Instructions for the

New! Exempt Employee Time Report

The Exempt Employee Time Report has changed. The Human Resources and Payroll offices need additional information for our records each month in order to
stay compliant with Cornell and governmental policies. Policies related to each type of leave (vacation, sick, FMLA, worker’s compensation, funeral and jury duty)

can be found in the Staff Handbook located at http://www.cornellcollege.edu/human-resources/staff-handbook-policies/index.shtml.

Here are the changes and how it affects your time report:
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