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*\Why is M.C. Dean Providing Timekeeping Training?

e M.C. Dean is a federal contractor, and as such, it is required to
provide regular training addressing the proper way to record labor.

* Federal contractors and their employees must comply with various
requirements (such as those prescribed in the Federal Acquisition
Regulations and by the Defense Contract Audit Agency) to record
labor and ensure that its employees adhere to these requirements.

e Accurate and timely completion of every employee labor record
reduces payroll errors, payroll delays, and corrections.

* Incorrect, careless, improperly maintained, and inaccurate labor
records or processes could subject the company and its employees
to serious consequences, including the loss of approval of its
accounting practices, revocation of its authorization to perform
under current and/ or future government contracts, and civil and/ or
criminal penalties.
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o

Properly maintained labor records begin with the employee.
Record labor on the
Project Site Daily Timesheet Record

(PSDTR)

In accordance with the following three steps:

1. Review the PSDTR Requirements

2. Locate the Day’s PSDTR
3. Proceed According to the Flowchart

2 MCDEAN
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Y Review the PSDTR Requirements

Each job trailer will provide a binder containing the day’s
Project Site Daily Timesheet Record, unique to the project
at the site, and the following instructions, summarizing the
labor entry requirements. Employees, Foreman/ Crew
Leaders, and Superintendents must follow these
instructions when completing the PSDTR.

* %k %k

Only M.C. Dean employees, not subcontractors, should
complete the PSDTR.

* %k %k
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_ Project Site Daily Time Record Instructions

1. Employees providing support to the project identified on the Project Site Daily Time
Record shall record the following information in blue or black ink, on the record
corresponding to the employee’s name:

a. Start Time—at the beginning of the shift;

b. Lunch Break—at the end of the shift during which the lunch break was taken;
c. Stop Time—at the end of the shift;
d

. Answer “Yes” or “No” to the question, “Were you injured today” —at the end of
the shift; and

e. Non-Work Hours: “Holiday,” “PTO,” or “LWOP” —at the end of the shift.

2. Employees shall not record time worked in advance of performing the work, except
for PTO or holiday.

3. Employees shall record time worked to the nearest one minute interval.

a2 MCDEAN
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_ Project Site Daily Time Record Instructions

4. Each employee shall sign the Project Site Daily Time Record after the above data
has been entered, attesting to the accuracy of the information entered, and that
such information was entered in accordance with the certification on the Project
Site Daily Time Record.

5. Following the application of the signatures of all employees identified on the
Project Site Daily Time Record, the Foreman/ Crew Leader shall:

a. Select the reason for any employee absence or partial day of service;

b. Enter Work Area information corresponding to the employee’s efforts, using
the code associated with the activity performed, as identified in the Charge
Code Cross Reference Matrix available in the project office (or, enter the
reason for an employee absence); and

c.  Signthe Project Site Daily Time Record, attesting:
i. To the accuracy of the information entered by the employees;

ii. That such information was entered in accordance with the certification
on the Project Site Daily Time Record.

a2 MCDEAN
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_ Project Site Daily Time Record Instructions

6. The Superintendent shall sign the Project Site Daily Time Record after the Foreman/
Crew Leader has signed the document, attesting

a. to the accuracy of the information entered by the employee;

b. that such information was entered in accordance with the certification on the
Project Site Daily Time Record; and

c. acknowledging the information entered by the Foreman/ Crew Leader.

a2 MCDEAN
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_ Project Site Daily Time Record Instructions

7. If a change to a timesheet entry is required (which may result from data entry errors
or discrepancies with the BTA system):

a. Only the employee may make the change, and all changes must be approved by
the Foreman/ Crew Leader and Superintendent.

b. The employee must make the change on the original Project Site Daily Time
record as soon as the need for the change is identified. (In the event that the
original is not available, the change may be made on a copy, provided that the
change is transferred to the original as soon as possible.)

c. The employee shall:
i. Draw a single line through the erroneous entry
ii. Enter the correction above the erroneous entry
iii. Place his or her initials beside the change

iv. Provide a brief explanation for the change in the “Notes” area, providing a
reference to the line containing the change

d. The Foreman/ Crew Leader shall initial beside the employee’s initials, approving
the change.

e. The Superintendent shall initial beside the Foreman/ Crew Leader’s initials,
approving the actions of the Foreman/ Crew Leader.
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\ Sample 1: Fixed Price or Cost Plus Job (no labor categories required)

