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	REPLY TO

ATTENTION OF
	Department of the Army

headquarters western region 

united states army cadet command

Box339500

Fort lewis, wa  98433-9500


	 


ATOW-PA
1 June 2003

MEMORANDUM FOR All Timekeepers and Supervisors of Civilian Personnel

SUBJECT:  Memorandum of Instruction for Timecard Completion 

1.  This MOI is a guide on how to properly complete Civilian Employee Time Sheets.  Be sure to use current policies and regulations.  AR 690-990-2, Hours of Duty, Pay and Leave, Annotated, Book 550, Pay Administration (General) and FL Reg 690-22, Pay Setting, are the prescribed directives for civilian pay procedures.  

2.  Western Region reports time and attendance on Time Sheets instead of the Time Cards.    Time Sheets for each employee will be faxed to Region with the proper authorizing signature.  You will find a sample blank Time Sheet at Encl 3, or upon request each Brigade/School may receive a copy of the Time Sheet via E-mail from Region.  This Time Sheet is a Word document that can be saved to a disk or the computer hard drive, and printed out each pay period. 

3.  The original Time Sheet will be maintained in file at each duty location, i.e. Brigade and School for a period of 6 years.  File Number 


37-105d Time and Attendance Report & Leave Record Cards   (04)
        
Civilian Time Sheets & Signature Authority Memos

       
PA System A0037-105aSAFM

         COFF 31 Dec 04, DEST Jan 11

4.  Brigade/School timekeepers must input the employee's name and social security number on the time sheet.  If the employee works their regular 80-hour shift with no changes, the supervisor will sign the time sheet to certify that it is correct.  The bottom half of the time sheet is for inputting any exceptions to the employee’s tour of duty, i.e. annual leave, sick leave, military leave, overtime, etc.  Timekeepers need to account only for the employee's exception hours.  Accuracy and completeness in posting exceptions is very important.  Post any exceptions to the tour of duty by using a specified code.  (See Encl 2 for a quick reference guide of codes)

5.  To post an exception to the tour of duty:


a.  Mark in red ink through the preprinted schedule day(s) that the exception(s) occurred. (See Encl 1) 

ATOW-PA

SUBJECT:  Memorandum of Instruction for Timecard Completion


b.  Enter the week number under "WEEK".  Enter "1" for the first week or "2" for the second week.  (See Encl 1, this has already been done for you) 

 
c.  Enter the day number of the week under "DAY".  Enter "1" for Sunday, "2" for Monday, "3" for Tuesday, "4" for Wednesday, "5" for Thursday, "6" for Friday, and "7" for Saturday.  (See Encl 1, this has already been done for you)


d.  Enter the appropriate code under "TYPE HOUR CODE" block.  (See Encl 2 for quick reference guide)


e.  Enter the number of hours of exception under "HOURS" block.  Civilians can take leave in quarter hour increments.

 
f.  Place any remarks in the "EXPLANATION FOR ABSENCE(s)" block.  For example, post military leave, family leave, LWOP, court leave dates or other comments here.


g.  If an employee takes leave, the employee should initial in the "Initials" block.  If the employee is not available for initialing, submit an approved signed copy of the SF 71, Application for Leave, with employee’s signature, with the time sheet.  Initialing is highly encouraged.  


h.  Block "ENV HAZ" (Environmental Hazard), is used by the Fourth Region Timekeeper to report which type of Family Leave was taken.

 
i.  Use "TEM Shift" (Temporary Shift Override) for tracking military leave and traumatic leave used on the weekends.  Further instructions for using this block are in paragraph 6b.

 
j.  The remaining blocks, "LST HR" (Last Hour) and "NIGHT DIFF" (Night Differential) do not pertain to Fourth Region (ROTC) employees.  


k.  The supervisor must certify the time sheet even if no exceptions (straight 80 hours with no leave, etc.) are posted.  This Headquarters must have a memo signed by the Region Commander, Brigade Commander and each PMS on file listing those personnel authorized to sign time sheets.  Schools must update this memo any time there is a change in personnel or as requested by this Headquarters.
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6.  Paid and non-paid leave exceptions are the simplest for a timekeeper to post.  

