





May 16, 2002

TO:
        Distribution

FROM:
       A/Administrator

SUBJECT:   Simplification of Time and Attendance

As part of our continuing effort to simplify and streamline the way NASA does business, I am directing certain changes to the employee Time and Attendance (T&A) reporting process.  This is in keeping with our commitment to fostering a “One NASA” organization, as well as the “Freedom to Manage” philosophy of treating our professional colleagues with the appropriate level of confidence and respect.  

The following changes will be made:

· An employee will be responsible for entering his/her time into the T&A system.  The timekeeper function will be completely eliminated.

· An employee will request approval to use leave by e-mail and the supervisor will approve or disapprove the request by e-mail within 48 hours.  If the supervisor does not respond within 48 hours, the leave request will be considered approved.  The use of SF-71 is no longer required.

· Overtime and compensatory time will continue to require a supervisor’s advance approval.  However, use of NASA Form 1110 is no longer required.  Documentation of approval using e-mail is sufficient.

Supervisors will still be required to review and approve employees’ T&A submissions.  

Center Directors and the Director, Headquarters Operations, should begin implementation of the revised processes immediately.  The Office of the Chief Financial Officer will provide instructions for implementing the interim T&A changes within the next week.

This approach relies on the integrity and trustworthiness of our staff.  Cases involving false T&A reporting will be immediately referred to the Office of the Inspector General for investigation.
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While we have moved from a paper-based T&A system to several automated systems, the end result still involves paper and requires participation by the employee, a timekeeper, and a supervisor.  The designs of our automated T&A systems limit our ability to streamline further the T&A process without software changes.  Additional significant streamlining will be made, pending the implementation of a new T&A system under the Integrated Financial Management (IFM) Program.


We intend to take advantage of every opportunity to streamline and improve the way we carry out our daily tasks and reduce the burden on our supervisors and employees. 

Sean O’Keefe
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