22481 SHAW ROAD, DULLES, ¥4, 20166 . .
AN : ' DATE: March 26, 2010 DAY: Frida Ticket #:
[REVMCDEAN  vsmomoms v as PROJECT SITE DAILY TIME RECORD : v
TR TR TR
083060.CON accounTant
' Fremand Chewd eader: ISy Siaming the e Sbave, § aitest (0 the S00UTATE o e i Crmration entered by e empiouee, and that sl Suct i armation fias beer entered iy seocrdsmoe with compenpalcies '
 ETEE 3 R ENERT SRR YT p—
1E THIZ AN INDIRECT TRAIMING EFFORT? BOOE CARIGES;
S THISATEN EFFORT OR OTHER EFFORT REQUIRING FROJS Syt ST the e S, 1SSt i the SIS OF e SIS ERteredty tie empee S e FOremars A e L eacks, et SR CYTISan fas tee entered i SEOCIORIOE M;mmf; o
At CoTyRa oS ST ST
THIS SECTION TO BE COMPLETED BY EMPLOYEE THIS SECTIGN T THESE SECTIONS TO BE COMPLETED BY FOREMAN! CREV LEADER OR SUPERINTENDENT
BE COMPLETED
BY TIMEKEEPER.
(THIS
. . INFORMATION | /7S IUEERSAMA TR S SR THEIEDT Y SHA TR (O ST NG TS AT CERTIEIEDT Y S THRE (8
(TS U T AT THIE ARTHE AR, A R IEL Y SN TR CIF £ YK, FOEM AN W LA, AN S o ety | et e AN b EATTERT €1 SR T T
CERTIFICATION)
Mook Hours SELECT REASON FOR
ABSENCE OR PARTIAL RECORD REQUESTED INFORMATION--USE COST CODE CROSS-
NOTE: RECORD THIS D&Y OF SERVICE. [IF REFERENCE MATRIX, IF REQUIRED.
Start Time Stop Time: INEQ OMLY ONCE PER TD?&'\L":SLES “DTHER.” ANNOTATE ACCOUNT FOR “TOTAL DIRECT HOURS™ AT LEFT.
rd 1o | Lunch Break rd to | Wi
e | et | e | v | DAY, AT YOUR FInAL workenon | NEASOMBELOW]
Line # Neme Emp # o e JOBSITE Empiayee Sgneture JOB BAIED
T ane s UPON START | Wiork Ares 1 Wiork Arma 2 Work Aree 3
minute  [increments) | minuste | Todey? anpsTor | 8 e
interiad) interval) mmes. | 2o | FlEE]5] 2
LwoP HEIER :33 Cost Cost Cost
Holidey | PTO | [requires] iz B Code/ | Hours | Units | Codef | Hours | Units | Code/ | Hours | Units
1 F Ref. Ref. Ref.
: : : vinfo: : : 7
. (Ex:) John Smith 123435 a:00 0:43| 12:43 C 0:00(1:00 | 0:00 7 3 150| 105 1 10 | 105 1 10
ENTER NAME OF NEW ENTER olw
1 EMPLOYEE EMP §#
ENTER NAME OF NEW ENTER vln
: _|EMPLOYEE EMP &
ENTER. NAME OF NEW ENTER vln
H EMPLOYEE EMP §#
ENIER NAME OF NEW ENTER vl
4 EMPLOYEE EMP ¢
ENTER NAME OF NEW ENTER vln
5 EMFLOYEE EMP ¢
ENIER NAME OF NEW ENTER olw
3 EMPLOYEE EMP §#
TN
e i S e e S £ SO 10 (58 SR e R ETEred, S et ST e i BEE GRTETeT 57 e SRR W O
Line &: NOTES [Reference the LINE NUMBER; above when making nates or annctating changes applicable to 3 partioular line]
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Sample 2: Time and Material Job (labor categories required)

22461 5HAW ROAD, DULLES, ¥4 20166
TEL: 703-802-E231 FAX: 7024214670

|I BUILDING INTELLIGENCE

PROJECT SITE DAILY TIME RECORD

DATE:

March 26, 2010 | DAY: ‘

Friday

Ticket #:

TERUTGER,

TRREFAN

FoRERA

ACCOUNTRHT

083060.CON

Frermand Chew L et Iy A the e SHOVE, FSESE 10 the S00UTSTY O (e doCHTISNoN ERETe By 1A ETEIIRS, ST that Gl SUch infenTatin Bas heen entered if Soocraance with company polcies "

