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Resources

Employees and administrative staff are encouraged to review the following
resources for detailed guidance on accurately reporting time on timesheets:

* Collective Bargaining Agreements
— Review specific provisions related to timekeeping and compensation.

* Personnel Rules
— Review specific provisions related to timekeeping and compensation.

 Alaska Administrative Manual (AAM)

— Reference official procedures and standards for state operations.

* Fair Labor Standards Act (FLSA)

— Learn about federal l[abor regulations, including overtime eligibility.

* Division of Finance — Payroll
— Use additional resources and references available to State of Alaska employees.

e Department of Law — Interpretative Memorandum
— Use to clarify practice and procedures regarding pay.



https://law.alaska.gov/department/civil/LSA/CBA.html
https://law.alaska.gov/department/civil/LSA/CBA.html
https://www.akleg.gov/basis/aac.asp#2.07
https://www.akleg.gov/basis/aac.asp#2.07
https://doa.alaska.gov/dof/manuals/aam/index.html
https://doa.alaska.gov/dof/manuals/aam/index.html
https://www.dol.gov/agencies/whd/flsa
https://www.dol.gov/agencies/whd/flsa
https://doa.alaska.gov/dof/payroll/
https://doa.alaska.gov/dof/payroll/
https://doa.alaska.gov/dof/payroll/
https://doa.alaska.gov/dof/payroll/
https://law.alaska.gov/department/civil/LSA/interpretative-memo.html
https://law.alaska.gov/department/civil/LSA/interpretative-memo.html
https://law.alaska.gov/department/civil/LSA/interpretative-memo.html
https://law.alaska.gov/department/civil/LSA/interpretative-memo.html

Background . I IS

_

Beginning December 22, 2025, the State of Alaska
will adopt revised timesheet procedures to align
with the requirements of Public Law 119-21 (the
One Big Beautiful Bill Act).

This federal law introduced a new tax deduction for
eligible overtime earnings through 2028. To support
accurate reporting, the State is implementing
updated procedures for recording overtime and
premium pay.



Who does this material Q I I
apply to? NTZAL

The content of this training applies to all overtime eligible (FLSA non-exempt)
employees in the following categories:

 Exempt or Partially Exempt Service
 Exempt Emergency Fire Fighters (EFF)
* Collective Bargaining Units: GGU, SU, LTC, and CEA

All employees in these groups who are eligible for overtime should review and
understand the procedures outlined in this material to ensure time is accurately
reported on their timesheet. As well as salaried (FLSA Non-exempt) employees
who claim sea duty.

In addition, anyone who supervises, reviews, or approves timesheets for
employees in the above categories are required to become familiar with and
proficient in the processes described. Accurate timesheet reporting is essential to
ensure compliance with updated payroll and tax procedures.



What does this mean for
you?
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To comply with updated tax regulations, all FLSA non-exempt
(overtime eligible) employees must report applicable
premium pay codes on their timesheets in a format that
supports accurate processing by the Division of Finance.

These procedures do not apply to FLSA-exempt (salaried)
employees, unless they are claiming sea duty.

It is essential that supervisors reviewing and certifying
employee timesheets are fully informed of the updated

procedures to guarantee compliance and accurate payroll
processing.



hat d hi f
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Employees should be aware that overtime earnings will
continue to appear as taxed on their paystubs. This is
expected and does not indicate an error.

||

Although certain premium pay types may qualify for a tax
credit, this credit will not be reflected in regular payroll
withholding. Instead, eligible employees will have the
opportunity to claim the credit when filing their annual
tax return, using information that will be provided on
their W-2 form.



\\:\(I)I:a?t does this mean for I R I S
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Because eligibility for the credit depends on
accurate reporting, it is essential that all applicable
premium pay codes are correctly recorded on an
employee’s timesheets.

Please note: The Division of Finance cannot provide
individual tax advice. Employees are encouraged to
consult a qualified tax professional for guidance
specific to their personal tax situation.



Understanding Pay Types @ I I
and Overtime Eligibility NZZAL

Certain pay types are commonly used to help employees meet their standard
workweek requirements but do not count toward the calculation of overtime
eligibility. Please note that overtime rules may vary by bargaining unit, so employees
should consult their applicable collective bargaining agreement for details specific to
their situation.

Examples Of Pay Types That Do Not Count Toward Overtime Thresholds:
* All leave types

e Office Closures

* Regular Holiday Pay (when not worked)

Only hours spent physically working count toward an employee’s FLSA overtime
threshold.


https://law.alaska.gov/department/civil/LSA/CBA.html

Qualified vs. Non-Qualified
Time

IS

This procedural change applies to a wide range of premium pay codes—not
just overtime.

||—

Any pay that compensates at 1.5x or more than an employee’s regular rate of
pay, along with most associated premium pays, are required to differentiate
between qualified and non-qualified time.

Reminder:

These updates apply only to employee’s deemed overtime eligible by FLSA
standards. These changes to time reporting do not impact salaried (overtime
ineligible) employees that may have a Letter of Agreement (LOA) allowing
them to earn compensation at 1.5x their regular pay rate.

These changes do however impact how a salaried employee claims their time
on sea duty.

10



Qualified vs. Non-Qualified Q I IS

Time

||

Not all overtime or premium pay types earned are eligible for the tax credit
opportunity. As a result, employees will be required to record overtime and other
applicable premium pays on their timesheets using either qualified or non-
qualified pay codes, depending on eligibility.

Qualified pay codes will end with the letter “Q”
Non-qualified pay codes will end with the letter “N”

For example:
» Overtime may be recorded using Event Type 251Q (qualified) or 251N (non-qualified)

» Swing Overtime may be recorded using Event Type 260Q (qualified) or 260N (non-
qualified)

It is essential that all State of Alaska employees use the correct pay codes to
ensure accurate reporting and compliance with the new procedures.

11



Qualified vs. Non-Qualified

Time

Description

Old Event Code

New Event Code

v

IRIS
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New Event Code

(Non-Qualified) (Qualified)
Overtime 1.5 251 251N 251Q
Overtime Double 252 252N 252Q
Holiday Worked 249 249N 249Q
Recall Within 4 Hours 243 243N 243Q
Recall with Minimum Guarantee 244 244N 244Q
Swing Overtime 1.5 260 260N 260Q
Swing Double 262 262N 262Q
Grave Overtime 1.5 270 270N 270Q
Grave Double 272 272N 272Q
Weekend Premium 235 235N 235Q
Overtime 1.5 -0On Call 251C 251CN 251CQ
Holiday Worked — On Call 249C 249CN 249CQ

*Changes were also made to Sea Duty and EFF time reporting — see specific section for additional details* 12



What determines if it’s y I IS
qualified or non-qualified?

||

Chronologically speaking, it is important to understand that qualified pay
types are not limited to hours worked after reaching 40 hours in a workweek.

The day in the week when overtime, holiday premium pay, or recall/call back
occur does not determine qualification. What matters is that the employee
physically works more than 40 hours within the designated workweek.

The primary pay codes that should be used to reach an employee’s 40-hour
threshold are event codes that represent physical hours worked at a regular
rate of pay.

— Event Code 100 (Regular Hours) and Event Code 250 (Straight Pay)

If event codes 100 and 250 do not equal 40 hours within the workweek, then
time worked at a rate of 1.5x or more begin to be included, starting with time
worked earliest in the week (from left to right).

13



What determines if it’s Q
qualified or non-qualified?

||—

IS

Employees have the potential to record hours at a pay rate of 1.5x or more on a day that
falls before their required workweek hours are reached.

— Examples: Overtime (if accrued daily), Holiday Premium Pay, Recall/Call Back

Hours paid at a rate of 1.5x or higher on a day before the workweek requirement is met
may still be considered qualified if:

— The employee’s regular hours alone total 40 for the week, or

— The regular hours combined with straight pay reach 40

If regular hours and straight pay (if present) do not reach 40, then hours worked at a pay
rate of 1.5x or more will begin to be included in reaching the 40 hours needed for qualified
time.

— Hours at 1.5x or more that are included in reaching the 40-hour threshold are considered non-
gualified time.

— When non-qualified time is used to reach 40, the earliest hours in the week at a pay rate of
1.5x or more will have the non-qualified pay codes applied.

— Hours will continue to be considered non-qualified until they reach 40, at which point all
remaining pay at a rate of 1.5x or more in the week will begin to be considered qualified.

14



What determines if it’s |
qualified or non-qualified? Q I IS

||

Pro Tip!

To determine how many hours at a pay rate of 1.5x or more within a week should be
considered qualified and verify accurate reporting, proceed with the following steps.

Step 1: Calculate hours physically worked within the week.
 Add up all hours physically worked during the workweek.
* Exclude any leave or holiday hours — only actual time worked counts.

Step 2: Compare Against the 40-Hour FLSA Threshold
e |If total hours physically worked exceed 40, the number of hours above 40 should
be how many hours are recorded as qualified time within that week.

— |If pay at a rate of 1.5x or higher are included in reaching (but not exceeding) 40 hours, those
hours are considered non-qualified.

e If total physical hours worked are 40 or less, all pay at a rate of 1.5x or more is
considered non-qualified.

15



What determines if it’s I I
qualified or non-qualified? -\ 1!
Example:

An employee physically worked 49.75 hours in a workweek.

49.75-40=9.75

49.75 (hours physically worked in a week) minus 40 (FLSA qualified
time threshold) = 9.75 hours of qualified time to be recorded on
timesheet for that week.

Considering the FLSA threshold for qualified time is 40 hours, and a
total of 49.75 hours in that week were worked, 9.75 hours in the
workweek must be considered qualified — whether that be overtime,
holiday premium pay, recall/call back, or double time.

16



What determines if it’s |
qualified or non-qualified? Q I IS

||

Pro Tip x2!

If an employee has not reached the 40-hour FLSA overtime threshold with
worked hours that are paid at their regular rate, follow these steps to
calculate the number of non-qualified hours that must be recorded before
reporting any qualified overtime.

Step 1: Calculate hours physically worked within the week that pay at a
normal rate of pay.
— Add up Regular Pay hours (Event Code 100) and if present, Straight Pay hours (Event Code 250)

— Be sure to exclude any leave or holiday hours, or hours that are required to be paid at a rate of
1.5x or more.

Step 2: Compare Against the 40-Hour FLSA Threshold

— Subtract the number of hours calculated in Step 1 from 40. The remaining hours represent the
amount of time paid at 1.5x or higher that must be reported as non-qualified before any
gualified time can be recorded.

17



What determines if it’s I IS
qualified or non-qualified?
Example:

Within a workweek, an employee has 34 hours physically worked that pay at
their normal rate of pay.

||

40-34=6

40 (FLSA qualified time threshold) minus 34 (hours worked and paid at a
normal pay rate) = 6 hours of non-qualified time needed before being eligible
to claim qualified time.

In this example, if the employee has hours during the week that must be paid
at 1.5x or higher, the first 6 of those hours must be recorded as non-qualified.
After recording these 6 non-qualified hours, any additional hours at 1.5x or
higher will be considered qualified.

18



What does all of this look . I IS
like on a timesheet?
The following slides provide visual examples and

additional guidance on properly recording overtime and
other premium pay types on a timesheet.

||

Pay close attention to any bargaining unit specific notes
or disclaimers, as procedures may vary depending on
employee group.

Disclaimer: These examples are intended as a helpful
guide only. They do not cover every possible time
reporting situation.

19
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Claiming Overtime: GGU
Event Codes 251N & 251Q

IS

This section includes visual examples of how to correctly record overtime on a
timesheet. It is specifically intended for GGU bargaining unit members.

||—

Since GGU’s required workweek is only 37.5 hours, they will always be
required to have 2.5 hours of non-qualified overtime before they can begin
earning qualified overtime.

Disclaimer: These examples are intended as a helpful guide only. They do not
cover every possible time reporting situation.

This section does not apply to GGU employees who are subject to a 40-hour
workweek requirement. For guidance, refer to the sections for GZ, SU, and
CEA.

