COMSCINST 7230.1G

24 April 2000


COMSCINST 7230.1G


24 April 2000

[image: image1.png]


DEPARTMENT OF THE NAVY

[image: image2.png]EMPLOYEE NAME | PLT ROT |PERIOD ENDING | SEQ NO |
| | ©2/26/60 | 00067 |
| HRS WORK | - | TOC |

| SAT | SUN | MON | TUE | WED | THR | FRI | SAT

| LH @} RG ©| RG ©] RG B} RG 6]
A e e

! |
glee| 8jee] | | | | 8lee| 8|ee| 8|ee| 8|ee| 8lee} | |
I l
| l

......................................................

......................................................

......................................................

......................................................

|2ND | I3RD| IND| |E/H] (L) INP/LV| |

...........................................................................................................

| EMPLOYEE ID | BLK/GRP | ACT | ORG |
| | eeel | 06633 | eslee |
{STD JON |
| | AWS | SUN | MON | TUE | WED | THR | FRI
ITOUR | @ | | | 8lee| 8Jee| 8jee]
|TYP/SFT | | RG ®] RG 8| RG 8] RG 8| RG O]
| GRADED NOD [ T T R I T I N
| JOB ORDER NUMBER  |TYPE HOUR|WEEK |  SUN
R ettt |-emeeees RESERI EECTRERRE
| | [ 1 | |
! ! |2esen]mmmnennns
I I I 2 | |
| --esmere e e eae |- nenenneees ERREREES
I I P11 |
| | | < eenfonmnnnnes
| | | 2 | |
R RCRRRTCRTPRTE EERCREERCPERIEE RERSEEEET
I I 1| |
! ! EERCRIERISEEeTe
! I P2 | |
R et |--oeneneeene EERESEEES
I I I 1 | |
! ! R B
| | b2 | |
R PRRRLRLE ERICECETPLPERES REREREEES
| I | 1 | |
! ! REE EEREEEEES
! | 2 | I
R SRRt IIT ooemenensennees foensennns
I | [ |
! ! RECTI FERPOPSTS
| | |2 | I
|REG] [0T] | COMP | |HOL | | SUN|
[WK1| IN | OUT | IN | OUuT | IN | OuT |
|- [=mmeees RESEEES fooneeee RRSERES RRERRE |oeeeeee !
I SUN| I I I I | I
R ERSEEES ooeees |oenenes oeeeees |-=-eees |-eenes !
IMON| | | I | | |
S [-oene- |-eeeeee REREREE oeeee e [ -e oo !
| TUE| | I I | | |
RS EEEEEeS foeeeene |--enee |--eee RESRREE RESESEE !
IWED| | | | I I |
EESIEEEREES REREREE REREEEE EERCPEE feeeeeee EERCEEE !
|THY| | | I | | |
oo feenenes ERRSRES ERRERES EESRREE ERRCRRE ERISRES |
|FRI] [ | | | | I
RESIREEREPS |--eeee [-eeeees [-eeeee |--eeeee [o-eeee- |
| SAT| I | I | I |
|

OUT | REMARKS:

............................

............................

............................

CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT. OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS
I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOOD.

FOR NON-EXEMPT FLSA.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED

AUTHORIZED SIGNATURE
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WASHINGTON NAVY YARD DC  20398-5540

COMSCINST 7230.1G


N85

24 April 2000

COMSC INSTRUCTION 7230.1G

Subj:
PREPARING AND SUBMITTING CIVILIAN TIME AND ATTENDANCE SHEETS

Ref:
(a)
DOD 7000.14-R, FMR Vol. 8; Civilian Pay Policy and Procedures


(b)
COMSCINST 5330.2H



(c)
CCPOWASHDCINST 12630.1E



(d)
DFAS-DE Memo of 14 Feb. 95; Federal Employees Family Friendly Leave Act


(e)
COMSCINST 12620.1A

Encl:
(1)
Timekeepers’ Reference Package, Rev. 4, with Exhibits A through J

1.
Purpose.  To promulgate policy regarding preparation and submission of civilian time and attendance sheets for Headquarters, Military Sealift Command (MSC) employees.  It incorporates the pertinent guidance found in references (a) through (e).  This instruction is a complete revision and should be read in its entirety.

2.
Cancellation.  COMSCINST 7230.1F.

3.
Background.  This instruction reflects the change from usage of timecards to timesheets to submit time and attendance data.

4.
Policy


a.
Timekeepers


(1)
Only a supervisor, specified subordinate or Program Manager/Director/Special Assistant may certify timesheets.  The names and signatures of authorized certifiers must be on file with the Customer Service Representative (CSR) in the Comptroller’s Office (N82 CSR).  A supervisor may designate one or more timekeepers to prepare timesheets, but the supervisor is responsible for accuracy.



(2)
Timekeepers shall record time and attendance on the timesheets from records maintained on a current basis.  Entries for leave will be confirmed by either the employee’s initials or a copy of the approved Application for Leave (SF 71).  Certified timesheets (with copies of SF 71s, if appropriate) shall be delivered to N82 CSR on the Thursday before the end of the pay period, or at such other time as N82 CSR may request.



(3)
Timekeepers or certifiers will retain a photocopy of the approved timesheets, and N82 CSR will retain the originals.  After the approved timesheets are photocopied, the certifier must review them to assure that no unauthorized changes have been made, seal them in an envelope, initial the envelope, and forward it to N82 CSR.  Timekeepers will retain all original SF 71s and copies of supporting documentation, including overtime authorizations.


b.
Customer Service Representative.  N82 CSR will review timesheets for compliance with requirements, and enter the data into the DCPS.  N82 CSR may contact the timekeeper or certifier about obvious errors or inconsistent data.  If correction is needed, a certified supplemental timesheet is required.


c.
Accounting Officer.  The COMSC Accounting Officer (N82) may sign timesheets received without a valid signature, if the certifying official is unavailable.  In such cases, the Accounting Officer will obtain confirmation that the employee was present as reported for that pay period.


d.
Inspector General (N00I).  N00I will audit timesheets (originals and copies) and substantiating documents, on both an annual schedule and on an unannounced basis.

5.
Other Related Policies


a.
Scheduled Hours.  Schedules of flexitime or alternate work schedules will be kept on file by N82 CSR.  (A sample copy of the Work Schedule Request (MSC 12620/1 (Rev. 2-90)) is included in enclosure (1), Exhibit A.)

b.
Overtime. Overtime or compensatory time may not be reported prior to being worked.  Overtime or compensatory time worked after the submission of timesheets must be reported on a supplemental timesheet.  Policies regarding overtime or compensatory time are in reference (b).  Generally, all overtime or compensatory time must be supported by authorizations prepared prior to performance of the work.  The original authorization forms are to be sent to N82 CSR with the timesheets.


c.
Leave.  Reporting of leave usage on the timesheets does not relieve the supervisor of the need to document leave approval.  Original approved leave slips will be retained by the timekeeper until the next annual audit.  Copies of SF 71s are required by N82 CSR only when the employee has not initialed the timesheet, regardless of type of leave.  When sick leave is required to be supported by a doctor’s certificate (such as for 3 calendar days), the original should be sent to N82 CSR and a copy retained by the supervisor.


d.
Pay Distribution.  Paychecks will be electronically transmitted to a financial institution designated by the employee. 

6.
Procedures

a.
Timesheets


(1)
The timesheet is the source document for pay computation and posting of official leave records.  The timesheet must accurately record actual attendance, leave, overtime or any other condition affecting pay.  Overtime or compensatory time that has not yet been worked is not to be entered on the timesheet.  Only scheduled regular hours or leave for the remainder of the pay period after the submission due-date is allowed to be recorded.



(2)
Mistakes found before a timesheet is submitted will be corrected by drawing a line through the erroneous lines and writing the correct lines of data.  The timekeeper or certifier must initial the correction.  Entries may never be erased or covered by correction tape or white-out fluid.  Only black or blue-black ink may be used on a timesheet.



