SUPERVISORY APPROVAL OF EMPLOYEE TIMESHEETS

Background:
Each Headquarters Unit has an employee assigned as the Unit timekeeper who is responsible for reviewing and sorting timesheets, then delivering them with any appropriate Overtime Vouchers and Leave Documentation to the Central Timekeeping Unit located in the Personnel Services Administration.  This process occurs at the end of each work week.   

For each work week, the supervisor’s signature documents approval and authorization for the employee to be paid for work time recorded on the employee timesheet.   The timesheet should come to you, the supervisor, accompanied by Overtime Vouchers and, if appropriate for your Unit, signed Leave Cards.

Some of the verification procedures listed below are sometimes assigned to the timekeeper; consequently, you may not need to perform those procedures mentioned below which you have delegated to another individual.  

About The Timesheet:
The DHMH Timesheet consists of three parts: the Yellow original, the Pink unit copy and the perforated data entry White copy.  The White copy is perforated into three sections:   (1) the employee leave balance information, (2) the Week One portion and (3) the Week Two portion.  Since the white portion is used for keypunching the time information, it is important that information written on the Yellow original be clearly visible on this white copy.

About Correcting Timesheet Information:

Circumstances occur when you will need to change time, hours or leave code information on your employee’s timesheet before you can approve it.  If the three parts of the timesheet are still intact, you may make the necessary corrections to the timesheet yellow copy.  After doing so, write your initials in the “Remarks” column for that day; please do not initial these corrections elsewhere.

If you need to change information on the Yellow original copy after the White copy has been detached, provide the correction to your Unit’s timekeeper who will prepare a Change Form (DHMH 2454) for you to sign which authorizes the correction. Your timekeeper will submit this form along with the timesheet to the Central Timekeeping Unit.  A Change Form is always required to correct Week One information if the needed change is discovered during the supervisor’s  Week Two approval process. 

Review And Approval Of The Timesheet:
1.
Verify that the employee has signed the timesheet or noted appropriately, if the employee is absent due to “extended illness”.

2.
Confirm that an entry has been made for each scheduled work day of the week. 

If entries have been made in the Overtime Column, confirm that these hours agree with the hours approved on the Overtime Voucher and that the Time In and Time Out hours support the entry. 

If you have a log which notes when an employee was late, compare the Time In and Time Out entries with this log for accuracy.

3.
Review the amount of leave used in the Absent Columns, ensuring that the hours agree with your prior approvals and that, by noting the employee’s leave balances shown at the top of the timesheet, the employee had this leave available.  Remember that these leave balances do not reflect the previous pay period.

The Absent Hours and Regular Time values must equal the employee’s regularly scheduled hours for that day.

4.
Verify the accuracy of the employee’s regular , overtime and compensatory hours values by examining the Time In and Time Out values, as well as the Absent leave usage values.  The “Daily Total” should be the sum of the “On Duty Values” plus the “Absent” values.

5.
If the timesheet includes required documentation to be supplied according to the Department’s Leave Documentation Guidelines, sign (no initials) and date this documentation.   Your timekeeper will submit the documentation to the Leave Documentation Unit in a sealed envelope.

6.
If you required the employee to work through lunch on a scheduled work day, write No Lunch in the “Remarks” Column.

7.
If the above has been confirmed and no changes to the employee’s entries are needed, you can now sign the timesheet and return it with any accompanying documentation to the Unit timekeeper.  If changes or corrections are necessary, review the changes with the employee, and then sign the timesheet, returning it and the documentation to the timekeeper.  Initial the Remarks column for that date when a correction is made.  (See Note at the beginning regarding corrections.)

Finally, if you are not present to approve timesheets and you have not designated an alternate, instruct your timekeeper to submit your Unit’s timesheets to the Central Timekeeping Unit.  The Central Timekeeping Unit will return a copy of the employee’s timesheet for you to sign.  The review process described above should then be performed and any corrections necessary are to be coordinated with your timekeeper via Change Forms. 

Questions:
Timesheet completion questions should be directed to your Unit Timekeeper.  

