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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002

                                                                 BaseO 7310.2

        CR

        21 MAY 1999 

BASE ORDER 7310.2A
From:
Commanding General

To:
Distribution List

Subj:
LABOR DISTRIBUTION ACCOUNTING

       Ref:
(a)
DOD Financial Management Regulation, Volume 8 Chapter 2



(b)
SABRS Financial Procedures Manual, Chapter 6

Encl:
(1) Civilian Labor Data Collection


(2) Type Hour Codes


(3) Sample Biweekly Timesheet (Part I)


(4) Sample Biweekly Timesheet (Part II)


(5) SABRS Labor Exception Record

1.
Purpose.  To assign responsibilities and establish procedures and controls for labor distribution accounting.

2.
Cancellation.  BaseO 7310.2

3.
Background.  The references outline the requirements for labor distribution accounting for civil service personnel.  In general the requirement exists to distribute labor cost to the applicable Cost Accounting Code (CAC) and to other accounting levels within the operating budget.  This is accomplished by use of a Personnel History File (PHF), the Financial Information Pointers (FIP) file, and the preparation, submission, and induction of labor distribution cards/sheets into the Standard Accounting and Budgeting Reporting System (SABRS).

4.
Fiscal Instructions   The labor distribution cost system for civilians requires two subsystems:  the establishment of a PHF and collections of labor cost data.

a.
Personnel History Files.  The Labor Technician is responsible for establishing and maintaining the PHF.  The PHF is updated by data extracted from Defense Civilian Pay System (DCPS) for each civil service employees on a biweekly basis.

b.
Collection of Data.  Civilian labor data is collected daily, weekly, and biweekly by submission of Time and Attendance (T&A) timecards as outlined in enclosures (1) through (5).
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c.  Financial Information Pointer File  All labor cost data is processed through the FIP file to be reflected in the accounting records and reports.  Therefore, it is necessary to ensure that a FIP is established for each labor FIP cited on the T&A timecard.  It is also necessary to ensure that a FIP is established for each FIP entered on the labor distribution card/sheet.  The establishment and maintenance of the FIP file is the responsibility of the Budget Officer and shall be accomplished upon receipt of information from the Fund Administration (FA).

5.
Action
a.
Fund Administrators shall become thoroughly familiar with the information and instructions provided herein and establish procedures to:

(1)
Provide the Budget Officer with the applicable FIPs required for distribution of labor cost data.

(2)
Provide the labor FIP and home Work Center in block 36 (Appropriation) on all Requests for Personnel Action (SF 52) submitted for recruitment, reassignment, and temporary action.

(3)
Submit written notification' to the Budget Officer for all internal transfers of personnel from one FA, FIP, or Work Center to another prior to utilizing any labor cost data.

(4)
Ensure that all personnel preparing or reviewing labor distribution cards/sheets comply with the requirements for accuracy and timeliness.

b.
The Human Resources Officer shall include the applicable FIP/Work Center from the SF 52 on the check-in/data sheet provided to new employees.

c.
Defense Accounting Office can monitor the labor distribution data and provide the Fund Administrators with reports.

6.
Change Notation.  This revision contains a substantial number

of changes and should be reviewed in its entirety.

W.
C. PEOPLES

Deputy Commander

DISTRIBUTION:
A less Tenant Commands plus CR (25)
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CIVILIAN LABOR DATA COLLECTION

1.
General.  Civilian labor distribution cost will be processed on a biweekly basis of an 80 hour period that coincides with the civilian pay timekeeping dates.  Additionally, labor distribution cost must be balanced to the paid payroll for each employee and individual action.  The distribution of labor expenses is reflected in the accounting system based on labor cards/sheets received from the Fund Administrators.  The instructions outlined herein provide for the collection and distribution of civilian labor cost data through the submission of labor distribution cards/sheets into the mechanized system.   All data is to be submitted to arrive at Civilian Payroll Branch by:

a.
Weekly, 0900 each Monday, Wednesday, Friday for personnel assigned to Facilities Department

b.
Biweekly, 0900 on Friday preceding the end of the pay period for personnel other than Facilities Department.

c.
This timeframe coincides with the submission of payroll timecards.  All exception hours must be compared as recorded on both sides of card and adjustments made prior to submission.