e i ST e e G, £ SO 10 e S o e Ao ertered andh

@ |supzmnrznnzn RTURE il o A g ot
15 THIZ AN INDIRECT TRAINING EFFORT? ‘ NO FOOREVE CRGER
S THIS ATEN EFFORT OR OTHER SFFORT REQUIRING FROJS FOLECATT | YES | Sypentsrenciont: S sianing the five Shove, LSSt (Che SOOUISCY CF the SFCITSNET ERVErec b (9 mpEes Sod 19e Fareman s Crew L esen, and that s Sucs Fiormanion A3s Bees enteret s Socraance Jzﬁ;ﬁﬁ o
s T elies. sccouting Suster
THIS SECTION TO BE COMPLETED BY EMPLOYEE THIS SECTION TO| THESE SECTIONS TO BE COMPLETED BY FOREMAN! CREW LEADER OR SUPERINTENDENT
BE COMPLETED
BY TIMEKEEPER.
[THIS
. . INFORMATION S| /785 AUSERmA TS X THEIEE 7 SN T G TSI TRV AT AT CEF TR B S THRE OF
TSI TIN AN THE AREHE OB MITER ARE CERTIIELTTY SN TR (O BN Y EE, FORENAN S L EADER AN S TN o e FarEr s S PEFIVIENGENT) | A2 o RN RN L AL €9 SN TENEENT
CERTIFICATION}
Her-Work Haurs SELECT REASON FOR:
AESENCE OF PARTIAL RECORD REQUESTED INFORMATION-USE COST CODE CROSS-
NOTE: RECORD THIS DAY OF SERYICE. (IF EMTEE;;:&?%’;;&?'F'C REFERENCE MATRIX, IF REGUIRED.
Stert Time: Stop Time INFO OMNLY OMNCE PER Toia’t":g&:s "OTHER," AMNOTATE ACCOUNT FOR "TOTAL DIRECT HOURS" AT LEFT.
rd Lunch Bresk rd Wi
o [ e | e [ o arvour e oo | PEASoNcELO)
Line# Hame Emp ¢ iy N Employee Signeture JOE BAIED
ene- | LSmin ane- | Injured JOBSITE LPOM START WOTE: REFER T0 THE Wiork Ares 1 Viork Ares 2 Work fres 3
minute [increments) | minute | Todey? ANDSTOP e :
interval) interval) TIMES: HIERE 51 .| CONTRACTORORDERTO
Lviop - 2121252 OBTAIN & LISTING OF Cast Cast Cost
Hobdey | PTO | [requires] =5 E APPLICAELE LAEOR Code/ | Hows | Units | Code/ | Hours | Units | Code/ | Hours | Units
- CATEGORIES. Ref. Ref. Ref.
. Ex:) John Smith 12345 6:00 0:45| 12:45| v @ 0:00(1:00| 0:00 X SEMPLE LRBOR CRT 3 7 3 150 | 105 1 10 | 105 1 10
ENTER NAME OF NEW ENTER vl n ENIER CONTRACT-
1 EMELOYEE EMP §# SPECIFIC LRAB CAT
ENTER NAME OF NEW ENTER vl ENTER CONTRACT-
z EMELOYEE EMP §# SEECIFIC LAB CAT
ENTER NAME OF NEW ENTER vl ENTER CONTRACT-
H EMELOYEE EMP §# SPECIFIC LRAB CAT
ENTER NAME OF NEW ENTER vl ENTER CONTRACT-
4 EMELOYEE EMP # SEECIFIC LRB CAT
ENIER NAME OF NEW ENTER vl ENTER CONTRACT-
5 EMELOYEE EMP 4 SPECIFIC LRB CAT
ENTER NAME OF NEW ENTER - ENTER CONTRACT-
s |EMPLOYEE EMP_§ SPECIFIC LAB CAT
YN
! S I TN o e T I SO AT Wl STl

Line #:

NOTES [Reference the LINE MUMBER; above when making notes or annatating changes applicable ta a particular line)
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Sample 3: Indirect Training Assignment

|I m. mmwmmmcr

22461 5HAW ROAD, DULLES, ¥4 20166
TEL: 703-802-E231 FAX: 7024214670

PROJECT SITE DAILY TIME RECORD

DATE:

March 26, 2010 | DAY: ‘

Friday

Ticket #:

TERUTGER,

083060.CON

Tt C e Gl crs e R S (e e S, £ SO 0 (e ST e o B9 A eTTraTies e B e TR, S et el ST et A e ErEr e i ST G S GO
i

15 THIS AN INDIRECT TRAINING EFFORT?

YES

THIS SECTION TO BE COMPLETED BY EMPLOYEE THIS SECTION TO|
BE COMPLETED
BY TIMEKEEPER.
[THIS
. INFORMATION 1|
TS PR TR AT TS AEETHE SR IRER, A6 CERTISIEET S S8 FLIRE E3 EAIEE CYEE AT RV TR S| ot sussecTTo|
CERTIFICATION)
Non-Wiork Hours
COMPUTE
Start Time: Stop Time TOTAL HOURS
[record 1o |Lunch Bresk | (recordto | Were WORKED ON
. nesrest | [Recordin | nesrest | You TRAINING
Line# tzme LA [ 15 min ane- | Injured Emplayes Sgnsture AR B
minute [increments} | minute | Todey? UPON START
intarvel) intervel) AND FTOR
LwoP TIMES.
Hoidey | PTO | [requires|
.
. (Ex:) John Smith 12343 6:00 0:43| 12:43 0:00(1:00| 0:00
ENTER NAME OF NEW ENTER vl n
1 |EMPFLOYEE EMP §#
ENTER NAME OF NEW ENTER vln
z EMFLOYEE EMP §
ENTER NAME OF NEW ENTER vln
:__|EMELOYEE EMP §#
ENIER NAME OF NEW ENTER vl
4+ |EMELOYEE EMP ¢
ENTER NAME OF NEW ENTER vln
5 |EMELOYEE EMP ¢
ENTER NAME OF NEW ENTER vl n
¢ |EMPELOYEE EMP §#
Y|n
Eorpee. S e fie SOUE, J SHES [0 58 SOCIToey T the T liee Srtered] 2t et ol i e mation ek BEe ETlEies §7 Sorcr Onnee wih Compary
Line #: MOTES [Reference the LINE RUMBER above when making notes o annotating changes applicable to a partioular ling)
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RECORDING TIME FOR A FIXED
PRICE OR COST PLUS JOB

