Procurement Division’s Time and Attendance (T&A) Policy
Time and Attendance books will remain in the same locations as before.  It is every employee’s responsibility to ensure that they are kept up-to-date and accurately completed.  Time Keepers cannot be expected to guess employee’s daily hours if no entry has been made.  A failure to complete the Time Sheet by Friday noon of the second week may result in a necessity to put the employee in a Leave category for the unrecorded period.  An example of a completed time sheet and a listing of time and attendance codes will be placed in each time sheet book.

1. Leave Requests and Approvals
Requests for annual leave, sick leave and leave without pay must be submitted via e-mail to the supervisor.  Completion of an SF-71 Form, Application for Leave, is no longer required.  E-mail requests for leave should be directed to your immediate supervisor and should include the following information:

· Dates for which you are requesting leave (from and to).

· Total number of leave hours being requested.

· Type of leave being requested (annual, sick, credit hours or leave without pay).

· Leave which falls into the following categories: absences during core hours (9:30am – 2:30pm), skipping lunch, extended lunch over 2 hours, and reassigned hours, require your supervisor approval.

· Requests for leave under the Family Medical Leave Act (FMLA) or extended sick leave (for more than 3 days) still requires acceptable medical documentation in support of your request.  The medical documentation should be submitted to your supervisor with a copy of the e-mail submitted.

· Your supervisor will respond to your request for leave within 48 hours.  If you do not hear from your supervisor within 48 hours, your leave request will be considered approved.

2. Credit Hours
Employees need to keep supervisors informed of credit hours worked.  Unless otherwise noted, this can be done by maintaining up-to-date time sheets, including the recording of credit hours.  Requests to earn credit hours on Saturday must be approved by the supervisor in advance.  It should be noted that the supervisor may restrict the earning of credit hours if there is no actual work to be performed.
3. Overtime/Comptime Authorization
          The use of Overtime/Comptime requires a supervisor’s approval; and to 

          the extent possible, in advance of earning.  Paid overtime requests require 

          the approval of the Deputy Division Chief.  Requests for the use of 

          overtime/comptime must be submitted via e-mail.  Completion of NASA 

          Form C-33, Overtime or Holiday Duty Authorization, is no longer required.

          The e-mail shall include the number of hours of overtime/comptime or 

          holiday hours requested, the dates on which the hours will be worked, and 

          the work that will be performed.  The supervisor with the authority to 

          approve/disapprove requests will do so via e-mail.  Copies of e-mails 

          requesting & approving overtime/comptime or holiday duty must be 

          maintained by the supervisor for 6 years.

4. Time and Attendance Reporting

Individuals are responsible for the duties listed below:

a. Employees

· Record T&A daily on the time sheets.  If you are not on site, 

     e-mail your supervisor and Time Keeper with the time sheet 

     information for that day.

· Use appropriate job order codes (direct vs. indirect)

· If telecommuting, indicate in remark codes.

· Record time in five minute increments (daily totals in 15 minutes increments.

· Enter total hours worked and leave taken for every day and in/out times (top and bottom of the time sheet).

· Ensure total hours match with in/out hours.

· Complete and sign the time sheet at the completion of the pay period (no later than noon Friday).

b. Time Keepers

· Verify that the number of hours worked match the time entered.

· Maintain time sheet records for the Division

· Point of Contact for Time and Attendance Questions.

· Place employees in leave status for unrecorded workdays.

c. Data Entry

· Verify that the number of hours worked match the time entered.

(If hours worked and time entered does not match, return to employee or supervisor).

· Work with Time Keepers to enter the data to the system.

d. Supervisors

· Review time sheets periodically to ensure that they are accurate 

     and completed in a timely manner.

-    Certify time sheets