2.
Implementation.  All employees are assigned and loaded to the PHF with a FIP and Work Center.

a.
Biweekly.  Personnel who work at the same FIP on a routine basis, labor distribution cards are only required to account for hours applicable to exception codes.  All other time will automatically be charged to the working home FIP loaded to the PHF.  Cards are submitted biweekly.

b.
Weekly.  Personnel who work on numerous and various FIPS such as carpenters, painters and plumbers, labor distribution sheets are required to account for all hours applicable to each FIP as well as all exception codes for leave and overtime. Sheets are submitted weekly each Monday, Wednesday, and Friday.

3.
Labor Distribution Sheet.  The labor distribution card/sheet is the prescribed form for submission of all civilian labor cost data.  Preprinted time/labor distribution cards will be provided by the Payroll Branch when an employee reports for duty or biweekly.

ENCLOSURE (1)
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	PAY TYPE HOURS
	
	

	RG
	Regular
	(Graded)

	RF
	Regular
	First Shift (Ungraded)

	RS
	Regular
	Second Shift (Ungraded)

	RT
	Regular
	Third Shift (Ungraded)

	OU
	Overtime
	Unscheduled

	OX
	Overtime
	Unscheduled (Outside Basic Work Week

	OC
	Overtime
	Callback

	SG
	Sunday Work
	(Graded)

	SF
	Sunday Work
	First Shift (Ungraded)

	SS
	Sunday Work
	Second Shift (Ungraded)

	ST
	Sunday Work
	Third Shift (Ungraded)

	HG
	Holiday Work
	(Ungraded)

	HF
	Holiday Work
	First Shift (Ungraded)

	HS
	Holiday Work
	Second Shift (Ungraded)

	HT
	Holiday Work
	Third Shift (Ungraded)

	HC
	Holiday Work
	Callback

	LEAVE HOURS-PAID
	

	LA
	Annual

	LB
	Advance Annual

	LC
	Court

	LG
	Advanced Sick

	LL
	Law Enforcement

	LM
	Military

	LN
	Administrative

	LP
	Annual, Restored #3

	LO
	Annual, Restored #2

	LR
	Annual, Restored #1

	LS
	Sick

	LT
	Traumatic Injury (COP)

	LU
	Date of Traumatic Injury

	LV
	Excused Absence

	
	

	LEAVE HOURS- NONPAID
	

	KA
	LWOP

	KB
	Suspension

	KC
	AWOL

	KD
	Office of Worker Compensation Program (OWCP)

	KE
	Furlough

	KF
	Non-Duty, Within Regular Schedule

	KG
	Military Furlough (Called to Active Duty)

	
	

	COMPENSATORY HOURS
	

	CE
	Compensatory Time Earned

	CT
	Compensatory Time Taken

	CA
	Religious Compensatory Time Taken

	CR
	Religious Compensatory Time Earned


ENCLOSURE (2)
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SAMPLE BI-WEEKLY TIME SHEET PART I

	EMPLOYEE ID
	BLK/GRP 0661
	ACCT

00318
	ORG
	EMPLOYEE NAME
	PLT ROT
	PERIOD ENDING
	SEQ NO

	STD JON
	
	
	
	
	HRS WORK
	
	TDC
	STD JON
	HRS WORK
	TDC

	TOUR TYP/SFT
	AWS

0
	SUN
	M

O

N 
	T

U

E

S
	W

E

D
	THUR
	F

R

I
	S

A

T
	S

U

N
	AWS

0
	SUN
	MON 
	TUE
	WED
	THUR
	FRI
	SAT
	SUN
	

	WEEK
	DAY 
	TYPE HOUR
	HRS
	E/M

OTH
	LST HR
	TEMSFT
	NIGHT DIFF
	INJ

NUM
	START 

TIME
	INIT


	1
	3
	LA
	4.00
	
	
	
	
	
	
	

	1
	4
	LS
	5.00
	
	
	
	
	
	
	

	1
	5
	LA
	1.00
	
	
	
	
	
	
	

	2
	2
	LN
	4.00
	
	
	
	
	
	
	

	2
	5
	KA
	2.00
	
	
	
	
	
	
	

	2
	6
	LA
	4.00
	
	
	
	
	
	
	

	2
	3
	CE
	1.00
	
	
	
	
	
	
	

	2
	4
	CT
	1.00
	
	
	
	
	
	
	

	2
	7
	OX
	4.00
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	REC
	OT 
	COMP
	HOL
	SUN
	2ND 
	3RD
	ND
	E/H
	LV
	NP/LV


Sample entries are for the common type of leave usage as indicated on Part II of your sample timesheet.  Note that Week 1 and Week 2 are recorded with corresponding day in the respective week.

