Personnel Action Form
and
Time Keeping Guidelines

Presenters:

Human Resources, Corporate Compliance
and Business Office/Payroll



Personnel Action Form



Old Memorandum of Employment (MOE) Forms
are no longer applicable.

e [Introduction of New Form — Personnel Action
~orm (PAF)

e Instructions on Completing the New PAF
Questions




B Old MOE Forms - Retire

Old Forms - Memorandum of Employment (MOE)
* Full-Time Faculty
e Full-Time Staff

* Faculty Overload/Part-Time Lecturer/Adjunct
—aculty

 Temporary Staff
e Stipends




B New Personnel Action Form (PAF)

The new Personnel Action Form replaces all the
MOE forms. This form will be an all-in-one form
for hiring employees with the exception of College
Work Studies.



Applicable Laws

Fair Labor Standards Act (FLSA)

« U.S. Department of Labor (DOL)
Wage and Hour Division



Who is covered under FLSA?

Employee classification Covered under Not covered under

FLSA FLSA
Exempt Full-Time X
Faculty X

Non-Exempt Full-Time

Half Time Employees

Part-Time Employees

Student Employees

X | X | X| X | X

Temporary Employees




HOOQOP Policies

UTB/TSC Handbook of Operating Procedures

e HOO
e HOO
« HOO
e HOO

« HOO

P 7.4.14 Overtime

2 8.2.2
2 8.2.7
2 8.3.2

2 10.6

Working Hours and Rest Periods
Time Records, Paycheck, Payday
Sick Leave

Vacations and Other Leaves



Compensation Periods

Pay Periods

e Semi-monthly — Half-Time, Part-Time, Temporary,
and Student Employees

* Monthly — Full-Time Employees

Minimum Wage:
e S7.25/hour effective July 24, 2009



Work Week

Workweek

Monday 12:00 a.m. — Sunday 11:59 p.m.

Each workweek stands alone; therefore, actual

hours worked per work week must

pDe reported for

that work week to determine minimum wage and

overtime status in compliance with
CFR Part 516.

~LSA Reg. 29



Overtime

FLSA Overtime: Non-exempt employees who work
In excess of 40 hours in a workweek must be
compensated at a rate of 1 2 times for actual hours

over 40.

D % 123456 Mame: John Doe Departinent: Bus (Hfice
Hours Worked o -
JUNE 2009 25| 2| %
DAY |DAY OF WEEK HM|HMHMHMHMHM =2 = o
1 [MOMDAY fi 12 1 3 £:010)
e é ¢ ......... 12 ............. 1 ¢ ........... ? ................................... —
N P é : ......... 12 ............. 1 : ........... 5 ¢ + i o
Ty v a— é ¢ ......... 12 ............. 1 ¢ ........... é ................................... ™
5 _|FRIDAY O 52 O I O I ™
8 |SATURDAY 0 O O O O O O W O O
7 |SUNDay
Total Hours REG |40.00] OT | 200| ST 43.00 43.00
OT & 5T Hours to be Paid PAY PAY CT Hrs Earned | 4.50




UI(I% Overtime (continued)

State Overtime: Allows state employees to be
compensated at a rate of 1 times the regular rate
for each hour of overtime.

Example D#W! Mame: John Doe Department. Business Office
Hours Worked = -
JUNE 2009 Wi our [N our WM our BTSRRI
DAY [DAY OF W/EEK Him|H[m[H[m[u[m[u][m]H (M| 22 | 2 | S
1 (MOMDAY a 12 1 a 200
2 |TUESDAY soof s
3 WMWEDNESDAY 8 12 1 7 10:00
4 | THURSDAY 8 12 1 g 8:00
5 |FRIDAY a 12 1 a 200
B |SATURDAY
7| SUNMDAY
Total Hours REG | 32.00| oT 5T 2.00 34.000 s.00f 42.00
OT & ST Hours to be Paid PAY PAY CTHrs Earned | 2.00




Compensation for Overtime

Compensatory Time Off: Allows state employees
to take time off at the rate it was earned.

Compensatory Time Paid: Allows state

employees to receive pay at the rate it was
earned.
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TB Compensation for Overtime

(continued)

Limitation of Comp & Overtime- Maximum Accrual

Non-Exempt Employees
240 Straight Time Hours of FLSA Overtime
(which is 160 times 1 2).