21



EXAMPLE OF NON-QUALIFIED OVERTIME

ATLASKA DEPARTMENT OF Administration Time & Attendance Report
Pay Period Start Date: January 5. 2026
Pay Period End Date: January 18, 2026
Emplovee Name: Employee. Alaska Home Department: 02 Alt. Worlweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Mon Tus Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun HOURS
Standard Start/ Stop Times 005 | 0106 | 0L07 | OLOS | 0L0e | OL10 | 0L11 | 0112 | ould | eld | ous | oul6 | 0117 | 0U1S | womken
Start 8:00 3:00 3:00 8:00 3:00 3:00 10:00 730 g:00 00 8:00 8:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stop 16:30 16:30 16:30 16:30 16:30 16:30 18:30 16:30 16:30 16:30 16:30
Start
Stop
Start
Stop
Total 7:30 730 730 730 730 730 2:00 0:00 10:00 730 730 730 730 0:00 0:00  79:30
Event 0‘_1;1]_):;19__ Mon Tus Wed Tha Fri Sat Sun Mon Tus Wed Thu Fri Sat Sun TOTAL
Code | Event Cods Description | Ret= | 1D pescriprion | 0105 | 0106 | o107 | ovos | ovos | ovio | ovir | ovix [ o3 | owns | owas | owts | ov17 | o118 | poums
100 |[REGULAR PAY 730 730 7:30 7:30 7:30 10:00 T:30 T:30 7:30 3:00 75:00
FEG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
251N [T1= dllllllllll LY O 230 430
[easfOT LS 0:00
0:00)
. \ 000
This employee's 0
overtime was 500
considered non- 500
qulaified, as they did 000
I neaded sddzional svant linss are nc_?'t exceed 40 hours in 7 7:30 7:30 2:00 0:00(  10:00) 7:30 7:30 7:30) 7:30) 0:00) 0:00) 79:30
valafle i som 49 o 88 Torals wil either week of the pay
perIOd- 0:00
E recorded above on Page 1 and on Page 2 are tmie and comrect. .
Comments:
Emplovee Signature: Empleyee Gignalune. Date: 111901
Supervisor Signature: (Hoporoiior (»";\E?.m&m Date: 111901

Final determination of pay tvpe and rate of compensation will be made by the Department of Administration

11/29/2025 (Form Revised 01/31/20253)




| EXAMPLE OF QUALIFIED OVERTIME I

ALASKA DEPARTMENT OF

Administration

Time & Attendance Report

Pay Period Start Date:

Pay Period End Date:

January 5, 2026

January 18, 2026

Emplovee Name: Emplovee, Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alom Tue Wed Thn Fri Sat Sun HOURS
Standard Start / Stop Times oL0s | owes | o007 | owos | owde | ovle | oull 0112 0113 U4 | 0115 | 0Ul6 | 0117 | 0118 | swoRsp |
Start 2:00 8:00 8:00 8:00 7:00 8:00 8:00 2:00 7:00 7:30 800 730 7:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 2:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stop 16:30 12:00 17:00 17:30 16:30 18:00 19:00 16:30 17:30 18:30 17:00
The first 2.5 hours (2:30) of
overtime in each week are
considered non-ualiﬁed 9-00 £:00 230 230 9-00 4:00 0-00 10:00 230 900 930 230 2-00 o-00( 94:30
because the employee had Tue Wed Thu Fri Sat Sun Mon Tus Wed Thu Fri Sat Sun
not yet reached 40 hours of 01/06 | 01/07 | ou0g | o108 | ovi0 | ovil | ov12 | 0113 | ould | 0115 | 0Ul6 | 0117 | 0118 | moums
work. 9:00 8:00 8:30 8:30 330 10:00 2:30 9:00 9:30 0:30 75:00
0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0-00 0-00 0:00 0:-00 0:00 0:00] 0:00]
= - IIIIIIIIIIIIIIIIIIIIII* 2-30 230 5:00
:SIQ Jl.:"‘llllll EEEENEEEEEEEEEENEEEEN II-IIII-IIIIIIIIIII’- 3:00 4:00 530 2:00 14:30
S 0:00]
Dive Deeper:
Since the employee has now Use a calculator to total the highlighted hours-
completed 40 hours of work one week at a time.
within each workweek, all

If needed additional event lines are TOTAL
available at row 45 to §9. Totaks will
reflect all event rows flled out.

subsequent overtime hours
are considered qualified.

We certify that the time and hours of work recorded above are true and correct.

Emplovee Signature: Employee Gignalune

Supervisor Signature:

@%J\vmm:.l l.("“ =

Final determination of pay type and rate of compensation will be made by the Department of Administr

Diate:

Diate:

1414

1114

You'll notice the employee works 37.5 regular
hours before overtime begins.

The first 2.5 hours of overtime are recorded
as non-qualified, bringing the total to 40

hours.

Once the 40-hour threshold is met, any
additional overtime hours in that week are
considered qualified.




| EXAMPLE OF QUALIFIED AND NONQUALIFIED I

ATLASKA DEPARTMENT OF Administration Time & Attendance Report
Pay Period Start Date: January 5, 2026
Pay Period End Date: January 18, 2026
Emploves Name: Employee, Alaska Home Department: 02 Alt. Worloweelz No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Starus: Full Time (FR) Bargaining Unit GGU Comp Time: No Date:
Entered By:
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0105 0L06 oL07 OL/08 0109 L1 011 012 01713 0114 OL/15 01/16 017 DL/18 WORKED
Start 8:00 8:00 8:00 2:00 2:00 8:00 9:00 8:00 7:00 8:00 7:30 8:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 10:00 12:00 12:00 12:00 12:00 12:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stop 16:30 16:30 16:30 16:30 17:00 17:00 18:00 16:30 18:30 16:30 16:30
Start
Stop
Start
Stop
Total 7:30 730 730 730 8:00 £:00 1:00 0:00 9:00 8:30 9:30 8:00 7:30 000 000 82:00
Event Oéﬂl:h__ Mon Tue Wed Thu Fri sat Sua Mo Tue Wed Thu Fri sat Su OTAL
Code | Event Code Description | Ref# LDP Description 01/05 01/06 01/07 01/08 01/09 01/10 0111 01/12 01/13 01/14 01/15 01/16 01117 01/18 HOURS _|
100 |REGULAR PAY 730 730 730 2:00 7-00 9:00 830 9:30 8:00 2:30 75:00
EIEG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00) 0:00
:SLN ‘.1.5 ‘----------lnnnnnnnn......uu--------------- |*1:0ﬂl 1:00) efjmensessspeesnnjpesnny -*2:30 4:30
251Q dl.:'~ dusssapsssspassnsnnnnnjsennngennnnppannnnn EEssEsssssEpuEEEE -’2:30 2:30
"
Since only 39.5 hours were worked during A total of 5 hours of overtime

Hours after 40

this week, the additional two hours worked were earned. The portion

recorded as
do not meet the 40-hour threshold for ! between 37.5 and 40 hours I qualified overtime
— qualified overtime. As a result, they must A must be recorded as non- B using Event Code
el 3 row 46 0 69 ol wil be recorded as non-qualified overtime gm dualified overtime using Event B 251Q

using Event Code 251N. Code 251N

and on Page 2 are true and corre

Comments:
Employee Signature: Employee Gignalune Date: 111901
Supervisor Signature: {-;i%mm Fﬁfyﬁm Date: 111901

11/29/2025 (Form Revised 01/31/2025)



EXAMPLE OF OVERTIME AND LEAVE IN WEEK

AT ASKA DEPARTMENT OF

Emplovee Name: Employee. Alaska
Employee ID: 123456
Status: Full Time (FR)

Administration

Time & Attendance Report

Home Department: 02

Home Unit: Z40P

Bargaining Unit: GGU

January 5, 2026
Janmary 18, 2026

Pay Period Start Date:
Pay Period End Date:

Alt. Workweelk: No Document ID:
Overtime Eligible: Yes Certified By:
Comp Time: No Date:

Alon Tue Wed Thu Fri Sat Sun
Standard Start / Stop Times 01705 0L/06 0T 0108 0109 0L/10 0111
Start 3:00 8:00 8:00 8:00 T:00 8:00 9:30 10:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 153:30 12:30
Start 13:00 13:00 13:00 13:00 12:30
Stop 16:30 16:30 17:30 17:00 16:30
Start
Stop
Start
Stop
Total 7:30 7:30 4:00 830 9:00 8:00 6:00 2:30
Event 0‘_];]]_):;9 _\’.{.)]1 Tue Wed Tha Fri Sat Sun
Code | Event Code Description | Refs LDF Description 01/03 01/06 01/07 01/08 01/09 01/10 01/11
100 |REGULAR PAY 7:30 8:30 9:00 8:00 1:00
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00
165 |LVPER 3:30
150 |ADD ST PAY 3:30
I5IN |OT 1S 1:30 1:00
151Q |OT L= 1:30
If needed addisml event lines are TOTAL 7:30 3:30 8:30 9:00 5:00 6:00 1:30

avadlable at row 44§ to §9. Totaks will
refiect all event rows filled out.

Emplovee Signature:

Supervisor Signature:

We certify that all ime and hours of work recorded above on Page 1 and on Page 2 are tmue and correct.

Empleyee Gignalune.

(Hgposeisor (Hignatere

37.5 Hour Werkweek Requirement Met (Codes 100 + 165)
* Code 100-Regular Pay:
+  34:00 hours of physically worked time
+ Code 165- Personal Leave:
+ 3:30 hours of paid leave, not physically worked time
»  Total: 37:30 hours

Straight Time Pay (Code 250)
* Code 250 - Straight Pay:
#  3:30 hours of straight time pay, physically worked hours
*  Purpose:
+  Usedwhen an employee has not yet reached 37.5 hours of physically
worked time
* These hours are paid at the regular rate and do not count as overtime, but
they help the employee reach the 37.5-hour overtime threshold
* Inthis case:
»  The employee had 34:00 hours of regular pay (Code 100) and the 3:30 hours
of straight time (Code 250) brought them to 37.5 physically worked hours,
making them eligible to earn overtime

Non-Qualified Overtime (Code 251N}
+ Code 251N - 0T 1.5 (Nen-qualified Overtime):
»  2:30 hours worked after reaching 37.5 hours but before reaching 40 hours
» These hours are paid at time-and-a-half, but are considered non-qualified

oT

Qualified Overtime (Code 251Q)
* Code 251Q - (Qualified Overtime):
# 1:30 hours worked after reaching 40 hours physically worked
+ These hours are considered qualified overtime

Date: |

Date:

Practice - Use a calculator to see the following:

Codes 100 + 165 = Workweek Requirement
Codes 100 + 250 = Overtime Threshold
Codes 100 + 250 + 251N = Qualified Overtime Threshold
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Claiming Overtime: EX, PX
Event Code 251Q, Q I IS

This section provides visual examples of how to accurately record
overtime on a timesheet. It is specifically designed for employees in
Partially Exempt or Exempt service categories.

||

These employees are required to meet a 37.5-hour workweek but are
only eligible for overtime after reaching 40 hours of physically worked
time. As a result, they will not need to use non-qualifying overtime,
since their overtime is only earned once the full 40-hour threshold is
met.

Disclaimer: These examples are intended as a helpful guide only. They
do not cover every possible time reporting situation.

27



AT ASKA DEPARTMENT OF Administration Time & Attendance Report

Pay Period Start Date: January 5, 2026
Pay Period End Date: Jammary 18, 2026
Emplovee Name: Emplovee. Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: XE Comp Time: No Date:
Entered By:
Aon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times LS 01/06 0L/7 0L/08 01/09 01/10 0L/11 0112 01/13 0114 0115 0116 0117 01/18 WORKED
Start 8:00 8:00 2:00 8:00 8:00 7:30 10:00 £:00 £:00 2:00 g:00 2:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
- —————————
Stop 16:30 16:30 16:30 18:00 16:30 16:30
Start 37.5 Hour Workweek Requirement Met (Code 100)
Star
- » Code 100 - Regular Pay:
Stop = 37:30 hours of physically worked time
Start
Stop Straight Time Pay (Code 250)
Total 7:30 730 7:30 2:00 730 £:00 200 * Code 250- Straight Pay:
LDP Mon Tue Wed Tha Fri Sat » 230 hours of straight time pay, physically worked hours
Event Override — - — - - — .« p .
Code | Event Code Description | Ref s LDF Description 01/05 01/06 01/07 01/08 01/09 01/10 urpose.
100 |REGULAR PAY 730 730 900 730 6:00 . L‘Jsecl when an employee has not yet reached 40 hours of physically worked
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 time .
- + These hours are paid at the regular rate and do not count as overtime, but
150 |ADD ST PAY 2:00 0:30 .
they help the emplovee reach the 40-hour overtime threshold
25 2 -
151Q |OT 1.5 = * Inthis case:

*  The employee had 37:30 hours of regular pay {(Code 100} and the 2:30 hours
of straight time [{Code 250) brought them to 40 physically worked hours,
making them eligible to earn overtime

Qualified Overtime (Code 251Q)
* Code 251Q - (Qualified Overtime):
i i oo o o TOTAL T30 730 900 T30 300 700 «  1:30 hours worked aﬁ.errea-:hinglﬂllﬂ hours !:-hysicallyworked
availatle at row 46 fo 69, Totak wil * These hours are considered qualified overtime
reflect all event rows fill=d out.

We certify that all tme and hours of werk recorded above on Page 1 and on Page 2 are tmie and correct.

