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	PAY PERIOD
	
	WWG

	Month=
	Year=
	
	TIMEBASE



	EMPLOYEE NAME (First, Middle, Last):


	
	Employee Position #



	OFFICE/BRANCH:


	
	Employee Number


	CBID

	ALIAS
	FROM
	EXPENDITURE TYPE
	TO
	SUN

Date=


	MON

Date=
	TUES

Date=
	WED

Date=
	THU

Date=
	FRI

Date=
	SAT

Date=
	TOTAL HOURS
	BILL RATE ($)

	
	PROJECT #
	TASK #
	
	PROJECT #
	TASK #
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	TOTAL HOURS REPORTED
	
	
	
	
	
	
	
	
	
	
	

	Reason for Absence or Extra Time Worked:



	INDIRECT OVERHEAD ACTIVITIES
	PROJECT #
	TASK #
	EXPENDITURE TYPE

	HUMAN RESOURCES
	Indirect
	1.
	

	FINANCIAL SERVICES
	Indirect
	2.
	Straight Time - Day                      (STD)
	BPM OT – Time & Half – Night     (OTNB)
	

	BUSINESS SERVICES
	Indirect
	3.
	Straight Time – Evening               (STE)
	BPM OT – Double Time – Day      (DTDB)
	

	GENERAL ADMINISTRATIVE
	Indirect
	4.
	Straight Time – Night                   (STN)
	BPM OT – Double Time – Eve      (DTEB)
	

	SECRETARIAL/CLERICAL
	Indirect
	5.
	Overtime Day                               (OTD)
	BPM OT – Double Time – Night    (DTNB)
	

	TRAINING
	Indirect
	6.
	Overtime Evening                        (OTO)
	DCU OT – Time & Half – Day       (OTDD)
	

	INFORMATION TECHNOLOGY
	Indirect
	7.
	Overtime Night OT Time              (OTN)
	DCU OT – Time & Half – Evening (OTED)
	

	STATE EMPLOYEES CAMPAIGN
	Indirect
	8.
	Double Time Day                         (DTD)
	DCU OT – Time & Half – Night     (OTND)
	

	STATEWIDE REALIGNMENT PROJECT
	Indirect
	9.
	Double Time Evening                  (DTE)
	DCU OT – Double Time – Day      (DTDD)
	

	BUDGET REALIGNMENT PROJECTS
	Indirect
	10.
	Double Time Night                       (DTN)
	DCU OT – Double Time – Eve      (DTED)
	

	GREENING DGS TEAM
	Indirect
	11.
	BPM OT – Time & Half – Day      (OTDB)
	DCU OT – Double Time – Night    (DTND)
	

	EMERGENCY RESPONSE
	Indirect
	12.
	BPM OT – Time & Half – Eve      (OTEB)
	
	

	BOND SUSPENSION
	Indirect
	13.
	
	
	

	 To the best of my knowledge and belief the facts stated are accurate and in full compliance with legal requirements.

EMPLOYEE’S SIGNATURE
	Date Signed

	SUPERVISOR’S APPROVAL


	Date Signed


DEPARTMENT OF GENERAL SERVICES 

PAL TIME/PROJECT ENTRY FORM

GS-22  (Rev. 3/2011)
DEPARTMENT OF GENERAL SERVICES

LEAVE CODES

	
	

	Alias
	Project
	Alias
	Project

	ATO
	Administrative Time Off
	J
	Jury Duty
	

	AL
	Annual Leave
	MN
	Mentor Leave

	AL-FSP
	Annual Leave – Family School Partnership
	ML-DAYS

	Military Leave

	AL-TE
	Annual Leave – In Lieu of Excess Hours
	ML-HOURS
	Military Leave – Hours (used for ee’s on AWWS

	AL-SF
	Annual Leave – In Lieu of Family Sick
	NDI
	Non-Industrial Disability Leave

	AL-S
	Annual Leave – In Lieu of Sick
	OC-USE
	On Call Assignment – Use

	AL-MM
	Annual Leave – Mentor Matching
	OC-EARN
	On Call Assignment – Earn

	Alx
	Annual Leave Pending Worker’s Compensation Benefits
	OC-FSP
	On Call Assignment – Family School Partnership

	BL
	Bereavement Leave

	OC-SF
	On Call Assignment – In Lieu of Family Sick

	TO-FSP

	Compensating Time Off – Family School Partnership
	OC-S
	On Call Assignment – In Lieu of Sick