Campus Police
480 hours of FLSA Overtime
(which is 320 times 1 2).

Employees are not allowed to work over 40 hours without the
written pre-approval of the Vice President for Business
Affairs, Rosemary R. Martinez (HOOP 7.4.14).



Rest Periods

Full-Time Employees

e 15 minutes during the first four hours and last four hours
of a normal workday as long as the rest periods do not
Interfere with the performance of immediate
responsibilities.

Part-Time Employees
e After three hours of work.

Note: Rest periods may not be used to extend lunch,
delay starting time, leave early or to be accumulated.
This time is considered working time for purposes of pay.
No clocking out is required (HOOP Policy 8.2.2).



| eave Time

Sick Leave:

 Full-Time employees accrue 8 hours per month.

 Hours carry forward to the next fiscal year
without limit.

e Sick Leave must be recorded on the employee’s
Timecard and a Staff Absence Report must be
submitted (HOOP 8.3.2).



| eave Time

Vacation Time Accrual

* Full-time employees accrue annual leave
(vacation) for each month or fraction of a month
of employment based on the total length of state
service.

 Employees must have six (6) months of
continuous state employment before they can
use accrued annual leave.

o All full-time employees must record their
absence on an absence report and non-exempt
employees must also report it on their timecard
(HOOP 10.6.1).



Disciplinary Statement

Failure to Pay Wages
An employer commits an offense under the Labor

Code Provision for failure to pay wages - Section
61.0109.

Penalties for Falsification and Improper
Certification of Time Cards

It is a Class A misdemeanor for knowingly making a
false entry or altering government records (timecard)
— Texas Penal Code Section 37.10.
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MC Responsibilities of Time Keeping

A. Employees

* Accurately record time-in and time-out for purposes
of establishing paid working time.

* Accurately complete and submit time card to
Immediate supervisor prior to payroll time card
deadline.

 Non-exempt employees are not allowed to work over
40 hours without the written pre-approval of the Vice
President for Business Affairs, Rosemary R. Martinez
(HOOP 7.4.14).
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‘C Responsibilities of Time Keeping (cont...

B. Supervisors

 Verify that the employees are properly and accurately
recording time worked.

« Verify that time cards are accurately completed and
submitted to the payroll area by the timecard
deadline.

« Comply with HOOP 7.4.14 by verifying that written
approval of overtime hours (either to be paid or
earned as compensatory time) has been received
from the Vice President for Business Affairs before

allowing employees to work overtime. N



ULB tiMecARD TRAINING

TSC

Procedures to
fill out a time card
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UTB . .
TSC Semi-Monthly Time Card

O College Work-Shady THE UNIERSITY OF TEXAS AT BROWMNEVILLE and TEXAS SOUTHMO ST COLLEGE
O partm
O R i SEMI-MONTHLY TIME CARD
C Temporary
I0#: Mame: FPooount ¥ : i % Pooournt §: I ks
1st S emi-Monthly Haurs wearked = | = g 2ndd SemiMonthly Hooir = Viorked = | =
Sep. 1415, 2008 a S AERRE Sep. 16-30, 2009 s
Doy | Dby QO FWEEK H:MJH:M{H: M{H:M|H:N| H:N] T E © T ox [y | Dy OF WEEK, HiM|H:MHiMJH:M|H:M|H:N| = E & £
21 |M Ok Dwy A4 [MOWDAY
1 [TUESD&Y 15 |TUESDAY
2 [UWEDNESDAY 16 [ ED MES DAY
3 [THURSDAY 17 |THURSDAY
4 [FRIDAY 12 [FRIDAY
5 [SATURDAY 19 [SATURDAY
G [SUND&Y 20 | SUNDAY
Tital Houre i Total Houe
7 Wl ONDAY 21 [MWON DAY
g [TUESD&AY 2 |TUESDAY
O [WEDNESDAY 23 | ED MES DAY
10 |THURS DAY 24 |THURSDAY
11 |FRID&AY 25 |FRIDAY
12 |SATURDAY A |SATURDAY
13 |SUNDAY A SUNDAY
Total Hour 1] Ttal Houe
14 [hl OWDAY 25 [MWON DAY
15 [TUES DAY 2 |TUESDAY
0| EDNES DAY
Todal Hyum i Total Hou B
15t Semi-Monthly Pay P eriod d 2nd Semi-Monthily Pay Period ITHTIAn
lcerthy that the tine bepon ke and coreet o the bestotmy keow kdge and that wok thne Totd Hours worked 1st paypeniod:
was reukwed By me on aweek ly bask and k& b accorlaice wkh Uhe s by policy Tatd Hours worked 2nd paypeniod:
Sarmester:  Fall
B byee P et Name) B phaee Skpatare Dite Tota Hours auardsd:
Totd Hours previoushy reported:
Totd Hours current balancs:
S mkar F ikt Nam & SapeNBor Sk ate Liite Eit Total Hors mew balance: :l 22