A few examples of annual and sick leave, LWOP, comp time, and overtime are listed at 

Encl 1.  However, there are a few exceptions that warrant more detail.  Those exceptions and explanations are as follows:


a.  Injury Number / COP Used:  When an employee is injured on the job, they are

entitled to 45 days of Continuation of Pay (COP).  On the day the injury occurred, use the code "LU" with the number of hours left in the duty day.  The hours posted are chargeable to administrative leave.  If the injury occurred at the end of the day, when the employee is leaving the workplace or while working overtime, post "LU" with no hours.  In either situation you must post the date of injury in the "EXPLANATION FOR ABSENCE(s)" block used for remarks.  It is very important that this Headquarters be notified on the day of the injury.  If the time sheet has already been faxed to this Headquarters for input, it is imperative that the Western Region Timekeeper be notified so that the time sheet can be posted.  The date of injury must appear on the time sheet in order that the COP is properly processed and accounted for.  The Traumatic Leave code, "LT" is used on the Time Sheet for subsequent days and/or duty hours the employee is off work do to the injury.  Again make sure your post in the “EXPLANATION FOR ABSENCE(s)" block the original date of the injury.  The "LT" transactions are invalid if the injury number (date of injury) is not posted.


b.  Temporary Shift Override ("TEM Shift"):  This block is used to track military leave (LM) or Traumatic Injury (LT) days used on non-work days, i.e. weekends, holidays, etc.  Indicate non-work days by posting a "4" in the "TEM Shift" block.  This will allow DCPS to track the balance of military leave and the forty-five days of traumatic injury (COP) entitlement.


c.  Defense Civilian Pay System (DCPS) automatically posts Federal Holidays.  But it is still highly encouraged that you still post the holidays on the time sheet just in case the system does not catch it.  If you work compressed time, or better know as flex-time or RDO, and your day off is on the holiday you must take your day off as scheduled and the holiday on the following work day.

7.  As the timekeeper you are responsible for the accuracy in the preparation of the civilian employee time sheet.  Accurate time sheets are necessary for correct pay.  Changes that affect time and attendance data may also affect pay, for example to change tour of duty.  Each employee will have a work schedule record stored in DCPS.  The stored work schedule will contain the employee's workdays, an alternate work schedule code based on workdays, a status code, and other pertinent/applicable information.  
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To make changes to a current employees' work schedule, to report T/A status code changes or new hire employee's work schedule fill out the Work Schedule Change portion on the Time Sheet and forward to Western Region Headquarters.  The instructions below will assist you in completing the Work Schedule Change portion of the time sheet:


a.  Enter employee's name and SSN.

b.  Enter the effective date.


c.  Enter the changes in the appropriate blocks.  The rest of the blocks on the form are used for posting the various types of changes for the employee.  Changes are as follows:


(1)  The T/A Status Code block is used to report changes to an employee's time and attendance status.  The T/A Status Codes that can be used are "A" for active, "P" for pending separation, and "X" for deceased.  Current employees will already have an active T/A status code, "A".  "P" status code is effective on the employee's date of separation.  An "X" status code is effective on the day of the employee's death.  

(2)  Enter the Alternate Work Schedule, "AWS", code if the employee's work schedule changes.  For instance, if a regular 8-hours-a-day, 5-days-a-week employee began to work another schedule then this code would change.  The only codes applicable to Western Region employees are code “6,” for flex-time work schedules or code “0” for regular 8 -hour / 5 day work schedule.  Only the supervisor can approve changes to the work schedule.

