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Timekeeping, Leave and Pay for Civilian Personnel

[bookmark: _GoBack]Revised December 2014
	Reference:
A. DoD 7000.14-R, Financial Management Regulation (FMR), Volume 8, Civilian Pay Policy 
B. DoD, 7000.14-R, FMR, Volume 3, Budget Execution
C. Defense Civilian Pay System (DCPS), Time and Attendance User’s Manual
D. Standard Labor Data Collection and Distribution Application (SLDCADA), Training Aid for Timekeepers and Certifiers
E. BUMEDINST 12000.1G, Timekeeping, Leave, and Pay for Civilian Personnel, 18 Dec 12
F. Navy Medicine Civilian Payroll Reconciliation Standard Operating Procedure (SOP)
G. Navy Medicine Non-Daily Accounting SOP
H. Navy Medicine Policy and Delegation of Financial Authority,  Ltr dated AUG 02 2013
	Command POC:




DISCLAIMER:  This list of references is not all inclusive and the most recent updates may not be reflected.  Commands are responsible for all instructions and guidance related to a particular program or inspectable area.

	Reference
	Standard
	Yes
	No
	Echelon Applicability
	Comments/Notes

	
	
	
	
	2
	3
	4
	5
	

	All
	Is there a current command instruction on policies and procedures for civilian timekeepers and labor distribution?
	
	
	√
	√
	√
	√
	.

	E. Section 1 para 2b, pg 1-1 
	Is SLDCADA decentralized, centralized, or a combination of the two at the command?

*If SLDCADA is not fully decentralized at the command, does the command have a Centralized Time and Attendance waiver approved by BUMED M8 within the past year?
	
	*
	√
	√
	√
	√
	


Review waiver.

	E. Section 1 para 5b, pg 1-5
	Has the Head of Activity (HA) established a verification process for supervisors to follow to ensure their employee’s time and attendance is complete and accurate?  Describe the process.
	
	
	

√
	

√
	

√
	

√
	Expl: NAVMED 12600/1 Daily Time and Attendance  (T&A) Sheet, paper timesheets, electronic time clock, observation, etc.

	
	Is an annual review of timekeeping conducted?  Does the Command Evaluation Coordinator receive a copy of the review?
	
	
	

√
	

√
	

√
	

√
	An annual review is not required by the BUMEDINST.
--Ask to see a copy of the review; examples of a review might be MICP assessable unit or CLT results; what deficiencies were noted and what is the status of corrective actions?

	E. Section 1 para 2b, pg 1-1 and para 5h(3)(c), pg 1-10
	What percentage of employees “Employee Verify Time” (EVT) their timecard on a bi-weekly basis?

*If the EVT percentage is not 100%, what factors are impeding 100% EVT? 
Does the report include justifications for employees that did not EVT their timecard?
	
	
*
	
√

√

√
	
√

√

√
	
√

√

√
	
√

√

√
	Review most recent PPE EVT Report

	E. Section 1 para 5g pg 1-8
	What percentage of timecards are certified at pay period end?

*If timecards are not 100% certified, what factors are impeding 100% certification?
Were the timecards for the uncertified employees eventually certified?
	
	*
	
√

√

√
	
√

√

√
	
√

√

√
	
√

√

√
	Review most recent PPE Uncertified Employee Report.



Review supporting documentation evidencing timecards were eventually certified.

	E. Section 10 para 1d pg 10-1
	Is overtime and compensatory time requested in advance or the next workday in case of emergency?
	
	
	

√
	

√
	

√
	

√
	Review Overtime Authorization Audit and Authorized Overtime/Compensatory Hours reports in SLDCADA.

	E. Section 10 paras 1c and 2a(1) pgs 10-1&2
	Are overtime, compensatory time, compensatory time off for travel, and religious compensatory time requested in SLDCADA via the Overtime Request module?
	
	
	


√
	


√
	


√
	


√
	Review Overtime Authorization Audit report in SLDCADA. 

	E. Section 1 para 5a(2) pg 1-5 and Section 10 para 1c pg 10-1
	Are overtime, compensatory time, compensatory time off for travel, and religious compensatory time approved by the Commander or Commanding Officer (CO) or, as delegated in writing, to at least one organizational level above the level ordering the use (i.e. the employee’s supervisor) of overtime or compensatory time?
	
	
	





√
	





√
	





√
	





√
	Review Overtime Authorization Audit report in SLDCADA for approving official.  Review delegation letter if Commander or CO delegated approval authority.

	E. Section 1 para 5d(4) pg 1-5
	Has the DRM/Comptroller established a process to check funds availability for all overtime and compensatory time?  Describe the process.
	
	
	

√
	

√
	

√
	

√
	Review budget estimates or other supporting documents

	E. Section 1 para 5d(5) pg 1-6
	Has the DRM/Comptroller established a process to monitor and manage compensatory time balances?  Describe the process.
	