ULB
TSC

Semi-Monthly Time Card

O Collage Work-5tudy THE UNMERSITY OF TE*AS AT BROWHSWILLE and TEXAS SOUTHMOST COLLESE
2P 8 = - o -
PartTims HE["'“'H”HIHI I I”:IE 1_&R[|‘
2 Temperary
|II:I#: Mame: Account ¥ 1] T Aocourt 3 w T
(Ei Lelw-'vﬁmhl_v g Thdl Lﬂnl!-.-‘ont'i_'\: Heowrs workied
Sep. 1-15, 2009 ? Sep. 16-30, 2009
Dy | O O FWEEK (=] Dy | iy OF WEEK M{H:M|H:M|H: W PMpH: R
31 |MONDeY 14 |MOMHDAY
1| TUES Dy 15 |TUESDAY
1 |[WEDNESDAY 16 [V EDHES DAY
3 |THURS DAY 17 _|THURSOAY
4 [FRIDWY 12 [FRIDAY
5 |SATURDAY 19 [5AT URDAY
i |5 UMDAY |5 UKD
Total Houre [1] Ttal Hou B
T |MONDAY 21 WA D
& |TUESDAY | TUESDAY
0 JuEDNESDAY 3 ED MES DAY
10 |THURS DAY M |THURSDAY
11 |FRICWY 25 |FRIDAY
12 |SATURDAY i |5ATURDAY
12 |5 UNDAY I |SUNDAY
Tofal Hour 1 Ttal Houe
14 |hAOKDAY b L T
15 | TUES DAY 2 TUESDAY
30| ED HES Dy
Total Hour 1] Tital Houe
lcarthy thatthe tne hepon ke and cOrect © e Bt ofmy kaow B and that wok the Tata Hours worked 1t payperiod:
was revkwed Brme on aweek ly bas ks and B accorlaic: wkh Us Tatd Hours worked 2nd payperiod :
Samester: Rl
Emp e P it Hame) Em prloyee Sk Liite Tatd Hours awardsd:
Totd Hours prevoushy reported: .
Totd Hours cument balanc::
Sape o (Prhthans Spe N Eor SEnatre Lirte Eit Total Hours mew balarce: :l 23




,,(]% Employee Information

O College Wnrk—S‘tudfl_l THE UNIVERSITY OF TEXAS AT BROWNSVILLE and TEXAS SOUTHMOST COLLEGE
O Part-Ti
o SEMI-MONTHLY TIME CARD

O Studert hitigive
o Temporsry

1D #:

m Matme: Q Account #: y 7] /- Y Account & i)

Employee Type: Select one of the four employee
categories.
D #. Employee Identification Number

Name: Insert your name as it is on file at Human
Resources (first name, middle initial and last name).

Account #. Insert account number (the 14 digit
Datatel account number) and percentage pay
distribution as given to you by your designated
supervisor or account manager.
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UTB Part-Time Staff Time Card

