
SALARIED NON-EXEMPT TIMESHEET
Semi-Monthly Pay Period Tracking

EMPLOYEE NAME:
PAY PERIOD START:
EMPLOYEE ID:
PAY PERIOD END:
JOB TITLE:
SEMI-MONTHLY SALARY:
DEPARTMENT:
HOURLY EQUIVALENT RATE:

DATE DAY

SHIFT 1 SHIFT 2 HOURS WORKED / LEAVE TAKEN

N OTES /
COM M EN TSTIM E IN TIM E OUT TIM E IN TIM E OUT

REG
HOURS
(UP TO
8/DAY)

OVERTIM E
(1.5X)

DOUBLE
(2.0X)

PTO /
SICK

COMPLIANCE & INSTRUCTIONS
Salaried  n on -exempt emp loyees mu st be compen sated  fo r a ll h ou rs w orked .
Stan dard  sa lary covers th e regu lar h ou rs u p  to  86.67 h ou rs per semi-mon th ly period  (based  on  a stan dard  2080 h ou r year).
All overtime h ou rs (beyon d  40 h ou rs in  a  w orkw eek , o r da ily limit if  app licab le by state) mu st be tracked  an d  w ill be paid  in  add ition  to  th e base
sa lary.
Please reco rd  time accu rate to  th e n earest 15 min u tes.

TOTAL REGULAR HOURS

TOTAL OVERTIME (1.5X)

TOTAL DOUBLE TIME (2.0X)

TOTAL SICK / PTO HOURS

GRAND TOTAL HOURS



EM PLOYEE SIGN ATURE DATE

SUPERVISOR APPROVAL SIGN ATURE DATE
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