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MEMORANDUM FOR ALL DSCC PERSONNEL





SUBJECT:  Revision of Standard Form (SF) 340, Individual Time/Attendance Record








When the Alternative Work Schedule (AWS) Program was expanded to include carry over credit hours, employees were advised to use the existing Individual Time/Attendance Record, DSCC Form 340.  This form has now been revised.





Separate columns have been added to record Credit Hours Earned, Credit Hours Used and Credit Hours Balance:





Credit Hours Used, Column 4:  Includes credit hours used in the TOTAL BWR.





Credit Hours Earned, Column 10:  These hours are excluded from the TOTAL BWR.





Credit Hours Balance, Column 11:  Daily balance is derived from adding credit hours earned or subtracting credit hours used from the previous carry over figure.





When working any hours over the basic 8, the start and stop times will reflect the hours actually worked.  Column 1 will include the basic 8 hours plus regular AWS hours worked.  (As before, when AWS is used, the figure in HRS WORKED, Column 1, will be less than 8.)  Other hours worked (i.e., overtime, compensatory hours worked, and credit hours earned) will be recorded to the right of the TOTAL BWR, and excluded from the figure in the HRS WORKED column.  This method of recording results in a BWR Cumulative Total of 80 hours for full-time employees.





With the addition of the new columns, REGULAR AWS hours will be recorded in the columns on the far right, separate from carry over credit hours.  At the end of the pay period, figures in the Earned and Used columns should  total zero, which is recorded in the Total “= CUM BALANCE” column.





The above changes have been made in order to simplify the SF 340 while fulfilling all documentation requirements.  The revised form clarifies recording of information, making the form easier to use.  The updated version of the SF 340 can be obtained through Base Supply.


	


A completed sample and blank form are attached for your use.  Questions can be directed to Mary Landes, DSCC-KSE, extension 2-4426, or Darlene Pangborn, DSCC-BT, extension 2-1862.














						MARY ANN SKOCIK


						Director of Civilian Personnel








Note:  Sample and blank forms not included.  Contact your Employee Relations Specialist for sample forms.
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