CITY OF NEW ORLEANS
CHIEF ADMINISTRATIVE OFFICE
POLICY MEMORANDUM NO. 72(R)

July 15, 2005

TO:

All Departments, Boards, Agencies and Commissions

FROM:

Charles L. Rice, Jr., Chief Administrative Officer

SUBJECT:

CORRECT TIME KEEPING

1.

PURPOSE.
This memorandum rescinds Policy Memorandum 72 and 101 to create a new
policy for accurate reporting, processing and distribution of an
employee’s payroll information.

2.

BACKGROUND.
An electronic payroll system is the means of recording time worked by
each City employee. It is the responsibility of each City employee to
personally and accurately record time worked and leave used on a weekly
basis to their time sheet or work/leave form.
Improper or inaccurate use of the payroll time sheet or work/leave form
could be a violation of City Civil Service rules, City Ordinances and
State law. Misrepresentation, even through inadvertence, could be
subject to disciplinary action.

3.

SCOPE.
All classified (EAP) and unclassified employees (Non-EAP) will receive
weekly time sheets. Each Non-EAP (hourly) employees must complete and
sign a Work/Leave form. This form will show time worked in each pay
code and leave taken. Each EAP (salaried) employee must submit a Leave
Usage form each week. This form must show only leave taken and the
employee’s signature. If no leave is taken, the Leave Usage form can
remain black and unsigned and must be returned to the timekeepers.
If an employee is unable to sign the time sheet or work/leave form, it
is the supervisor’s responsibility to note the unavailability on the
employee’s signature line. Authorized leave is a valid reason, but
working a late shift that makes signing inconvenient is not.

4.

RECORD KEEPING.
Every newly hired employee will be required to sign and date a payroll
acknowledgement statement attesting to an understanding of the
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requirements in completing the payroll Work/Leave form and the
obligation to record accurate information. Personnel forms must follow
all transfers. An original of the signed statement, witnessed by the
appointing authority’s signature or that of a designee, shall be
entered in each employee’s departmental personnel folder.
Appointing Authorities shall ensure that hourly city employees record,
for audit and payroll purposes, their time of arrival and time of
departure on an official departmental Daily Sign In-Out Attendance/Time
Sheet, Time Clock or some other documented form of daily attendance.
All exempt employees shall indicate daily attendance on an official
departmental form if prescribed by the Appointing Authority. This
documentation will be used in conjunction with the employee’s payroll
time sheet form for payment of all hours reported by the employee and
approved by the supervisor for issuance of payroll earnings. Lunch and
break periods may be recorded at the discretion of the Appointing
Authority or a designee.
5.

PAYROLL CHECKS.
Payroll will be generated by the City’s computerized payroll system.
City employees will have direct deposits of all paid earnings.

6.

EXCEPTIONS.
Exceptions to any part of this policy may be made only with the
approval of the Chief Administrative Officer.
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