Labor Redistributions/JPAYs and revised timesheets 
Thurs, 12 Jan 2006 

Now that the new procedure for submission of revised timesheets with labor
redistributions and JPAYs is approaching the one-year anniversary, I'd like to 
request departments/units that are preparing these documents to please again
read the attached procedure and the requirements listed. We are still seeing many
"holes" in the required documentation and backup. Because time and effort reporting
is a high risk audit area, unless all requirements are met, labor redistributions and 
JPAYs will not be processed, they will be returned to the originating unit.
In particular, here are a few specific reminders:
1) Every effort must be made to obtain the employee's signature on both the labor
redistribution and revised timesheets. If the employee is not in the country, out in the
field or otherwise unavailable to physically sign these documents, the reason must be
noted in the backup and a person authorized to sign for the employee must sign the
timesheet for the employee. Keep in mind that just because an employee is not in the 
office on the day the labor redistribution or JPAY is prepared does not warrant an
employee "not available for signature."
2) A new timesheet must be created. This does not mean printing the timesheet that
is on the system at the time of the payroll run that includes what is now the incorrect
fund, org, or account number, then crossing it out. A brand new timesheet must be
created with all applicable signatures and no cross-outs, whiteouts, etc. 
3) The PI must sign the labor redistribution, revised timesheets and 60-day cost transfer
memo (if the memo is applicable.) E-mail authorizations are not accepted. If the PI is
unavailable, a delegation of signature authority must be attached for the person who is 
signing in place of the PI.
4) Department PPA must initial the revised timesheet. 
5) At the top of the timesheet, please write, "Revised" plus the current date at the top. 
The timesheet is later submitted to Human Resources as the official record and it's
important to identify revised timesheets and when they were prepared. 
6) Please provide all information pertaining to the questions in the 60-day cost transfer
memo located at the following website: http://www.uaf.edu/grcon/forms/index.html 
Taking time to ensure that all requirements are met will assist in processing your 
paperwork faster. As always, special circumstances can occur. Please feel free to
call OGCA with any particular questions and we'd be happy to help you. 
Thank you,
Maggie
Director, OGCA 
