NORTHEASTERN STATE UNIVERSITY
TIMEKEEPING / LEAVE SYSTEM FORM

Thisisanewset-up Thisisachange
FACULTY = STAFF _ PARTTIME _ FULLTIME __
STUDENT _ WORKSTUDY __ INSTITUTIONAL
Full Name:
Employee NSU E-mail: Banner ID:
Department: Fund:
Grant Name: Org:
Program:

Direct Supervisor:

Name Banner ID

LEAVE APPROVER INFORMATION
ALL FACULTY AND STAFF

Approver:

Banner ID:

TIMECARD / TIMEKEEPER INFORMATION
STUDENT OR STAFF NON-EXEMPT EMPLOYEES

Approver:

Banner ID:

Department Time Entry ONLY::

Timekeeper: Banner ID:

Back-up: Banner ID:

RETURN COMPLETED FORM TO HUMAN RESOURCES
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