Time Reporting Policy
Basis for Policy
Time reporting is the basis for determining payment to employees for services performed. 

As a private, nonprofit corporation, the Research Foundation (RF) must comply with the time reporting provisions of the Fair Labor Standards Act (FLSA) of 1938, as amended, and New York State Labor Laws. The Research Foundation is required to maintain time records showing hours worked for nonexempt employees , those who must be paid overtime premium wages. The FLSA also specifies recordkeeping requirements for exempt employees — those who are in bona fide executive, administrative, and professional positions.

The Research Foundation must also comply with the personnel activity reporting requirements of federal Office of Management and Budget (OMB) Circular A-21, Principles for Determining Costs Applicable to Grants, Contracts, and Other Agreements with Educational Institutions. OMB Circular A-21 requires educational institutions to report and certify the distribution of activity of all employees performing on federally sponsored projects. The distribution of activity is the percentage of total dollars over a given period that is distributed to each of his or her activities. In certain cases, as indicated in this document, time reporting forms are used to satisfy the activity reporting requirements of OMB Circular A-21.

  

Policy
In accordance with the provisions of the FLSA, time records must be signed both by the employee and the supervisor.

  

Forms Used for Time Reporting
The forms that are used by the Research Foundation to report employees' time at work or away from work are the hourly and biweekly attendance reports and the exception report. 

•    The hourly and biweekly attendance reports are completed by employees in nonexempt positions. 

The hourly and biweekly attendance reports (i.e., "timesheets") are also the documents that operating locations use to satisfy the activity reporting requirements of OMB Circular A-21 for RF nonexempt biweekly employees and RF nonexempt hourly employees. Oracle-run Certification of Salary Distribution reports can be created and certified for RF nonexempt employees, but timesheets still would need to be signed and retained.

•    The exception report is completed by employees in exempt positions.

See Time Reporting - RF Forms in the Forms resource area for the Biweekly Attendance Report, the Exception Report for Exempt Personnel, and the Hourly Attendance Report. An operating location may develop its own versions of the reports as long as the forms contain the required information.

  

Requirements
The following sections describe the Research Foundation's requirements regarding the completion of time reporting forms, the signatures required on the forms, timely submission of the forms, and their retention at operating locations.

  

Completion of Attendance Report
All nonexempt Research Foundation employees must complete an hourly or a biweekly attendance report that documents each hour worked in order to fulfill the overtime calculation requirements of the FLSA. 

Hourly and biweekly attendance reports must contain the following elements: 

•    a statement certifying that the activity reported represents a reasonable estimate of the work performed by the employee during that period. 

•    an accurate distribution of hours. Attendance reports for nonexempt employees must show the hours worked for each award on which the employee worked.

  

Completion of Exception Report
All exempt Research Foundation employees must complete an exception report for each calendar month. 

Daily exceptions must be recorded on the report so that appropriate adjustments can be made in leave accrual balances for employees who accrue leave. 

Reports must also be completed for employees who do not accrue leave.

  

Required Signatures on Forms
An employee signs the attendance report as certification that his or her entries on the form are accurate. The exception report is signed by the employee as certification that he or she has worked the anticipated schedule for the period specified with the exception of the dates listed on the report. In addition, the employee's signature on the exception report substantiates salary payment. 

The supervisor or project director signs the attendance report, certifying that the information on the form has been reviewed and is accurate. The signed record of time worked also serves an administrative purpose in verifying work in the event of a workers' compensation liability claim. The supervisor or project director's signature on the exception report certifies that he or she is in agreement with the information reported by the employee on the form.

Note: For the purposes of personnel activity reporting, OMB Circular A-21 requires the signature of either the employee or the project director or other responsible and knowledgeable person. However, when the same form is used for both attendance and personnel activity reporting, Research Foundation policy requires the signatures of both the employee and a supervisor or project director.
  

Timely Submittal of Reports
Because attendance and exception reports document the services performed by employees and are used to determine payment to employees, these documents must be submitted in a timely manner to the office responsible for payroll at the operating location. 

The reports are due at the end of the work period for which time is being reported. Report submittal must not extend past the end of the next reporting period.

Operating locations unable to comply with this schedule must contact the Central Office of Employee Services to determine whether exceptional circumstances warrant a modification of the schedule.

Note: The personnel activity reporting requirements of OMB Circular A-21 would be satisfied by submittal of reports within 90 days of the period covered. However, when the same form is used for both attendance and personnel activity reporting, Research Foundation policy requires that attendance reports be submitted according to the schedule described above.
  

Retention of Attendance and Exception Report
To be in compliance with the FLSA, all time reporting forms must be accessible at the place of employment or at an established central record office where such records are normally maintained. Time reporting forms must be retained for seven years and are subject to unscheduled audits by the Wage and Hour Division of the Department of Labor. 

Attendance reports used to satisfy the personnel activity reporting requirements of OMB Circular A-21 must be retained in accordance with the RF Record Retention Policy.