Comments:

Emplovee Signature: Employee Gugnalune. Drate: 111901

Supervisor Signature: (Hperedic

Date: 11171801

11/30/2025 (Form Revised 01/31/2025)



ALASKA DEPARTMENT OF Administration Time & Attendance Report

Pay Period Start Date: January 5, 2026
Pay Period End Date: January 18, 2026
Emploves Name: Emplovee. Alaska Home Department: 02 Alr. Warkweek: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: P Comp Time: No Date:
Entered By:
Aon Tue Wed Thu Fri Sat Sun Aon Tue Wed Thu Fri Sat Sun
Standard Start / Stop Times 0105 0L/06 0LaT 01/08 0109 o1 011 012 01/13 e 0115 0116 0117 0118 “H()ORL_I?D
Start 8:00 3:00 8:00 3:00 8:00 3:00 9:00 8:00 2:00 8:00 8:00 8:00
Stop 12:00 12:00 12:00 12:30 12:00 12:00 13:00
Start 13:00 13:00 13:00 13:00 13:00 37.5 Hour Workweek Requirement

Stop 16:30 16:30 16:30 730 1745 « Code 100 - Regular Pay: 34:30 hours

Start + Code 165 - Leave Pay: 3:00 hours

Stop + Total: 37:30 hours (meets 37.5-hour workweek requirement)

Start

Stop Straight Time Pay (Code 250)

Total 7:30 730 730 430 830 845 4-00 » Code 250 - Straight Pay: 5:30 hours

Event O‘ETD;I@ Moz Tus Wed Tim Fri Sat «  2:15+3:15 across two days

Code | Event Code Description | Ref# LDF Description 01/05 01/06 01/07 01/08 01/09 0110 = Purpose:

100 [REGULAR PAY 730 T30 4:30 8:30 6:30 + Although the employee already met the 37.5-hour requirement, leave time
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 ({Code 185) does not count as physically worked. To reach the 40-hour
165 |LVPER 3:00 physical work threshold required for qualified overtime, the employee
2130 |ADD ST PAY 215 315 needed to supplement with straight time (Code 250).

151Q [OT 1.5 043 * Physically worked hours:

+ Code 100: 34:30

= Code 250: 5:30

+ Total physically worked: 40:00 (34.5 + 5.5)

Qualified Overtime (Code 251Q)

If neaded additioral event lines are TOTAL 7:30) 7:30 7:30) §:30 §:45 4:00
avadlable at row 44 to §9. Totals will
refizct all event rows fillad out.

« Code 251Q - 0T 1.5: 0:45 hours
« Since the employee exceeded 40 hours of physically worked time, they

became eligible for qualified overtime, which is paid at time-and-a-half.

We certify that all time and hours of work recorded above on Page 1 and on Page 2 are true and comrect. .
Comments:

Emplovee Signature: Empleyee Gugnalune Date: 1171801
Supervisor Signature: (Hyporoiicr ([ Hignatese Date: 11/1901

11/30/2025 (Form Fevised 01/31/2023)
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Claiming Overtime: SU, CEA, GZ Q I IS
Event Code 251Q

||

This section provides visual examples of how to accurately record overtime on
a timesheet. It is specifically designed for employees in CEA or SU.

This section also applies to GGU employees who are subject to a 40-hour
workweek requirement.

These employees are required to meet a 40-hour workweek and are eligible
for overtime after reaching 40 hours of physically worked time. As a result,
they will not need to use non-qualifying overtime, since their overtime is only
earned once the full 40-hour threshold is met.

Disclaimer: These examples are intended as a helpful guide only. They do not
cover every possible time reporting situation.
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ALASKA DEPARTMENT OF

Emploves Name: Employee. Alaska

Administration

Employee ID: 123455

Status: Full Time (FR)

Home Department: 02
Home Unit: Z40P
Bargaining Unit: K

Time & Attendance Report

Pay Period Start Date:

Alt. Workweek: No

Overtime Eligible: Yes

Comp Time: No

Pay Period End Date:

Document ID:
Certified By:

Dare:

Entered By:

January 5. 2026

January 18, 2026

Alon Tue Wed Thu Fri Sait Sun Alon Tu= Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times oLvos | owos | oot | owes | owoe | owie | ovma | ov1r | owvis | ovid | owns | ouie | 017 | 0118 | wommen
Start 2:00 7:00 8:00 7:30 8:00 g00] 1100 2:00 6:00 2:00 2:00 2:00
Stop 12:00 122000 12000 1200 1200 1200 1400 1200l 1200 12000 1200 1200
Start 13:00 13000 1300 1300 1300 1300 1300l 1300  1300] 1300 1300
Stop 1700 1700] 1700 1700|1700 1700 1700 1700|1730 1zo0] 1700
Start
Stop
Start
Stop
Total 8:00 9:00 2:00 230 2:00 2:00 300 0:00 z00]  10:00 230 9:00 2:00 0:00 000  88:00
Event Gt‘l;ll')rl;‘de-' !kltlm Tus Wed Tha Fri Sat Sum MMon Tus Wed Thu Fri Sat Sum TOTAL
Code | Event Code Description | Ref# | 1DP Description 0105 | owos | owor | owos | owoe | owio | ovnn | owvia | o1z | owvis | ows | ovte | o117 | o118 | moums
100 |[REGULAR PAY 9:00 8:00 8:30 8:00 6:30 g:00]  10:00 8:30 9:00 430 30:00
e RE G HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
:SIQ}TI_S ‘----- EEEENEEEEE e lllllllllll*—l:go 3-00 3:30 8:00
f‘ﬁ__j 0:00
0:00
0:00
SU, CEA, and GZ employees 00
earn overtime only after P
physically working 40 hours in 000
a week. As aresult, all 000
¥ needad addiional event lines are TOTAL 9:00) 5:00) §:30 $:00) 5:00) 3:00) overtime earned will be 0:00 0:00) §8:00
avalable i sow 49 1o 89, Toral wil reported using Event Code
251Q, for qualified overtime. 0-00

We certify that all time and hours of work recorded above on Page 1 and on Page 2 are true and correct.

Emplovee Signature:

Empleyee Gignalune

Supervisor Signature:

(Hporoiser (Hgnakese

Date: 1/1/1901

Date: 1111901

127772025 (Form Revised 01/31/2025)




AT ASKA DEPARTMENT OF

Emplovee Name: Emplovee, Alaska

Administration

Home Department: (2

Alt. Workweek: No

Time & Attendance Report

Pay Period Start Date:

January 5. 2026

Pay Period End Date:

January 18. 2026

Document ID:

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Starus: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Alon Tue Wed Thn Fri Sat Sun Aon Tus Wed Thn Fri Sat Sun HOURS
Standard Start / Stop Times ovos | ovos | ovor | owos | owee | ovio | orun | oviz | owis | owag | omas | owis | o7 | 0118 || worken
Start 8:00 - 8:00 8:00 8:00 8:00 8:00)  10:00 8:00 7:43 8:00 7:30 8:00 9:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 14:00 12:00 12:00 12:00 12:00 12:00 13:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stop 17-00 17-00 1700]  1800] 1815 15000 1700 1700] 1700 1730
Start
Stop
Start
Stop
Total 8:00 8:00 400 8:00 9-00 913 4:00 0:00 6:00 815 8:00 8:30 830 4:00 000 8530
Event O\'];Jl')rri‘de _\Ea.m Tus Wed Thu Fri Sat Sun Meon Tue Wed Thu Fr Sat Sun TOTAL
Code | Event Code Description | Refs | 1DP Description | 0105 | 0106 | ovo7 | ovos | owog | ovio | own | ov2 | owi3 | owia | owns | owie | 0117 | 0118 | moums
100 [REGULAR PAY 8:00 4:00 8:00 9:00 7:00 6:00 815 8:00 8:30 715 74:00)
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00) 0:00)
165 [LVPER 4:00 2:00 6:00)
250 (ADD ST PAY 215 1:45 1:15 0:45 6:00
151Q |0T 15 215 315 530,
0:00,
Dive Deeper:
| - -~ Use a calculator to review these hours one week at a time.
—|  When leave or holiday time occurs, it counts towardthe | — add Event Code 100 + Event Code 165 to determine if the 40-hour
employee's 40-hour workweek requirement. If the — workweek requirement is met.
employee works additional hours after meeting that
requirement - but before physically working 40 hours - Once the workweek reguirement is met, but the employee has
those hours are claimed as Sfaighttime (Event Code 250). |ionPa not yet physically worked 40 hours, additional hours worked are
coded as straight time (Event Code 250).
Once the employee has physically worked 40 hours, all Add Event Code 100 + Event Code 250 to calculate 40 hours physically
subsequent hours in the week are claimed as|overtime. For |—— worked, which is the overtime threshold.
SU and CEA employees, overtime is always reported as _ _
qualified overtime using Event Code code 251Q. After 40 hours physically worked is reached, hours are then
| p coded as qualified overtime (251Q) for SU and CEA employees.




ALASKA DEPARTMENT OF

Administration

Time & Attendance Report

Pay Period Start Date:

January 5. 2026

Pay Period End Date:

January 18, 2026

Emplovee Name: Emplovee. Alaska Home Department: 02 Alt. Workweelk: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alom Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 01/05 01/06 0L/07 01/08 01/09 0110 0L/11 0112 01/13 01/14 0115 01/16 017 0118 || womrken
Start 8:00 10:30 8:00 700 8:00 2:00 9:00 700 200 T30 200 8:00
Stop 12:00 12:00 12:00 12:00 12:00 12:30 10:00 12:00 12:00 12:00 12:00 12:00
Start 13:00 1230 1z30]  1300]  1230] 1300 1300 1300 1230] 1300 1230
Stop 17-00 15:43 17:00 18:00 17:00 1743 17:00 1713 16:30 1700 16:43
Start
Stop
Start
Stop
Total £:00 4:45 830 10:00 830 9:15 1:00 0:00 9:00 8:15 8:30 200 8:15 000 0:00 8400
Event O\.‘I;J]')rli)de Mon Tus Wed Thu Fr Sat Sun Mon Tue Wed Thu Fr Sat Sun TOTAL
Code | Event Code Description | Ref# LDF Description 0105 01/06 01/07 01/08 01/09 01/10 0111 01/12 01/13 01/14 01/15 01/16 0117 01/18 HOURS
100 [REGULAR PAY 4:45 8:00]  10:00 8:30 5:30 9:00 815 8:30 8:00 6:15 76:45
105 [REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 000 0:00 0:00)
165 [LVPER 315 319
250 |ADD ST PAY 313 3:15
151Q [oT 13 0:30 1:00 2:00 3:30)
i - 0:00)
) Toql
Notice: Breaking It Down: 0]
In each week, qualified overtime (Event Code 251Q) is only 00|
earned after the employee has physically worked 40 hours. Event Codes 100 + 165 = 40-hour workweek 20
Drneet _ _ = —— requirement, which includes both worked hours and £
== N the first week, the use of 3 hours and 15 minutes (3:15) paid leave (time not physically worked).
of personal leave contributed to meeting the 40-hour 0
workweek requirement, but not the physical work threshold. |, . v o corr Event Codes 100 +[250 = 40 hours physically
As a result, straight time (Event Code 250) was used for . worked, which is the threshold for earing overtime.
hours worked beyond the workweek requirement until the  |—
physical 40-hour threshold was reached. | L Once an employee has physically worked 40
“~ e’ hours, all additional hours in the week are recorded

as qualified overtime (Event Code 251Q).
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Claiming Overtime &
Double Time: LTC Q I IS

This section provides visual examples of how to accurately record
overtime and double time on a timesheet. It is specifically designed for
employees in LTC.

||

These employees are required to meet a 40-hour workweek and can
accrue daily overtime after physically working their daily scheduled
hours. As a result, they may encounter a mix of both qualified and
non-qualified overtime in workweeks that include leave used or
holidays observed.

Disclaimer: These examples are intended as a helpful guide only. They
do not cover every possible time reporting situation.
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AT ASKA DEPARTMENT OF Administration

Emplovee Name: Emplovee, Alaska

Home Department: 02

Alt. Workweek: No

Time & Attendance Report
January 5, 2026
January 18, 2026

Pay Period Start Date:
Pay Period End Date:

Document ID:

Employee ID: 123456 Home Unit: Z4(0P Overtime Eligible: Yes Certified By:
Status: Full Time (FE) Bargaining Unit: LL Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alom Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 01705 01/06 0107 01/08 0L/0e 01/10 01/11 0112 0113 0L14 0115 0116 0117 0118 | womxep
Start 8:00 8:00 8:00 8:00 8:00 8:00 8:00 2:00 £:00 2:00 200
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00
Start 12:30 1230 1230 1230]  1230] 1230 1230 1230 1230 1230 1230
Stop 16:30 18:30 18:30 18:30 16:30 14:30 14:30 16:30 18:30 18:30 18:30
Start
Stop
Start
Stop
Total &:00 10:00 10:00 10:00 2:00 6:00 0:00 0:00 600 2:00 10:00 10:00 10:00 0:00 000 88:00
Event O\.‘I;J]')rli)de M‘.m Tus Wed Thuo Fri Sat Sun Mon Tue Wed Thu Fr Sat Sun TOTAL
Code | Event Code Description | Ref# LDF Description 01/05 01/06 01/07 01/08 01/09 01/10 01/11 01/12 01/13 0114 01/13 0116 0117 01/18 HOURS
100 [REGULAR PAY g00| 800 so00] 00 600 600 00| 800 g00] 00 76:00
105 [REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 000 0:00 0:00 0:00 0:00] 0:00
163 [LVPER 2:00 2:00 400
251N (0T 1.5 2:00 2:00 400
1351Q [oT 1.3 2:00 2:00 2000 200 8:00
0:00
0:00
- . Breaking It Down:
In each week, the employee physically worked 38 regular 1.00 — Event Codes #0lll +165 = 40-hour
hours (Event Code 100) and used 2 hours of leave (event |- — workweek requirement
i . Once the employee reaches the
Code 165), meeting the 40-hour workweek requirement. 40-hour phvsi
-hour physical work threshold Event Codes 400 + 251N = 40
Since LTC employees earn daily overtime, the 2 hours of  fe 1 l;eSt:Iwh?er}lE\ézptt. CO?ES 1?0 and hours physically worked (FLSA
non-qualified overtime (Event Code 251N) may occur » alladditiona’ overtime in qualified overtime threshold)
the week is recorded as
before the full 40 hours of regular work are completed. lified rime (Event Cod o _
Since the employee did not have 40 hours of Regular quaiitie ovezéTS venti-ode All remaining overtime hours
Pay (Event Code 100), the initial 2 hours of overtime are ) recorded in the week after the
recorded as non-qualified overtime. FLSA overtime threshold is met
~ -’ ~ «  are recorded as qualified overtime.




