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	Subject:
	Paperless Paycheck:  Streamlining Business Processes with Modern Technology    

	
	

	To:
	All Forest Service Employees      

	


The Business Operations Deputy Area is pleased to announce an important evolution in the time and attendance (T&A) reporting process.  Effective February 14, 2010, Pay Period 4, the electronic signature approving timesheets in Paycheck 8 will serve as the official record copy for records management purposes.  In addition, this “e-signature” solution makes electronic timesheet data stored by Paycheck 8 the official government record.  Hardcopies of form FS-6100-11 will no longer need to be printed, signed or stored in a unit’s files.  However, individual employees may wish to print a copy to keep for their own records.
Paperless timesheets will dramatically reduce the time and cost of copying, signing, mailing, faxing, and filing hardcopy T&A’s.  Important next steps are to implement the policy and technology changes necessary to move to paperless Request for Leave or Approved Absence (OPM 71) and Overtime Request and Authorization (FS-6100-30).  We plan to have paperless versions of these forms available late this fiscal year or early in fiscal year 2011.  Until these next two e-signature initiatives are achieved, the official record copy of these authorization forms will remain the paper and ink signed version.  The enclosure provides employees and approving officials a convenient refresher on T&A responsibilities.

Human Resources Management (HRM), in partnership with the Office of Regulatory and Management Services, the Chief Information Office (CIO), Budget and Finance, and the Chief Financial Officer, worked together to gain approvals from Federal and Departmental oversight groups for this precedent setting policy and technology modernization.  HRM and CIO also partnered on the application and computer systems changes needed for the Paycheck 8 database to serve as the Forest Service official source of record for timesheets.  This teamwork represents significant progress in keeping with the Forest Service Executive Leadership Team’s emphasis on program integration and streamlining agency business processes.

National Federation of Federal Employees, Forest Service Council, bargaining obligations for this have been met at the National level.  If you have any questions regarding electronic signatures for Paycheck 8, please contact the Albuquerque Service Center, HRM at 1-877-372-7248, Option 2. 

CHARLES L. MYERS

Deputy Chief for Business Operations

Enclosure
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