These are the most prevalent types of jobs performed by M.C. Dean

S MCDEAN
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\ Timesheet for a Fixed Price or Cost Plus Job (no labor categories required)

22461 5HAW ROAD, DULLES, WA 20166
TEL: 703-202-6231 FaX: TO2-421-4E70

| nuuomomrn:mm:r

PROJECT SITE DAILY TIME RECORD

DATE: [ March 26, 2010 | DAY: ‘

Friday Ticket #:

e ROREEE

TERERAR

FeREran

RccounTant

083060.CON

Fremand Crew L #aen Iy.SIning the five SHovE | SIS 0 e S0CURSOY OF B0 ASHT ST ENVETed By the EITEINEE, 300 1S S SUICH IO CHTANEN SR BEER SREreT i SCTRTERCE Wit COMmbAT FOles |

TR T TR AT TS ASCRHE WS AR NIRER, ArSE S5 TISED B SRS FUGE G0 SANE G EE, FOREAAA SRl L EADE, AN SEEERVTENGEN TS

[THIs
INFORMATION I5|

FTEE R TRONAS DS TREHELT S S FLmE (0

’_|: |: y
2 THIS AN INDIRECT TRAINING EFFORT? ND WMO*&D’,GFS
S THSATEM EFFORT OR OTHER EFFORT REQUIRING FROIECT SPECIFIC LAR CATS? NO Segeriterseient. "By Siaing e Sne Sbove, | SHHest i the SECUrSGY GF the IRAoRmNar ERteed by Bhe SR ard Bhe Foreman A Cresw L eaties, aod thot S SUcth formtion has hevn entered i seocrdance M’;V"};mi; o
st compang peies ST ST
THIS SECTION TO BE COMPLETED BY EMFPLOYEE l;“;;';‘:;-:g THESE SECTIONS TO BE COMPLETED BY FOREMAN! CREW LEADER OR SUPERINTENDENT
BY TIMEKEEPER.

ST MU TRV AR G T R TR S S FLRE F

NOTSUBIECTTO|  ALPREMAN QRS R L EAGER (F SUEERIVTEAMGENT? | SVIELOHEE FOREMANF CREY LEARER, (F SUSERNTENDENT?
CERTIFICATION}
e Wiatk faus SELECT REASON FOR
AESENCE OF PARTIAL RECORD REQUESTED INFORMATION-USE COST CODE CROSS-
MOTE: RECORD THIS DAY OF SERVICE. (IF REFEREMCE MATRIX, IF REGUIRED,
Start Time Stop Time INFQ OMLY OMNCE PER Toii’t‘:g’;‘;s "OTHER,"” AMNOTATE ACCOUNT FOR “TOTAL DIRECT HOURS" AT LEFT,
od Lunch Breek od Wi
‘ot ||z | e | oav.ar voum ena B i
Line Heme Emp ¢ 2o iored 0BSITE Employes Sgnature JOE BASED
ane o damn I UPOM ETART | — Wiark Ares L WViark Ares 2 Wiark Ares 3
minute (increments) | minute | Today? anpsToP | e
intenal) intervel} maes. | 2o | 5555
LvioP HEEHEEHE Cost Cost Cost
Holidey | PTD  |[requires £ 2= 125 Code/ | Hours | Units | Code/ | Hours | Units | Code/ | Hours | Units
=pproval] = Ref. Red. Ref.
. (Ex:) John Smith 12345 6§:00 0:00 7 3 150| 105 1 10 | 1058 1 10
ENIER NAME OF NEW  |ENTER | | ] ) Tal ] ] )
1 |EMPLOYEE EMP & | ° ; : ; ; . .
ENIER NAME OF NEW  |ENTER | . . ] Tal . . )
: |EMPLOYEE EMP 4 . . . .
ENTER NAME OF NEW ENTER vl
> |EMPLOYEE EMP #
ENTER MAME OF NEW ENTER . clnl . .
4 |EMPLOYEE EMP 4 | ° : . : : : .
ENTER NAME OF NEW ENTER . . . clnl . . . .
s |EMPLOYEE EMP & | ° ; : ; ; ; .
ENIER NAME OF NEW  |ENTER | | ] ) Tal ] ] )
¢+ |EMPLOYEE EMP & | ° ; : ; ; . .
TN
Ermieyee: Y S e B6e SROUE { SO (G I8 SOCUSEY C 150 AR TSN EHEre G 1hat 2l SUCH IRACrTaNion BaF BEeR ERTEeT i 2000ITEnee WIth COmpany
Line #: NOTES [Referense the LINE MUMBER sbove when making notes or annotating shanges applicable to a partisular line]
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Timekeeper (Slide 1 of 2)

