BY ORDER OF THE COMMANDER 944TH FIGHTER WING INSTRUCTION 65-201
944TH FIGHTER WING 24 MAY 2002

Financial Management

TIME AND ATTENDANCE AUDIT
PROCEDURES

COMPLIANCE WITH THISPUBLICATION ISMANDATORY

NOTICE: Thispublicationisavailable digitally on the AFDPO WWW site at:
http://www.e-publishing.af.mil.

OPR: 944 FW/CCA (Ms Sheryl Finch) Certified by: 944 FW/CCE (Mg S. Sounhein)
Supersedes 944 FWI 65-201, 16 August 2000 Pages. 10
Distribution: F

This instruction implements AFPD 65-2, Management Control Program. It establishes guidelines for
conducting audits of time and attendance records for civilians and Air Reserve Technicians (ART)
assigned to the 944th Fighter Wing (FW). Thisinstruction appliesto all civilians and ARTs within the 944
FW.

SUMMARY OF REVISIONS

This change incorporatesinterim change (1C) 2002-1 (Attachment 5). This change updates the references
in Attachment 1 and the sample checklist in Attachment 2. A bar (| ) indicates revisions from previous
edition.

1. Audit Timelines. Employee time and attendance (timecard) folder audits will be conducted quarterly
(January, April, July, and October) of each calendar year after receipt of military pay records. Special
audits may be performed at the wing commander’s request. Discrepancies must be reported to each group
commander. Corrections must be made to timecards and updated in the Defense Civilian Pay System
(DPCS), when required. All documents pertaining to audits, to include military pay records and audit
checklists, must be filed in the employee timecard folders.

2. Responsibilities:
2.1. Wing Secretary (CCA):

2.1.1. Submitsarequest quarterly to the 944 FW Military Pay office for military pay records of all
ARTs and civilians who are assigned as areservist.

2.1.2. Distributes military pay records to organizational groups.
2.1.3. Performs quarterly audit of employee timecard folders for wing staff personnel.
2.2. Organizationa Groups:
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2.2.1. Distributes the military pay records to supervisors and or timekeepers within their organi-
zational group.

2.2.2. Ensures a100% audit is performed quarterly on all employee timecard folders by supervi-
sors and or timekeepers.

2.2.3. Ensures all discrepancies of each audit are corrected properly, to include all updates to
DCPS, when required.

2.3. Supervisors and or Timekeepers:

2.3.1. Conducts a 100% audit of their employee timecard folders using the 944 FW Timecard
Audit Checklist (Attachment 2) and ensures 100% compliance with all directives. Additional
information for auditing the military pay record is provided in Attachment 3.

2.3.2. Ensures that employee's leave availability reports provided by Civilian Pay are verified
against the employee’s | eave balances recorded on each timecard.

2.3.3. Notifies their group commander or deputy group commander when audits are completed
(discrepancies corrected and updated in DCPS, when required).

2.3.4. Ensures a six-part employee timecard folder (Attachment 4) is provided for each civilian
and ART.

2.3.5. Ensures that certified copies of all AF Form 40a, Record of Individual Inactive Duty
Training; AF Form 938, Request and Authorization for Active Duty Training/Active Duty
Tour; DD Form 1610, Request and Authorization for TDY Travel of DOD Personnel; AF
Form 428, Request for Overtime, Holiday Premium Pay, and Compensatory Time; Addi-
tional Flying Training Period (AFTP) certifications, and any other documents necessary for audit
purposes are filed in the employee timecard folders located in each workcenter.

2.3.6. Ensures all AF Forms 40a have the hours worked initialed by the employe€e’s timekeeper
along with the employee’s civilian duty hours recorded in the Remarks Section. Ensures appropri-
ate leave was taken and recorded on the timecard if military duty was performed during civilian
duty hours.

2.3.7. Ensures all AF Forms 938, blocks 38-46 are filled out completely and that the employee's
timekeeper signatureisrecorded in block 48. Ensures appropriate leave was taken and recorded on
the timecard if military duty was performed during civilian duty hours.