	
	

√
	

√
	

√
	

√
	

	E. Section 1 para 5a(3) pg 1-5
	Are advanced annual leave, advanced sick leave, Leave Without Pay (LWOP), and leave taken under FMLA approved by the commander or commanding officer or, as delegated in writing, to at least two organizational levels above the employee?
	
	
	




√
	




√
	




√
	




√
	Review Leave Authorization Audit report in SLDCADA.  Review delegation letter if Commander or CO delegated approval authority.

	


E. Section 5 para 4c(1)&(2) pg 5-3

E. Section 6 para 3 pg 6-1
E. Section 10 para 3e(1) pg 10-3

E. Section 10 para 4a-b pgs 10-4&5
E. Section 11 para 4a-b pg 11-1&2
	Do supervisors and/or Payroll Customer Service Representatives (CSRs) maintain supporting documentation for the following:
1) Sick leave (medical certificate)
2) Leave taken under Family and Medical Leave Act (FMLA) (i.e., health=medical certificate)

3) LWOP (30+ days=SF 52; health=physician’s statement)

4) Compensatory time off for travel (electronic Overtime Request in SLDCADA, copy of employee’s TAD orders, copy of complete flight itinerary with changes indicated, detailed explanation of Travel CT being requested)
5) Compensatory time for religious observances (electronic Overtime Request in SLDCADA, adjusted work schedule on NAVMED 12600/2)
6) Court leave (court order, subpoena, or summons and certificate of attendance)
	
	
	


√
√


√


√




√



√
	


√
√


√


√




√



√
	


√
√


√


√




√



√
	


√
√


√


√




√



√
	

	E. Section 1 para 3 pg 1-2&3
	Do employees who require access to master file data in SLDCADA and/or DCPS have a properly approved SAAR-N on file?  
	
	
	

√
	

√
	

√
	

√
	Review SAAR-N Forms.  These employees typically include SLDCADA SAs and/or Payroll CSRs.)

	E. Section 1 para 4 pgs 1-3&4. 
H.
	Are DD Forms 577, Appointment/Termination Record – Authorized Signature, on file and up to date for the following individuals?
1) Certifying officers (i.e. supervisors, acting supervisors, or other designated representatives authorized to act as alternate certifiers)
2) Departmental Accountable Officials (DAOs) (i.e. SLDCADA System Administrator (SA); Payroll CSRs; approvers of advanced annual leave, advanced sick leave, LWOP, and leave taken under FMLA; approvers of overtime and compensatory time)
	
	
	


√



√
	


√



√
	


√



√
	


√



√
	Review DD Forms 577

	E. Section 2 para 2 pg 2-1
	Are initial work schedules established and approved by the employee’s supervisor on the NAVMED 12600/2 Work Schedule form?
	
	
	

√
	

√
	

√
	

√
	Review NAVMED 12600/2 forms. Review Employee Work Schedules report in SLDCADA. Must match.

	E. Section 2 para 2 pg 2-1
	Are requests for exceptions to established work schedules properly documented and approved by the employee’s supervisor on the NAVMED 12600/2 Work Schedule Form?
	
	
	


√
	


√
	


√
	


√
	Review NAVMED 12600/2 forms. Review Employee Work Schedules report in SLDCADA. Must match.

	E. Section 1 para 5f(2)(l) pg 1-7
	Are DCPS T&A reports run to verify all time has been accepted by DCPS once the T&A data has been recorded?  (Reports may include but are not limited to:  Conversion of Hours Report, Invalid Transaction Report, and Missing Time Report.)
	
	
	



√
	



√
	



√
	



√
	

	E. Section 1 para 5f(2)(l) pg 1-7
	Are SLDCADA T&A reports run to ensure time and attendance data is recorded appropriately:  (Reports may include but are not limited to:  EVT Discover Report, Incorrect Hours Report, Invalid Time & Attendance Report, Overtime Authorization Report, Pending Prior Pay Report, and Uncertified Employee Report.)
	
	
	





√
	





√
	





√
	





√
	

	

E. Section 1 para 5d(6) pg 1-6
E. Section 1 para 5d(7) pg 1-6 and F. Section 5.1 pg 153
F. Section 4.2.1 pg 77
F. Section 4.2.2 pg 98
	Are biweekly reconciliations performed for the following areas:
1) Between a certified listing of employees and the actual pay records

2) Between amounts DCPS paid in labor and STARS-FL and the disbursement records reported to Treasury (DCAS information available through CHOOSE)—at the Region level

3) Between the GMPF and the General Ledger

4) Between STARS-FL and WYPC
	
	
	

√


√




√

√
	

√


√




√

√
	

√


√




√

√
	

√


√




√

√
	

	E. Section 1 para 5f(2)(f) pg 1-7
	Have work schedules, shift and predetermined Job Order Numbers (JON) changes been recorded in SLDCADA for assigned employees?
	
	
	

√
	

√
	

√
	

√
	Review sample employee records.


Additional Comments
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