(3)
Errors found after the timesheet has been sent to N82 CSR may be corrected only by use of a supplemental timesheet (enclosure (1), Exhibit J).  The supplemental timesheet is used to delete incorrect information and add the correct data.  It is important that the timesheets contain no erasures or other obliteration of data.  The only acceptable method of correction to a timesheet prior to submission is to line out the line containing the error and enter the correct line of data.


b.
Submission of Timesheets.  Preprinted timesheets will be distributed by N82 CSR before the scheduled submission due-date, upon receipt from the DCPS supporting office. All preprinted timesheets must be returned to N82 CSR, including unused ones.  Non-return of a pre-printed timesheet for a separated employee could result in an 

overpayment, so following procedures is essential.  Timekeepers should keep blank timesheets (available from N82 CSR) to replace lost preprinted ones, for new employees or for supplemental timesheets. Manually prepared timesheets must include employee’s name, social security number, Unit Identification Code, distribution code and pay period ending date.


c.
Reporting



(1)
Until a preprinted timesheet is received for an employee, the timekeeper will prepare a manual timesheet as above.  In addition, the timekeeper will enter the employee's entrance on duty date (EOD).  For employees who have left (resignation, etc.), the timekeeper will draw a line through the days for which no work or leave is recorded.  The timekeeper will enter a statement such as "RESIGNED," with the effective date.  If the employee transferred to another MSC activity, the timekeeper will indicate the activity.  Any excused absence during normal duty hours that is not covered by a charge to leave, such as excused tardiness, should be initialed by the timekeeper.  The timekeeper will retain copies of the timesheets until the next annual Time and Attendance Review by N00I.



(2)
If the employee initials the usage of annual leave or short periods of sick leave recorded on the timesheet, there is no need to provide approved leave slips.  However, if the employee is absent when the timesheet is prepared, the supervisor will attach a copy of the approved leave slip.  For longer periods of sick leave, see below.  N82 CSR is required to have either the initialed timesheets or copies of approved leave slips as backup for the annual audits.  The timekeeper will retain all SF 71s until the annual Time and Attendance Review.



(3)
Family leave is not a special class of leave, but is sick leave granted to an employee for specific family situations.  The code for sick leave will be entered in the column marked “type hour.”  However, the timekeeper will annotate the timesheet to indicate the family situation.  Enclosure (1) provides the codes and an example. 



(4)
Timekeepers will send to N82 CSR the supporting documentation for advance leave, sick leave in excess of 3 days or paid leave other than annual or sick (i.e., Military or Court Leave).  N82 CSR is required to retain such backup data until a review is performed, or for 6 years and 3 months.  The supervisor or timekeeper will keep a copy of such supporting documentation and will also retain all payroll related documentation until a review is performed or for 6 years and 3 months.


d.
Timekeepers’ Reference Package



(1)
The Timekeepers’ Reference Package (enclosure (1)) provides informative examples in detail.  Under DCPS, the employee’s work schedule is used as a default. This means N82 CSR is only required to process deviations from the schedule, such as leave or overtime.  If an employee’s normal tour of duty changes and the change is expected to last more than one pay period, the supervisor must forward an updated Work Schedule Request to N82 CSR.


(2)
DCPS generates a preprinted timesheet for each employee in its database.  N82 CSR should be advised of any changes such as employee accession or separation.  The basis for the timesheet must be contemporaneous records of time and attendance; the timesheet has a section that can be used as a sign-in sheet if the office does not use MSC 5330/6.



(3)
DCPS requires input at the level of one decimal place.  An entry for 1½ hours (1 hour and 30 minutes) would be 1.5.  The timekeeper must covert time in minutes to the nearest decimal place using the table in enclosure (1).  Sick and annual leave may only be taken in 0.5 hour increments, but overtime or compensatory time may be worked or taken in 6-minute (0.1 hour) increments.



(4)
Enclosure (1) shows how to record time and attendance for employees for a pay period in which they did not work their approved schedule.  This procedure is for use when the change is not expected to cover more than one pay period.  


/S/


G. S. HOLDER
Distribution:

COMSCINST 5215.5

List I (Case A, B, C)

MILITARY SEALIFT COMMAND

TIMKEEPER REFERENCE PACKAGE

DEFENSE CIVILIAN PAY SYSTEM (DCPS)
Customer Service Representative

Mary Burroughs 685-5241

TIMEKEEPER REFERENCE PACKAGE

SECTION 1:  WORK SCHEDULES

(1.1)
EXHIBIT A is a sample Work Schedule Request.  All employees have a work schedule that is preprinted on the timesheet.  A new form is not needed for a change in schedule that does not affect more than one pay period.

(1.2)
DCPS uses an AWS code to identify the Alternative Work Schedules:



AWS CODE




MSC TITLE




0






a.
Basic Workweek (Regular Hours)



1






b.
Basic Workweek (Flexitour)



6






c.
CWS Groups 1 through 10

For Part Time Employees with less than 40 hours per week use AWS 0.

The AWS code is preprinted on the timesheet.  EXHIBIT B (top part) is an example for AWS Code 0.  Note the hours on the line titled TOUR are set at 8 for each day.  Flexitour workers use the same card, but the AWS code is 1.

EXHIBIT C (top part) is a sample of AWS 6, with the second Tuesday as the Regular Day Off (RDO).  Notice there are no hours for the second Tuesday, 8 hours for the first Tuesday, and 9 hours for all other workdays.

SECTION 2:  TIMESHEETS

(2.1)
The following fields are at the top of a timesheet:

EMPLOYEE ID



Social Security Number

BLK/GRP




DCPS Identifier

ACT UIC





Unit Activity Code: HQ MSC is 00033

ORG






Distribution Code identifying the MSC office

EMPLOYEE




Employee Name

PLT ROT





Not Used

PERIOD ENDING


Pay Period Ending Date

SEQ NO





Sequence Number for Sorting Cards

TOUR






AWS Column









SUN-SAT Columns show hours only when the employee’s 







normal tour of duty includes these days

TYP/SFT





TYP is for TYPE of Hours









RG means Regular Hours









SFT is SHIFT.  Non-shift work (0) is standard

SECTION 3:  CODES FOR HOURS

The following table contains the codes most used for reporting hours.  Contact the CSR for any situation not found below.




DESCRIPTION




CODE



Regular Hours





RG




Annual Leave





LA




Sick Leave






LS




Compensatory Time – Earned


CE




Compensatory Time – Taken


CT




Overtime Scheduled



OS




Overtime Unscheduled



OU




Overtime Unscheduled Exception


OX



Holiday Work





HG




Court Leave





LC




Donated Leave




LD




Administrative Leave



LN




Approved LWOP




KA




AWOL







KC




Military Furlough (LWOP) Called to Active Duty
KG




Military Leave





LM




Restored Leave




LR




Advanced Annual Leave



LB




Advanced Sick Leave



LG




Suspension





KB




Furlough






KE




Religious Comp Time Earned


CR




Religious Comp Time Taken


CA




Traumatic Injury




LT




Day of Injury





LU



Time Off Leave Award



LY
SECTION 4:  MINUTES CONVERSION TABLE

DCPS does not allow reporting time in minutes or fractions of hours.  For periods of less than an hour, the time must be reported in tenths of hours.  The table below lists the conversion for 6-minute intervals:




MINUTES




DECIMAL




0-5







.0





6-11






.1





12-17






.2





18-23






.3





24-29






.4





30-35






.5





36-41






.6





42-47






.7





48-51






.8





52-59






.9

SECTION 5:  SAMPLES OF COMPLETED TIMESHEETS

(5.1)
NORMAL WORK WEEK (EXHIBIT B)
DCPS is an exception-based system; only deviations from the schedule need to be posted.  The exhibit shows a normal workweek was worked, and only needs to be signed, since there was nothing except regular time worked and no leave taken in the pay period.

(5.2)
ANNUAL LEAVE AND SICK LEAVE (EXHIBIT C)

The sample employee works AWS 6 and has the 2nd Tuesday as her RDO.  Four and a half hours of sick leave are taken on the first Monday and 3 days of annual leave are taken (Wed-Fri of the first week).  Notice that only the hours for the leave for the specific day are noted.  The column marked “INIT” is for the employee to initial, if possible.  When initialed, the approved leave slip does not have to be sent to N82.  In this example, the employee has initialed the timesheet.  Note the conversion of 30 minutes to .5.

(5.3)
COMPENSATORY TIME EARNED AND USED (EXHIBIT D)
The employee has AWS 6 (2nd Tues. RDO).  The employee works 3 hours and 40 minutes on the RDO and also works 2 1/2 hours on the 2nd Wednesday.  The employee takes 9 hours compensatory time off on the second Friday.  The employee takes 1 hour of sick leave on the first Monday.  The sick leave is not initialed, so an approved leave slip must be forwarded.  Note the use of tenths of hours, the week alignment, and that the timesheet only shows the deviations from the approved work schedule.