8.  When reporting military leave on the time sheet, you must submit a signed certified copy of your military orders with your timesheet for the pay period of your duty and follow up with another copy if changes in dates occurred.  If Civilian Payroll does not receive this documentation within 30 days of reported duty, they will change the military leave to annual leave or leave without pay.  Note that with recent changes to the law, you do not record military leave on Weekends/Holidays.

9.  When reporting court leave on a time sheet, you must submit a copy of your summons, a certification of attendance (upon completion of jury duty), the pay voucher that indicates monies paid for duty and monies paid for mileage, and a check made out to “Defense Finance and Accounting” for any court fees paid (however, you may keep any mileage fees paid).
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10.  Return the time sheets upon completion, but not later than the last Thursday of the pay period to Headquarters, ATTN:  ATOW-PA, (Earl Kolb).  All time sheets, even for those employees who have separated, transferred or deceased, must be signed and faxed to this Headquarters.  If a time sheet is not received and no input is made for the employee, DCPS will automatically deduct 80 hours of annual leave or LWOP in order to fill the 80 hours.  Once time sheets have been received, this Headquarters will input the information into DCPS.  DCPS is on-line with the Denver Pay Center only on certain days and times.  Therefore, it is critical that this Headquarters receive time sheets in a timely manner.  It is the supervisor's responsibility to ensure the timely submission of the time sheets.
11.  The Civilian Payroll Office at Fort Lewis exists only as a one-person liaison.  Direct all pay questions and concerns to this Headquarters, Western Region Timekeeper, Earl Kolb at (253) 967-4511 or DSN 357-4511.  

FOR THE COMMANDER:


//Original signed//

3 Encls
ROBERTA A. ANTRY

as
LTC, AG


Chief, P&A Division
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SAMPLE (COMPLETED) TIME SHEET
TIME AND ATTENDANCE RECORD

Employee Name:  
JOHNSON, WILLIAM A. JR.
Pay Period Ending:        2 June 2003

Employee SSN: 
123-45-6789

Unit/Duty Assignment Location: 

University of Unknow Where State
WORK SCHEDULE CHANGE:
	Effective Date:
	T&A Status Code:
	AWS CODE:

	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	WEEK1
	
	
	
	
	
	
	

	Shift
	
	
	
	
	
	
	

	Night Diff
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	WEEK2
	
	
	
	
	
	
	

	Shift
	
	
	
	
	
	
	

	Night Dif
	
	
	
	
	
	
	


TIME AND ATTENDANCE:

	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	Tour
	
	8
	8
	8
	8
	8
	
	
	8
	8
	8
	8
	8
	

	TYP/SFT
	
	RG
	RG
	RG
	RG
	RG
	
	
	RG
	RG
	RG
	RG
	RG
	

	Graded No.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Week
	Day
	Type Hour Code
	Hours
	EXPLANATION FOR ABSENCE(s)
	Env  Haz 
	Last Hr
	TEM Shift
	Night Diff
	Inj No
	Initials.

	Sunday
	1
	1
	
	
	
	
	
	 
	
	 
	

	Monday
	1
	2
	LA
	8.0
	Annual Leave
	
	
	
	
	
	

	Tuesday
	1
	3
	LS
	3.5
	Dr. Appt (10:30 - 2:00) / Sick Leave
	
	
	
	
	
	

	Wednesday
	1
	4
	KA
	8.0
	Leave Without Pay (LWOP)
	
	
	
	
	
	

	Thursday
	1
	5
	CE
	5.0
	Comp Time Earned
	
	
	
	
	
	

	Friday
	1
	6
	CT
	5.0
	Comp Time Taken
	
	
	
	
	
	

	Saturday
	1
	7
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Sunday
	2
	1
	OS
	8.0
	Scheduled Overtime (Approved)
	
	
	
	
	
	

	Monday
	2
	2
	LH
	8.0
	Federal Holiday (Holiday Leave)
	
	
	
	
	
	

	Tuesday
	2
	3
	LM
	8.0
	Military Leave
	
	
	
	
	
	

