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EMPLOYEE TIME AND ATTENDANCE 

DIVISION ME ATTENDANCE 
FINANCIAL MANAGEMENT DIRECTOR'S OFFICE REPORTING FOR ADMINISTRATIVE PERSONNEL 

PURPOSE: 

To establish a monthly time and attendance reporting procedure for personnel funded 
in full by operating money and whose time data is not required for project cost 
accounting. . 

POLICY: 

It is the policy of this Department to maintain daily time and attendance records in 
an efficient manner. 

DISTRIBUTION: 

·All holders of the Department Policy and Procedures Manual and all Administrative 
Officers. 

PRQCEDURs.: 

Di rectors W'i'11 tdenti'fy th.ose employees wi thi n thei r Di vi s ions tota lly' funded by 
Qperati'ng money and whose time and attendance data is not needed for project cost 
accounting; thes:e emp10yees wi'll be designated as Administrative Personnel. 

The Division Qf Financial Management will coordinate and maintain a listing of all 
emplQy€es auth,of'tzea to. use th.l's system., and will forward all updates to the 
Di~vision Qf tnformatton Systems and the Regional Administrative Offices. 

The PfQce,qure for time and attendance reporting for Administrative Personnel is: 

1 e Re,sponstbtl tty for the Attendance Report, form 25A-065, wi 11 be ass i gned 
to the untt supervtsors or a designee. 

2. Each employee's name and Social Security number will be listed on the form. 
CA xer'ox copY' of th,e form may be made to reduce the typi ng effort in 
succeedtng fuonths.) 

3~ Daily, the responsible employee will note the absence of an employee and 
~ssure that leave slips are completed upon return of the employee. 

4. Th,e termination and new hire date of an employee should also be noted on 
th,e form. . . 

5. The A,ttendance Re;port wi 11 be rev; ewed and s.i gned by the uni t supervi sor 
and the,n fQrw~rde,Q to the. appropriate Regional A,dministrative Office no 
later than th.e '16th of each'~onth. 

6. The Regional, Admi~ntstrative Offices will file the Attendance Reports by 
untt~ ~etain for one year, and then destroy. 