ALASKA DEPARTMENT OF

Emplovee Name: Emplovee. Alaska

Administration

Home Department: 02

Alt. Workweek: Yes

Time & Attendance Report

Pay Period Start Date:

Pay Period End Date:

Document ID:

January 5. 2026

January 18, 2026

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
AMon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 01/05 0106 0L/07 01/08 01/09 01/10 01/11 0112 0113 01/14 0113 01/16 0T 0118 | worxep
Start 8:00 2:00 2:.00 2:.00 2:00 2:00 2:00 2:00 2:00 2:00 10:00 10:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 16:00
Start 12:30 1230 1230 12:30 1230] 1230 1230] 1230
Stop 18:30 22:30 20:00 22:00 18:30 20:30 18:30 19:30
Start
Stop
Seart
Stop
Total 10:00 14:00 11:30 0:00 13:30 0:00 3:00 0:00 10:00 12:00 10:00 11:00 4:00 2:00 6000 9700
Event O\.‘I;J]')rli)de }»{:lm Tue Wed Tha Fri Sat Sun Mon Tue= Wed Thu Fo Sat Sun TOTAL
Code | Event Code Description | Ref# LDF Description 01105 01/06 01/07 01/08 01/09 01/10 01/11 01/12 01/13 01/14 01/15 01/16 0117 01/18 HOUES
100 [REGULAR PAY 10:00]  10:00 10:00 0:00 1000  10:00]  10:00 70:00
105 |REGHOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 000 0:00] 0:00
165 [LVPER 10:00 10:00
25IN [0T L5 4:00 1:30 3:30 1:00 10:00
251Q [oT L3 2:00 2:00 1:00 400 2:00 11:00
1510 |OT DOUELE 6:00] 6:00)
0:00
' T 0:00
In the first week, the employee used 10 hours of i 0:00
personal leave, which contributed to meeting the 40- In the second week, the employee did not use 000
hour workweek requirement. Because those hours were any leave, meaning all 40 hours of their Pl woo] 200  e00f 10700
not physically worked, the first 10 hours of overtime workweek requirement were physically worked
were recorded as non-qualified overtime (Event Code and recorded under Event Code 100. 0-00

Once the combination of Regular Pay (Event Code 100)

and Non-Qualified Overtime (Event Code 251N)

reached 40 physically worked hours, any remaining

overtime in the week was recorded as gualified
overtime (Event Code 251Q).

251N).

As a result, all overtime earned during this
week is considered |qualified overtime (Event
Code 251Q), and any hours that met the
double time criteria were recorded as qualified

double time (Event Code 252Q).

o

|Regular Days Off - Fri. Sat, Sun

127772025 (Form Revised 01/31/2025)




AT ASKA DEPARTMENT OF

Emplovee Name: Emplovee, Alaska

Administration

Home Department: 02

Pay Period Start Date:
Pay Period End Date:

Alt. Workweek: No

Time & Attendance Report

January 5, 2026

January 18, 2026

Document ID:

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
AMon Tue Wed Thn Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0105 | 0106 | OLO7T | 0LOS | 0L09 | 0u10 | ouIl | 0112 | 0113 | 0114 | 0U1S | 0Ul6 | 0117 | 0118 | wommep
Start 8:00 8:00 8:00  14:30 8:00 8:00 9:00 9:00 8:00 8:00 8:00 8:00 8:00
Stop 12:00 12:000 1200 1630 12000 12000 1000 1300 1200 1200] 1200 12000 1200
Start 12:30 12:30 1230 1230 1230 1230] 1230 1230] 1230
Stop 16:30 16:30 1630  16:30 1630 1630] 1630 1630 1630
Start
Stop
Start
Stop
Total 8:00 8:00 4:00 200 8:00 8:00 1:00 1:00 8:00 8:00 8:00 8:00 8:00 0:00 000 7500
Event O\'I;Jl')rli)de }L[{.m Tue= Wed Tha Fri Sat Sun Mon Tuea Wed Thu Fo Sat Sun TOTAL
Code | Event Code Description | Ref | LDP Descripion | 01035 | o106 | o107 [ owos | oweo [ owo | ovin [ o2 | ovns | oins | oow1s | oine | 0117 | 0118 | mowms
100 |[REGULAR PAY 8:00 4:00 2:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00 70:00)
105 [REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0-00) 0:00
1635K|LV PER SK 4:00 6:00 10:00)
251N 0T 1.5 1:00 1:00
253N |OT DOUBLE 4:00 4:00
0:00
| Notice: 009
|| All overtime and double time claimed in Week 1 0:00
|| are considered non-qualified (Event Codes 251N 000
- and|252N) because the employee did not ‘_]m
£ - d 8:00 8:00 1:00 £:00 8:00 8:00 8:00 :00 8:00 0:00 0:00 85:00
-  physically work a full 40 hours during that week.
I
Since leave was used within the week, the 0:00
employee only physically worked 35 hours on Page 1 and on Page 2 are true and correct. Comments:
(Event Codes 100 + 251N + 252N) Date: 1111901
Date: 1171801

Supervisor Signature: ﬂ?fs.anmi;;-.y -?'J':;f,-m.r«w

127772025 (Form Revised 01/31/2025)




ATLASKA DEPARTMENT OF

Administration

Time & Attendance Report

Pay Period Start Date:
Pay Period End Date:

January 5, 2026

Jammary 18, 2026

Emplovee Name: Emplovee. Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sait Sun HOURS
Standard Start / Stop Times oLos | owes | ower | owos | owee | ovie | ovmr | owvn2 | ovis | ovad | oas | ovis | :a7 | 0118 || wommen
Start 2:00 8:00 8:00 8:00 8:00 8:00 9:00 2:00 2:00 2:00 2:00 2:00 g00]  10:00 9:30
Stop 12:00 12000 12000 1200l 1200 12000 1400 1200 1200 1200 1200 120 1200  1roo] 1230
Start 12:30 1230] 1230 1230 1230 1230 1230 12300 1230  1230] 1230
Stop 16:30 1830]  1630] 1730] 1830 1630 16300  1630] 1630] 1630] 1630
Start
Stop
Start
Stop
Total 8:00 10:00 8:00 9:00 2:00 8:00 500 4:00 2:00 2:00 2:00 2:00 2:00 1-00 300 96:00
Event O\'I;J]')rli)de M‘.m Tus “—'E{i_ Thu Fri Sat Sun Mon Tus Wed T:Lu_ Fo Sat Sun TOTAL
Code | Event Code Description | Ref# | LDP Description 0105 | o106 | o7 | owos | owee | owte | owvir | ovi2 | owvs | owvs | ovs | owts | o7 | o112 || mowms
100 |[REGULAR PAY 8:00 8:00 8:00 8:00 8:00 8:00 £:00 8:00 8:00 8:00 80:00
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0-00 0:00 0:00
165 |LVPER 0:00
151Q (OT 1.5 2:00 1:00 5:00 1:00 9:00
252Q [0OT DOUBLE 4:00 3:00 7:00)
0:00
0:00
- — 0:00
In each week, all hours reported as overtime or double time are considered ggg
qualified because the employee did not use leave or observe any holidays. . e e o e ™ T o Se00
Their Regular Pay (Event Code 100) already totaled 40 hours, meeting the
FLSA physical work requirement for claiming qualified overtime (251Q) and 0:00
qualified double time (252Q). - Comments:
- ~ Date: 1/1/1901
Supervisor Signature: ('}f.;.&nlci{c'-r -ﬂ'ii;;m&w Diate: 111901

127772025 (Form Revised 01/31/2025)




Alternate Workweek: 14 on, 14 off

Workweek starts and stops at 11:30am
on Thursdays

Timesheet Example 1/2

Alaska Department of Transportation & Public Facilities

Time & Attendance Report
Pay Period Ending:

Employee Name: EMP, ALASKA Home Department: _25 Alt. Workweelk: Yes Document 1D:
Employee ID: 123456 Home Unit: 2248 Overtime Eligible: Yes Certified By:
Employment Category: PE Bargaining Unit: LL Seasonal Indicator: FR Date: !
Wage Grade: 2HHS53 557
START / STOP Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun ;g::ESD
10 " 12 13 14 15 16 17 18 19 20 21 22 23
Start o 06:00 06:00 06:00 06:00 06:00 06:00 06:00
Stop -# 12:00 12:00 12:00 T 12:00 12:00 12:00 12:00
Start 12:30 12:30 12:30 12:30 l 12:30 12:30 12:30
Stop 18:00 15:00 18:00 18:00 | 18:00 18:00 17:30
TOTAL 11:30 11:30 11:30 11:30 [ 11:30 11:30 11:00 80:00
(E:v;l:: Event Coda Darription T_ ;rmoz.;lé
100 Regular 11:30 11:30 11:30 11:30 | 11:30 11:30 11:00 B0:00
TOTAL 11:30 11:30 1130 11:30 ‘ 11:30 11:30 11:00 80:00
EMPLOYEE NOT AVAILABLE
We certify that the time and hours of work recorded above are true and correct. Employee Signature: FOR SIGNATURE
Final determination of pay type and rate of compen sation wil be made by the
Department of Administration. Supervisor Signature:
COMMENTS: 11/11. Please add 8 hours to leave bank for Veterans day 11-11-25;

" Time worked will only be considered qualified h
if the total hours for the week that began in the
previous pay period equal 40.

If no time was worked, or if fewer than 40
hours were worked, any hours paid at a rate of
1.5x or higher will be treated as non-qualified
until the cumulative total reaches 40 hours.

-

Any pay at a rate of 1.5x or higher in this
week will be considered qualified since the
employee has met the 40-hour FLSA
threshold using their 100 code.

Any pay at a rate of 1.5x or higher in this

week will be considered qualified since

the employee has met the 40-hour FLSA
threshold using their 100 code.

Note: This workweek continues on into
next pay period. Overtime worked will
be considered qualified.

See the next slide for part
2 of this employee’s 14-day
schedule!



Alternate Workweek: 14 on, 14 off Workweek starts and stops at 11:30am Timesheet Example 2/2
on Thursdays

Alaska Department of Transportation & Public Facilities Time & Attendance Report
Pay Period Ending:
Employee Name: EMP, ALASKA Home Department: 25 Alt. Workweek: Yes Document 1D: JMMEEE512CI?341SGBCI_U‘I
Employee ID: 123456 Home Unit: 2248 Overtime Eligible: Yes Certified By:
Employment Category: PE Bargaining Unit: LL Seasonal Indicator: FR Date:
—— S5/zStemomis MR _
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun HOURS
START | STOP — — WORKED
24 | 25 26 27 28 29 a0 1 2 3 4 5 6 7
Start 06:00 06:00 06:00 06:00 06:00 06:00
Stop 1200 | 12:00 12:00 12:00 12:00 12:00 —
Start 12:30 12:30 12:30 06:00_L 1230 12:30 12:30 -
Stop 18:00 18:30 18:00 T 12:00 18:00 18:00 17:30
Start 12:30
Stop 14:30
TOTAL 11:30 12:00 11:30 pod. | 11:30 11:30 11:00 77:00
i"’:;t Event Code Description { H ) RS
105 Holiday 08:00 08:00
165 Personal Leave 03:30 | 03:30
2490Q Haliday Worked 530 08:00
251Q Overtime x (1.5) 11:30 12:00 11:30 69:00
™~ TOTAL 1130 12:00 11:30 19:30 11:30 11:30 11:00 T 88:30
249}! \ 2:30
251N 1130 1130 1100
) --36.5 Hours physically worked EMPLOYEE NOT AVAILABLE
2 cartify that the time and hours of work recorded above are frue and cormect. Employes Signature: FOR SIGNATURE
Final determination of pay type and rate of compensation wil be made by the
Department of Administration. Supervisor Signature:
COMMENTS: -~ —
New week = new 40-hour threshold to meet for qualified time! This workweek will continue on into
This workweek is continued on next pay period.
from last pay period. Time worked (overtime and holiday premium pay) in this week
are considered non-qualified until they physically work 40 New week, means 40-hours must be
Overtime worked and Holiday hours. worked before time can be
Premium Pay earned for the rest considered qualified!
of this workweek will be 40 - 36.5 = 3.5 hours needed before eligible to claim qualified
considered qualified since the time Had the employee worked in this
employee has already met the 40- week, time would've been recorded
hour FLSA threshold using their Hours worked after 40 will be recorded as qualified time as non-qualified until 40 hours was
100 code. instead. reached.
. _—
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Claiming Holiday Premium I I
Pay: GGU, SU, LTC, CEA NZAL
This section provides visual examples of how to accurately
record Holiday Premium Pay (HPP) on a timesheet.