22461 SHAW ROAD, DULLES, ¥4 20166 . .
MC DEAN : : DATE: March 26, 2010 DAY: Frida Ticket &:
[REMCDEAN  =wswromoms s s PROJECT SITE DAILY TIME RECORD , v
TR (D (L
083060.CON secountane
' FvenmantCTew  ader 1y Signing $e A6 Shoue | SISt t the SOuEeY CF e SIS0 SRered b (e EImpinyee, and that af e enteedis it
T T ETRTERT T T YT y——
15 THIS AM INDIRECT TRAINING EFFORT? SRCVE CBERGES:
{5 THIS A T&M EFFORT OR OTHER EFFORT REQUIRING PROJECT SPECIFIC LAB CATS? NO " P .. . . ratder, dnials
Sunerintendent: i signing the five shove, /aitesi 0 the S00uracy o the icumaiicr entered ty the empiyee and the Foveman ' Crew Lescs, and thet . e entenedin sutbevie spnartte
00O SRctem
THIS SECTION TO BE COMPLETED BY EMPLOYEE THES r . . EW LEADER OR SUPERINTENDENT
= lnfAar + I
o1 ITorrraciort irl
) . mrol i B FHRVAT T ST THEIE Y SR FUE 8
(TS ISR TR AT T ABLTHE RS AMMIEER, ARE CERTHRIED B SN TURE €3 ENICL OHES, FORENANY CREW LEADER, AN § TENDENT O , el I OW WI ” b e r_ e_ AN O L EATER £ PR TENENT)
CEl
- inted b
on-Work Hours t h 3
p r I n tE y E- ESTED INFORMATION-USE COST CODE CROSS-
MNOTE: RECORD THIS a EFERENCE MATRIX, IF REGUIRED.
Start Tme Stop Time INFO ONLY ONCE PER . T FOR “TOTAL DIRECT HOURS® AT LEFT,
TOT,
[record to |Lunch Bresk | [recordto | Were P t
. 2 o e e [ rojec
ine ame P | ane | 15min j JOBSITE s Viork Ares2 Wark Ares3
minute | incrementz) ? A -— e
Timekeeper
' e Cost Cost
nits | Code/ | Hours | Units | Code/ | Hours | Units
L Ref.
. (Ex:) John Smith 12343 6:00 0:43 X 7 3 [130) 103 1 10 |103] 1 10
ENIER NAME OF NEW  |ENTER
1 EMP ¢
OF NEW ENTER
& EMP ¢
OF NEW  |ENTER ol
] EMP
OF NEW  |ENTER vln
4 EMP ¢
OF NEW  |ENTER ou
5 EMP ¢
OF NEW  |ENTER ol
3 EMP
TN
B ERTETE T SCCCTE BT STy

e iy g (he e She 4 STent (0 Phe SCrura T e s matices entered a5t sl muh i et
.

Line #:

NOTES [Fiference the LINE MUMBER above when making notes or annatating changes applicable to a particular fine)
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Selections made in the Ente

“two f'EIfIiS below (a name “Date” will auto-complete “Day” will auto-fill
Include the Job Number on YES_/N: rﬁlsponlee = Forem for today’s date (which can based upon date in
every PSDTR...and only one required) vl produce and be overwritten) field at left

PSDTR per job, per day. an appropriate PSDTR Super. / /
- - "

Line #: num b ers TO r TES [Reference the LINE MUMEER above when making notes or annotating chalies applicable to a particular ling]

—1. GLIGK TOMAKE RED CELL ACTIVE;
2 01K MERE TONFLETERAL
1. CLICK TO MAKE RED CELL ACTIVE;
2 C1ICK MERE T0DFLETERAW

/
each employee \ / i
scheduled on Later in the Timekeeper may //
the project process, add and delete /

=1 GLICK TOMAKE GREEM GELL ACTIVE;
£ CLICKHERE TOADD RiOW.

