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1
Provide name of
timekeepers,
alternate
timekeepers and
supervisors
authorized to verify
T&A, updates as
needed
Assures supervisors
and timekeepers
attend T&A training

2
Conduct T&A training
for supervisors,
timekeepers and
alternate timekeepers
Conduct post audit of
T&A reports IAW UR
690-99

3
Timekeeper:
Maintain daily T&A
records
Provide daily activity
report and monthly
report to supervisor for
review and approval

4
Supervisor:
Review and sign monthly
report

5
Timekeeper:
Prepare disks, enter data
in CPAC data base
File T&A reports, back-up
disk, history disk

6
Assure all unit T&A
reports are in data base
Transmit consolidated
report to ODC

7
ODC
Receive T&A
Prepare and disburse
payroll

REPLACES USAREUR BPM C1