(5.4)
OVERTIME, COURT AND SICK LEAVE (EXHIBIT E)

The employee has AWS 6 (2nd Tues. RDO).  The employee works 30 minutes of overtime Tuesday through Friday during week 1.  Sick leave is used for the second Monday and Court Leave is used for 5 hours on the second Thursday.  Notice the difference in placement between a half-hour (.5) or five hours (5).

(5.5)
FAMILY FRIENDLY LEAVE (EXHIBIT F)
When an employee uses sick leave for family situations, such as adoption, the regular code (LS) is still required in the TYPE HOUR Column.  A Family Leave Code must also be entered in the JOB ORDER NUMBER field as shown in the exhibit.  The appropriate codes are:


DA
Birth of a child, or newborn care


DB
Adoption or foster-care processing


DC
Care of seriously ill spouse, parent or child


DD
Employee’s serious bereavement

SECTION 6:  CWS CHANGES IN THE SAME PAY PERIOD

COMSCINST 12620.1 allows employees to stay on their compressed work schedule on travel of during training in certain cases.  A traveler may remain on CWS if it will not affect the assignment.  For training in the local area, the employee can stay on CWS by being present at the work site before or after the training session.

If the employee takes the RDO, the preprinted timesheet is used and no changes are required.

The following three examples show a change in the RDO; the original timesheet can be used, but changes must be made.

EXAMPLE 1:  (EXHIBIT G)
Managers may change an employee’s RDO to meet work needs.  A different day in the same pay period can be used as a substitute.  The worker’s RDO is the 2nd Tuesday.  Management requires that the employee work on the RDO and the second Friday be substituted.


1.
Add Work Hours to Second Tuesday.  The second Tuesday is filled in on the schedule:  9 hours is placed on the top line and RG is placed on the second line.  Nine hours are needed because the second Friday is scheduled for 9 hours.  RG is entered for regular hours; a “0” is not needed.


2.
Line out Schedule for Substitute RDO.  The second Friday is lined out on the schedule and the code “RDO” is placed over the line.  This simply shows the switch in RDO.


3.
Identify CWS change on Bottom Line.  Put “CWS RDO CHANGE” on the bottom line of the timesheet so the change will be noticed and approved by the supervisor signing the card.  This line will also assist the CSR in identifying the change in the schedule.

EXAMPLE 2:  (EXHIBIT H)

An employee on travel status or in a training class for part of a pay period works on her RDO; a different day IN THE SAME PAY PERIOD can be used as a substitute RDO.  The employee has AWS 6 (CWS 1st Friday as RDO).  The employee is on travel or in a training course for the 1st Friday.  The second Friday is the substitute RDO.


1.
Add Work Hours to First Friday.  The first Friday is filled in on the schedule:  8 hours is placed on the top line and RG is placed on the second line.  Eight hours are needed because the 2nd Friday is scheduled for 8 hours.


2.
Line out Schedule for Substitute RDO.  The second Friday is lined out on the schedule and the code RDO is placed over the line.  This simply shows the switch in RDO.


3.
Identify CWS Change on Bottom Line.  Put “CWS RDO CHANGE” on the bottom line of the timesheet so the change will be noticed and approved by the supervisor signing the card.

SECTION 7:  CORRECTING ERRORS ON TIMESHEETS

Under no circumstances will erasures, white-out or correction tape be used on a timesheet.  Errors will be corrected by drawing lines through the entire 2 week period and the timekeeper will initial in the INIT column.

EXAMPLE:  (EXHIBIT I)

The employee has AWS 6 (2nd Tues. RDO).  41/2 hours of sick leave are taken on the first Monday and 3 days of annual leave are taken (Wed-Fri in first week).  During week two the employee used 6 hours of sick leave on Thursday.

The timekeeper then realizes that the sick leave was posted for Wednesday on the second week (not Thursday) when checking the timesheet against the approved leave slips.  The other sick leave recorded for the first Monday was posted correctly.

In order to correct the sick leave, the error is lined out (both lines) and the corrector initials the TK (timekeeper) column.  The complete pay period is then done over.  In the example, leave slips had to be sent with the timesheet because the employee did not initial the timesheet.

SECTION 8:  SUPPLEMENTAL TIMESHEETS

EXAMPLE:
(EXHIBIT J)

Supplemental timesheets are to be used to correct the current period timesheets.  If any reported exceptions to the preprinted hours has to be changed, first DELETE the incorrect line and then ADD the correct data.  For example, an employee should have used 9 hours of sick leave.  A new timesheet is completed for the employee.  It is not necessary to put in the work schedule; add the word “SUPPLEMENTAL.”  Notice in EXHIBIT K how the incorrect annual leave is DELETED and the sick leave is ADDED.

MILITARY SEALIFT COMMAND

TIMEKEEPER REFERENCE PACKAGE

DEFENSE CIVILIAN PAY SYSTEM (DCPS)
EXHIBITS

Customer Service Representative

Mary Burroughs  685-5241

WORK SCHEDULE REQUEST
COMSCINST 12620.1

PART 1 - EMPLOYEE INFORMATION AND SCHEDULE SELECTION (Employee complete items 1 through 6)

1.
NAME (please print)

2.
CODE


3.
DATE



4.
CHECK ONE OF THE BOXES INDICATING YOUR CHOICE OF WORK SCHEDULE.

 FORMCHECKBOX 

a.
BASIC WORKWEEK - Regular Hours




(0800 - 1630)
c.
COMPRESSED WORK SCHEDULE


 FORMCHECKBOX 

GROUP 1 (FIRST MONDAY OFF)
 FORMCHECKBOX 

GROUP 7 (FIRST THURSDAY OFF)


 FORMCHECKBOX 

GROUP 2 (SECOND MONDAY OFF)
 FORMCHECKBOX 

GROUP 8 (SECOND THURSDAY OFF)


 FORMCHECKBOX 

GROUP 3 (FIRST TUESDAY OFF)
 FORMCHECKBOX 

GROUP 9 (FIRST FRIDAY OFF)


 FORMCHECKBOX 

GROUP 4 (SECOND TUESDAY OFF)
 FORMCHECKBOX 

GROUP 10 (SECOND FRIDAY OFF)


 FORMCHECKBOX 

GROUP 5 (FIRST WEDNESDAY OFF)


 FORMCHECKBOX 

GROUP 6 (SECOND WEDNESDAY OFF)



 FORMCHECKBOX 

b.
BASIC WORKWEEK - Flexitour


5.
WORK HOURS FOR 4b AND 4c ABOVE:



FROM ______________________________________ TO _________________________________________

6.
EMPLOYEE SIGNATURE


7.
SUPERVISOR/DIVISION DIRECTOR SIGNATURE



PART II - DIRECTORATE HEAD (Complete items 8 through 10)

8.
CHECK APPROPRIATE BOX



 FORMCHECKBOX 

Approved
 FORMCHECKBOX 

Disapproved
9.
SIGNATURE


10.
DATE



PART III - WORK SCHEDULE CHANGES (IN EXCESS OF ONE PAY PERIOD) (Supervisor and Employee complete)

DATE
WORK

SCHEDULE
EMPLOYEE

INITIALS
DATE
SUPERVISOR

INITIALS
DATE


FROM
TO






















































































































MSC 12620/1 (Rev. 2-90)
Exhibit A

[image: image3.png]........................................................................................................................

| EMPLOYEE ID | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERIOD ENDING | SEQ NO |