/ A A
=N 22461 SHAW ROAD, DULLES, YA 20166 . .
@2 MCDEAN  /mesrom o i e PROJECT SITE DAILY TIME RECORD DATE: | March26,200 | DAY: Fiday | Tickets: N
TEeHITEE w : - Y ¢ 7 ToREAN T CREW (ERDER TARATIRE F——
083060.CON / accounrane
' Formand Crow Leader: B signing the fne above, Fotglist £0 the acuracy of the information sntared by the smpipes, and! thit ot such information Aos bean satarsd in accondones with company pollsss.
177 I EETENDEAT SEMTUeE
15 THI AN INDIRECT TRAINING EFFORT NO e duitinde of £ st
S . o approns charges rotter,
5THIS ATEM EFFORT OR OTHER EFFORT REQUIAING FROIECT SFECFC LB OO [ gy A
¢ "By sining the v sbovs attest 8 th sccurscy of the iformotion antered by the amplopes nd the Foreman ¢ G e, sndthot ol such intarmaian b boan entred i accordbwce it company pobies.” | U0 LR C T
THIS SECTION TO BE COMPLETED BY EMPLOYEE THIS SECTION TO THESE SECTIONS TO BE COMPLETED BY FOREMAN! CREW LEADER OR SUPERINTENDENT
COMIPLETED
TIMEKEEPER.. Later |n
iTHE
INFORMATION IS - - "
) . . ST INFORMATION 5 CERTIFIED B SIGNA TURE 5F (TR INFORMATION 15 NOT CERTIFIED B SIGNNTLIRE 5F EMPLGVEE,
(THEMFERMATION, ANDTHE ABG1E, WE CER SRV TLIRE GF. CRE IV LENDER, WD SLICERINTENDENT} e RN CRE W LEATE 08 SERITENDET RN CRE VW LEADER 07 SEEITENTENT process,
CERTIFICATION] .
Timekeeper
Non-Work Hours
SELECT REASON FOR will enter
ABSENCE OR PARTIAL DAY RECORD REQUESTED INFORMATION--UISE COST CODE CROSS- “us
MNOTE: RECORD THIS compure | O SERVICE. OF "OTHER,” REFERENCE MATRI, IF RERUIRED. t h e “Tic ket
ANNOTATE REASON ACCOUNT FOR "TOTAL DIRECT HOLIRS™ AT LEFT.
SatTme | | e | SOOTME [ INFO ONLY ONCE PER TOTAL HOURS BELOW.) N um be r”
fresardta | o g st |0 | DAY, AT YOUR FINAL WORKED ON
e ¥ Mame Emp¥  [misrest one- o |estons | JOBSITE Emgiae Signsture JOE BASED
oz || 0| e T'"" ! upan sTART | o Work area 1 Wark Area 2 Wark Area 3
N e e anosTor | 5 = |z(B].
mes. |S|o|E(E)E|5 |2
LwoR SlE|IE|Z | 2|2 |E Cost Cost Cost
Holday | PTO | {reguires H E |5 g Cose/ | Wours | Units | Code/ | Hours | Units | Code! | Mours | Units
aopraal] = Aat. Aat Aat
12345 &:00 0:45) 12:45| v (N} 0:00(1:00|0:00 Jerw Sweite X 7 3 (150105 1 10 |105| 1 10
o |(Ex:) John Smith C ~
ENTER NAME OF NEW |ENTER| . . vlal - . . —1. GLICK T0 MAKE RED GELL ACTIVE;
1 EMDLOYEE M * - - - - - - . 2.CLICKHERE TODELETEROW.
ENTER NAME OF NEW ENTER ol . . . 1. CLICK TO MAKE RED CELL ACTIVE;
. |emrroves 2 el i f : : : N\ ﬂ 2 CLICKHERE TODELETERGH.
: Aq q n m e-) a n q / =1. GLICK TOMAKE GREEHGELL AGTIVE;
\\ | / 2. 6LIGKHERE T0 ADD ROk,
Empinpe: "By signing the five sbovs, [at85t 43 the securs employee s osn anterad i sczordbnes Wt compony polizizs, " /

SN FELDS | SPESRIC LABOR CATEGORES Timekeeper as many rows as
. . ABOVE. [PATOMODIFY THESE CELLE BASE-I? Wi“ enter‘ total :
.Who Will consider each | |weoni| s seurars necessary using
; f h b .d -f' d CELLE.) FIELDS. ] hours Worked buttOnS
TES THIE CELL INTENTIONALLY LEFT BLANI
O t e a O Ve I e n t I I e /(] THIE CELL INTENTIONALLY LEFT BLANI p rOVI d e d

~1. CLICKTOMAKERED CELLACTIVE;

H t h d H SAMPLE LABOR GAT 1 2 ik WERE 101051 P B
Iitems when doing so. i ptormmms it

—1. CLICKTO MAKE GREEM CELL ACTIVE;
2 CLICKMERE T0ADDROW,




Employee

22461 5HAW ROAD, DULLES, WA 20166
TEL: 703-202-6231 FaX: TO2-421-4E70

| nuuomomrn:mm:r

PROJECT SITE DAILY TIME RECORD

DATE: [ March 26, 2010 | DAY: ‘

Friday Ticket #:

e ROREEE

TERERAR

FeREran

RccounTant

083060.CON

Fremand Crew L #aen Iy.SIning the five SHovE | SIS 0 e S0CURSOY OF B0 ASHT ST ENVETed By the EITEINEE, 300 1S S SUICH IO CHTANEN SR BEER SREreT i SCTRTERCE Wit COMmbAT FOles |

