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Timesheet Reporting Policy and Procedures – Division 2 
 

Purpose: 

 

Filling out timesheets correctly is essential for all companies doing work under contracts with the 

U.S. Government.  Labor costs are the most significant costs incurred in the performance of 

government contracts and bear the most scrutiny when contract charge disputes arise. 

The timesheet is the basis for contract invoicing and payroll; therefore, it is very important that 

accurate, daily records be maintained.  Timesheets are used to keep track of how employee’s 

work time has been allocated during the timesheet period and are a legal record. 

Maintaining an accurate and complete Timesheet is part of your job. 

Pay Period.  Work time accumulates semi-monthly at KES.  A pay period is 15/16 days. Normal 

time accumulated for each workweek is not to exceed 40 hours (including all time worked time 

and/or vacation) without prior written approval.  

 

I. Policy and Procedures for Recording Hours Work 

 

1. All Employees have access to their timesheet with their name and pay period shown on 

the timesheet at the beginning of each new pay period via our online timekeeping system 

at http://www.neosystems-usa.com/kes/clienttools.html 

2. This is the timesheet the employee should use to record all their hours for that pay period.  

3. All employees must update the timesheet daily. Timesheets should be updated at the end 

of each work day but not later than by 10:00am the following work day. 

4. Only the employee themselves (except for supervisors and payroll administrators on an 

exception basis), should enter their time in and out each day.  It is illegal to ask another 

employee to log-in/out and enter time worked on your timesheet.  This is considered 

fraud and is grounds for disciplinary action up to and including possible termination for 

all parties involved. 

5. The Project/Task/Supervisory Manager will provide each employee with a charge 

number and description of the task with sufficient information as such that the employee 

can validate that the work they are performing relates to the assigned charge number. 

6. Each row represents a direct or indirect charge on your timesheet.  Enter the total number 

of hours in the appropriate row for the correct day.   

7. At the end of the pay period make sure that your hours have been entered correctly, that 

you are not missing any timesheet entries and electronically sign your timesheet.   

8. All employees must have prior written approval for overtime, i.e., beyond the normal 

40 hours. Requests for overtime approval are submitted by the Project/Task/Supervisory 

Manager for the affected employee. The Project/Task/Supervisory Manager will provide 

you with a copy of the approved overtime form to fax into the office if you are located 

offsite. If you work in the corporate office please submit a copy of the approved overtime 

approval to Human Resources. You must have a signed/approved overtime form in hand 

before you can work/charge overtime hours. Project /Task/Supervisory Managers will 

http://www.neosystems-usa.com/kes/clienttols.html
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submit overtime requests along with the travel request for personnel who may require 

overtime while on travel. 

9. All Employees are required to record ALL hours worked. (See Timesheet Manual for 

recording compensated and uncompensated time). 

10. Personnel that are on travel may access their timesheet online at the website listed above 

to record their daily hours.  

11. If while you are out of the office and you are not able to access your timesheet online, 

you must contact your Supervisor or the Payroll Supervisor to verbally submit your 

hours for that day. You must immediately approve your timesheet and make any 

necessary adjustments upon your return to work. 

12. In the event that you estimated hours and charge numbers on your timesheet and your 

actual hours deviate from your estimated hours (e.g., if you went on travel in support of 

both direct and indirect business purposes, or became ill late Friday afternoon on the day 

Timesheets are due and you had already turned in your timesheet), then upon your return 

to the office you must submit a correcting timesheet via our online timesheet system with 

a brief explanation as to why the correction is required.  Specifically indicate what the 

original entry was and what the corrected entry should be. 

13. All corrections made to a timesheet require an explanation for the change. The 

explanation should include enough details to understand why the change was made.  

14. Timesheets are to be approved by Project /Task/Supervisory Managers by 5:00 pm PST 

on the last day of the pay period (the 15
th

 or 30
th

/31st). 

 

II. Employees Responsibilities 

It is the employees responsibility and the expectation of KES, Inc. that all employees accurately 

and honestly record all time worked. It is your responsibility to see that your time is recorded 

correctly, reflecting proper labor charges, vacation, indirect activities, and absences. It is your 

responsibility to: 

1. Understand and comply with the KES, Inc. Timekeeping Policies and Procedures. 

2. Record your time on a daily basis, preferably updating your timesheet at the end of each 

work day.  All hours worked for the day must be recorded no later than 10:00 am the 

following day.  Hourly employees are expected to clock in upon arriving to work and 

clock out at the end of the day.  

3. Be accurate and precise in charging your time against the projects you are actually 

working on. 

4. Know where to find Charge Authorization documents.  

5. Make sure that all corrections to your timesheet are adequately documented.  

6. Contact your Manager or HR if you are unable to complete your timesheet at the end of a 

pay period. Your supervisor or HR representative may make an entry on your behalf if 

you are unable to do so and there is not time for you to make the entry yourself before the 

end of a pay period. Upon returning to work, you are required to review your timesheet 

and approve the entry. If an adjustment needs to be made, you should submit a correcting 

timesheet.  



 

3 

 

7. Review and electronically sign your timesheet at the end of each pay cycle. Your 

approval is certifying the information you are providing is complete and accurate. 

 

III. Managers Responsibilities 

It is the Managers responsibility to monitor and verify the accuracy of their employees 

timekeeping practices.  Specifically managers are expected to: 

1) Ensure that your employees understand what charge codes they are authorized to charge 

against, what their duties are under each charge code and where to find Charge 

Authorization documents. 

2) Ensure employees understand the Timekeeping Policies and Procedures. Assist 

employees with any questions regarding proper timekeeping procedures. 

3) Monitor to ensure employees are updating their timesheets on a daily basis. 

