Federal funding sources require certain documentation for personnel expenditures.  AzCA programs receiving federal funding include IAATP, Head Start, Safe Schools, VOCA, and ACJC.  
Both exempt and non-exempt employees involved in those programs need to track their actual hours worked by funding source/program on timesheets, sign, and date the timesheets.  The timesheets must be approved by a supervisor with first hand knowledge of the work performed by the employee.
For exempt employees, this means timesheets can no longer be completed at a straight 40 hour week.  The total hours listed in each program must total the hours actually worked that day.  If you work more or less than 40 hours in a week, this must be reflected on the timesheet.  As an exempt employee, your gross pay will not be affected if you work more or less than 40 hours.  
Paid non-work hours, such as holidays and Paid-Time-Off, can be charged based on the allocations listed on the individual’s PPD.

To assist AzCA in complying with this requirement, federal timesheets are necessary.  These employee specific timesheets must be used in order to receive a timely paycheck.
Instructions:

Track the actual hours you work in each program listed on your timesheet and record the total by program on the timesheet.  The total hours by program must equal the total hours worked that day.  Partial hours are to be entered as .25, .5 or .75.  No other partial hour fractions will be used.  

All paid non-work hours must be recorded based on the allocation percentages listed on the timesheet.  Non-work hours include PTO, PTO2, holidays, jury duty, bereavement leave, and EML.  Questions regarding the allocation of non-work hours may be directed to Diana Crawford at 520-622-7611, ext. 1314.

All columns must be added down (work hours, total work hours by program, non-work hours and total non-work hours by program.  All rows must be added across.  Employee signature and date are required.  Approval by a supervisor with first hand knowledge of the work performed by the employee is also required.
