
ITAS REMINDER CHECKLIST

Management Items:
                   
Decide who will be ITAS Coordinators, e.g., primary timekeepers, other

                   
Decide who will backup each ITAS Coordinator 

_________
Decide if paper SF-71s will continue to be used during parallel and after going “live” with ITAS

                   
Decide if any special policies and procedures need to be developed\

                   
Notify Timekeepers of training course date, time & location

                  
Decide if employees will send e-mail to LAO notifying that a leave slip has been entered 

                   
Decide who will send out e-mail reminders to employees every pay period

                  
Decide if employees will be required to certify (verify) timecards

                  
Designate who will notify LAOs if timecards not approved by deadlines

Administrative Items:

_________
Make training room arrangements for timekeeper/ITAS Coordinator training and employee/LAO briefings
                  
Notify employees and leave approving officials (LAOs) of training demos; make arrangements to have no more than 50 employees at each session

                  
Oversee completion of profile sheets

                  
After data upload complete ITAS profile screens (validate loaded information and add information not loaded)

                 
Determine if any employees are on leave restrictions, earn comp time or overtime

                  
Determine if any employees work from home - who will enter leave?