TR T TR AT TS ASCRHE WS AR NIRER, ArSE S5 TISED B SRS FUGE G0 SANE G EE, FOREAAA SRl L EADE, AN SEEERVTENGEN TS

[THIs
INFORMATION I5|

FTEE R TRONAS DS TREHELT S S FLmE (0

’_|: |: y
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U Basis for Rejection of the PSDTR (as referenced at Note 2)

The PSDTR should not be approved unless the blow items have been resolved:

* PSDTR is incomplete in any way (missing * Contain hours exceeding those in the shift

information from any employee, foreman, or * PTO requested exceeds available PTO balance

superintendent .
P ) * Contain blank records for an employee named on

* Completed in other than black or blue ink the PSDTR

* “Start Time”/ “Stop Time(s)” are missing » PSDTR does not identify a reason for an

* “Total Hours” is missing or computed incorrectly employee absence

* Injury question was not answered * Improper addition of an additional employee

« Employee signature is missing whose name was not pre-printed

« Foreman signature is missing * PSDTR does not include an entry for lunch (enter

. . . “0” when no lunch was taken)
* Superintendent signature is missing

* PSDTR is missing cost codes (and/ or units, if

* Corrections were made improperly: applicable)

® not initialed by employee and supervisor
) Y p. y _ P _ * Discrepancies among the PSDTR, STS, and/ or the
= no explanation provided in “Notes” section BTA

= made in other than ink

= obliterate original entries

= reflect other than a single line-out
correction

= do not reflect correction clearly
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RN Cautionary Advice

e Certain actions, which may appear benign enough, can
interfere with proper timekeeping procedures. If unsure
if a certain activity would contradict proper timekeeping
procedures, please contact your supervisor.

e Other actions, which are more clearly inappropriate, or
which are performed with intent, such as intentionally
mischarging labor or falsifying a timesheet, are
prohibited by the Federal Acquisition Regulations and
requirements of the Defense Contract Audit Agency.
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TIMESHEET FALSIFICATION

Falsifying or mischarging labor can present itself in many ways.
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R Timesheet Falsification

Timesheet falsification is usually an action taken by an individual
employee to knowingly misrepresent time worked for some
personal gain. This could take the form of:

e Falsifying the record of hours or overtime hours worked;
 Improper use and recording of paid benefits (PTO);

e Misrepresenting true attendance to avoid sanction or the
need to make up time; or

 Charging time worked on a non-scaled job to a scaled job.

Falsification of timesheet may result in discipline up to and
including termination.
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MISCHARGING LABOR
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e Mischarging Labor

Mischarging labor can involve the actions of one or more employees. In this
case, the proper number of hours may be worked on a particular effort (direct
or indirect), but the hours are knowingly charged to a different effort (direct or
indirect). As examples, mischarging labor occurs when:

* Asupervisor directs an employee to charge to the wrong effort or account.
(The employee, however, may or may not be aware it’s the wrong effort or
account.)

* Charging labor for an overrun on a fixed-price contract to a cost-plus
contract;

e Splitting costs between a number of contracts or accounts without being
able to verify the actual time spent on each;

e Charging a single job when multiple jobs have been worked;

e Charging overhead activities (training or down-time, for example) to a
contract or vice versa; or

* Asupervisor or administrative employee moves, or directs the movement
of, labor hours provided in one pay period to a future pay period to avoid
overtime expenses.
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PENALTIES FOR IMPROPER
TIMEKEEPING

IIIIIIIIIIIIIIIIIIII



e Penalties for Improper Timekeeping

e Multiple Statutes Apply
e Potential for Criminal and Civil Action

e Penalties can apply to employer and employees
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Penalties for Improper Timekeeping

False Claims Act

Consists of Criminal and Civil Components

False Statement Act
Consists of Criminal and Civil Components

Major Fraud Act

18 U.S.C. 287: Criminal Statute
(Fines and prison terms may apply)

Based upon the submission of a fraudulent claim, with
a proven intent to defraud

Example: Requesting final indirect rates higher than
those experienced for the purpose (thus, a “false
claim” with the intent to defraud) of obtaining higher
payments than which you would otherwise be
entitled.

31 U.S.C. 3729: Civil Statute
(Fines of $5,000-10,000, plus treble damages for
losses experienced by government)

Based upon the submission of a fraudulent claim, but
no proof of intent to defraud is required.

Examples: Any actions which, while not amounting to
fraud, demonstrate extreme carelessness or disregard
of actual facts, such as misrepresenting actual hours
worked, actual costs incurred, and similar, and
submitting such on an invoice (and thus, a “false
claim”) that is not supported by the actual labor hours
or costs.

