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Department of the Army

HEADQUARTERS SECOND REGION (ROTC)

US ARMY CADET COMMAND

"THE BOLD LEADER REGION"

FORT KNOX KENTUCKY 40121-5610




ATOB-PA-M  (690)
   7 April 2003

MEMORANDUM FOR All Supervisors of DA Civilian Employees

SUBJECT:  Letter of Instruction – Civilian Time Sheet Submission

1.  The following procedures will be followed within Eastern Region (ROTC) for submission of time sheets:

     a.  Time sheet is completed and certified by supervisor.  Supervisor is responsible to ensure time sheet is accurately completed; employees are not to complete their own time card.  Employee is responsible to ensure leave information on time card is accurate.

     b.  Supporting documentation will be sent with time sheet, i.e., jury duty certificates, military orders, certificate of attendance upon completion of military orders, etc.  Supervisor will maintain OPM Form 71s for a 3-year duration.

     c.  Time sheets will be faxed NLT second Thursday of the pay period and the original mailed to Admin Support Asst on the Friday ending the pay period.  Fax number is (502) 624-2328.  

          (1)  It is the supervisor’s responsibility to ensure time sheet faxed and mailed.  If time card is going to be late, please notify Admin Support Asst.

          (2)  HQs supervisors will submit original time sheets on second Friday of the pay period.  

          (3)  Notification of change in suspense for submission will be via e-mail out.  Suspense changes will typically not be made unless DFAS dictates.

     d.  The Administrative Support Assistant will accomplish time and attendance input for transfer to DFAS – Denver.

     e.  Installation Customer Service Representative (CSR) will receive original time sheet and maintain official files.  Region Administrative Support Assistant will maintain copies of time cards submitted with supporting documentation.

2.  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 submitted, 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 time sheets be received in a timely manner.  Again, it is the supervisor’s responsibility to ensure the timely submission of the time sheets.
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3.  MFR indicating who is authorized to certify time sheets will be submitted annually with the time card for the first pay period in January.  Memorandum may be submitted more frequently as required.  The enclosed FK Form 5048-E, DCPS Work Schedule Change Form, will be submitted at the same time each year (this is an annual requirement from DFAS.)

4.  This LOI supersedes any previously submitted correspondence in reference to time cards.

5.  The POC is Stephanie Popham, (502) 624-5368 or e-mail pophams@knox-rotc.army.mil/.

FOR THE COMMANDER:

5 Encls
JOEL T. PAYNE
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MISCELLANEOUS TIME CARD NOTES

HOLIDAY:

     - If a holiday falls during the pay period and the employee DOES NOT work, the holiday hours are included in the LV (leave) totals.  The LV total is subtracted from 80 to find the amount that goes in the REG total.

     - The HOL total is ONLY used if the employee works all or a portion of a holiday.  The hours must be annotated on the time card as HG (see enclosure 2, sample 2).

     - An employee who works on a holiday cannot receive compensatory time earned.  They MUST be paid for the worked holiday.  Working a holiday is comparable to overtime and has to be approved by the brigade prior to the employee working.

COMPENSATORY TIME:

     - The employee MUST initial compensatory time earned (CE) and taken (CT) entries.

     - Compensatory time MUST be earned before it can be taken.

     - Compensatory time cannot be made mandatory.

     - Compensatory time earned (CE) goes in the COMP total.

     - Compensatory time taken (CT) is considered leave and goes in the LV total.

     - Compensatory time needs to be prior approved by the supervisor.

OVERTIME:

     - The code for overtime is OS.

     - Brigade Commander must approve overtime (OS) prior to it being worked except in emergency situations.

     - Overtime is considered anything over 8 hours each day or 40 hours each week.

     - Overtime can be made mandatory.

SIGNING TIME CARD:

     - Person signing time card must be on memorandum authorizing this.

     - There is no signing “for” someone in his or her absence.  

     - Signature of person signing time card must be printed or typed underneath their signature.

CORRECTED TIME CARD:  (see enclosure 2, sample 2)

     - Time card must reflect exactly how it should have originally been submitted.

     - Requires second signature from authorized person.

     - Original must be submitted prior to correction being made by Timekeeper.

MISCELLANEOUS:

     - The LV total represents time not in a duty status but in a pay status.  This can include compensatory time taken (CT), jury duty (LC), annual leave (LA), sick leave (LS), holiday (LH), administrative leave (LN), etc.

     - The NP/LV total represents time not in a duty status or pay status.  This is usually Leave without Pay (KA), suspension (KB), or absent without leave (KC).

     - Family Friendly Leave Act must be annotated by placing (DE) in the column marked E/H OTH.  Sick leave (LS) will still be annotated in the TYPE HOUR column.

     - Supervisor is responsible for keeping up with how much Family Friendly Leave an employee uses.  The limit is 40 hours regardless of the employee’s sick leave balance or 104 hours if the employee can maintain 80 hours of sick leave for personal use.  This is in a leave year.



Encl 1

TYPE HOUR CODES

PAY TIME HOURS

RG – Regular

OS – Overtime, Scheduled

OU – Overtime, Unscheduled

OC – Overtime, Callback (if you have to call the employee in from home)

HG – Holiday, Work (code used if holiday is worked)

LEAVE HOURS – PAID

LA – Leave, Annual

LB – Leave, Advanced Annual (must be prior approved by DFAS)

LC – Leave, Court (jury duty)

LG – Leave, Advanced Sick (must be prior approved by DFAS)

LH – Leave, Holiday

LM – Leave, Military (must submit orders and certificate of attendance afterwards)

LN – Leave, Administrative (inclement weather, organization day, etc.)

LR – Leave, Restored Annual

LS – Leave, Sick

LT – Leave, Traumatic Injury (COP)

LU – Leave, Date of Traumatic Injury

LY – Leave, Time off Award

LEAVE HOURS – NONPAID

KA – LWOP

KB – Suspension

KC – AWOL

KE – Furlough

KG – Military Furlough (called to active duty)

COMPENSATORY HOURS

CE – Compensatory, Earned

CT – Compensatory, Taken
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