TSC

THE UMIVERSITY OF TEXAS AT BRCWHSVILLE =nd TEXAS SOUTHMOST COLLEGE
PART-TIMER, COLLE GE WORK STUDY and STUDEMT EMPLOYMEMNT TIME CARD
() PartTima O waorkstudy ) s udent Bn poym ent
—% @ B oot LA
1=t S emi-Monthly Hours Wiorked = | = 2ndl Semi-Monthly Heors wiorkad =
Apr 1-15, 2009 S Y | our | 35
Dy | DY O FIWEER HiMJH:MJH:MJH:M|H: M| Hi M I.E E £ DAY DAY OF WEER H:M|H: M|H: M| H: M H:M]H: M & £
30 M OoMDsY 12 MOMDAY
M [TUESDRY 14 TUESDAY
1 [weEDnESDAY 15 WEDNES D&Y
2 [THURSDAY 16 THLUR S0
3 [FRIDAY 17 FRIOAY
4 |SATURDAY 18 SATURDAY
5 |SLMDAY 19 SUHDAY
Total Hour [rtal oue
G | ONOAY A MOHDAY
T |TUES DAY 2 TUESDAY
& [VWEDKESDAY 2 WED MES DAY
9 [THURS DAY 23 THURSOAY
10 [FRIDAY 24 FRIDAY
11 [SATURDAY 2 SATURDAY
12 [SUNDAY & SUHDAY
Total Ho um ITal Houm
13 W OMDAY I MOHDAY
14 |[TUES DAY 25 TUESDAY
15 [VWEDNESD &Y 28 WED MES DAY
A THURSOAY
Total Houm | EEAL]
Totd Hours worked 1=t pay peried :
Tatad Hours workied 2nd paypeniod:
Emnpbyes it Nang B phoyee S Enatire (B Tota Hours ananded:
Totd Hours previoushy reported:
Tatd Hours current balancs:
Sapenvkor (PritHame TAREN BT SHi e 153 =33
Total Hours mew balarce: I:l 25




,.,(]% Week Beginning and Hours Worked

1st Semi-Monthly Hours Worked = | =
5 DAY (DAY OF WEEK HIiM|HIMIHIM]{HIM|HIM]|HIM f§ éf

1 |MOMDAY B 12:03 4:03

2 [TUESDAY Py

3 |WEDNESDAY (

4 |THURSDAY <7

5 |FRIDAY

6 |SATURDAY

T |SUNDAY

Total Hours 4000 400
5. Week Beginning: Will be automatically indicated

on the new time card format.

6. Hours Worked: Report work time in and out daily
(hours and minutes).
Example:
Employee came in at 8:00 and left for lunch at
12:03.
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ULYB Weekly Hours Worked

TSC

1st Semi-Monthly s | s
7. Weekly Hours e s 2 o &2 | 35
Worked: The 1 [monpay s |12i03 403
. . 2 |TUESDAY
time card will 3 |WEDNESDAY
automatically add |t 7
hours and 6 |SATURDAY
_ _ 7 |SUNDAY
minutes daily and [ _[otitous 20 00
convertthemto VRS
. . : Rounds to |Examples:
military time at Timecard
the end of that 0-7 0 minutes 4.03 hrs = 4.00
week. 8—22 15 minutes  4.13 hrs = 4.15

23 — 37 30 minutes 4.32 hrs = 4.30
38 - 52 45 minutes 4.39 hrs = 4.45
53 -60 1 hour 4.59 hrs = 5.00



1st Semi-Monthly Hours Workexl o | = £
Sep. 1-15, 2009 _m L 25|55
DAY | DAY OF WEEK Hit|Him[H m|HiM[H m|Him] 25 | &2 |82
M [monpay | g |eim| 1o zim f B
1 |TUESDAY = oz & 1 | 2 5.3
2 |WEDMESD &Y = |le | mEN . 51000
3 |THURSDAY ST = T I T O O T 300
4 |FRIDAY i i i e b
5 |saturDay |
5 |sunDay : : :
oa | Hours 19.00 1900 0

Regular Hours: The timecard will automatically add
the number of regular hours worked from Monday-
Sunday.

Note: Each employee should keep track of the limit of
hours to work each week according to their Employee
Type status.
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B 15tal Hours Worked

4T.IIIIII£O\4T"-DD
9

9. Total Hours Worked: Calculates total regular
hours for the pay period.
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ULB Semi-Monthly Staff Time Card