4) Review and approve employee timesheets at the end of each pay period. Your approval is 

certifying that you have taken reasonable measures to ensure the accuracy of the 

timesheet and that to the best of your knowledge the information is complete and 

accurate.  

 

III. Non-Exempt Employees- Overtime Approval Procedures: 

The standard work week for full-time employees is 40 hours per week. Non - Exempt employees 

who work over the standard 40 hours per week or over 8 hours in a day must get written 

approval from their Project/Task/Supervisory Manager in advance. When working Overtime 

employees should follow the following Overtime approval procedures: 

 

1) Employee should fill out OT approval request and return to Project/Task/Supervisory 

Manager for approval. OT approval should be completed as soon as the employee 

believes they may need to work overtime hours.  

a) Request should include Charge #, pay period the overtime will fall 

in, estimated number of OT hours and a reason for the overtime.  

2) Project/Task/Supervisor Managers should validate overtime requirement and approve 

or decline the overtime request.  

a) If the overtime hours are for direct contract hours then the Program 

Manager should fax overtime approval to Contracts to verify 

availability of hours. All overtime approval requests should be 

submitted to Contracts as they are received and prior to the end of 

the pay period.  (Contracts forwards OT approvals to Payroll) 

b) All other OT approval forms should be submitted to Payroll no later 

than the last day of the pay period. 

 

IV. Exempt Employees- Overtime /Uncompensated Overtime Policy and Procedures: 

It is the policy of KES, Inc. to record all hours worked regardless of whether the additional hours 

over 40 hours in a work will be compensated. Hours worked but not compensated are considered 

uncompensated overtime. Hourly non-exempt employees are paid for all hours worked. 

However, exempt employees are paid on a salary basis and therefore are not typically 
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compensated for additional hours worked, instead exempt employees are paid for the completion 

of their job regardless of how many hours it takes to complete. However, under certain 

extraordinary circumstances an exempt employee may be compensated at a straight time rate for 

additional hours worked. Such circumstances include but not limited to: 

 

1.) To meet critical deadlines, 

2.)  To perform unscheduled tasks of critical importance 

3.) Per the request of the client for additional support for activities beyond the normal work    

 week routine or scheduled events.  

4.) Per the request of the Project /Task/Supervisory Manager to provide additional support 

 for activities beyond the normal work week routine or scheduled events.  

 

It is the expectation that all exempt full-time employees work an average of 40 hours per week 

and that additional hours may be required on occasion to complete job requirements. If you  feel 

that additional hours worked are due to an extraordinary circumstance as listed above, then you 

may submit an overtime approval form to request additional compensated hours. Approval of 

compensated overtime is at the discretion of the Program Manager and Contracts Manager (for 

Contract related jobs). The reasonableness of the request and necessity of the additional hours 

will considered with all requests. The Program Manager will review the request and determine if 

the additional hours will be compensated or not. When recording Overtime hours employees 

should follow the following procedure: 

 

1) Employees should always record all hours worked. Record the actual number of hours 

you work on each project.  

2) Get prior written approval for all additional hours that will be compensated. No, overtime 

approval needed for uncompensated overtime.  

3) If the additional hours are uncompensated overtime hours, they would be recorded the 

same as regular hours.  If the additional hours will be compensated they must be coded to 

an OS earning code. This code tells the accounting system to pay the additional hours. 

(See Timesheet Manual on Recording Compensated OT). 

 

V. Charge Authorization Procedures 

As a contract is awarded KES, Inc will notify employees who are authorized to work and charge 

to the new contract/task. The charge authorization procedures are as follows:  

 

1) Upon award of a contract or delivery order a Project Authorization will be prepared by 

the Contracts department.  

2) The Project Authorization will be distributed along with a copy of the statement of work 

to the appropriate Program Manager in charge of the task.  

3) The Program Manager should then notify all employees who are authorized to work on 

the task. The Program Manager should review the task with all employees to ensure they 

understand the requirements detailed in the statement of work.  
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4) The Program Manager should maintain the Project Authorization and statement of work 

on site and explain where or how each employee authorized to charge that contract can 

access the Project Authorization. 

 

VI. Recording Indirect Cost Procedures 

KES, Inc. maintains two types of charges; direct and indirect. Direct Charge #’s are used to 

record time spent working directly on a Contract, Proposal or IR&D project. Indirect charge 

numbers are used for time spent that is not directly related to a Contract, Proposal or IR&D 

project.  Time spent on tasks not related to a Contract, Proposal or IR&D project should never be 

charged against a direct charge number. Employees should observe the following procedures for 

time spent on non direct job related tasks: 

1) Employees attending mandatory company meetings or training will be provided with the 

appropriate indirect charge code to use. Employees are expected to follow up with their 

manager if a charge code is not provided.  

2) Employees working on Bid and Proposals or IR&D projects should contact the Contracts 

department to receive the appropriate B&P charge # to use. 

3) If you are unsure how to record your time, always contact your Program Manager for 

clarification. Don’t guess. 

 

VII. Paid Leave (Vacation, Holiday etc…) 

All regular full-time and part-time employees working at least 20 hours per week are eligible to 

receive paid leave benefits. Paid leave is designed to allow employees time away from work 

without reducing their regular wages. Exempt employees must use vacation in increments of 4 

hours or more or full day increments, unless otherwise authorized in writing. Non-exempt 

employees may use vacation in quarter (.25) hour increments.  

 

I the undersigned acknowledge that I have been trained on the above timekeeping policies and 

procedures. I have also received a copy of the timesheet policies and procedures.  I agree to 

abide by these policies and procedures during my employment with KOAM Engineering Systems, 

Inc. 

 

 

____________________________________ 

Print Name 

 

 

Signature         Date 

 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     


