
University of Alaska Fairbanks

Submission of Revised Time sheets with Labor Redistributions and JPAYs

Policy Statement:

“The time sheet, once completed and signed is regarded and accepted as a legal document, which may be subpoenaed in a court of law. The time sheet may be used to verify hours worked, leave taken, and physical location on a specific day. Information omitted, or falsely entered, is a misdemeanor under Alaska Statute AS 11.56.210 and AS 24.55.150 (a)(1).” http://www.uaf.edu/uafhr/PPA/Training Documentation/Time sheets4.pdf
Instances occasionally occur when, after a paid payroll cycle, labor charges need to be moved from one fund/org/account to a different fund/org/account, restricted or otherwise. Upon moving labor charges, the following will be required as backup to the Labor Redistribution or JPAY. 

I.
Requirements

A revised time sheet must include the following elements in order to be accepted by Financial Services and Human Resources:

a) Create a new time sheet which contains all the correct information as reflected in the attached labor reallocation or JPAY, write “Revised” and the current date at the top.  NOTE: A copy of the submitted original time sheet, remarked or redacted will not be accepted.
b) The employee and supervisor** MUST sign the revised time sheet and date it with the current date. If an individual(s) is unavailable to certify the actual revised time sheet, an e-mail exchange to show that the individual was notified of this change must be attached as backup. If an e-mail exchange is not applicable, then provide reasoning on the bottom of the time sheet or in the 60-day cost transfer memo. The individual who has signature authority to sign for the employee/supervisor should note “NAS” (Not Available for Signature) and must then sign the time sheet. No one person may sign for both employee and supervisor. 
c) Every revised time sheet is required to go through the department’s PPA. The PPA should initial the time sheet to acknowledge the intended changes.
d) Both the employee and PI are required to sign the labor redistribution/JPAY and 60-day cost transfer memo even though the same signatures may be necessary on the time sheet. 

e) During the review process at Financial Services, the original revised time sheet will then be forwarded to the Human Resources Department as the official record.

**Supervisor- Department Dean, Director or Supervisor
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