	TO-TE
	Compensating Time Off – In Lieu of Excess Hours
	OC-MM
	On Call Assignment – Mentor Matching

	TO-SF
	Compensating Time Off – In Lieu of Family Sick
	Ocx
	On Call Assignment Pending Worker’s Compensation Benefits

	TO-S
	Compensating Time Off – In Lieu of Sick
	PH-USE
	Personal Holiday - Use

	TO-MM
	Compensating Time Off – Mentor Matching
	PH-FSP
	Personal Holiday – Family School Partnership

	WO-EARN STR
	Compensating Time Off – Earn Straight Time
	PH-SF
	Personal Holiday – In Lieu of Family Sick

	WO-EARN 1 ½ 
	Compensating Time Off – Earn Time & Half
	PH-S
	Personal Holiday – In Lieu of Sick

	TO-USE

	Compensating Time Off – Use
	PH-MM
	Personal Holiday – Mentor Matching

	TOx
	Compensating Time Off Pending Worker’s Compensation Benefits
	PHx
	Personal Holiday Pending Worker’s Compensation Benefits

	A
	Dock – Absence Without Leave
	PL-USE
	Personal Leave – Use

	L
	Dock – Information Leave Granted
	PL-EARN

	Personal Leave – Earn

	Lx
	Dock Pending Worker’s Compensation Benefits
	PL-TE
	Personal Leave – In Lieu of Excess Hours

	EML-DAYS
	Emergency Military Leave (recorded in days)
	PL-SF
	Personal Leave – In Lieu of Family Sick

	EML-HOURS
	Emergency Military Leave (recorded in hours of ee’s on AWWS)
	PL-S
	Personal Leave – In Lieu of Sick

	TE-USED

	Excess Hours – Use
	PL-MM
	Personal Leave – Mentor Matching

	EH-EARN
	Excess Hours – Earn
	SH-USE
	Saturday Holiday – Use

	TE-FSP
	Excess Hours – Family School Partnership
	SH-EARN
	Saturday Holiday – Earn

	TE-SF
	Excess Hours – In Lieu of Family Sick
	SH-TE
	Saturday Holiday – In Lieu of Excess Hours

	TE-S
	Excess Hours – In Lieu of Sick Leave
	SH-SF
	Saturday Holiday – In Lieu of Family Sick

	TE-MM
	Excess Hours – Mentoring Match
	SH-S
	Saturday Holiday – In Lieu of Sick

	EHx
	Excess Hours Pending Worker’s Compensation Benefits
	SH-MM
	Saturday Holiday – Mentor Matching

	FMLA
	Family and Medical Leave Act
	SHx
	Saturday Holiday Pending Workers’ Compensation Benefits

	HOL
	Holiday
	SD
	Sick Leave – Death

	TH-USE
	Holiday Credit – Use
	SF
	Sick Leave – Family

	HC-EARN
	Holiday Credit – Earn
	S
	Sick Leave – Self

	TH-FSP
	Holiday Credit – Family School Partnership
	Sx
	Sick Leave Pending Workers’ Compensation Benefits

	TH-TE
	Holiday Credit – In Lieu of Excess Hours
	SW
	Subpoenaed Witness

	TH-SF
	Holiday Credit – In Lieu of Family Sick
	UT
	Union Time Off

	TH-S
	Holiday Credit – In Lieu of Sick
	V
	Vacation

	TH-MM
	Holiday Credit – Mentor Matching
	V-TE
	Vacation – In Lieu of Excess Hours

	THx
	Holiday Credit Pending Worker’s Compensation Benefits
	V-SF
	Vacation – In Lieu of Family Sick

	ITOx
	Holiday Informal Time Off Pending Worker’s Compensation Benefits
	V-S
	Vacation – In Lieu of Sick

	ITO-USE
	Holiday Informal Time Off – Use
	V-MM
	Vacation – Mentor Matching

	ITO-EARN
	Holiday Informal Time Off – Earn
	Vx
	Vacation Pending Worker’s Compensation Benefits

	ITO-FSP

	Holiday Informal Time Off – Family School Partnership
	C
	Worker’s Compensation Injury

	ITO-TE
	Holiday Informal Time Off – In Lieu of Excess Hours
	
	

	ITO-SF
	Holiday Informal Time Off – In Lieu of Family Sick
	
	

	ITO-S
	Holiday Informal Time Off – In Lieu of Sick Leave
	
	

	ITO-MM
	Holiday Informal Time Off – Mentor Matching
	


