ADDITIONAL / DUAL EMPLOYMENT TIME RECORD  


This timesheet is to be used for Beacon to Beacon additional or dual employment only. Beacon to Non-Beacon time and funds to be paid to the employee should be submitted via CP30. Timesheet allows for four weeks at a time to be recorded and submitted to BEST for review and payment processing. 
*Please Note: Form should be completed in full BEFORE submitting to BEST for processing.  All time shown must be rounded to the nearest quarter hour.  Any hours worked over 40 hours within a work week will be paid at time and one-half.  Refer to the BEST payroll calendar for pay period and pay day information.  Incomplete/Unsigned  forms will not be processed and will be returned to the parent agency for completion. Approved timesheets must be submitted by the parent agency via fax, email or mail and a ticket will be created for processing.  














Timesheet Definitions

1. Employee Name - Enter the name of the employee to whom this form pertains.
2. Beacon ID (Personnel #) - Enter the personnel number assigned to the employee in Beacon.
3. Parent Agency /Division – Enter the name of the agency to which the employee is assigned and area employee is assigned while working dual employment.

4. Borrowing Agency / Division - Enter the name of the agency requesting the services and area employee is assigned while working dual employment.

5. Borrowing Position Number: The position number the employee will be working in with the borrowing agency. (Borrowing agency should supply this to the parent agency and employee).
6. Borrowing Agency Supervisor: The employee’s supervisor’s name at the borrowing agency.
7. Borrowing Agency Supervisor’s Phone #: The employee’s supervisor’s work phone number at the borrowing agency.
8. Location: The immediate work area the employee will be stationed at the borrowing agency.

9. Week Begins: The beginning of the week one (1) work period.

10. Week Ends: The ending of the week two (2) work period.

11. Assignment Date Begins: The beginning of the dual employment agreement assignment.

12. Assignment Date Ends: The ending of the dual employment agreement assignment.

13. RIF employee: Is the employee working dual employment while RIF’d or not working as a RIF employee?
14. Cost Center #: The cost center number of the position that the employee is working in for dual employment at the borrowing agency and is the entity ID and agency/division/section program specific. This info can be found in PO13D.

15. Order #: The funding number assigned to the position the employee is working in for dual employment at the borrowing agency. This info can be found in PO13D.

16. Fund #:  The funding number assigned to the position the employee is working in for dual employment at the borrowing agency established by the agency’s budget officer. This info can be found in PO13D.
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Total Regular Hours: The hours the employee works outside of their normal work hours at the parent agency for dual employment that is not considered overtime and should not be compensated for overtime should be recorded in this column.

	Week
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Total Regular Hours
	Total Overtime Hours

	
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	
	

	1
	8.31.14 
	 3.25
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	3.25 
	 

	2
	 
	 
	 
	 
	 
	 
	 9.10.14
	 3.25
	 
	 
	 
	 
	 
	 
	3.25 
	 

	3
	 
	 
	 9.15.14
	 3.25
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 3.25
	 

	4
	 
	 
	 
	 
	 
	 
	 
	 
	 9.25.14
	 3.25
	 
	 
	 
	 
	 3.25
	 


      Total Overtime Hours:  The hours the employee works outside of their normal work hours at the parent agency for dual employment that is considered overtime (1.5) and the employee should be compensated at time and a half.

	Week
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Total Regular Hours
	Total Overtime Hours

	
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	Date
	Hours
	
	

	1
	8.31.14 
	 3.25
	 
	 
	 
	 
	 9.3.14
	2.25 
	 
	 
	 
	 
	 
	 
	3.25 
	2.25 

	2
	 
	 
	 
	 
	 
	 
	 9.10.14
	 3.25
	 
	 
	 
	 
	 
	 
	3.25 
	 

	3
	 
	 
	 9.15.14
	 3.25
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 3.25
	 

	4
	 
	 
	 
	 
	 
	 
	 
	 
	 9.25.14
	 3.25
	 
	 
	 
	 
	 3.25
	 


Shift Premium: The shift premium percentage (%) that the employee should be paid for and the hours the employee worked at the shift rate.

	             SHIFT PREMIUM
	5% SP
	10% SP
	15% SP
	20% SP
	25% SP
	30% SP

	Night Shift Hrs. worked:
	 
	 
	 
	 
	 
	 
	 
	 

	Evening Shift Hrs. Worked:
	 
	 
	 
	 2.25
	 
	 
	 
	 

	Weekend Shift Hrs. Worked:
	 
	 
	 
	 
	 
	 
	 
	 

	Total Amt. for Shift to be paid
	 
	 
	 
	 


Rates: This section is where the hourly rate, regular hours worked, overtime rate (if applicable), overtime hours worked, callback rate, callback hours worked, holiday premium rate and holiday hours worked is recorded.

[image: image2.emf]                                                                     Total Amount for On Call Hours to be Paid:

Total Amount for Call Back Rate to be Paid:

Callback hours worked:



Holiday Premium Rate:

Total Amount for Hol. Premium Rate to be Paid:



Callback Rate:



Hourly Rate:  32.41

Total Amount for Regular Hours To Be 

Regular Hours Worked: 26

842.66

Overtime Rate (1.5): Total Amount for Overtime Hours To Be Paid:



On Call Hours Worked:

Overtime Hours Worked:

On Call Rate:

Holiday Hours Worked:


Totals:  All totals should be recorded in this section based on the info from the rates section on the timesheet. Grand total for all rates added together should be included in the Grand total to be paid area. 
[image: image3.emf]Grand Total to be Paid:

1011.14

[image: image4.emf]                       Totals

                                                                     Total Amount for On Call Hours to be Paid:

Total Amount for Call Back Rate to be Paid:



Total Amount for Hol. Premium Rate to be Paid:



1011.14



Total Amount for Regular Hours To Be 

842.66

Total Amount for Overtime Hours To Be Paid:


Signatures: The employee, borrowing agency supervisor and parent agency supervisor’s signatures and date each one signed the timesheet should be on the timesheet.

[image: image5.emf]I certify that all hours reported have been recorded accurately.

I certify that all hours reported have been recorded accurately.

I certify that all hours reported have been recorded accurately.



Employee Signature Date



Borrowing Agency Supervisor Signature Date



Parent Agency Supervisor Signature Date


Comments: Additional info that the agencies feel that they need to provide regarding this timesheet should go in this section.
1