Usage of HPP can vary by bargaining unit, refer to individual
collective bargaining agreements for specific information on
claiming HPP.

Disclaimer: These examples are intended as a helpful guide only.
They do not cover every possible time reporting situation. Pay
close attention to bargaining units identified in each example.

a4
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AT ASKA DEPARTMENT OF

Employes Name: Employee. Alaska

Administration

Home Department: 02

Alt. Workweek: No

Time & Attendance Report
December 22, 2025

Pay Period Start Date:

Pay Period End Date:

Document ID:

January 4, 2026

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Aon Tue TWed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 12722 12/23 12/24 1225 12126 1227 12/28 12/29 12/30 12/31 01/01 01/02 01/03 0104 || worken
Start 8:00 8:00 8:00 8:00 8:00 8:00 8:00 2:00 2:00 &:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00
Start 13:00 13oo| 1300  13:00 13:00 13:00]  1300]  1300] 1300 1300
Stop 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30
Start
Stop
Start
Stop
Total 7:30 7:30 7:30 730 0:00 730 000 0:00 730 730 730 730 7:30 0:00 0:00 67:30
Event 0‘_1;]]_);“9 Mon Tue Wed Tha Fri Sat Sun Mon Tue Wed Thu Fr Sat Sun TOTAL
Code | Event Code Description | Ref= LDF Description 1222 12123 1224 12725 12126 12027 12/28 1229 1230 12/31 01/01 01/02 01/03 01/04 HOURS
100 |[REGULAR PAY 730 730] 730 730 7:30 7:30 7:30 7:30 60:00)
105 [REG HOLIDAY 0:00 0:00 0:00 7:30 0:00 0:00 0:00 0:00 0:00 000 730 0:00 0:00 0:00 15:00]
249N [HOLIDAY WORKED 7-30 7301
0:00
- L)
»
In Week 2, the employee worked on the holiday, and those hours were
recorded as non-qualified Holiday Premium Pay (Event Code 249N).
Between 30 hours of Regular Pay (Event Code 100) and 7.5 hours of
£fseeded addziaral event lnes are ToTAL T30 0] 730 Holiday Premium Pay, the employee physically worked a total of 37.5

available at row 44 o §9. Totak will
reflect all event rows filled out.

Emplovee Signature:

Supervisor Signature:

We certify that all tme and hours of work recorded above onj

Employee Signalune

(Hporeiicr (Hignaiene

hours for the week. Because this falls short of the 40-hour FLSA
threshold, all Holiday Premium Pay hours were recorded as non-qualified,
as the employee had not yet physically worked enough hours to earn

qualified Holiday Premium Pay.

Diater

"lFIFIﬂJ’T

127772025 (Form Revised 01/31/2025)



ALASKA DEPARTMENT OF Administration

Time & Attendance Report

Pay Period Start Date: February 16, 2026
Pay Period End Date: March 1, 2026
Emplovee Name: Employee. Alaska Home Department: 02 Alt. Worloweel: No Document ID:
Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 02716 02/17 02/18 02/19 02120 0221 0222 02/23 02/24 02/25 02/26 0227 02128 0301 || womkED
Start 8:00 8:00 8:00 8:00 8:00 8:00 9:30 £:00 2:00 200 2:00 8:00 10:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 15:45 12:00 12:00 12:00 12:00 12:00 12:45
Start 12:30 1230 1230 1z30] 1230 1230 1230 1230 1230 1230 1230
Stop 16:00 16:00 16:00 16:00 16:00 16:00 16:30 18:00 16:00 17:13 16:00
Start
Stop
Start
Stop
Total 7:30 730 730 730 730 7:30 6:15 0:00 &00 9:30 730 B:43 7:30 0:00 2:45 87:45
LD? Mon Tus Wed Tha Fri Sat Sun Mon Tus Wed Thu Fri Sat Sun
Event Override - — — TOTAL
Code | Event Code Description | Ref= LDF Description 02/16 0217 02/18 02/19 02120 02121 02 02/23 02724 02125 02126 02727 0228 03/01 HOURS
100 [REGULAR PAY 7:30 7:30 7:30 7:30 8:00 9:30 7:30 8:45 345 67:30
105 [REG HOLIDAY 7:30 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 000 730
149N |HOLIDAY WORKED 730 7:30
251N [OT 15 230 230 5:00
1510 [oT 1.2 345 1:15 2:45 745
0:00
0:00
i i 7~ =
H  In the first week, the employee worked on a holiday for/ 7.5 hours, ,
1 recorded under/Holiday Premium Pay (Event Code 249N), and also ll:n the éegonfovgeek, t|h3 Z’;?%I?‘yee s Rﬁ_g:lar Pa'{
. worked 30 hours of Regular Pay (Event Code 100). Together, pr G':Glje"t rtc') e th }EOtI?jeAt th-t o_urts, W Irf m'ztt S
these hours total 37.5, which meets the GGU overtime threshold overume threshoid. al point, overtime began,
but not the FLSA threshold of 40 hours. but it was initially classified as non-qualified overtime
(251N) because the employee had not yet reached the
e true and FLSA threshold of 40 hours physically worked for

After reaching 37.5 hours of physically worked time, the next 2.5
hours were paid as non-qualified overtime (Event Code 251N),
bringing the employee to 40 hours physically worked. Once the

employee reached the 40 hours of actual work, remaining overtime
on that day was paid as |qualified overtime (Event Code 251Q).

qualified overtime.

After 2.5 hours of non-qualified overtime, the
employee crossed the 40-hour mark. From that point
forward, all additional overtime that week was
considered gualified overtime (251Q).




ALASKA DEPARTMENT OF

Emplovee Name: Employee, Alaska

Administration

( \

In the first week, the employee worked 4 hours on it

Home Department: 02

the holiday.

Event Codes 100 + Hol Hrs Wrkd + 250 = 37.5

Employee ID: 123456

Home Unit: Z40P

Since less than 40 hours, all hours worked on holiday are

Status: Full Time (FR)

Bargaining Unit: GGU

non-qualified (Event Code 249N)

30 hours of Regular Pay (Event Code 100)and 4 | —

available at row 46 to 69, Totals will
reflact all event rows filled out.

Mon Tue Wed Thu Fri Sat Sun hours worked on the holiday, brought their total
Standard Start / Stop Times 1222 | 1223 | 124 | 1225 | 126 | 1227 | 1218 physically worked hours to 34, still 6 hours short of |
Start 8:00 §:00 800  s00f  1000] 800  10:00 the 40-hour FLSA threshold for qualified time. B
Stop 12:00 12:00 12:00 12:00 14:00 12:00 16:00
Start 12:30 1230) 1230 1230 1230 The employee then worked 6 additional hours on | |
Stop 16:00 16:00)  1600) 1600 16:00 Saturday. The first 3 hours were recorded to | |
Start Straight Pay (Event Code 250) to bring their
Stop physical hours worked to 37.5 (their overtime | |
Start threshold). | |
Stop —
Total 30 730 130|730 400 730 600l 000} The remaining 2.5 hours were recorded as non- ||
Frent o Mo Tue Wed Teu Fn Sat Sun qualified overtime (event code 251N) because
| Code | Event Code Description | Ref# | TDP Descripdon | 1222 | 1023 | 104 | 1097 | 1096 | LA7 | 1008 those 2.5 hours did not exceed 40 hours worked ||
100 |REGULAR PAY 7:30 730 7:30 730 within the week. E
105 |REG HOLIDAY 0:00 0:00 0:00 7:30 0:00 0:00 0:00 Event Codes 100 + 249N +/250 + 251N = 40 ﬂ
150 |ADD ST PAY 3:30 30]
f::g Egtﬁi::_gﬁz =0 If the employee had worked more time on %
S loT1s P Saturday or Sunday, those hours would.have o
w10 ]oT 13 - exceeq!ed 40 anFi would have been paid as ™
qualified overtime (Event Code 251Q). m
y=
| | | | | | | 0:00
If neaded additions] event knes are TOTAL 7:30 T:30 T:30 11:30 T:30

We certify that all ime and hours of work recorded above on Page 1 and on Page 2 are

Employee Signature: Employee Gignalue

Supervisor Signature: Eloperedser (Hgnasere

Breaking It Down:

37.5-Hour Workweek Requirement
Event Codes 100 + 105 =37.5

37.5-Hour Overtime Threshold
Event Codes 100 + 249N + 250 = 37.5

40-Hour FLSA QOvertime Threshold (Qualified Threshold)
Event Codes 100 + 249N + 250 + 251N = 40




AT ASKA DEPARTMENT OF Administration

Time & Attendance Report

Pay Period Start Date:
Pay Period End Date:

December 22, 20253

January 4, 2026

Emplovee Name: Emplovee, Alaska Home Department: 02 Alt. Worloweel: No Document ID:
Employee ID: 123456 Home Unit: Z4(0P Overtime Eligible: Yes Certified By:
Status: Full Time (FE) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Alom Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 12122 12/23 1224 | 1225 1226 | 12127 12/28 12120 | 12130 1231 | 0wl NI 01/03 | 01004 | workep
Start B-00 8:00 8:00 2:00 10:00 2:00 10:00 6:00 6:00 7:30 2:00 2:00 10:00 7:00)
Stop 12 12:00 12:00 12:00 12:00 12:00 12:00 13:00
Start 1 In the second week, the employee worked extra hours earlier in the 12:30 12:30 12:30 12:30 12:30
Stap 1 week before the Thursday holiday. Because overtime cannot be earmed 18-00 1830 19-00 18-00 17-15
Start befare physically working 37.5 hours, the 7.5 hours of holiday pay (Event
Stop Code 103) counts toward the 37.5 hour workweek requirement rather
- than holiday premium pay for hours worked on the holiday.
Stop After 6.5 hours on Wednesday, the employee had worked 30 hours
Total claimed as Regular Pay (Event Code 100), and when combined with the 1130 1200 1100 230 245 2:00 5.00) 100:45
Event L 7.5 hours of Holiday Pay (Event Code 105), they met the 37 5-hour Mon Tue Wed Thu Fri Sat Sun TOTAL
Code | Event Code Description workweek requirement. 1229 1230 1231 01/01 01/02 01/03 0104 || mougs
10 |REGULAR PAY o n 11:30 12:00 6:30]] 60:00
105 |REG HOLIDAY The remaining 45 hiours worked on Wednesday were recorded as .00 500 .00 T30 000 000 000 1500
— Straight Pay (Event Code 250) because at that point in the week the S rET
» 19N |HOLIDAY WORKED employee had not yet physically worked 37.5 hours. Overtime cannot be o 330
claimed until that threshold is met, which is why straight time was
249Q |[HOLIDAY WORKED necessary. 4:00 4:00
251N |OT 1.5 6100
251Q (0T L5 On Thursday (the holiday), hours were recorded as Holiday Premium 2:45 2:00 6:00 16:45
Pay. The first 5.5 hours are considered non-gualified (event code 0:00
249N}, but the remaining 4 hours are considered qualified Holiday 0:00
Premium Pay (event code 249Q)) because the employee has now 000
hysically worked 40 hours - - = —
ﬂ;;ﬁﬁ:i:;:;?:;;n}[]ﬁzt% [30 Regular Pay hguﬁs +4}|’5 Sh'aighl. Pa_r hours. and 5.5 non- 11:30) 12:00) 11:00 17:00] 8:45 2:00) 6:00) 115:45
refiect al event rows flied out. qualified Holiday Premium Pay hours = 40 hourslphysically
worked). 0:00
Starting Friday, since both the union and FLSA overtime thresholds had Comments:
Employee Signature: been met, all remaining hours were recorded as qualified overiime 1/1/1901
{event code 251Q).
Supervisor Signature: & j ; 111901

127772025 (Form Revised 01/31/2025)
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ATLASKA DEPARTMENT OF Administration Time & Attendance Report

Pay Period Start Date: December 22, 2025
Pay Period End Date: Jamuary 4, 2026
Emplovee Name: Employee, Alaska Home Department: 02 Alt. Workoweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Aon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 1222 | 1223 | 12 | 1wes | o1wae | 1w2r | 1xas | 12 | awae | 1wsn | owon | owor | owes | owed || womken
Start 8:00 8:00 3:00 8:00 3:00 2:00 2:00 8:00 £:00 8:00 10:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 13:15
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stop 17:00 17:00 17:00 17:00 17:00 17:00 17:00 17:00 17:00 17:00
Start
Stop
Start
Stop
Total 8:00 2:00 2:00 8:00 0:00 2:00 0:00 0:00 2:00 2:00 8:00 2:00 2:00 0:00 315 7515
Event Ot'I;ll')rli)de Mon Tua Wed Tha Fri Sat Sun Mon Tua Wed Thu Fri Sat Sun TOTAL
Code | Event Code Description | Ref# LDF Description 12722 12723 12724 12725 12726 1227 1228 12729 12/30 12/31 01/01 01/02 01/03 01/04 HOURS
100 |REGULAFR. PAY 8:00 8:00 8:00 8:00 I 8:00 8:00 2:00 S:OOI 64:00
105 |EEG HOLIDAY 0:00 0:00 0:00 2:00 0:00 0:00 0:00 0:00 0:00 0:00 2:00 0:00 0:00 0:00 16:00
149N \HOLIDAY WORKED 8:00 8:00
151Q |OT 1.5 315 315
0:00)
[ Y00
In the second week, the employee worked a full day on %9
the holiday, January 1, 2026. Those hours were 00
recorded as Holiday Premium Pay (event code 249N) [
— . - - - - - because, when combined with their regular hours (event E
et st v 45 10 85, Tt TOTAL ol B S — - code 100), the total[reached 40 hours|but did not )
reflect all event rows filled our. exceed It
j00

We certify that all time and hours of work recorded above on Page 1 and on Page 2 are tnu HUWEVET, when the employee worked an additional 3
Emplovee Signature: Employes Signalune hours and 15 minutes on Sunday, January 4, 2026, all of
that time was|after working 40 hours| Therefore, those
hours were eligible to be recorded as gualified overtime
(event code 251Q).