I | eeel | 862387 | e7200 | f | 62/26/66 | o355 |
o0 g T S0 enss |
ISTD JON | | HRS WORK | - | T0C ]
l .......................................................................................................................
| | ANS | SUN | MON | TUE | WED | THR | FRI I SAT | SUN | MON | TUE | WED | THR | FRI | SAT |
ITOWR | 6 | | | 9/ee] s8jee| 91e6| 9jee] 9jee; | | | | sleel | | 9jes| 9lee| Slee| | )
ITYP/SFT ! | RG 6] RG 6] RG ©| RG ©] RG 6| I | Lh e | RG @] RG 8] RG o] |
IGRADEDNO | | | | | | oy A N
T o e v Tt L I
I JOB ORDER NUMBER  |TYPE HOURIWEEK | SUN | mMoN | TUE | WED | THR | PRI | sar | INIT
e SRR LT T LEP PR PR f=m=eeoe-- f-==-- e R feseecen-- J=emeenee- f=mmeeene- e A R l
l I 1 I FYist 1 1 1 I ! | I I | [
I I L 5 |-=--- e ILISI --------- R [==emeee-- [=eeeeeen- R IPDI
I l I 2 | | | N N I I I | I l
R AL LT T EC TP f=memmeocaeann. o A J=eeeeenn- [==seeennn e f=enerene- freneoeen- e 'P.DI
I I 1 I | A s T e N I I I I I
I I LA fouee- f==ecenn-e R R l--q ------ lq ------ l--q- ----- e I I
I I 2 | | | I e o I I I I
[ommmmm e R R L LD foeeene--- Jomescone- A e foemeeene- e A feseennnes |
| l 1 | | | | | I ! ! I | ! | ! I I
! l Rt EESELP [-emnneees ERLEEETED foeemeeees oeeeneee feneneees REEETTE =emneeee |
| | 2 | | | | | | | | | ! | I | | I |
[eeer oL R [-nemenens RRERISIE J-ememeeee [-emeneees oemenneee foemeneeen [-emenens ERRRETEES !
! | I ! | | | I | | | I ! | ! | | |
! | S ELETRPER [-emeeeees EELTILTPE oemeeeens f-meeeens f=neneeees Jeeeees EEEEELRS |
! | 2 | ! | | | ! | | ! | | | | ! | |
e RREELERE LT Joommemccemannns foseeoen-e R f=emeeene- foeeeonen- Jroeoooe-- fomesen-e- R EEREERIE I
| | I | | | | | | | ! ! | | ! | | |
| [ R ] RETCRERS [-menenees [-emeeeees [eeeeenes EREEEPEPS EEEEERTPE [oneeneene REECTCPRS |
| | I 2 | ] | | | | | | | | | I | | | |
Rt T LT R R R R R R foreeoee-- foeeeeenn- e R |
| I I 1 I I I e l ! I | I !
| I feeen- foeeeoee-- fooeeeee-e [=oeenne- fooeen-e- e A R A I
I ! I 2 | ! e I I [ I I |
ey ey T L !
IREG| |oT| JComp| IHOL | I SUN| I2ND | I3RD| IND| |E/H) ILv] INP/LV| I
I—1I e ] l__L__J__L__J__L___LJ___J__l N DAY S I
WK1l IN ) ouT | IN | ouT | N I ouT | wk2) IN | ouT | IN | our | IN OUT | REMARKS:
f===]---nee- [=eeen-- feseen-- |===e--- f=v=ee-- Joee---- B R EERTEEE Joeeoees femen--- f==-en-- f=eee--- feeene-- |
ISUN| | I I | I | ISUN| I I I | I e SRR LT LT PR
e [==----- A f=-ee--- Joseee-- fov--n-- I RS EERTLTE feevnn-- feusen-- f--ennne feseen-- feoeoe-- |
[HON] | I I I I LT l ! I ! | | oL
J-=efemneees fomneeen f===enen RESTEES RELTELS RETES bod=emeeeeee foneneee EEREREE [-=eeeen RREEEEE f[-eeenee !
ITVE] l | l I I | ITUE| 1 [ [ | , | omeeeme e,
L RREEE |---nee- ==enmen [-==nne- RERERES RSy EETOPS feneeee EEEEES |-=eeee foneneee [onmeeee !
Iweo| l | | [ [ | Iwep| ! | ! | l R RRRACEEEEPERS
(il REREEEE [==-=n-- foone--- [===v--- J=ssee— |-v=e--- e f-en-e-- foescee- feeoee-- f==-=--- [==e---- I
ITHY| l | | | I~ ] IThy) | | 1 l ! [oremmeee
R [==e-=-- J-eeene- [====--- Jo=nee-- J=ee-te- I REES EEETERE [==---- fmeeeen- feemen-- f=se---- [ESRERER I
IFRI| l | ! | [ | IFRI] | [ | | | I s
f==-[-eeenen [-eeneee RREEEES REES REERES RESEECR [ femefenenens ERREEED RRESEE EEESPE [-eeeeee RSTREPS l

I | I | | ISAT| ! I I I I !

!

------- R R By L S i Bt bl EESTOTEY RPN PO NS
CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT. OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS
FOR NON-EXEMPT FLSA. I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED
AUTHORIZED SIGNATURE

EXHIBIT C




[image: image4.png]........................................................................................................................

| EMPLOYEE ID | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERIOD ENDING | SEQ NO ]
| | o681l | 862387 | o7208 | | | ©82/26/00 | 008355 |
b1 GE3SS |
|STD JON | | HRS WORK | - © | TDC |
l -----------------------------------------------------------------------------------------------------------------------
| | AMS | SUN | MON | TUE | WED | THR | FRI | SAT | SUN | MON | TUE | WED | THR | FRI | SAT |
venser &1 1L steel sjeel oieel sieel sieel | | | | sjes| | | siee| siee] siee| | |
ITYP/SFT | | R6 8] RG @} RG 8] RG o RG o) | | Lh o] | RG @] RG 8] RG o] |
L L L S AU O S T O I S (T T A A T TR T S
D e TSR ST |
| JOB ORDER NUMBER  |TYPE HOURIWEEK | SUN | MON | TUE | wed | THR | PRI | SAT | INIT |
[oeeememmm e eemmenns R PO TN [oemeennes Joeeemanns | ensenmns [eeemenns fomemmneas [eeemnne |
| l L L R T A R T T |
| S (R SRR omemmnen [oemmnne- [emeemnnn [eeenmenns T |-eemmen- FE— |
! 1 CE 120 131G IS o |
[rememee ot eeaaae =omeTomeeennns T [eeemnnns | =2.. 2 RN T [emmanns [memmas T |
| | L T A A R T A T |
| | R PO feeemnnas |oemenenen Joeemmenns [ oeeeenees ussemennn |-meemnnen [emmennnn |
| CCT v T R A !
[ mmem e e Jeeememennnanns eeeemmens [mennnnns fommeeens [eeennnns fmeemenes PR | oeeemen fommennnns |
| | L L T T |
| | FETN PO |-deeenn fommeenes [ Joueerenns Jresnenenn [eememnnns EE— |
| LS T L T e T T |
[mmee e e Jeemommmennns [oeeemmnnn [eeemmen [oeemnnnns fommenanns foeeemans [eeemenes TET [ommnnnns |
| | L T R T T T T S |
| | R PR [eeennnns [ceemnnnns emennnn -eermnnes fomeemnnes [omermnns P |
| | S L T D T T T T |
[=emmm oo eemeemcmnnnn. -eeemnnn- foeeennnn [ -emenanas eemernnns Jeemmenes oeeemenns [eemmne- [eeemnnns |
| | L T R T e T T R |
| | E PR [omenmnnns [oemnnnne oeeemnnns freeemnnns [-eeenns eeemnnnns feemannnns |
| | T L L T e T T |
[=meemmmee e P N - [-eenemnn- [-eeeenen foenenanns [oseemnnns [eeemnnns [emmeees [oemeenne- |
l | R L L T T T e S |
| | R [meenmenn [eeemnnnn- [oeeennnn eeemnne- meemnens -emmnne- - |
| | L A T T T T |
e U U UL SR ;
[REG| JoT] |conP | [HOL | [SUN| |2ND | [3RD| IND| |E/H] | INP/LV] |
R T A N N T [ R N TR M T N S T N
IWKI| IN ) OUT | IN | ouT | IN OUT | |WK2| IN | OUT | IN | ouT IN | OUT | REMARKS:
-eefemnnnn- foeenne- [eennen E T P - | een]ommnnns [oemnnns [oeeeees [oemnnes feeenns [oeeenes |
I SUN| | | | | | | Isun] | | | | | | eeeermee e
T T [eemnnnn T fonemnnn Jeemenn T I E— P T T foeemnee T |
IHON| l I I I I | ImoN| I | | I I | e,
LT T IS T I - L P T - P fomnnns T |
|TUE] | | | | | | 1TuE] | | | : | | ooeemmem e
o= emnnnnn femnnee- T T oeennns T | Jeeefenenens E—— [eemnne- fmnnee- [oaemens [eemnees |
Iweo| | | | | | | || | | | | | T ORR
R T T [-mnennn f-eemenn - . | eeeeemnnns Joeeeeen [omeneen emenne- [eemees fomenens |
ITHY| I | ] I | - | 1THU| I | | I | | e
-eefemmnnne [T T Er— p— |-eeeien [ P Eo—— P fommnns T famnenes |
PRI | | | | | | |eRI| | | | | | JICTTTOIU
R P T |-eemnnn T feeenn Jeenmnne L Ee— fomeeens foenenes [eeenne- oeemnes [ eeenens |
|SAT | | | | l | 15AT| | | | | | |
|

CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT. OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS
FOR NON-EXEMPT FLSA. I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED
AUTHORIZED SIGNATURE

EXHIBIT D




[image: image5.png]| EMPLOYEE ID | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERIOD ENDING | SEQ NO ]
| | eee1 | 062387 | e7208 | ] | ©2/26/00 | 08355 |
T o270 ] se3ss |
|STD JON | | HRS WORK | - | TDC |
' .......................................................................................................................
| | AWS | SUN | MON | TUE | WED | THR | FRI | SAT | SUN | MON | TuEe | WED | THR | FRI | SAT |
ITOUR | 6 1 1 | 91ee] 8leel 9iee| sjee] 9jee) | | | | Sleel | | 9jee| slee| 9jes| |
ITYP/SFT I | R6 @] RG @] RC ©] RG 8| RG CY | | LH o] | R 8] RG 8| RG 8| I
IGRADEDNDlllllIlllllllllllllllllllllll
e RS L LI |
| JOB ORDER NUMBER ITYPE HOUR|WEEK | SUN | MON | Tue |  WED | THR | FRI | SAT INIT |
R AT TCEPT TR fo=nnnee- ===~ [-emmmnee [-==meneee [-=eennnee fo=eeenees |--=nee-ee [-=omneene R REEEEETEE |
| l L Y IS S 1 |
: [ f-=--- s REISITERS [-=nnses RETTEre RESREEREE [--=meme- R [==emneee |
! N I R T D I |
R ARACLTTTCEETPRR R et N [+==nnneee RESEIETE S ARLLEELEE R Rl RECTEETRS [+=memnens [=mmneees |
| [ S U P A T e T Tt H I |
l | [----- [-==emnnee f+==meeeee l-=nmneeee RESREETE EEEEEE RE AR R femmmeees [===eeeee |
| | P20 0rqgr 0 o0 o0 o o !
e LTI L LR P PR |LS -------- R |q ----- femeeneeee [RERSEETES [+=nemeene femmmneene EEREETTPS [+mmeeenns |
| | S T R e R E E T | |
| | J<=--- [-=-emnmnee [oenenee- [omneeenes REEEEETLS [---eennee [-oennnne [-=mmmnee- [+=eemeens !
! VC ra o L R !
R SR CTEE TR JooTR T [=emnmeee- J===mmnees [-=eeeneee [=eneneees [ e [oomennes [==mmeeeee EESEETTR |
| | S L R T T T T I !
| | [----- [-==nmmeee [+nneneee [-=emeeee REREEETEE [oennneee Jomennnnne [-==nnneee [+=neeeeee |
! l I 2 L L R N e R T T T R |
R LT PR fomeeenmmmnennes [+==nemeee foemmeneee R [oemmnnene [-=eenneee R [oemmmeees REREEEETS |
[ [ S L L A A T T T T P |
[ | -=--- [-mmnmeees REESTTTS [-=meeeene [RESETTER fommmeeee [==mnmeees [-=mmeeees [+=enneeen [
| | T L AL T R R R T T Lo |
R LTTRP R TP R REETETTES [+=mmnneee [-=eenneee -==enenee [-rmmeeees e fonmmmeees [=enneenee |
l I S T LA R R T T T T T | !
[ [ f+---- foesemnne- R R Jommnmeene J-=neneeee REEEEETEE REREETTER [+=nnneeee |
| ! L L R T T T T T T I l
T RS O U SO UL L ST S A t
|REG] |oT) jcone| |HOL | | SUN| |2ND | I3RD| IND| |E/H| ILv] INP/LY]| |
g N (U NN TR S N R | —_
WK1l IN | ouT | 1IN | ourt IN | ouT | |wk2] IN | our I IN | our | IN | our |  REMARKS:
R Rt R R Ot f-=neeee R LT EEPPTRS fomeneee [===nee- fomeee-- REREEEE REEREES |
ISuN| | | | | | | IsuN| [ | [ | | R RGEECTEIEEPPS
[-==feneeeee [+==nee [===neee REEEEEE |-=nnee- [+=nneee IR EETEIS REREELE RERTELE fomneeee [EEETEEE REEITER |
IMON| l i l I I | 1mON| I [ I | [ | e,
-==feneeee- [-==eenn [osmsne J==snee- Jomnnee- [===-nn- I EETEEES [-==nnne REREETE f-neeee- [+nneee- REEEEEE |
ITUE| | [ [ [ | | 1TuE| ! ! [ | ! [
S REete RESEES fo=mnnes REEEEES f-==e--- [RRETEES | 1e=]emeeeee femenees [==nneee EEEERES RESEEEE fonnnnee |
IWED| ! | | l | | Iwep| | l ! | ! I RRAE TP EER
[===]-mmnees RESSEES RESSEEE J-==---- +==nnm R Ry EEEETES RRREEE [===nnee [EREEEEE f===nnee RERSEEE |
ITHY| | | | | RN (1] | | | l | | ommemmm e
== feneeees REESTER RS f=-=n--- f<=-enn- Jo-eetee LY EEETEES ===ene- f==-neee fomeeees [=nneees RELTETS |
[FRI] | | l | | | IFRI] | o | | | oo
== femennes REESTEE [-=mnene REETEEE REEEEEE foennees [ 1-mefemeeene REEEEES [==nmeee RREEEEE REESEEE REESEEE l
| | | | | 1sAT| | l | | [

------- P A Ml Bhatd Ll [T EEns ERY SRR SO SRR SRR
CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT. OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS

FOR NON-EXEMPT FLSA. I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED
AUTHORIZED SIGNATURE

EXHIBIT E




[image: image6.png]........................................................................................................................