TSC

THE UNIVERSITY OF TEXAS AT BERCWHNSYILLE =nd TEXAS SOUTHMOST COLLEGE
PART-TIMER  COLLEGE WORK STUDY and STUDEMT EMPLOYMEMT TIME CARD
() PartTima O waorkstudy ) s udent Bn poym ent
I0#: MHame: Pooournit #: I % Pocount#: I %
1st S emi-Monthly Hours Wiorked = 2l Semi-Monthily Hours Wiorked =
Dy | DY O FIWEER HiMJH:M|H.:M{H:M[H:M[HIM|] == | =T DAY DAY OF WEER H:M|H: M|H: M| H: M H:M]H: M = T
30 [MOHDRY 12 MOHDAY
31 [TUESDRY 14 TUESDAY
1 [WEDNESDAY 15 WEDNES DAY
2 |THURS D&Y 16 THUR D&Y
2 |FRIDAY 17 FRIDAY
4 |SATURDAY 12 SATURDAY
5 |SUNDAY 19 SUUHDAY
Total Hour [rtal oue
G |WONDAY A MOKDAY
7 |TUESDAY 21 TUESDAY
& [MEDHESDAY 2 WEDNES DAY
9 [THURSDAY 22 THURSDAY
10 [FRIDAY 2 FRIDAY
11 [SATURDAY 25 SATURDAY
12 |5 UNDAY K SUHDAY
Total Ho um ITal Houm
13 [mOHOAY I WOKDAY
14 [TUES DAY 75 TUESDAY
15 [WEDHESDAY 20 WEDNES DAY
A THURSDAY
Total Houm | EEAL]
Totd Hours worked 15t pay peniod :
Tatd Hours workied 2nd paypeniod:
rester:
Emnpbyes it Nang B phoyee S Enatire (B Totd Hours anarded:
Totd Hours previoushy reported:
Tatd Hours curment balancs:
SapENEor (Pt Nam e TAREN BT SHi e IE3 =33
Total Hours mew balarce: I:l 30




College Work-study: Semester and
s(_ Total Hours Awarded

Total Hours worked 1st pay period: 54.[”]"%] @

Total Hours worked Znd pay period: 3600~

This section " Semester: [Fd ﬂ ﬂ /{u 2

= =3
w

2\

applies to Tatal Hours awarded: 200,00~
WOI‘k-StUdy and _< Total Hours previously reported: 50.00
TP Total Hours current balance: 140,00
Student Initiative

Employees only.

N Total Hours new balance: 60.00

10. Total Hours Worked in Pay Period: Calculates total
hours worked for the appropriate pay period.

11. Semester: Select current semester for pay period.

12. Total Hours Awarded: For College Work Study
employees, hours are awarded by the Financial Aid Office
as specified on their Work Study Referral form.

For Student Employment Initiative (SEI) employees hours
are awarded by the Office of Career Services.
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(]% College Work-study (continued)

Total Hours worked 1st pay period: |~ 54,00
Total Hours worked 2nd pay period: |~ 36.00
This section Semester: [Fall y
applies to Total Hours awarded: 20000 | _— 3
Work-study and _<< Total Hours previausly reported: 50,00 y 4
Student Initiative Total Hours current balance: 1460.00 I
Employees only. _Total Hours new halance: 6o.00] | <& 5

13. Total Hours Previously Reported: Running balance of
hours already worked and reported during current
semester.

14. Total Hours Current Balance: Subtotal hours from total
hours awarded minus hours previously reported.

15. Total Hours New Balance: Total available hours allowed
to work for remainder of current semester.
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Signatures

| certify that the time herson iz true and correct to the best of my knowledge and that work time

W as reviewed by me on a weekly basiz and iz in accordance with University policy
Emploves (Print Name] Emploves Eisnatur& Date ﬂ
supervizor (Print Name) Supervizor Signature Date Ext.

16. Employee Signature: To be signed and dated by employee.

17. Supervisor Signature: Time Card must be signed and dated by the
appropriate account manager or designated supervisor.
NOTICE TO EMPLOYEE AND SUPERVISOR: Account manager or
designated supervisor signature certifies that time reported by the
employee is true and correct to the best of his/her knowledge and that
all work time reported is in accordance with University policy.

18. Extension: Supervisors must provide a campus contact telephone

number for any gquestions that Payroll personnel might have.
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UTB FULL-TIME NON-EXEMPT AND HALF-TIME STAFF TIME CARD