Supervisor Signature: (»i".;aami;u (iiéymz«m

e

T2 N5 (Form et () i



ALASKA DEPARTMENT OF

Administration

Time & Attendance Report
February 16. 2026

Pay Period Start Date:
Pay Period End Date:

March 1. 2026

Emploves Name: Employee. Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: S5 Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Mon Tus Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0216 | 02717 02/18 | 02719 0220 | 02 02/22 02/23 02/24 02/25 02/26 02/27 02/28 0301 || workeD
Start B:00 2:00 8:00 2:00 8:00 2:00 10:00 2:00 200 2:00 2:00 2:00 11:30
Stap 12:00 12:00 12:00 12:00 12:00 12:00 13:00 12:00 12:00 12:00 12:00 12:00 15:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stap 17-00 15:00 17:00 17:00 12:00 17:00 17-00 17:00 17-00 17:00 17-00
Start
Stop
Start
Stop
Total 2:00 6:00 2:00 800 900 800 3-00 0-00 200 800 200 800 200 330 000  85:30
Event 0\_];1]11;9 Mon Tus Wed Tha Fri Sat Sun AMon Tua Wed Thu Fo Sat Sun TOTAL
Code | Event Code Description | Ref= LD Description 0216 | 0217 02/18 0219 0220 | 02”1 0222 02/23 0224 0225 0226 02727 0228 03/01 HOURS
100 |REGULAR PAY 8:00 8:00 9:00 7:00 8:00 8:00 2:00 2:00 2:00 72:00
105 |REG HOLIDAY 8:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0-00 0-00 0:00 0-00 8:00
249N [HOLIDAY WORKED| 6:00 6:00
250 |ADD ST PAY 1:00 1:00 2:00
251Q (0T 1.5 2:00 330 5:30
a I 0:00
In the first week, the employee's 40-hour workweek requirement was 000
met through a combination of 32 hours of Regular Pay (event code 100) 000
and 8 hours of Holiday Pay (event code 105). 000
On Monday, February 16, 2026, the employee worked 8 hours on the 000
holiday, recorded as non-qualified Holiday Premium Pay (event code |29 5:00) 3:00 0:00) 5:00 5:00) 5:00 5:00) §:00 3:30) 0:00 93:30
248N). These hours were considered non-qualified because, when
adding event codes 100 and 249N, the employee had only physically 0-00

worked 38 hours, making them short of the 40-hour FLSA threshold.

Toward the end of the week, after meeting the 40-hour workweek

requirement through event codes 100 and 105, the employee had still
only physically worked 38 hours (between event codes 100 and 249N).
As a result, the next 2 hours were recorded as straight time [(event code

250) to bring the total physically worked hours to 40.

All remaining hours for the week were then recorded as qualified

overtime (event code 251Q).

1 and on Page 2 are true and cormect.

Date:

Date:

Comments:
1/1/1901

11/1901

127772025 (Form Revised 01/31/2025)




ALASKA DEPARTMENT OF Administration Time & Attendance Report

Pay Period Start Date: February 16. 2026
Pay Period End Date: March 1, 2026
Emploves Name: Employee. Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: S5 Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Mon Tus Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0216 | 02117 02/18 02/19 02/20 02/21 02/22 02/23 02/24 02/25 02/26 02/27 02/28 0301 || workeD
Start B:00 2:00 8:00 2:00 8:00 2:00 10:00 2:00 200 2:00 2:00 2:00 11:30
Stap 12:00 12:00 12:00 12:00 12:00 12:00 13:00 12:00 12:00 12:00 12:00 12:00 15:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stop 17:00 15:00 17:00 17:00 18:00 17:00 17-00 17:00 17:00 17:00 17:00
Start
Stop
Start
Stop
Total £:00 6:00 2:00 800 900 800 3-00 0-00 200 800 200 800 200 330 000  85:30
Event 0\_];?;“? M‘.m Tus Wed Tha Fri Sat Sun AMon Tua Wed Thu Fo Sat Sun TOTAL
Code | Event Code Description | Ref= LD Description 0216 | 0217 02/18 02/19 0220 | 02”1 0222 02/23 0224 0225 0226 02127 0228 03/01 HOURS
100 |REGULAR PAY 8:00 8:00 9:00 7:00 8:00 8:00 2:00 2:00 2:00 72:00
105 |REG HOLIDAY 8:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0-00 0-00 0:00 0-00 8:00
249N [HOLIDAY WORKED| 6:00 6:00
250 |ADD ST PAY 1:00 1:00 2:00
251Q (0T 15 2:00 330 5:30
0:00
0:00
Use a calculator to verify each workweek. 0:00
Start by adding Regular Pay (Event Code 100) and Holiday Pay (Event Code 105) to confirm the employee meets the 40-hour workweek 0:00
requirement. 0:00
Hneed o . . . . . ; . , | 93:30
available Next, determine if Holiday Premium Pay is qualified or non-gualified. Add Regular Pay (100) and Holiday Premium Pay (HPP): If the total is
Tefleg less than 40 hours, all HPP hours are non-qualified (Event Code 249N). If the total exceeds 40 hours, any hours beyond 40 may be recorded as
qualified holiday premium pay (Event Code 249Q). 0:00

Check if straight time (Event Code 250) is needed. Even if the workweek requirement is met, the employee must have physically worked 40
hours to earn qualified overtime. If they've worked less than 40 hours, use straight time to fill the gap.

For example:
If the employee worked 32 hours of regular pay (100) and & hours of non-qualified holiday premium pay (249N), they've physically worked 38
hours. They need 2 hours of straight time (250) to reach 40. Once 100 + 248N + 250 = 40, any additional hours can be recorded as qualified
avertime {event code 251Q).

5)




ALASKA DEPARTMENT OF

Administration

Time & Attendance Report

Employes Name: Employee. Alaska

Home Department: 02

Pay Period Start Date: December 22, 2025

Pay Period End Date: January 4. 2026

Alt. Workweek: No Document ID:

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: SS Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 1222 12123 12124 12125 12126 12/27 12/28 12/29 12/30 12/31 01/01 0L/02 01/03 0104 || worsen
Start 8:00 8:00 8:00 8:00 8:00 10:00 8:00 745 8:00 11:00 200 10:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 16:00 12:00 13:15
Start 13-00 1300 13000 1300 13:00 1oo|  1300] 1230 13:00
Stop 17:00 17:00 17:00 17:00 17:00 18:00 17:30 17:00 18:13
Start
Stop
Start
Stop
Total 8:00 2:00 &:00 &:00 000 200 200 0:00 9:00 8:45 830 300 9:15 0:00 315 TT:45
Frent 0‘_1;]]_11;9 Mon Tus Wed Thu Fri Sat Sun Mon Tus Wed Thu Fo Sat Sun TOTAL
Code | Event Code Description | Refs LDF Description 12722 12123 12124 12725 12726 12727 12/28 12/29 12/30 12/31 01/01 01/02 01/03 01/04 HOURS
100 [REGULAR PAY 8:00 8:00 8:00 8:00 9:00 845 8:30 5:45 64:00
105 [REG HOLIDAY 0:00 0:00 0:00 8:00 0:00 0:00 0:00 0:00 0:00 0:00 &:00 000 0:00 0:00 16:00
240N [HOLIDAY WORKED 500 500
150 (ADD ST PAY 2:00 3:00 5:00)
1351Q [oT 13 0:30 315 345
0:00
0:00
d . . 0:00
In the first week, the employee did not work — o0
enough hours to exc:_e_ed the 40-hour threshold. Make Sense of Week 2 Using a Calculator o000l
—— As aresult, any additional hours worked after o 500 o
=8 meeting the standard workweek requirement Event Codes 100 + 105 = Workweek Requirement
were recorded as straight time (event code Event Codes 100 + 248N + 250 = Overtime Threshold ..,
250) rather than overtime. i |
reonfieelmdomPEE I All hours worked after physically working 40 hours is
In the second week, after physically working 40 recorded as qualified overtime (Event Code 251Q).
hours, time worked was eligible to be recorded
as qualified time.
. - L

127772025 (Form Revised 01/31/2025)



EXAMPLE OF QUALIFIED HOLIDAY PREMIUM PAY

ALASKA DEPARTMENT OF Administration Time & Attendance Report
Pay Period Start Date: June 22, 2026
Pay Period End Date: July 5. 2026
Employes Name: Employee. Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Aon Tue TWed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 06/22 06123 06/24 0625 06126 06/27 06/28 06/29 06/30 07/01 07102 07/03 07/04 0705 || workED
Start 800 3:00 8:00 T:15 3:00 T30 g:00 g:00 713 7:00 6:00 11:15
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:30 12:00 12:00 15:45
Start 13-00 1300  1300] 1300 1230] 1230 1300 1230] 1300 1230 1300
Stop 17:00 18:00 17:00 17:15 17:00 16:43 20:00 18:15 17:00 1743 17-00
Start
Stop
Start
Stop
Total 8:00 9:00 2:00 900 8:30 845 000 0:00 11:00 9:45 9:15 10:15 10:00 0:00 430  98:00
Event O\'I;Jl')rli)de Mon Tue Wed Tha Fri Sat Sun Mon Tue Wed Thu Fr Sat Sun TOTAL
Cade | Event Code Description | Ref= 1DF Description 06/22 06123 06/24 06125 06126 06127 06/28 06/29 06/30 07/01 07/02 07/03 07/04 07/03 HOURS
100 [REGULAR PAY 9:00 800  9:00 8:30 530 11:00 9:45 9:.15 2.00 72:00)
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 2:00 0:00 0:00 8:00)
249Q [HOLIDAY WORKED T 1000 10:00
150 |ADD ST PAY 2:00 £:00)
151Q [oT 15 315 015 430 8:00)
0:00,
In the second week, the holiday on Friday counted toward the employee's|40-hour workweek requirement.'Hours 0:00
worked on the holiday cannot count towards the employee's workweek in this'scenario. e hours worked on the 0-00
holiday were counted instead, the employee would have reached overtime before physically working 40 hours, 0:00
which is not permitted under FLSA rules. This can result in the use of Straight Pay (Event Code 250) if excess 2%
e hours are worked earlier in the week before the holiday occurs. 106:00
awvailable at row 445 tf
refiect all event rg
On Thursday, after reaching 32 hours of Regular Pay in the week, the next 8 hours were recorded as Straight Pay, 0:00
bringing their total physically worked hours to 40. The remaining 15 minutes worked that day were eligible for
Employ Qualified Overtime (Event Code 251Q).
Supervis Since the employee had already physically worked 40 hours, the 10 hours worked on the Friday holiday were
recorded as qualified Holiday Premium Pay (Event Code 2489Q).
All remaining hours worked after the holiday were also eligible for Qualified Overtime (Event Code 251Q).