| EMPLOYEE [D | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERIOD ENDING | SEQ NO |
| 249081915 | 666l | 666633 | eelle | | | ©2726/60 | ©6ee87 |
R R e AR L L L LT LR LT P EE PP PP PP PRR [
|STD JON | | HRS WORK | - | TOC :
I -----------------------------------------------------------------------------------------------------------------------
| | AWS | SUN | MON | TUE | WED | THR | FRI | SAT | SUN | MON | TUE | WED | THR | FRI | SAT |
ITOUR | 6 | | | 9lee| 9jee| 9lee] 9jeel | | | | | | 9lee| 9|ee] 9lee| 9jee| 8lee| | |
[TYP/SFT ] | R6 O] RG 8| RG ©| RG 8] | | | LH 8] RG 8| RG 8| RG O] RG 8] |
IGRADEONO | | | 1 | t ¢t bbbt
e e T R TR, |
| JOB ORDER NUMBER |TYPE HOUR|WEEK | SUN | MON | TUE | WED | THR | FRI } SAT | INIT ]
[ emmmm e [ERERERRRE [----- EEEERERS EEETEEEPE [EEEETERTE [omeeeen- REEEEEETE [=eceeenn- [-oeenenn- [oeeennnns 1
| l fo1 o l lql : I | | | | | | [ | |
| | foon-e- EEEETPRS foedocenns [ERETEEPE [-eemnnen- [EREEETETE [EEEEEETES ERTEEEPEE [oaemnnnn- [
B L
1 | 1 | l l [ e e A T I B B 1
| | [----- foeennen- EEETETERE [EREETTEP [oeomenen- Joeneeneil fecemennn- [=eemnneen- [EEEETPRRE |
[ | 2 ] [ [ [ T N A D I [ !
R Rt R fomeonnn- foeceene-- [EEETEETE [oeemeene- [ERCEEEETE [eoemnenns foeemnnen- [EREEERRE [
| | I 1 | | ! A T T | [ I | |
| | [+~ [ooemen-- [EEEEEEPE R foemmennn- [seeemnnen [-emeemnn- [=emennnnn [omnennnn- [
! [ 2 ) | | | [ T N T ! N T [
R EEEDE R L PP R [-eeeen-- [ERETEERR [=emennn- [=ememnns [EREEEERPS foeemennn- [=enmnnnn- fomemennn- |
| | S I | | [ T | I I | [
[ ! [----- foeeenen- foseneenn- [EREEEERE [=ememnnn freenmenn- foeemennns [seemmenn [eemnnnn- |
| | 2 | | [ R T I | ! | | | |
foeeemameme e R R foceeen-- [eeeeennn- R foeemmnen- RETEEPERS foereeennn [EETETEREE [=emenen- |
l | 1 | 1 | R N R T T | [ T B [
! | fouu-- Jeoeennn- [EEETEREES REEETERPE [=eeemnnns [oeemeenen foemennnn- [eeemnnnn- [EEEETEPES [
| | |2 | l T T T | | I | |
[=ecemcemmeceaaeaaaaa, R s fooeannn- [ERETETRES foemneen-e- [<=eeeenn- fomemeen- [cemmnvenn feemmnmnn- foeoeenen- I
| I I | L] [ T T T ! R T |
| | f-ennn fommennn- EEETEEEE foeeennnn- [EREEPPR fomemmnnes [EREEREPR foeomamen- [=ememenen |
! | | 2 | I oo N T I | I | !
o e o e e e e e e e e eeeeeiecciciciicaicacaacanns |
|REG{ |oT| |comp | |HOL | |SUN| |2ND | |3RO| IND| |E/H) 87! INP/LV| |
NN S RN PRSNY R [N RN (RN N U R, PR S S U U SR U N A S
[Wkl] IN ] OuUT | IN | OuUT | IN | outT IWK2] IN ] OUT | IN | OUuT | IN | OUT | REMARKS:
[===feeennn- EEEEEER EEEEEEE [-=e=--- EEREEEE REEEEEE N EXEY CETETES [EEEEEEE foemene- EEEEETE [+s-vne- [EEEREEE l
I SUN| | l I | | ISUN| 1 [ ! [ | | e
fone]eeeen-- J-=e---- foeeen-- fooenoen- EEEEPER [-=nvn-- [EEEE EETRRRR foeeeee- [-=een-- ERRRETE foecene- EEEEEER |
[MON| | | ! | | |MON| | ! | | | AR EEE R
[+-=femnnn-nn [=emnnn- [-aemen- fomenn-- [=ovnnnn foeeene- ERRY EPPPPPS [EEEPPRS |ennn-- [=eemnnn [-emnne- EEREEEE |
ITUE] I l | | | | TUE| l | | ! ! LR L LR
[-efomennn- [-eeennn |=eeen-- [eeeene- foeneee- foouene- RN EEREEER EEEEREE foemnnn- EERREEP [EERREEE EREEEEE l
IWED| l l I I | IWED | | | | | | | e eeaaaas
[===f-=nnn-- [<-emnen Joeenn-- J--e-e-- [-ennnn- [-eeen-- foeolomnnnn- [ennn-- EERPER RERREPS foemne-- fononnn- |
ITHYY I [ [ ! | ITHY| | | | | | | e
[=eefesmnnn- foneenn- foemnnn- EETEEEE EEREERR EEREEER RS EEREPES [EERETES [==nnn- fosenenn fomeeeen fomemnn- [
|FRI} I I | | I |FRI] [ | ! | | | eeeeeeeeeeeaaaan
Joefoeennnn foeeene- f--eenn- foonenn- foeeene- foemnn-- ERRY EETEPER EEEEEPS [EREEEER [EEEEETE [==ennne [=eenen- !
|SAT| | | | | | |SAT] | | | | | |
|

CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT.

seeefeeeees |----ee !
OVERTIME APPROVED I[N ACCORDANCE WITH EXISTING LAWS AND REGULATIONS

FOR NON-EXEMPT FLSA. I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED

EXHIBIT F

AUTHORIZED SIGNATURE




[image: image7.png]| EHPLOYEE 10 ] Bikremm | an LTI e

| EMPLOYEE ID | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERIOD ENDING | sEQ No |
I | eeel | e62387 | 67200 | | | 62/26/60 | o355 |

oo s T ) B0 cess |

ISTD JON | | HRS WORK | . | Toc I

' .......................................................................................................................

| ] AWS | SUN | MON l TUE | WED l THR ] FR1 | SAT | SUN | MON | TuE | WED | THR | FRI SAT |

o ) € 111 106l 8lee| Si60l sjee| sjee] | | | | 9)ee| Qlool 9lee| sjee| sjed| | |

|TYP/SFT | | RG ©| RG 9' RG 9' RG 9' RG 8| | | LH 8| RG | RG ©] RG 8] R 0] |

| GRADED ND R R I I R I I O e Frorr g [

T ron aon T e L L TRRO |

| JOB ORDER NUMBER  |TYPE HOURIWEEK | SUN | mon I TUE | WED | THR | PRI | sar | INIT
=oeeemem e cecannas P R PO TS f-eemenn- [ EET R oeeemenns [oeemmmnee |

| | S L S S A A R T B T R | |

| | R P -eemmmeee I [aemnnn -eeemnnn TR [-eeamnee- T |

| | N L L N | |

e m e (R [-emamnne [-eennnas -emmnenns [oemmmnne R F T [oermnnnee |

| | R L T A T e | |

| | R I TS T [oanennnne T PR T oeeemnnes |

1 | L L L T T A | |

[ emm e e, RIS [eemnmnnn foeemennes -eemnenn [eeeennnn [-eeemnnns foemennnnn [-eermnnnn [oemmeenen |

| | S T N L A T T T R R | |

| | L F [-emennnes oeemnenn IR -eeemnnne [-eenmnnn- foemmmnnnn oeemmnnn |

| | S S AN A T R T E R | |

[ me e [ [oememnnns S -eemnnnns [-eemnnnnn [-meemnnne [-eermnnnn TRSSRN [oememnnee !

| | L L R T | !

| | [oeeeefemmmenenn [ [ommmns oemmmnnn [oemmmnnne foeeemenn [-eemmnnnn [oemnmnnee |

| l T L L M ! |

e m et -meeeememmeneen [oemmmmeee oemmemnns oeemmnns foeemnnnns -eemmnnne [-eeemnnns [oeenmnnnn oememnnee |

| | S L L R T e R | |

| | E P [-ememmeee T [oemmmnnns foermnnenn oeemnnnnn [-ememnne fommennnne |

| | L L L Y T | |

[oemmm et Joeesmommmnaae Joeemnnnes LSS [ oemmmmnee osmmmnnns -eeemnens [-emmmnnnn [oemennnne |

| | L L L T D e | |

| | [-emeefommmmanen [-emmnmnes P [-eememnee [oemmmnnnn oemennnn -eemmnnnn [-ememnnes |

| CwS RDO CHanes L L L R T T T | n
T oL NNV L UL L L |
IREG| |oT| lCOﬂPI jHoL | | SUN| |2ND| |3RD| {ND| |E/H] |Lv] INP/LVI |
e A NN S N N N SO [ S N T (N T R N
IWKIL IN | ouT | IN | our | IN I ouT | 2| IN | our | IN | our | IN OUT | REMARKS:

o fonmmnee [-emmnne T [oemnnne -emene- =enmnee | [eenfonmnes [ommeen [oennnee [oaemeen formeenn oeeenn |

I SUN| | | | | | | IsuN| | | | | | | oo
Ty O -emmnee T T T T I P - [oaemnne [-aenne- foemmnne [=eenee- !

IMON | | | | | | [ [mow]| n | ! | | | eemee e,
T P f-aemne- T [ TS T IS P [ [ T [oemnnn- foemnee- |

I TuE| | | | | | | [Tue] | | | | | | oemeemmmciciaean,
L P T [T foemnnne oemnnes [-emenne | Jeenfomnnn-- T [-emenee T [-eennne T |

IWED| | | | | | | |weD| | | | | | | e,
=ee]emnnen T P [-emnne- T f-eennnn | Jeeefommnee- J-eennn foenmnne T [-emnnen oamnen |

I THu | | | | | | | |Thy| | | | ' | | emmme e
= femmmnnn T T— - P --enien LY P foeeene P ameee- =emmnne faenena- |

|FRI] l | | | | b IFRI] | | | | | IR
L P T T [oemnnne [-enene- T [ feerfomnnee- fennnns [cemmnne oeeneen -nmnee [oemnee- |

ISAT| : | | | | | IsAT] l | n | | |

------- R I Do LT i e el Rt PPN PR AU
CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT. OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS

FOR NON-EXEMPT FLSA. | DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED
AUTHORIZED SIGNATURE

EXHIBIT G




[image: image8.png]........................................................................................................................

