TO:

[Employees Organization(s) – as appropriate]

FROM:
[Director/Supervisor - as appropriate]

SUBJECT:
Employee Responsibilities Using ITAS

As we embark on a new era of timekeeping in the HRS with the Integrated Time and Attendance System (ITAS), I want to ensure that all employees are aware of their responsibilities under this new system.  Under the previous timekeeping system, TAIMS, timekeepers and supervisors bore the major responsibility for ensuring that employee time and attendance data was accurately recorded.  With the exception of submitting requests for leave on the SF-71, Application for Leave, employees did not have an active role in the timekeeping process.

Implementation of the ITAS system shifts the responsibility for ensuring that time and attendance is accurately recorded from the timekeeper to the employee.  Using ITAS you have much greater access to your time and attendance information and perform the key role in the timekeeping process.  It is your responsibility as an employee to submit on-line leave requests in ITAS in a timely manner during the course of the pay period since timekeepers will no longer be performing this function.  Additionally, by the last Friday of the pay period, you may review and certify (verify) the accuracy of your timecard with regard to hours worked and leave taken, overtime, compensatory time, etc.  This is a responsibility that should be taken very seriously.  Employees should not certify a timecard they know contains inaccuracies, but must instead consult their supervisor regarding the discrepancy.

Supervisors maintain the same level of accountability under ITAS as they had under TAIMS for ensuring time and attendance information is accurate for their employees.

I want to thank each of you for your assistance in the implementation of ITAS.

[Director/Supervisor’s Name]