CRAIG S. FERGUSON, Colonel, USAFR
Commander
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

944 FW/CC Letter, Policy for Alternative Work Schedule, 16 April 1996

944 FWI 36-802, Use of 944 FW Form 13, Work Schedule Request

HQ AFRES, Time and Attendance Handbook for Air Reserve Technicians
AFMAN 36-8001, Reserve personnel Participation and Training Procedures

Department of Defense Financial Management Regulation (DOD 7000.14-R), Volume 8, Chapter 2, Time
and Attendance Recording

Abbreviation and Acronyms

AF — Air Force

AFI — Air Force Instruction

AFMAN - Air Force Manual

AFPD- Air Force Policy Directive

AFTP — Additiona Flying Training Period
ART —Air Reserve Technician

DCPS — Defense Civilian Pay System
DOD/DD — Department of Defense

FW — Fighter Wing

HQ AFRES - Headquarters, Air Force Reserves
RM P — Resource Management Period

SF — Standard Form

TDY — Temporary Duty

UTA — Unit Training Assembly
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Attachment 2

944 FW TIMECARD AUDIT CHECKLIST
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Attachment 3
TIMEKEEPER MILITARY PAY RECORD AUDIT INFORMATION

A3.1. Codes02, 20 or 22 will appear on the military pay record for a primary or alternate scheduled Unit
Training Assembly (UTA) completed. (Use the 944 FW primary and alternate UTA yearly schedule as a
reference.)

A3.1.1. If arescheduled UTA was completed, an AF Form 40a must be in the employee timecard
folder and the corresponding dates should be on the military pay record coded as 02, 20 or 22. If an AF
Form 40aisfiled in the employee timecard folder and the corresponding dates are not on the military
pay record, notify the 944 FW Military Pay office.

A3.2. If codes 03, 30 or 33 appear on the military pay record, a certified copy of the employee’'s AFTP
certification with corresponding dates must be in filed in the employee timecard folder. If an AFTP certi-
fication is filed in the employee timecard folder and the corresponding dates are not on the military pay
record, notify the 944 FW Military Pay office.

A3.3. If codes 04 or 40 appear on the military pay record, a certified copy of the AF Form 40a with cor-
responding dates must be filed in the employee timecard folder. If an AF Form 40a is filed in the
employee timecard folder and the corresponding dates are not on the military pay record, notify the 944
FW Military Pay office.

A3.4. If code 50 appears on the military pay record, a certified copy of the AF Form 938 with correspond-
ing dates must be filed in the employee timecard folder. If an AF Form 938 isfiled in the employee time-
card folder and the corresponding dates are not on the military pay record, notify the 944 FW Military Pay
office.

A3.5. If documents are missing from the employee timecard fol der, notify the supervisor/ employee. The
supervisor/employee must provide a copy of all missing documents.
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Attachment 4

EMPLOYEE TIME AND ATTENDANCE (TIMECARD) FOLDER

A4.1. Folder Contents:

A4.1.1.
A4.1.2.
A4.1.3.
A4.14.
A4.15.
A4.1.6.

Section One: Employee Timecards

Section Two: AF Forms 938; DD Forms 1610; AF Forms 40a

Section Three: AFTP Certifications (if applicable)

Section Four: 944 FW Forms 13, Work Schedule Request

Section Five: AF Forms 428; SF Forms 71; Leave Availability Reports
Section Six: Military Pay Records,; 944 FW Timecard Audit Checklists
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Attachment 5

IC 2002-1 TO 944 FWI1 65-201, TIME AND ATTENDANCE AUDIT PROCEDURES
IC 2002-1 TO 944 FWI 65-201, TIME AND ATTENDANCE AUDIT PROCEDURES
9 MAY 2002
SUMMARY OF REVISONS

This change incorporates interim change (IC) 2002-1. This change updates the references in Attachment
1 and the sample checklist in Attachment 2.