| EMPLOYEE ID | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERIOD ENDING | SEQ NO |
| 249681915 | e©661 | 000633 | eelle | | | 82/26/60 | 86007 |
o |
|STD JON | | HRS WORK | . | TOC :
| -----------------------------------------------------------------------------------------------------------------------
I | AWS | SUN | MON | TUE | WED | THR | FRI | SAT | SUN | MON | TUE | WED | THR | FRI SAT |
ITOUR | 6 | | | 9lee] 9jee| 9lee| 9le8| §1dol | | | | 9lee] 9leef 9lee| 9jee] 8ipd| | |
|TYP/SFT | | RG 8] RG 8| RG 8| RG 9|ﬁh5. | | | LH 8] RG ©] RG 8] RG 8] R 2 ]
| GRADED NOD [ I T R I e A I A N A A A R T R I Q 1 i
e R e e P P PP |
| JOB ORDER NUMBER  |TYPE HOURIWEEK | SUN | MON | TUE | WED | THR | FRI | SAT | INIT |
REREEEEEEETPTPRTPRPRORE ARRRERIEE [=ememfeeeneneee J-mmenneee ERERREES eessenee | nenenee ERRRESEEE REEEREREY RESERPEE I
| ! D | I | ! ! | | | | | | ! | I |
| | G RRSEEEEEE [-enneneee |-=meeeeee [-eemeneee RESTIEES [nenenesss RERESEERE RECTRRREE |
| | |2 | | | | | | | | ! I | | | I ! I
R D EESTESEERTETRES RERECEEEE ERRREEEEE ERRREELEE EERCITEPE [ommmmmmenfemneeees EERRERTEE RETERPEPS |
| | [ 1 | | | I | | | | | e | | | I |
! ! ERARd RESEEEEE foeeeenene RESERTRES [-eeeeeee [-eeeenett | emeeeees RRSESEERD RESRSEREE !
| | I 2 | | | I | | I | | I I I I | I |
Jommmme e e EERREETELETEE EERRLEEEE oeeseees ERERIEEEE EEESITEPE RERRETESE REEEESTED RERREEEET RECTEPEPS I
! ! I 1 | | | | | ! ] | I I | | | | I
I | IRt SRR ERESECEES REREEERES RERSEEREE RETRILELS ERRREEEEE ERECREEPE RETERRREE |
| | I 2 1 | I | | | | | I | | | | | I I
[ e e R EERPERPRE EEEPEEPEE RERCERRTE EEPCRTEPR oeeeeens REERREREE EETEPTEPE EEEPREPEE !
I | I 1 | | I | | | I | ! | | I I [ I I
I | R EELTREPEE orensenes [oneneeees REERRERRE foreeenne EEEEEIEEE EEEREEETE EEEREERE I
| | P2 | | | | | I | | I | I | | | | !
R P PP RPS [-memmemeennes ERRRCEEEE ERETELTES ERESERIEE RERCEREPE ERRREEETE EERERTEE ERRRRREEE EETRETETE I
| | [ S | | | | I | | | | | I | | I | |
I | RSl RRCEEEEEE EREITES -ememeees EERRREEE ERRSEEET RERRCIELE EERCREETE RERCREREE |
| | P2 | | I I | | | | | | | I I | | !
ERETECETERTEPOREPRTRTRRS [-eeeeoemnenens EETRRERTS ERETTTPOR -eeeneene -emmeenen EEEREERLE ERCEREEPR | oeeeenene eeeeeenes |
| | I 1 ] | ! | ! | ! | | | ] | ! ! | |
| CHAVGE | RERERI EETRPERPS RESTEEEE EESPEPETE REEPOPLRE [-cemenene EECERCEPR foremrenns EEEPRRTEE !
|CwS Rdo | N 2 T T (e (N T S T SR S SR S I
oo e o e e L !
|REG] |OT| |comp | |HOL | |SUN| |2NO | ELLY IND| [E/H| 187 INP/LV| |
I_J___LJ___I__L___L_L___L_L__J__L___L_L___LJ___J__L___LJ___J___L____J
[WK1] IN | OUuT | IN | OUT | IN | OUT | |wK2] IN | OUT | IN | OUT | IN | OUT | REMARKS:
R |-eeeee -eeeeee |-----e |--mneee |--nenee | Q=esfemenees RRRREES | -ee e |==eneee freneses | -eeeee !
| SUN| ! | I | I | ISUNJ | I ! I | | e
EERIERELELS RSECECE RETTERS [-=eeee- EREEEE RETERRE RS EETERE REEERES REETER -eeeene RRCEPEE REEPERS |
|MON| | I I I [ | I|MON| ! I | | | I LR TR T
FERIECPLRES ERRCECE [-eeeeee RECELES REEEEEE RERECEE INESTICRRERES REPTPEE REPERES RERERES RRSEREE RETTERR !
ITuEl l I | ! | | ITUE| I ! I ! ! R EECEEEETPPERRES
EERIEREEEPS RESECEE EEEEEEE -meeen RESERLE RRSEREE N EE EESECES REREEEE RERSEEE REREEE REEEREE ERISEEE !
|WED| I l ! ! | | IWED| | | | | | | oot
ERRIEEELITS RETCRE |-eeneee |--eeees EEEREEE [RRRERSE INESEIEEEERES RERSEEE REETERE oeeees RRREREE RREPERE |
ITHY| I [ | l ! I 1THY| | | | | | R SRR LR
EERIEREEETS REELELE RREELRE RRRIES REEEEES REREELE | Loesfeeeeees RRECERE |-eeeees REETES RESEREE Pemeeeee !
[FRI| I I I I | | IFRI| [ | | | | | eeeeeeameeaaaaas
e fneneee |--neees |--meees |--eneee |eneee RREELEE INESEIEREERES ERREEED RERSEEE RERSEEE [-=eeee [onee I
| SAT| I I | I l | |SAT] I | | | I |
|

CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT.

....... |.--.---,-.--.--l--.----l I.--l-------l.-..-.-l---.---l--.---.

OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS

FOR NON-EXEMPT FLSA. I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED

EXHIBIT H

AUTHORIZED SIGNATURE




[image: image9.png]........................................................................................................................

| EMPLOYEE ID | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERIOD ENDING | SEQ NO |
| | ©e01 | 062387 | 67200 | | | 02726700 | 08355 |
d oo e o e e I
|STO JON | | HRS WORK | - | TOC |

| | AWS | SUN | MON | TUE | WED | THR | FRI | SAT | SUN | HON | TUE | WED | THR | FRI | SAT |
ITOUR | 6 | | | 9lee| 8lee| 9]|ee| 9]ee| 9|ee| I 1 1 1 9lee] | | 9lee] 9jee| 9jee| | |
|TYP/SFT | | R¢ 8] RG 8] RG ©] RG ©| RG 8| | | LK 8] | RG 8] RG 8| RG 6| |
|GRADED ND R I e e e D A D O I

| L I N T T T |

R T T T TP PR foumoeenee [CECRERRS [oeeeennnn [-eenennee [--eemenns R [-oceonnn- feemmennne |

| | N N A A K A A e R T K S R TR SR |

| | J-ee-- EEEETPRES l--'-!--§--l --------- [-eeenenne [EESREPERS [oeeeneee- EEEEEREES [eemmnnnn- |

| LS tv20 0 0 2 I N !
==l R i e e fo-eeene-- Joeeennnn- J==2-eeeee [=eeeeeenn [-=eennnn- [+emmenn-n [

! [ S L e T e R T T [

| ! Joee-- e EERERPRRS R EECRERRES f--eeeee-- [--eenenns foemememnn [oe=nnnnn- |

| ! e e o L T T T R T T |

R T PP e e J+eeennnne Jo-eeenen- feoonnene- feeoeeene- foeesneens EEEEPREES EEREERR |

| [ L e e T O O L T T T T !

| | [----- R ERERERES [<=eemmmnn CETERRPS [+eemnnnns [oeeemmann CEEPREPER: foennnnn- [

| [ L T e e O T T T T T T |
[ommee e Jommencmecnnnnnn e foeooenen- f=enneeeen foomenne-- R foooemeann foseneenes [-eenenne- |

| [ L e T T e T (R T T T [

| I [oene- e foeeeenne- [oeeennnnn f-oeeonne- R CECERPRES EERERRERS Joeennnnn- |

| [ e L e L T R T T T R |

b oo o e e e e |
IREG| |OT| | conr | |HOL | | SUN| |2ND | |3RD| |IND| JE/H| ILV] INP/LY| |
I—.1I I—I I I—1 —I RN DRSS Y Y Ny TR Il ! 1 !
IWK1] IN | OUT | IN | OUT | IN | ourT | IWK2| IN | OUT | IN | OUT | IN | OUT | REMARKS:

EEEY PERREES [+eenne f-=eee-- EETRPE [-o----- [------- N EUEY PERRPERS foeenen- foonenns foeeeen- foeeennn [--eenen [

ISUN| ! [ | | | | ISUN] [ [ | | r O RDET TP
R P |+a=nnne REEEEES foeeenn- REERREE: J----- X N EECY PERPRS [-eeen- [o=nnnn- foeemnnn EEERRRR [ooeennn [

IMON| [ [ [ I [ | IMON| [ [ : | l oo
f=eeamnnnns fommeann Joonnn-- f--eun-- |-=oann- foeoeen- I P [+=eee-- J=eoenes Joomenn- [+eeannn EEEPRES |

ITUE| ! I [ [ [ | ITUE| ! ! [ [ ! |
EETY CERRES [+=onnn- [-==---- J------- J--een-- [------- N EEEY PESREPS [-=eee-- foeemnn- EEEERR ERERRRS [+=enne- |

IWED| ! | | | I | IWED| [ [ l | 1 I L LEE R T T PP
EEEY EEERP foeennnn [ECEEEES [------- [-----— [=emenn- [ Ry PRERRR Joeeeen- foueenn- | CERERES [-=----- [ooeenn- |

[THU| | l | [ I~ 1 ITHu| [ | | | | I O DRLEE LR TEPES
RETY EEPRRSS [eeonnn- foeseese- feeee-e- f--on-- [----t-- I P [=-=---- fomennn- foemnn-- foeemmn- [=oemnnn |

[FRI| | [ | | ! | IFRI] 1 | | | | [ eemmeeereeieea
[<=e]ennnnme foeaeann [=nnnn- [-==---- [--oenn- [=-=nnnn [ Y PEEE foeenen- Joeennne [+eemann [EETTEEE [oenmmnn [

|SAT| : ! | | | | 1SAT| l | [ | | l

CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT. OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS
FOR NON-EXEMPT FLSA. I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIQD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED
AUTHORIZED SIGNATURE

EXHIBIT I




[image: image10.png]........................................................................................................................

| EMPLOYEE ID | BLK/GRP | ACT | ORG | EMPLOYEE NAME | PLT ROT |PERI ;7ING | SEQ NO |

| 1223300, 20 tecees3 Opaea! | Dee Sam "0'7 ..... G0 Lo !

|STD JON | | HRS WORK | | TOC

I .......................................................................................................................

| | AWS | SUN | MON | TUE | WED | THR | FRI | SAT | su N | MON | TUE | WED | THR | FRI | SAT |

fToUoR | 1 | | | e8] jee| (e8] lee| I ‘el e8] lee| (e8] (e8| | |

|TYP/SFT | | RG e| RG $ }@H &‘ /;? /\){57";74 A_Rc 8| RG 8] RG 8| |

[GRADED NO | | | I I{ E T T R I B

== et Tlesliaiollltsliliieiisioeieisissseos !

[ JOB ORDER NUMBER |TYPE HOUR|WEEK | SUN | MON | TuE | WED | THR | FRI | SAT | INIT |
R [eemeeees RERCRIEERCRRES RESTLRELS [ERRERRRRS RRRSIERES RERSREEE EPECRREEE RRTSNNEE |-oeeeeees !

| | IR N S S B B L= N |

! l |-eomefeememnne eesnesnes foeeeeenns RESERCREE RESERLEEE RESRREREE EESRIETRE REERERRPS l

I Delete- LA V20 0 0 |
R bl J-semmmmmnmmeens ERRREEEE [+=eeennns Jomeeeenns EESERREEE [onsennees ERREEEEE R omeeeeees |

I I I 11 | I ! I I I | I | I I I | [ !

! ! EETEE EECEREEEE [-eeeeene [-eemnnane EERETRREE EEEREREE REREREPRD |-eemeeeee RETEREPRS I

I I b2 | | I | I I ! I I ! I ! I l I |

R D AR SRR I ELEEL R Cahh [-eseenenn [+=enneen- -eeeenes Jonerennn- [onmneeens EETOREERE foeeeeenns fommensees |

! ! TN T T T T Y I N T IR IC/| Lo |

! /IdIaI ! RRRSRY PEPRRRRES RRSSERRE EERR ERRERR RRRERS ERE R [ oeeneeees REESRRR |

! I[__S S RO N T T T T (R ENY HRN T N AR B I
R Rt |- T RRSERETED RISEREEEE RESEREREE eeeneees oeeeeenes [-eeeenees RECPPEERE REERTPRS !

! I 1| I I I I ! I I | ! I [ ! ! I I

! ! [oemeefennnnees EEEEPELPD EEPERRPRS RERERRPRS RESERRETE EETERERED REERRPEPE EETEPERES !

| | N 20 T (R R (R E T A N N |

R RGRRRCEEEEELEEES [osemmemnnnnnnns EEERLEEEE [-=mneeene [--oeenee [eeenenne- EERSEEEES EECTESEET REEERTEES EERRREES !

I I S T T (T (R R |

I ! J-n--- |-=ennnnnn [=eeeenene RESTEESEE ERSTRITES EEREEEEEE EETSEEEES [-eeeenens foserenees I

I | 2 | | [ I ! I | | | I I I I I | !
[<seemsmmemmemmeemreeaen |-eenennmmnnnn- EEIEEE |=enneenes CETTERETS [eeemnenns RESEESEES REETESTES ooneenens Jommneeee l

| | 11 I | | ! I | ! I | | I l I I |

! ! R R REEERRPRE RECTRRRRE RECRRERTE RETPRRRPE EETEPEPES EETEPRERS RETERERR |

! I 2 | | I I I | I I I I I ! ! I I I

R nEa e R L E R AREEREEE, |
|REG] joT] jcomp| jHOL | | SUN| |2ND | |3RO{ IND| [E/M] 17 INP/LY| I

N N N RS (RS SN N JU A U R S, DU (U U N S R—— P DU—— —
WK1l IN | OUT | IN | OUuT | IN | OUT | |WK2] IN | OUT | IN | OUT | IN | OUT | REMARKS:
|-oefeemnees ERRSES |--eeees foeeene- |eeeeees [--eeee- [ eeeemneees |-eeeees ERRERES [eeeeees RERRRES RERRRES !

|SUN| I | l I I | ISuN] | | | | | I R LAREEE LT
|<om]eeenes ERERORS ERRORES ERREES |-=eenee |--neeee | fesegenenens RRSOPRE freeenns RESERRE RERRRES RRRRRPS !

|MON| I | I | | | 1MON| | | | | | | et
e Rttt RECEEES RESLEEE [-ennnee REEEEES: REEEEEE R PREEETE ERREEES |-eeeeee -eeneee ERTEEEE RESERES I

ITUE| | I | I | | ITuE| | | | | | REEETPPPERPTPPRERPPS
[omefmeneees EEERE |-emeee EEPLPEE |-eeene RRECEEE [ leeegenenee EECREE [eeeess SRR EERREED EERRERE |

IWED| I I ! | [ | IweD| I ! | I ! I S SAARAREREEEEEIEE
|- peeeeees [eeeeee |-eeeeee [------e | -eeneee foeeee IR RCRIREEREES ERSREE EERREEE [eeeees EERRERE ERRPERS I

ITHU| ! ! l ! | I ITHU| | | I ! | R EE R
B REEEEE fonmenee REEEEES (REEREES |==nnene |-====nn | oemeemeeees REREEEE fommeee- REREEES REREEES EEREEEE |

[FRI] I [ | | | | IFRI] | | | | | | eeeeeeeemeneeeoaaas
[eeemenes |-oeeees |--eeee [-eeeeee |-eeeees |-eeeees IREERIEERREES foeene | -eeeees EREEREE ERRRERS REEPPES |

ISAT| [ | | I | | |sAT] | I I ! I !

[-eeemeenee [-neeoes [-eeoee- [-eeeeee | -eeeoe- [--esnee JEEESIRSREEE [-eeenes [--eenee J-oeeeee EESERRE RERREE I

CERTIFICATION: ATTENDANCES AND ABSENCES CERTIFIED CORRECT. OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS
I OID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED FOR THIS PAY PERIOD.

CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENOED

FOR NON-EXEMPT FLSA.

AUTHORIZED SIGNATURE

EXHIBIT J





�





REFER TO:









2
5

