beginning (day/hr am/pm) Work Week Ending (day/hr am/pm) Period Beginning (m/d/yy) Period Ending (m/d/yy)

Actual Time Worked Total S41 S42 S43 S40 S44 S11 S10 S45 S46 s47 S48
(e.g.,8am - 12 pm; 1 pm - 5 pm) Actual | Annual Sick Family | Comp | Comp [ OT @ oT Funeral | Jury Military | Holiday
Day of | Date Hours Leave | Leave Sick Time Time 15 Straight | Leave | Leave Leave
Week In Out In Out In Out In Out Worked Leave | Earned | Taken

Empl: Supv: Weekly Totals:

Empl: Supv: Weekly Totals:

Empl: Supv: Weekly Totals:

Empl: Supv: Weekly Totals:

Empl: Supv: Weekly Totals:

Monthly Totals:

S41 S42 S43 S40 S44 S11 S10 S45 S46 S47 S48

If the Total Actual Hours Worked at the end of the work week exceed 40, the non-exempt employee must accrue comp time or be paid overtime at 1.5. OT Straight/Comp Straight are
earned when working over the regularly scheduled hours, but hours do not exceed 40 hours within a work week because of holidays and/or authorized leave. All OT/comp time must be
approved by agency designated authority.

| certify that this is a correct report of my hours worked and leave taken during the period listed.

Employee Signature Date Supervisor Verification Date
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