Attachment 1
GLOSSARY OF REFERENCESAND SUPPORTING INFORMATION
References 944 FW/CC Letter, Policy for Alternative Work Schedule, 16 April 1996
944 FWI 36-802, Use of 944 FW Form 13, Work Schedule Request
HQ AFRES, Time and Attendance Handbook for Air Reserve Technicians
AFMAN 36-8001, Reserve personnel Participation and Training Procedures

Department of Defense Financial Management Regulation (DOD 7000.14-R), Volume 8, Chapter 2, Time
and Attendance Recording

Abbreviation and Acronyms

AF — Air Force

AFI — Air Force Instruction

AFMAN - Air Force Manual

AFPD- Air Force Policy Directive

AFTP — Additional Flying Training Period
ART — Air Reserve Technician

DCPS — Defense Civilian Pay System
DOD/DD — Department of Defense

FW — Fighter Wing

HQ AFRES — Headquarters, Air Force Reserves
RM P — Resource Management Period

SF — Standard Form

TDY — Temporary Duty

UTA — Unit Training Assembly
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Attachment 2

944 FW TIMECARD AUDIT CHECKLIST

ALL PURPOSE CHECKLIST —

TTTLESUBRIBEC AT TIN T FLRCTHIN AL AREA urm

ool BT TRGE (R

A,

1. DATE OF REVIEW: REVIEW FERFORMED BY:

3, TIMEEFEFER'S MAME: CIRCGAET 57 MBI

3. INCLUSIVE PERMID OF BEVIEW:

4, TIMECARD AUDIT Ok:
EMPLOYEES DATTY BOURS:

3, TIMECARD FOLDER ITEMS TOCHECK (Beferemce: S FW] 65200 )

AL I8 & remecad fur esch poy perasd fibed in Sectiom T

B, Mg gach mmecsing Dapen wagiod By Tl supervisod of e gniiod
I 4 Bl i oS worksomier desarating oflers 10 SEn Mo de sy

. Has cach timecand boen iratsbed by the emplayes w rcimbal!

B, A slgmaliaprneed SR 71, Roqued T |
efrfhrye wign'L ieiilakhle wr midl e ¢

B, s all vime ke ol secnued Gack sl
timne;, mmilitary, towe-ofT awanl, «
corgperabory, militry kv aml i

i withesnn [Ey, Eredin And compepasiady
il ? (NOTE Bl for croddie and
1 e gl on e tirmecand, |

F. Ay ke availability i
thmecaed !

ervilian payi o valickie giemes recondol onech

of iy AT Formn 428, Bequest fer Orveriinee, Bl Fromiem Pay el
or compensaiony time worked fiked in Sectom 57

H. bacopy of
fibed m Section 2 if

1610, Bevpuest and Amibergmison for TDY Trooreel af DD Personnel.
pmpioyed waa TDY i crvilian st

L A ol approved and (CFE emeed 94 19 15oms 13, Wark Scledule Request. flked in Sectiom 4%
(ROTE: Aasborired 3 changes per vear; bring Sorvand de kmest fonn o esch new calendar year. )

Jo Deoess e Sde) W Japom 13, Resarks Secoun. include o jestiticorion stement iniviabed by the 544
FWCL or enmplospees om i “no lonch” work schedule !

E. A cemified copees of AFTFS [Hed in Section 3, o sppiscable oo essphoyee, and wes approfeie kave
recorded on e timecand o pemomed dering croilisn Jey boaes? (Code U303

L. e oot oopies of AF Forms 40a, Reoord of Endivides] Insetive Dury Training. for

resg lgaide] 1T A amal Besramce Mamegemen Perods (EMPs) Mead i Seconn 27 Age e crilian dety
Liowars pimebroiviec] i e permaris soctom md dicl the emploves's dmeloeper inial by e S woried
esvning appieprine beave wes ken and recondad on e timecand i perfioneed dering regelar covilan
whiy howira? $Ca0e 04040