	Wednesday
	2
	4
	LC
	8.0
	Court Leave (Jury Duty)
	
	
	
	
	
	

	Thursday
	2
	5
	LU
	2.0
	Injury on Duty (The day of injury)
	
	
	
	
	
	

	Friday
	2
	6
	LT
	8.0
	Traumatic Injury (Subsequent days out do to the injury)
	
	
	
	
	
	

	Saturday
	2
	7
	
	
	
	
	
	
	
	
	


   CERTIFICATION:
Attendance’s and Absences is certified correct.  Overtime approved in accordance with existing laws


and regulations for non-exempt FLSA.  I did not suffer or permit any Overtime work than as permitted


for this pay period.






               AUTHORIZED SIGNATURE


WALTER B. SLEDGE, LTC, OD, PMS

ENCLOSURE 1
FEQUENTLY USED PAY CODES

Leave Codes:

LA
=
Annual Leave

LS
=
Sick Leave

LC
=
Court Leave

LH
=
Holiday

LM
=
Military Leave

LU
=
Date of Traumatic Injury

LT
=
Traumatic Injury (COP)

LN
=
Admin Leave

LY
=
Time-off award

CT
=
Compensatory Time Taken

Pay Codes:

OS
=
Scheduled overtime

OU
=
Unscheduled overtime

OX
=
Overtime, Unscheduled, Exception

CE
=
Compensatory Time Worked
Non-Pay Codes:

KA
=
Leave without pay

KB
=
Suspension

TIME AND ATTENDANCE RECORD

Employee Name:  
   
Pay Period Ending:         

Employee SSN: 
                                        _

Unit/Duty Assignment Location: 

                                                                    _
WORK SCHEDULE CHANGE:
	Effective Date:
	T&A Status Code:
	AWS CODE:

	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	WEEK1
	
	
	
	
	
	
	

	Shift
	
	
	
	
	
	
	

	Night Diff
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	WEEK2
	
	
	
	
	
	
	

	Shift
	
	
	
	
	
	
	

	Night Dif
	
	
	
	
	
	
	


TIME AND ATTENDANCE:

	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	Tour
	
	8
	8
	8
	8
	8
	
	
	8
	8
	8
	8
	8
	

	TYP/SFT
	
	RG
	RG
	RG
	RG
	RG
	
	
	RG
	RG
	RG
	RG
	RG
	

	Graded No.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Week
	Day
	Type Hour Code
	Hours
	EXPLANATION FOR ABSENCE(s)
	Env  Haz 
	Last Hr
	TEM Shift
	Night Diff
	Inj No
	Initials.

	Sunday
	1
	1
	
	
	
	
	
	 
	
	 
	

	Monday
	1
	2
	
	
	
	
	
	
	
	
	

	Tuesday
	1
	3
	
	
	
	
	
	
	
	
	

	Wednesday
	1
	4
	
	
	
	
	
	
	
	
	

	Thursday
	1
	5
	
	
	
	
	
	
	
	
	

	Friday
	1
	6
	
	
	
	
	
	
	
	
	

	Saturday
	1
	7
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Sunday
	2
	1
	
	
	
	
	
	
	
	
	

	Monday
	2
	2
	
	
	
	
	
	
	
	
	

	Tuesday
	2
	3
	
	
	
	
	
	
	
	
	

	Wednesday
	2
	4
	
	
	
	
	
	
	
	
	

	Thursday
	2
	5
	
	
	
	
	
	
	
	
	

	Friday
	2
	6
	
	
	
	
	
	
	
	
	

	Saturday
	2
	7
	
	
	
	
	
	
	
	
	


   CERTIFICATION:
Attendance’s and Absences is certified correct.  Overtime approved in accordance with existing laws


and regulations for non-exempt FLSA.  I did not suffer or permit any Overtime work than as permitted


for this pay period.






               AUTHORIZED SIGNATURE


WALTER B. SLEDGE, LTC, OD, PMS
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