RIS

s ADVANCED

Claiming Holiday Premium Pay:

LTC

Providing Insight
for Alaskans.
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ATLASKA DEPARTMENT OF

Emploves Name: Employee. Alaska

Administration

Home Department: 02

Time & Attendance Report
February 16, 2026

Pay Period Start Date:

Alt. Workweek: No

Pay Period End Date:

Document ID:

March 1. 2026

Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Aon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 02716 02/17 02/18 0319 0220 p 0212 0223 0224 0225 0226 0227 02128 0301 | worxen
Start £:00 8:00 8:00 7:30 8:00 8:00 9:00 8:30 800 00 200 200 200 H
Stop 12:00 12:00 12:00 12:00 12:00 12:00 10:00 12:30 .
Start 13:00 1300 1300 1300] 1230 1300 13:00 In the first week, all hours worked on the
Stop 17-00 1500 1800] 1700] 1715 1900 15:00 M?Fday hc_:llday were recorded as Non- ]
Start Qualified Holiday Premium Pay (Event Code
Stop 249N) because the employee had not yet met
Start the|40-hour FLSA overtime threshold|required
Stop for qualified overtime. i
Total &:00 6:00 9:00 830 845 10:00 1:00 6:00
Event e Mou Tue Wed Tin i Sat Sun This threshold was reached through a
Code | Event Code Description | Ref: | TIDP Descriprion | 02716 | 0217 | 0218 | 0219 | 0220 | 0221 | 0222 combination of 32 hours of Regular Pay (Event
[%% | -~ igg igg igg igg — Code 100) that occurred later in the week, 6 g
= — ' ' ' . ' ' . hours of Non-Qualified Holiday Premium Pay |=
240N |HOLIDAY WORKED) 6:0 0
v loT 1z — = = (Event Code 249N), and 2 hours of Non- 5
251Q [0T 15 s 200 100 Qualified Overtime (Ev,ent Code 251 I_\I}-totallng 3
252Q |OT DOUBLE 500 40 hours of physically worked time. o
0
Event Codes 100 + 249N + 251N =40 hours|
0
Once this threshold was met, any additional ¢
If needed additiomal event lines are TOTAL 14:00 9:00) §:30) §:45) 10:00 1:00) &:00) hours worked, inc|uding overtime and double 5|

available at row 44§ to §9. Totals will
refiact all event rows fillad out.

We certify that all time and hours of work recorded above on Page 1 and on Page 2 are tue and correct.

Emplovee Signature:

Empleyee. Gignalune.

Supervisor Signature:

(Haposoisor (Hignadese

Date:

Date:

time, became eligible to be recorded as

Qualified (Event Codes 251Q and 252Q).

1/1/1901

1y

1901

Comments:

127772025 (Form Revised 01/31/2025)



AT ASKA DEPARTMENT OF Administration

Time & Attendance Report

Emplovee Name: Employee, Alaska Home Deparment: 02
Employee ID: 123456 Home Unit: Z40P
Status: Full Time (FR) Bargaining Unit: LL
Alon Tue Wed Thu Fri Sat Sun
Standard Start/ Stop Times 12122 12/23 12724 1225 1226 1027 1228

Start 8:00 7:00 6:00 7:13 8:00 2:00

Stop 12:00 12:00 12:00 12:00 12:00 12:00

Start 13:00 13:00 13:00 13:00 13:00 13:00

Stop 17:00 19:15 20:00 17:43 18:30 19:30

Start

Stop

Start

Stop
Total 8:00 11:15 13:00 2:30 2:30 10:30 0:00 0:00
Event O'\.‘I;l]')rl;‘d(- MMon Tue Wed Tha Fri Sat Sun
Code | Event Code Description | Ref = LDF Description 12/22 12723 12724 12725 12726 12727 12/28
100 |REGULAR PAY 8:00 8:00 8:00 6:30

105 |REG HOLIDAY 0:00 0:00 0:00 2:00 0:00 0:00 0:00
249N |HOLIDAY WORKED)

251N |OT 1.5 315 5:00 1:15
249Q |HOLIDAY WORKED 9:30
151 |OT1.s 013 4:00

Take note of how 100 code on Friday was reduced from the normal 8 hours to 6.5
with 1.5 hours shifted to overtime. This is the result of the employee working
additional time on an observed holiday.

On the holiday, the employee worked 9.5 hours of Holiday Premium Pay (HPP).
Since the employee worked more hours on the holiday than the standard 8 hours
of holiday pay received (Event Code 105), hours worked on the holiday count
towards their 40-hour workweek requirement instead of Regular Holiday pay.

HPP of 9.5 Hours > Holiday Pay of 8 Hours

This is standard practice for LTC when hours worked cn a holiday are mare than
the Regular Holiday pay (Event Code 105).

Pay Period Start Date: December 22, 2025
Pay Period End Date: January 4, 2026
Alt. Worloweek: No Document ID:
Overtime Eligible: Yes Certified By:
Comp Time: No Date:

In the first week, the employee worked on the
holiday, and those hours were all recorded as
qualified Holiday Premium Pay (Event Code 249Q).

This was possible because the employee had
reached the 40-hour FLSA threshold for physically
worked hours between 30.5 hours of Regular Pay
(Event Code 100) and 9.5 hours of Non-Qualified
Overtime (Event Code 251N), totaling 40 hours of

time physically worked.

Take note that once 9.5 hours of Non-Qualified
Overtime (Event Code 251N) was recorded, all
remaining hours for the week at a pay rate of 1.5x or
more are eligible to be recorded as qualified time.
This transition occurred because hours physically
worked met the 40-hour FLSA threshold.

Event Codes 100 + 251N =|40

S L

0:00)
0:00)
9:00) 9: 00 8:45 16:45 9:15) 2:30) 6:00) 123:00
0:00
Comments:
11171901
111/1901

12/19/2025 (Form Revised 01/31/2025)



AT ASKA DEPARTMENT OF

Emplovee Name: Employee, Alaska

Administration

Home Deparment: 02

Alt. Workoweel: No

Time & Attendance Report
December 22, 2025

Pay Period Start Date:

Pay Period End Date:

Document ID:

January 4, 2026

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
Mon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start/ Stop Times 1222 | 12123 12/24 1225 | 126 | 1227 | 1v28 | 1220 12/30 12731 | owol | owez | ono3 0104 || workep
Start 8:00 4 N 8:00 7:00 2:00 743 730] 1030 8:00
Stop 12:00 Take note of how 100 code on Friday was reduced 1200/ 12000 1200 1200 1200  13:00]  14:00
Start 13:00 from the normal & hours to 725 with 0.75 hours 13:00 13:00 12:30 13:00 13:00
Stop 17-00 shifted to oyer’[ime__ ThiS iS. the result of the 12-00 17-00 17-15 17-30 17-45
Start employee working additional time on an observed
Stop holiday.
Start On the holiday, the employee worked [8.75 hours of
Stop Holiday Premium Pay (HPP). Since the employee
Total 8:00 worked more hours an the holiday than the standard 0:00 2:00 2:00 8:45 8:45 9:13 2:30 6:00|  107:00
Erent 01.'1;1]'):;1(- 8 hours of holiday pay received (Event Code 103), s Mon Tue Wed Thu Fri Sat Sum oL
Code | Event Code Description | Ref= LDF Descripid  1OUTS Worked on the f'][_]hda‘,ll count towards their 40- Jas 12/20 1230 12731 01/01 01/02 01/03 01/04 HOURS
100 |REGULAR PAY hour workweek requirement instead of Regular 500 200 2:00 715 8145
105 |REG HOLIDAY Holiday pay. 0:00 0:00 0:00 0:00 8:00 0:00 0:00 0:00) 16:00)
249N |HOLIDAY WORKED HPP of 8.75 Hours > Holiday Pay of 8 Hours oo 609
251N |OT 1.5 1:00 1:00 0:43 12:15
245Q |HOLIDAY WORKED This is standard practice for LTC when hours 245 12:15
251Q |OT 1.5 worked on a holiday are more than the Regular 2:00 2:30 843
252Q |OT DOUBLE Holiday pay (Event Code 105). 6-00) 6:00)
. Yy 0:00
! 0:00
In the second week, the employee worked on the holiday, and those hours were recorded as a mix 0:00
1f meeded additiona] event lins ars TOTAL of non-gualified Holiday Premium Pay (Event Code 248N) and qualified Holiday Premium Pay 6:00]  123:00
available at row 44 to 59, Tatals will (Event Code 249Q).
reflect all event rows fill=d out.
This was possible because the employee had reached the 40-hour FLSA threshold for physically

Emplovee Signature:

Supervisor Signature:

We certify that all {

E e G L]

(Hporesisor (Hignas

worked hours between 31.25 hours of Regular Pay (Event Code 100), 2.75 hours of Non-Qualified
Overtime (Event Code 251N), and 6 hours of non-qualified Holiday Premium Pay (Event Code
248N), totaling 40 hours of time physically worked.

Event Codes 100 + 251N +249N =[40]
Take note that once Non-Qualified Overtime brought hours physically worked to 40, all remaining

hours far the week at a pay rate of 1.5x or mare were eligible to be recorded as qualified time. This
fransition occurred because hours physically worked met the 40-hour FLSA threshaold.

0:00

«d 01/31/2025)
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Claiming Recall/Call Back:
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laimi lI/Call Back:
e~ Il

ADVANCED

This section provides visual examples of how to accurately record Recall/Call Back on a timesheet.

Under certain circumstances, a recall or call back may entitle an employee to a guaranteed minimum
number of hours paid at 1.5x their regular pay rate, regardless of the number of actual hours worked.
Only the time physically worked needs to be categorized as either qualified or non-qualified.

Usage of Recall/Call Back can vary by bargaining unit, refer to individual collective bargaining
agreement for specific information on claiming these pay types.

Pro Tip: It can be challenging to determine in advance whether recall hours will be considered qualified
or non-qualified for FLSA purposes. To ensure accuracy, it's best to wait until the workweek is complete
before categorizing recall hours. This approach provides a full picture of total hours worked and helps
ensure proper reporting.

Disclaimer: These examples are intended as a helpful guide only. They do not cover every possible time
reporting situation. Pay close attention to bargaining units identified in each example.

61



Claiming Recall/Call Back:
GGU, SU, LTC

IRIS

A~ ADVANCED
Event Code Descriotion Minimum Use with Event Code
P Guarantee? 245?
» Used to record hours No — paid only for Not eligible to claim with Event
243N Non-Qualified physically worked when | hours worked. Type 245.
recalled/called back
e ithin 4 hours of a
ualified wi
243Q . scheduled shift.
. Used to record only 4-hour minimum pay | Claimed in conjunction with
244N Non-Qualified physically worked guarantee at a rate of | Event Code 245 if worked less
hours when 1.5x regular pay rate, | than 4 hours.
recalled/called back regardless of hours
244Q Qualified more than 4 hours worked.
from a scheduled shift.
Used to compensate Event Code used to Claimed in conjunction with
for minimum 4-hour cover non-worked Event Code 244N or 244Q.
245 N/A guarantee when time to meet 4-hour
employee worked less minimum. Example: Employee worked 1
than 4 hours. hour during recall.
244N/Q = 1 hour, 245 = 3 hours

Note: Event Code 245 does NOT count towards meeting FLSA qualified time threshold. 62



Recall Procedures To Keep
In Mind for GGU & SU ‘ I IS

_

This section applies specifically to GGU and SU employees who are
claiming recall. Time spent physically working during a recall counts
toward fulfilling the employee’s standard workweek requirement.
However, this time does not contribute toward the accumulation of
overtime hours.

As a result, employees may need to report some hours as Straight Pay
(Event Code 250) before they can begin claiming overtime.

For more detailed guidance on recall procedures, employees should
refer to:

* Their Collective Bargaining Agreement
e The Division of Personnel’s Interpretative Memorandum

63


https://law.alaska.gov/department/civil/LSA/CBA.html
https://doa.alaska.gov/dop/fileadmin/LaborRelations/pdf/RecallPay.pdf

ALASKA DEPARTMENT OF Administration Time & Attendance Report
Pay Period Start Date: January 5. 2026
Pay Period End Date: January 18, 2026
Emplovee Name: Emplovee, Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thn Fri Sat Sun HOURS
Standard Start / Stop Times ovos | ovoes | owor | owes | owoe | ovwe | mum 0112 0L/13 o4 | mas | ovis | 0117 | 0118 | worken
Start 8:00 3:00 8:00 3:00 3:00 8:00 8:00 8:00 g:00 2:00 8:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00
Start 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00 13:00
Stop 16:30 16:30 16:30 17:30 16:30 18:30 16:30 16:30 16:30 16:30 16:30
Start 17:45
Stop 2200
Start
Stop
Total 7:30 11:45 730 830 7:30 9:30 0:00 0:00 7-30 130 730 730 730 0:00 0:00ff 81:15
Event G‘_];:)rl;e__ Mon Tus Wed Tha Fri Sat Sun Mon Tus Wed Thu Fri Sat Sun TOTAL
Code | Event Code Description | Ref# LDF Description 01/05 01106 0107 01/08 0109 0110 01/11 0112 01/13 01/14 01/15 01/16 0117 01/18 HOURS
100 |REGULAR PAY 7:30 7:30 8:30 7:30 215 7:30 7:30 7:30 7:30 7:30 T0:45)
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:-00] 0:00)
250 |ADD ST PAY 415 4:15)
1510 |OT 1.5 3:00 3:00
243N |RECALL BEFORE 2:30 2:30
0:00,
For GGU employees who physically work 37.5 hours in 000
addition to working recall hours, the first 2.5 hours of 0-00
recall will be considered non-qualified (Event Code 0:00
If needed additonal event lines are TOTAL 11:45) 243N) 7:30 0:00 0:00) 82:15
available at row 44 o §9. Totaks will
reflect all event rows filled out.
This is because there's an inherent gap of 2.5 hours 0:00

We certify that all ime and hours of work re

Emplovee Signature: Employee Gignalune.