NOTE:  WEEK 1 

       Day 3 Annual Leave Used (Initial Leave)

       Day 4 Sick Leave Used (SF 71 Required)

       Day 5 Annual Leave Used (Initial Leave)

       Week 2

       Day 2 Admin Leave (B/D) Used (SF 71 Required)

       Day 3 Comp Time Earned

       Day 4 Comp Time Taken (Needs Leave Slip) 

       Day 5 Leave Without Pay (LWOP) (SF 71 Required)

       Day 6 Annual Leave Used (Initial Leave)

       Day 7 Overtime Worked

ENCLOSURE (3)
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 SAMPLE BI-WEEKLY TIME SHEET PART II

	WK1
	IN 
	OUT
	IN
	OUT 
	IN
	OUT

	SUN
	
	
	
	
	
	

	MON
	0730
	1630
	
	
	
	

	TUES
	1200
	1600
	
	
	LA
	4.0

	WED
	0730
	1030
	
	
	LA
	5.0

	THUR
	0730
	1130
	1300
	1600
	LA
	1.0

	FRI
	HOLIDAY
	
	
	
	
	

	SAT
	
	
	
	
	
	

	WK2
	
	
	
	
	
	

	SUN
	
	
	
	
	
	

	MON
	0730
	1130
	
	
	LN
	4.0

	TUES
	0730
	1600
	1600
	1700
	CE
	1.0

	WED
	0730
	1500
	
	
	CT
	1.0

	THUR
	0930
	1600
	
	
	KA
	2.0

	FRI
	
	
	LA
	4.0
	LS
	4.0

	SAT
	0900
	1300
	
	
	OX
	4.0

	
	
	
	
	
	
	


NOTE:  WEEK 1 

       Mon Worked all day.

       Tues 0730-1130 Annual Leave and Worked 1200 to 1600.

       Wed  Worked 0730 to 1030 and Sick Leave 1030 to 1600.

       Thur One hour Annual Leave midday.

       Fri  Holiday (Did not Work).

       Sat  Day Off.

       Week 2

       Sun Day Off

       Mon Worked 0730 to 1130 and blood donation 1200-1600.

       Tues Worked 0730 to 1700 and earned one hour Comp Time.

       Wed  One Hour Comp Time

       Thur LWOP (Leave Without Pay) 0730-0930

       Fri  Both Annual and Sick Leave Used

       Sat  Overtime Worked

*  Timesheet will be initialed for Annual Leave taken on Part I of time sheet.

*  Overtime and Comp Time earned must be approved in advance on NavCompt Form 2282.

*  No SF-71 for Annual Leave Used.  All other leave requires SF-71 (sick, LWOP, etc.)

ENCLOSURE (4)
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SABRS LABOR EXCEPTION RECORD

DATE:                                                                          PAY PERIOD ENDING:

	SSN#
	LNAME
	PAY

EXE
	LV

EXE
	HOURS
	SOC
	CAC
	JN/LU
	RON
	RBC
	FA
	WC
	FC

	111-22-3333
	ADAMS
	
	
	2.00
	1112
	EFAO
	1109
	
	
	MO
	82
	RP

	111-22-3333
	ADAMS
	
	
	6.00
	1112
	5JBO
	SEL1
	H421
	C
	H4
	82
	RP

	444-55-6666
	JONES
	LS
	71
	9.00
	11C2
	1RHO
	0995
	
	
	MO
	82
	RP

	777-88-9999
	BROWN
	
	
	3.00
	1112
	EFAO
	0085
	
	
	MO
	82
	RP

	777-88-9999
	BROWN
	
	
	6.00
	1112
	EHAO
	E006
	H421
	E
	H4
	82
	RP

	
	
	
	
	
	
	
	
	
	
	
	
	


Labor Exception Record utilized by Facilities Department to handle distribution of hours either pay or leave by FIP.

ATTENDANCE AND ABSENCES CERTIFIED CORRECT 

 ______________________________________

                                     Authorized Signature

         ENCLOSURE (5)

�EMBED Word.Picture.8���








7

[image: image2.png]


_1116310337.doc
[image: image1.png]






