GENERAL


	Time sheets are completed by Facilities Services exempt staff reports on a 


	monthly basis.  Each employee will record leave earned and taken for the 


	month. 





PROCEDURES





		1.	Each exempt report will complete monthly the ECU SPA FLSA	 		Exempt Time Record (form LR-1) as seen in 41-0004.1.





		2.	Employee will record all leave earned and taken for the month


			(vacation, sick, child involvement, civil, military, or compensatory 


			leave).			





		3.	The employee will calculate leave balances on reverse side of form. 





		4.	Time sheet must be signed and dated by employee.





		5.	Due by the 5th of the month to Assistant Vice Chancellor’s Office for 


			Facilities.
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