T C Front

THEUMMRERSITY OF TELAS AT BR OV SWILLE and TEXAS S0 UTHW0ST COLLEGE
* AIll-Tma
¢ e TIME CARD
I0#: MaTe: Cepatment: Aot #: T Food: &
Her s Whiorked [ .= = Heur = Widbrked l .= =
September 2003 0 0 o ER= = E 0 ER= B =
Dl D&Y OF WEEK H{m|H|M[H[m[H]M|0 m[Hin] 22 5 | & D[ Dey OFWER: HIM|H|M[H M H M|n[m]Hln == 5 | 3
21 [MONDRY M MoNDRY [T
1_|TUESDAY 6 TUESDAY | | [ i
2 WE:' NED&Y ......................... 16 WEDNESDAY
3 THURSMY ......................... 1? THURS mY
4 |FRIDAY w|FRIDAY |
i |SATURDAY 19 |SATURDEY
6 |SUNDAY A S UNDAY
Total Houe REG oT T | Tatal Ho um REG oT aT |
OT & ST Houm o be Pad [ [ T Hrs Earmed 0T & ST Houm to be Faid P Py T Hrs Eamedl
7_[MONDAT o MoNDAEY [ ¢ | 1
B |TUESDAY moEsoar | [T
g WE:' NED&Y ......................... 23 WEDNESMY
10 [THURSDAY 24 |THURS Doy
11 [FRIDAY 2 |FRIDAY
12 [SATURDAT W [SATURDAT | LT
13 [SUHDAY 27 |SUNDAY
Tatal Hous REG ar ar | Total o um REG oT r
OTE &THoum o b P P& PLy T Hre Eared 0T B 5T Houm o be Pand PET FE T Hre Enimed
14 |WA0M DAY 2 MOHDAY
15 |TUESDAY 2 [TUESDAY
_____ 0 [WEDNESDAY
Tatal Hou e REG oT El | Total Hour REG ot T |
OT & ST Houmto ba Pad P&y Py T Hrs Barmed CT & ST Houms to be Paid Py Poy T Hrs BEamed
F&i). Hours Totl Rei Hre Total Hours
l I ] | | I I ] ]
lce iy that the tine ke g on k e and comecto the |PStUT|ﬂ"."F.IU.’|'h(k_I? andl tatwok tine anl
Aeence war pukwedlbyme ona weekly bask and B v accorlaece wih U”.'?E-n,—'FO'b;'.
y Total Heurs
| | | [ 1 | [ |
Emp ke # rlit Hame) Emp b3e ¢ Skiat e Ok
3l|:-er.'h0r-PrItm|ne- :||3¢ r.'lsoerJl-.‘iur\e 1%,




B FULL-TIME NON-EXEMPT AND HALF-TIME STAFF TIME CARD

Back

THE UNIWVERSITY OF TEXAS AT BROWMNSWVILLE and TEXAS SOUTHMOST COLLEGE
Absences Detail
Ifab=ent, please provide the number of hours used per daywith approprigte categony.
Pald Leaw Unpald Leave
Cete [ u] H J P M b3 1 u Wy | Tatal Legerd Bbsences Detail Motes
Ta [9A2009 Paid Leawe
Wi (922004 C  Compensatory Time
Th [922009 O Deahin famly
Fr [34n2004 H  Holiday Pad
Sa [342009 J o Juny Dy
A [3&2003 P Paid Leawe
Mo |37 2009 h hfleany Serice Leaue
Tu [382009 5 Sick Leawe
W 382009 W hacation
Th [3A0E009 Urpaid Leave
Fr |94 12009 U Leawe without pay
Sa [9M22009 M hflkany Unpad
A [3A 3009
Mo [9A 42009 Laaw Hrs. Zomp Time Hours Summary
Ta [9A52003 Pald Unpald Eog Enl. | Bamed | T Cver | Sub-Tokl| Used Loallable |
Wig: [5AE2009 |
Th [3AT2003
fro|aage00a Ee . Balancs B¢ erusd Usad Avallabls
5= [9M92009 Slch Leave 100.00 8 108 00
4 [9202009 Wacaton 100.00 100 00
Mo [3212009
o [f222008 ‘Wacation Aecrued Hours Table:
Whe (3232009 Employess with Btal stk service [ Accrusd W nmum carmy over hours
Th [3242009 creditof Hours toome st flecal year
F [9:252008 Les than 2vean & (=1
Sa [AEEEO0 stkartZyean bitkss than 5 a 2l
A (9272009 atkartSyvears batkss than 10 10 ]
Mo [3EEE003 stkart 10w ar bt Bs tan 15 11 22
To 3282009 Atkart 15 @ an bt Ba than 20 13 ]
Wik 9202009 Atkartodwar bt Ba than 25 15 A
Atkart2iwear batba tan 30 17 (5]
C u] H J F M g W u L Atkart3ear batBa than 35 19 =i
Tatal I I I 35year ol mok 21 532
Ldditions Time Card Hotes




UlB i
TSC  Reporting of Absences

Non-Exempt full-time employees are required to
report absences on timecard.