18 U.S.C. 1001
(Fines and prison terms may apply—in fact,
FAR 2.304-4 explicitly states employees and
supervisors can be held liable)

Based upon a statement made by a
contractor when the contractor knows it
contains false information

Examples:
* Falsification of timesheets
* Falsification of billing information (which
may result from falsified timesheets)

18 U.S.C. 1031
(Fines and prison terms of up to $1M and/ or 10

years may apply)

Based upon fraudulent representations or
promises made by a contractor or subcontractor
under a federal contract for the purpose of
obtaining money or property when the award to
the contractor is over S1M.

Examples:

Numerous—May involve timesheet fraud,
unsupported/ improperly supported invoices,
falsification of indirect costs (to include indirect
labor), and others.



EMPLOYEE AND SUPERVISOR
RESPONSIBILITIES
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_  Summary—Employee Responsibilities

* Itis YOUR responsibility to record your time correctly, which includes direct
labor provided in support of a customer, as well as indirect labor such as
vacations, absences, and holidays. Your signature certifies that the time you
recorded accurately reflects how your time was spent during the day.

 Inorder to carry out your obligations, you must:

e Record your labor on the PSDTR following completion of your activity, never
before (except for holidays or personal time);

e Accurately and precisely record your labor;

* Know the project, charge number, and account associated with the effort
you’re supporting;

* Know where to find documents that authorize your charge numbers;
* Follow procedures for completing timekeeping records and correcting errors
e Affix your signature on your timesheet and;

e Correct rejected shift punches on BTA before end of shift following
notification
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_  Summary—Supervisor Responsibilities

Supervisors (the Foremen/ Crew Leaders, Superintendents, Project
Accountants, or other individuals in supervisory capacities) share the
responsibility for ensuring accurate timekeeping through the verification of
employee labor expenditures.

In order to carry out these obligations, supervisors must:

* Review and approve the labor records of employees under their
supervision on a daily basis—Do not sign without reviewing!

* Ensure that all employees under their supervision, especially new
employees, know their correct employee classification (exempt or
non-exempt) and the appropriate project, charge code, and/ or
account information; and

* Maintain a workplace environment that requires honesty and
encourages employees to ask questions.

2 MCDEAN

BUILDINGINTELLIGENCE



B Conclusion

Before departing, ensure that you can answer the
following:

* Do you know to whom you should address questions regarding the proper entry of
your labor?

e Do you know how to complete the PSDTR or record your information in the BTA
system accurately?

* Do you know the correct project codes for the efforts to which you are assigned?

* Do you know whom to ask if you have questions about completing your timesheet?

Review any of the above with your supervisor, the Time and Attendance team, or a
member of the time collection staff.
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4\ Do you know with whom to speak if you suspect mischarging or timesheet

falsification, or if you are being told to incorrectly charge time?

Within M.C. Dean:
Joel Bonfiglio, General Counsel

Or contact a company officer.

Amy Hutchens, Associate General Counsel

ANONYMOUS FRAUD HOTLINE

or by calling

1(866) 578-4277

M.C. Dean, Inc. has teamed up with Ethical Advocate,
a company that specializes in advocating for ethical
behavior in the waorkplace.

If you see behaviors in the workplace that you believe
are unethical; such as

Fraud

Deceit

Embezzlement

Release of Proprietary Information
Falsification of Company Records
Theft of Cash

Theft of Goods or Services
Kickbacks

Please contact the Ethical Advocate at the website or toll free number below.
You can report these situations anonymously and without fear of retribution.

You can access the online report form at I 4

http://mcdean.ethicaladvocate.com .L Ethical Advocate

The right place to do the right thing
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RN

Above all, if you are unsure about

your obligations,
JUST ASK!
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\ Send manual timesheets to the MCD timesheets depository daily

e Timesheets must be scanned to the MCD Timesheet
depository daily, by jobsite and for large jobsites by foreman.

e The timesheet Document must be named correctly by the
scanner or the PDF renamed by the sender in order for the
timesheet to be retrieved for audit at a later date. DO NOT
BATCH they must be separate by date

e |f your copier/scanner has a SEND SETTINGS button on it you
will type in the Document Name before sending to the
correct format. Otherwise scan to yourself in PDF, open, save
as, to rename the document to the format and then send to
the depository.

e The document name format is: mmddyy.jobnumber.foreman
name for example, 021412.103133.SES.SMITH

e Sendto: V5timesheet@sp.mcdean.com
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R Timekeeping Training

Supervisor Version for the Engineering and Construction Division

Printed Name:
Employee Number:
Training Date:

| have participated in the timekeeping training session provided by M.C. Dean. |
will maintain my timesheet and adhere to the processes defined therein.

Further, If | am employed in a supervisory capacity, or if | am responsible for the
administrative processing of timesheets of other employees, | acknowledge that |
have received adequate training for this purpose, and will carry out my
responsibilities as required by such training.

Signature:
Date:
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For more information or to request a training session,
please contact
Halston Camp at Halston.Camp@mcdean.com or
Diego Rocha at Diego.Rocha@mcdean.com
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