AF 18, 1997111071 (B PTG R0 [0 IS L CHFSRRT L T TR, et T




944FW165-201 24 MAY 2002

L
= e
MG S T A G T S AR O TP A Y el

g
]

L

M Aere cemalied copies o AF Fomm 35, Rogss sl Amborizstion for Acive Dury
Tenining/tivn Tty Toar, kol i Secion 2 s was appeopriie leave peconkal on s dmesand? A
AT Fomms 508, Whoiks 3F-Hi Mllad out coropleisly and s tee cophoyes”s dmekesper signidere in hock
4E7 (ol 30}

M. Were certilial copaz of AF Fomes 205 aml AF Fonms 958 woml o cvilian oy o6 CPTSTEMER
when iy ke woas uscl?

6, ATTERNDARCE CALERDAR (MILTTARY PAY RECOED: TTEMS
FWiFM Y

CHECK dpmusidad by 4

A, g ey wsad dc wenify all milnary duiy performal™ (AR Form Form K =

AL, ATTE = VKNI

B. k dere o condlied pay documen i ihe tiimecasd
UTasy?

perforsied fexoepi for

C. Dche LMEA ondes maich dhe %6 W fed UTA diew?

B Ame miliary pay noooeds fiked § firkder with dhe compiced audit checklist?

T LIST ANY DISCREPANCIES § ATV E ACTHINS BRELOW:

AF FORE 2508, 19501107 ARG AEVERSE T TR e dT, i et



	1. Audit Timelines.
	2. Responsibilities:
	2.1. Wing Secretary (CCA):
	2.1.1. Submits a request quarterly to the 944 FW Military Pay office for military pay records of ...
	2.1.2. Distributes military pay records to organizational groups.
	2.1.3. Performs quarterly audit of employee timecard folders for wing staff personnel.

	2.2. Organizational Groups:
	2.2.1. Distributes the military pay records to supervisors and or timekeepers within their organi...
	2.2.2. Ensures a 100% audit is performed quarterly on all employee timecard folders by supervisor...
	2.2.3. Ensures all discrepancies of each audit are corrected properly, to include all updates to ...

	2.3. Supervisors and or Timekeepers:
	2.3.1. Conducts a 100% audit of their employee timecard folders using the 944 FW Timecard Audit C...
	2.3.2. Ensures that employee’s leave availability reports provided by Civilian Pay are verified a...
	2.3.3. Notifies their group commander or deputy group commander when audits are completed (discre...
	2.3.4. Ensures a six-part employee timecard folder (
	2.3.5. Ensures that certified copies of all AF Form 40a,
	2.3.6. Ensures all AF Forms 40a have the hours worked initialed by the employee’s timekeeper alon...
	2.3.7. Ensures all AF Forms 938, blocks 38-46 are filled out completely and that the employee’s t...


	Attachment 1
	Attachment 2
	Attachment 3
	A3.1. Codes 02, 20 or 22 will appear on the military pay record for a primary or alternate schedu...
	A3.1.1. If a rescheduled UTA was completed, an AF Form 40a must be in the employee timecard folde...

	A3.2. If codes 03, 30 or 33 appear on the military pay record, a certified copy of the employee’s...
	A3.3. If codes 04 or 40 appear on the military pay record, a certified copy of the AF Form 40a wi...
	A3.4. If code 50 appears on the military pay record, a certified copy of the AF Form 938 with cor...
	A3.5. If documents are missing from the employee timecard folder, notify the supervisor/ employee...

	Attachment 4
	A4.1. Folder Contents:
	A4.1.1. Section One: Employee Timecards
	A4.1.2. Section Two: AF Forms 938; DD Forms 1610; AF Forms 40a
	A4.1.3. Section Three: AFTP Certifications (if applicable)
	A4.1.4. Section Four: 944 FW Forms 13, Work Schedule Request
	A4.1.5. Section Five: AF Forms 428; SF Forms 71; Leave Availability Reports
	A4.1.6. Section Six: Military Pay Records; 944 FW Timecard Audit Checklists


	Attachment 5