Hours Worked — -

JUNE 2009 il out P out I outr PR 3 2
DAY |DAY OF WEEK HMIH M|H{M|H[{M|J|H|[M|H|[M T ﬁ -=_?: S
1_|MONDAY 8 Jz o s [ | | 800
2 TUESDA\{ ....... N - o i . » Bl:":l S
3 |WEDNESDAY = 00 . T 0 O O -
4_[THURSDAY s Jz Lo fs f f | 800
5 |FRIDAY R T O O O - =
B |SATURDAY
T | }. T | T | -

Total Hours REG | 29.00] OT ST 29000 11.00] 40.00

OT & 5T Hours to he Paid PAY PAY CT Hrs Earned




UT(]% Reporting of Absences (cont...)

Type of leave must be entered

. Type of Leave
on the back of the timecard on Paid Leave
COrrespondlng absent day. C  Compensatory Time

Death in family
Holiday Faid

O

H

J o Jury Duty
F Paid Leave
1
=
i

Absences Detail
If absent, please provide the number of hours used per day with appropriate category.

tilitary Service Leave

: - Sick Leave
Paid Leave Unpaid Leave _
Date c D | H J P | M | S Vv U | W [Total Wacation
61112009 Unpaid Leave
61312009 . .
51412009 WV Military Linpaid

61512009 3.00 3.00




Entry of Leave Hours

Absent hOU 'S Absences Detail

If absent, please provide the number of NOUrs Used per day with appropriale caregony.

Paid Leave Unpaid Leave
ente red On the Date c D H J P M s v L W |Total
6/1/2009
b k f th 61212009 5.00 8.00
a C O e 61312009
. 61412009
tl m e Ca rd’ 61512009 3.00 . 3.00

including |
Inc u Ing eave Hours Worked EE -
. JUNE 2009 | our | our | ﬁ 22 | 3 | =
COde, W|” DAY[DAY OF WEEK Hlwlolmlnlulniwinnnu =2 | 2|3
. T [MONDAY a 12 1 o a:00
automatlcally be [ e 5.00(S.
3 [WEDNESDAY g |12 |1 5 8:00
reflected on the [« [rursoar a 12 |1 |5 B:00
5 |FRIDAY g |1 so0|  300fv.
front of the 5 |SATURDAY
7 |sunDay
1 d Total Hours REG | 29.00] oT ST 23.00f 1100 2000
tlmecar * OT & ST Hours to he Paid PAY PAY CT Hrs Earned




Helpful links

o UTB/TSC Payroll website
http://www.utb.edu/ba/bo/payroll

e Human Resources Compensation Website
http://www.utb.edu/ba/hr/compensation

« Handbook of Operating Procedures
http://www.utb.edu/ba/hoop

HOOP 7.4.14 Overtime

HOOP 8.2.2 Working Hours and Rest Periods
HOOP 8.2.7 Time Records, Paycheck, Payday
HOOP 8.3.2 Sick Leave

HOOP 10.6 Vacations and Other Leaves



http://www.utb.edu/ba/bo/payroll�
http://www.utb.edu/ba/hr/compensation�
http://www.utb.edu/ba/hoop�

C Contact Information

Doug Arney Nelly Gomez

Business Affairs Business Office, Payroll
Tandy Suite 100 Tandy Suite 110

Phone: 882-7318 Phone: 882-3820
Doug.Arney@utb.edu Nelly. Gomez@utb.edu
Rene Zayas Brenda Martinez
Corporate Compliance Human Resources

Tandy Suite 100 Cortez 129

Phone: 882-7800 Phone: 882-7024
Rene.Zayas@utb.edu Brenda.Martinez@utb.edu
Yolanda De La Riva Christina Logan
Business Office Human Resources, Benefits/Compensation
Tandy 109 Cortez 129

Phone: 882-8804 Phone: 882-8809

Yolanda.Del aRiva@utb.edu Christina.Logan@utb.edu 40
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B Questions:

The University of Texas at Brownsville
and
Texas Southmost College
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