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Department of Human Resources

POLICY & GUIDANCE MEMORANDUM 
#2005-10:
Time and Labor Reporting


The Time and Labor Summary (UMTL700) has three purposes: 1) to allow on-line timekeepers and department heads or managers to review and, where necessary, edit time and labor entries; and 2) to confirm that the entries for each individual listed on the final report reflect the actual time worked and/or paid time used; and 3) to provide a written authorization for payment based on the entries reported.

UMTL700 reports listing prior time and labor entries are available beginning on day 4 of the payroll cycle; time and labor entries may be edited or amended until 12:00 noon on day 16.  Final system generated reports are available on day 18 for review and approval by the appropriate department head or manager.  Final approved reports must be submitted to the mailroom or to the Department of Human Resources by day 20 (payday).  Additional information about the payroll cycle is available on the Human Resources website at www.umb.edu/hr/payroll/pay_period_exception.doc.

Errors on the final UMTL700 should be noted on the report and reported on the appropriate correction form:

	Employee

Type
	Form #
	Link

	Exception Reporting 
	TL005
	www2.www.umb.edu/form/forms/TL005.dot

	Hourly
	TL009B
	www2.www.umb.edu/form/forms/TL009B_WTA_Pos_Hourly_Late.dot

	Student 
	TL009A
	www2.www.umb.edu/form/forms/TL009A.dot



Additional information about correcting payroll entries is available on the Human Resources website at http://www.umb.edu/administration_finance/hr/payroll/forms.html.  Note correction forms should be completed and submitted with theUMTL700 on which the error appears.
To ensure proper audit and oversight of time and labor reporting, the final UMTL700 for each pay period must be approved by a department head or manager who has been specifically designated by his/her vice chancellor.

NOTE: TIMEKEEPERS MAY NOT APPROVE TIME AND LABOR SUMMARY REPORTS.
Any time and labor summary that does not contain an authorized signature will be returned.

This policy does not affect the security access procedure for timekeepers to gain access to the system.

Additional information about time reporting codes is available on the Human Resources website at www2.www.umb.edu/form/forms/Time_Reporting_Codes.xls.  For information about reading or interpreting Time and Labor Summary reports, please contact Payroll Manager Amy Chin at 7-5172 (amy.chin@umb.edu) or Miu Chan at 7-5178 (miu.chan@umb.edu).
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