[image: image2.png]Med-00%G
xlnspecto@&a,
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Civilian Time and Attendance

	References:

* FMR Volume 8, Chapter 2, Civilian Pay Procedures

* FMR, Volume 3

* NAVSO P-3006 Financial Management of Resources

* DCPS UM-04 Time and Attendance Users Manual

* SLDCADA (latest version) Training Aid for Timekeepers and Certifiers

	Command POC:


	Standard
	Yes
	No
	Comments/Notes

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


	
	
	

	Is time and attendance reported per the Department of Defense (DoD) Financial Management (DFR) Regulation Volume 8 Chapter 2?

	
	
	

	Are all time and attendance reports and other supporting documents reviewed and approved by an authorized official?

	
	
	

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

	
	
	

	Is overtime and compensatory time requested in advance or the next workday in case of emergency?


	
	
	

	Is overtime and compensatory time requested on a NAVCOMPT Form 2282?

	
	
	

	Is civilian labor properly distributed per NAVSO P-3006, paragraph 405.7?

	
	
	

	Are job order numbers (JONs) established for civilian labor distribution as outlined in reference (c)?

	
	
	

	Are timecard signature authorization cards on file and up to date?


	
	
	

	Are requests for exceptions to established work schedules properly documented?

	
	
	

	Are Defense Civilian Pay System (DCPS) Time and Attendance (T&A) reports run to verify all time has been accepted by DCPS once the time and attendance data has been recorded?


	
	
	

	Have work schedules, shift and predetermined JON changes been recorded in the Standard Labor Data Collection and Distribution Application (SLDCADA) for assigned employees?


	
	
	

	Additional Comments
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