Proper Completion of Time & Attendance Reports


Electronic copies of the T&A will be maintained in Paycheck 8 as the official record copy.  Units are no longer required to maintain hard copies of the T&A.

Employees are responsible to:

1. Ensure the clock hours reported on the T&A reflect the actual hours on duty.  
2. Ensure the T&A is correct, to the best of their knowledge, regarding the transaction codes and proper job codes.  
3. Electronically submit the T&A to their supervisor/approver by the first Tuesday following the end of the pay period.  Delay may cause a delay in receiving pay. 
4. Though not required, print and maintain a hardcopy for their records. 
5. Though not required, provide access to another individual to submit time for them when they are unavailable or unable to do so.  
6. Promptly submit corrected T&A’s as necessary.

Approvers (usually the supervisor) are responsible to:

1. Ensure their subordinates are kept informed of legal pay and leave entitlements to correctly code and report their time worked, absences, and leave used.
2. Review and approve T&A reports authorizing the payment of government funds to the employee. 
a. Ensure that employee’s established work schedule and hours are recorded in the Established Hours tab, Workweek and Hours field of Paycheck 8.
b. Know legal pay and leave entitlements to correctly code and report time worked and leave used.  Ensure time is reported under the correct transaction codes and charges are made to the proper job codes. 
c. Determine the validity of hours claimed by employees for work, leave, travel and training.
d. Ensure that T&A reflects extended meal periods or core time deviations taken by the employee.  The supervisor’s signature or approval of the timesheet is adequate for meal period or core time deviation.
3. Ensure that overtime has been approved in writing on a form FS-6100-30, Overtime Request and Authorization, or other method allowed for this purpose, by an employee delegated authority to approve overtime. 
4. Until an electronic solution is provided, a hardcopy with ink (original) signature of all supporting documents to the T&A (i.e.; form FS-6100-30, Overtime Request and Authorization; and form OPM-71, Request for Leave or Approved Absence; and other acceptable/required documentation but not the T&A itself), should be retained on the unit in the official files.
5. Review, approve and electronically sign (submit) each employee’s timesheet in time for the first pay pass on Thursday following the end of the pay period. 
6. Provide access to another individual to approve their subordinate’s time when they are unavailable or unable to do so.  


