State of Missouri Semi-Monthly Timesheet Explanation

Enter the pay period start date in cell P1.  The days of the month will populate automatically. 

Name:

· Entry should reflect employee’s name

SSN:

· Entry should reflect employee’s social security number.  This is a required field.  Note that the timesheets will be placed in a secure location.
Agency:

· DIFP-375 (system populated)
Org:

· Select the appropriate selection from the drop down list.
Pay Period:

· Entry should reflect current pay period
Daily Entry Options
· Worked – Direct Billed Exam 
· Entry should reflect the total number of hours directly worked on an exam.  This would include actual on-site time or time for a meeting in direct relation to an exam.  Exam Fund expense.  
· Worked – Non-Exam Related
· Entry should reflect the total number of non-exam related hours such as EIC meetings, department meetings, seminars, training, special projects, etc.  Dedicated Fund expense.
· Holiday Taken
· Entry should reflect the total number of hours taken for the holiday.  This line should be populated when taking the holiday on the observed date or when taking the holiday on the substituted date.  Select the appropriate selection from the drop down list, detail provided under Event Description section.  Exam Fund expense.
· Holiday Worked
· Entry should reflect the total number of hours worked on an observed holiday.  Select the appropriate selection from the drop down list, detail provided under Event Description section.  The Holiday Worked hours are actual on-site worked hours.  If the holiday worked hours were directly worked on an exam they would be an Exam Fund expense.  If the holiday worked hours were for a seminar, meeting, continuing education or special project they would be a Dedicated Fund expense. 
· Annual
· Entry should reflect the total number of hours of annual leave used.  Select the appropriate selection from the drop down list, detail provided under Event Description section.  Exam Fund expense.  
· Sick
· Entry should reflect the total number of hours of sick leave used.  Select the appropriate selection from the drop down list, detail provided under Event Description section.  Exam Fund expense.
· Other
· Entry should reflect the total number of hours of other leave used.  Other leave includes administrative leave, bereavement leave, jury/court leave, 15 day military leave and voting leave.  Select the appropriate selection from the drop down list, detail provided under Event Description section.  Exam Fund expense.
· Unpaid
· Entry should reflect the total number of hours of leave without pay.  Leave without pay includes approved leave w/o pay, workers comp leave w/o pay, medical disability leave w/o pay, self/FMLA leave w/o pay and absent w/o leave.  Select the appropriate selection from the drop down list, detail provided under Event Description section.
Pay Period Totals
· Direct Billed Exam – Exam Fund
· Auto populated.  Sum of all daily entries for Worked – Direct Billed Exam
· Non-Exam – Ded Fund
· Auto populated.  Sum of all daily entries for Worked – Non-Exam Related

· Holiday Taken
· Auto populated.  Sum of all daily entries for Holiday Taken
· Holiday Worked
· Auto populated.  Sum of all daily entries for Holiday Worked
· Annual Leave
· Auto populated.  Sum of all daily entries for Annual Leave
· Sick Leave
· Auto populated.  Sum of all daily entries for Sick Leave
· Other
· Auto populated.  Sum of all daily entries for Other Leave
· Un-paid
· Auto populated.  Sum of all daily entries for Un-paid Leave
· Total Hours
· Auto populated.  Sum of Direct Billed Exam, Non-Exam, Holiday Taken, Holiday Worked, Annual Leave, Sick Leave, Other and Un-paid
Company Name or Activity 
· Exam Fund
· Total direct billed work hours should be entered for each exam that an examiner directly worked on during the pay period.  This would include actual on-site time or time for a meeting in direct relation to an exam.  The exam should be identified by Company Name, NAIC number, applicable dates and total worked hours for the pay period.  
· Holiday Taken 
· Auto populated.  Sum of all daily entries for Holiday Taken
· Annual Leave
· Auto populated.  Sum of all daily entries for Annual Leave used
· Sick Leave
· Auto populated.  Sum of all daily entries for Sick Leave used
· Other Leave
· Auto populated.  Sum of all daily entries for Other Leave used
· Un-paid
· Auto populated.  Sum of all daily entries for Un-paid Leave
· Exam Fund Subtotal
· Auto populated.  Sum of all exam fund entries above
· Non-Exam Fund (Ded Fund)
· Meetings
· Total meetings hours should be entered for the pay period.  This total may include travel time, if applicable.
· Seminars
· Total seminar hours should be entered for the pay period.  This total may include travel time, if applicable.
· Training
· Total training hours should be entered for the pay period.  This total may include travel time, if applicable.
· Special Projects
· Total special project hours should be entered for the pay period.  This total may include travel time, if applicable.
· Non-Exam (Ded Fund) Subtotal

· Auto populated.  Sum of all non-exam (ded fund) entries above
· Total Hours

· Auto populated.  Sum of Exam Fund Subtotal and Non-Exam (Ded Fund) Subtotal
· Total Hours From Pay Period Totals Above

· Auto populated.  Reflects Total Hours from Pay Period Totals section above.  This will be used for validation purposes.  This total and the Total Hours should match.
Original form must have the Audit Managers Signatures that certify that the reported information is correct before being entered into SAM II by Al or Rachel.
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