Supervisor Signature: (Hhposoiicr (Hignatere

between the GGU workweek requirement (37.5 hours)

and the FLSA qualified time threshold (40 hours).

Recall hours beyond the 2.5 non-qualified will be
considered qualified (Event Code 243Q) so long as
the employee physically worked 37 .5 hours in the
workweek (not including recall hours worked).

12/14/2025 (Form Revised 01/31/2025)




AT ASKA DEPARTMENT OF

Emplovee Name: Emplovee, Alaska
Employee ID: 123456

Administration

Time & Attendance Report

Home Department: 02
Home Unit: Z40P

Pay Period Start Date: January 5, 2026

Pay Period End Date: January 18, 2026

f’

This employee was recalled within four hours of

SN

s Tull Time (TR0 Bargaining Cuic: COC completing their shift on Monday and worked 1.5 hours
during the recall. These 1.5 hours of recall count toward
Mon Tue Wed Thu Fri s | meeting the 37.5-hour workweek requirement, but do not
Standard Start / Stop Times 0los | oL6 | 0107 | o108 | ous | ovle)  count toward the GGU overtime threshold of 37.5 hours.
Start 8:00 8:00 2:00 8:00 8:00 2:00
Stop 2% 1200 100] 1200 1300] 1200 The recall hours are considered non-qualified because
Suart 1202 i;gg 1222 ifgg i;gg i;gg the total hours worked between 38 hours of Regular Pay
;::f' = o ' & : ' (Event Code 100), 1.5 hours of Straight Pay (Event Code
Stop 030 250), and 1.5 hours of recall do not exceed the 40-hour
Start threshold required by FLSA. As a result, all recall hours
Stop are treated as non-qualified.
Total 7:30 9:00 7:30 830 7:30 9:30 0
o e Von Tus Wed Tha - ar Event Codes 100 (36) + 250 (1.5) + 243 (1.5) = 39
Code | Event Code Description | Ref= | LDF Description Lla Tl Hours = Non-Qualified Recall (Event Code 243N)
100 [REGULAR PAY 7:30 730 8:30 7:30 3:00 since less than 40 hours
105 [REG HOLIDAY LAY LAY LAY LAY LELY 0:
el If the combined total of Regular Pay, Straight Pay, and
SIN 0T 1.5 L00 Recall hours had exceeded 40 hours, any recall hours
fﬂ? L : = beyond the 40-hour mark would have been considered
TN [RECALL BRFORE Al qualified (Event Code 243Q).
A
I I I I I I I | 0:00
T — TOTAL o:00] 730 Breaking It Down:

available at row 44 to §9. Totals will
reflect all event rows fillad out.

Emplovee Signature:

Supervisor Signature:

We certify that all time and hours of work recorde

Employee Signalune

(Haporesisor (ognabese

Event Codes 100 + 243N = 37.5 Hour Workweek Requirement

Workweek Requirement Met:

GGU Overtime Threshold Met:

Event Codes 100 + 250 = 37.5 Hour GGU Overtime Threshold

FLSA Qualified Overtime Threshold Met:
Event Codes 100 + 243N + 250 + 251N = 40 Hour FLSA Overtime Threshold




ALASKA DEPARTMENT OF Administration Time & Attendance Report

Pay Period Start Date: January 5. 2026
P Die ATl Tomsameif 200
Em;:;:\::;; Elffg?e A Home D;:z:: 224{11: This employee was recalled within four hours of completing
Status: Full Time (FR) Bargaining Unit: GaU | _their shift on Monday and worked 4.25 hours during the recall.
T | These 4.25 hours of recall count toward meeting the 37.5-hour
workweek requirement, but do not count toward the GGU
Mon Tue Wed Thu Fri overtime threshold of 37.5 hours. This results in the need of
Standard Start / Stap Times 1os | ovos | ovor | oves | ovm | @ 4.25 Straight Pay hours before being eligible to earn overtime
Start 2:00 8:00 8:00 8:00 8:00 8:00 later in the week.
Stop 12:00 12:00 12:00 12:00 12:00 12:00
:1: i;fﬁ 1;22 1222 iigg 1;22 i;gg The recall hours are split between non-qualified and qualified
v 75 because the total hours worked between 33.25 hours of
Stop 700 Regular Pay (Event Code 100), 4.25 hours of Straight Pay
Start (Event Code 250), and 4.25 hours of recall exceed the 40-hour
Stop threshold required by FLSA.
Total 7:30 11:43 730 830 7:30 9:30
erent o Mon Tue Wed Tim Fn Event Codes 100 (33.25) + 250 (4.25) + 243 (4.25) = 41.75
Code | Event Code Description | _Ref= | _IDP Description ; - — - -' | Hours =1.75 hours of qualified Recall (Event Code 243Q).
100 [REGULAR PAY 730  730] &30 730 215
105 |REC HOLIDAY LA L) 1) L) L As a result, recall hours beyond the 40-hour mark are
250 |ADD ST PAY B | considered qualified. All other recall hours worked on Monday
fzg g:cl-funzrou - 20 are considered non-qualified (Event Code 243N). An additional
l;ﬂQ — l — overtime worked later in the week is also considered qualified
i \ as the 40-hour FLSA threshold has been met.
b .
Breaking It Down:
If neaded additional event lines are TOTAL 11:45) 7:30
FraRble 2t ow 4910 8. Tome i Workweek Requirement Met:
Event Codes 100 + 243N + 243Q = 37.5 Hour Workweek Requirement 00
e ey thatalltime andhow ofwork =3 GGU Overtime Threshold Met:
Fanployee Siguature: Lomplosgee Signalune Event Codes 100 + 2501= 37.5 Hour GGU Overtime Threshold

Supervisor Signature: (Hhposoiicr (Hignatere

FLSA Qualified Overtime Threshold Met:
Event Codes 100 + 243N + 250 = 40 Hour FLSA Qvertime Threshold

T4 2025 (Form Fevised 0T73172025)



ATLASKA DEPARTMENT OF

Emploves Name: Employee. Alaska

Administration

Time & Attendance Report

Home Department: 02

February 16. 2026
March 1. 2026

Pay Period Start Date:
Pay Period End Date:
Alt. Workweek: No

Document ID:

Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
AMon Tue Wed Thu Fri Sat Sun Aon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0216 | 0217 | o218 | o219 | ow2 | ova | owar | o3 | ovaa | oaas | o226 | o227 | 0228 | 03 || womsen
Start 8:00 8:00 8:00 8:00 8:00  10:00 8:00 8:00 8:00 700 8:00 9:00)
Stop 12:00 12:000 1200 1200 1200 1300
Start 12:30 1230 12300 1230 1230
5 16:00 1600 1600] 1600 1600 . e
S:“"r o All recall hours worked are considered non-qualified due
ALar 2045 .
. — to the employee not exceeding the 40-hour FLSA
Stop 22:00 . ey s
p— overtime threshold within the workweek.
Stop }
Total 7-30 0:00 7:30 8:45 7:30 7:30 3:00 37.5-Hour Workweek Requirement:
o e Mon Tue Wed T rn. sat Regular Hours + Holiday Pay + Recall Hours = 37.5
Code | Event Code Description Fef= LDF Description 02/16 02/17 02/18 0219 02720 02721
100 [REGULAR PAY 7:30 7:30 7:30 3:15 40-Hour FLSA Overtime Threshold:
105 |REG HOLIDAY 730 0:00 0:00 0:00 0:00 0:00 (Only includes hours physically worked)
250 |ADD ST PAY 415 Regular Hours + Straight Pay Hours + Recall Hours =
244N |RECALL AFTER 1:15 3:00 34.25
244Q |[RECALL AFTER
245 [RECALL TOMIV 2 100 34.25 is less than 40, not reaching the established
35N 3 Py ; ;
SIN |OT 1 FLSA threshold for qualified time. All hours paid at a rate
131Q |OT 1.3 . s
of 1.5x or more are considered non-qualified (Event
Code 244N).
If needed addiional event lines are TOTAL 7:30 730 11:30 7:30 7:30 £:00
available at row 44 to §9. Totals will
refizct all event rows filled our.
0:00
We certify that all time and hours of work recorded above on Page 1 and on Page 2 are tue and correct. '
Emplovee Signature: Empleyee. Gignalune. Date:
_ Curious about the Straight Pay? See next
Supervisor Signature: (f:)@&wuizz (igrccticre

Date:

slide for additional clarification.




ATLASKA DEPARTMENT OF

Emploves Name: Employee. Alaska
Emplovee ID: 123456
Status: Full Time (FR)

Administration

Time & Attendance Report

Home Department: 02

Why Straight Pay (Event Code 250)?

Home Unit: Z40P

Bargaining Unit: GGU

Straight Pay is used to record time worked when an

employee has met their workweek requirement but has
not yet physically worked enocugh qualifying hours to earn

AMon Tue Wed Thu Fri Sat overtime.
Standard Start / Stop Times 02716 02/17 02/18 0219 0220 0221
Start 00 §:00 8:00 8:00 B:00 S For GGU employees, overtime eligibility requires more
Stop 1200 1200 1200] 1200] 1200 1300 than 37.5 hours of actual work (excluding recall hours).
Start 12:30 12:30]  1230]  1230] 1230
S 16:00 16:00 16:00 16:00 16:00 . . " .
P Once the weekly requirement is met, any additional time
Start 20:45 . .
Seop 00 worked must be recorded as Straight Pay until the
p— overtime threshold is reached.
Stap . : . o
Total 730 0.00 30 245 730 730 300 The overtime threshold is met using a combination of:
LDP Mon Tue Wed T rn. sat Regular Pay Hours - Event Code 100
E Overrid -
Code | Event Code Description | Rets | 1D Descripion | 0216 | 0217 | 0218 | 0219 | 0220 | 0221 Straight Pay Hours - Event Code 250
100 |REGULAR PAY 730]  730] 730 315 Holiday Hrs Worked - Event Codes 249N and 249Q
105 |EEG HOLIDAY 7:30 0:00 0:00 0:00 0:00 0:00
250 |ADD ST PAY 415 I I I I 0:45] 4:00] I | 900
1IN |[RECALL AFTER 1:15 3:00)
244Q |[RECALL AFTER In this example, keep in mind the recall hours worked and
245 [RECALL TO MIN 245 100 holiday pay count towards their|37.5-hour workweek |
251N [OT L5
151Q |OT LS Recall + Holiday Hours = 11.75
37.5 (workweek requirement) - 11.75 = 25.73
If needed additional event lines TOTAL 7:30 T:30) 11:30 7:30 7:30 4:00 9
P 25 75 Hours of Regular Pay (100 Code) is needed
refizct all event rows fillad out.
Any time worked beyond 25.75 hours of regular pay that
We certify that all time and hours of work recorded above on Page 1 and on Page 2 are tue and ¢ would norma"y be classified as rengIar time (lf the

Emplovee Signature:

Supervisor Signature:

Empleger Signalune

(Haposoisor (Hignadese

holiday and recall had not occurred) must be recorded as
Straight Pay until the overtime threshold is reached.

Overtime Threshold (37.5) - Regular Hours (25.75) = a
need of 11.75 Straight Pay hours to earn overtime.




ALASKA DEPARTMENT OF Administration

Emploves Name: Employee. Alaska Home Department: 02

Alt. Workweek: No

Time & Attendance Report

February 16, 2026

Pay Period Start Date:

Pay Period End Date:

Document ID:

March 1. 2026

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Aon Tue Wed Thu Fri Sat Sun AMon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0216 0217 02/18 0219 0220 0221 02/22 0223 0224 02125 0226 02127 0228 03/01 WORKED
Start 8:00 8:00 8:00 8:00 8:00  10:00 8:00 8:00 8:00 7:00 8:00 9:00)
Stop 12:00, ~ 1200 1200 12000 12000 12:00 1215
Start f ) ) A 1230 1230] 1230 1230 1230
- _ o Time worked at a rate of 1.5x or more is s_pllt between 600l 1800l 1630l 1s00l 1500
Reminder: Straight time both qualified and non-qualified time. 2015
is needed because e
Cagieal [t il s 37.5-Hour Workweek Requirement:
their workweek, but not Regular Hours +Recall Hours = 37.5
their overtime threshold! S : -
. - 00 900 9:30 2:00 230 7:30 0:00 313 80:00
Eveat | rm 37.5-Hour GGU Overtime Threshold: Mon Tue Wed Thu Fri Sat Sun rorTar
Code | Event Code Description | R Regular Hours + Straight Pay Hours = 37.5 05 | 02 | 00 | 026 | 0997 | 0298 | 0501 || moums
100 |[REGULAR PAY 7:30 9:30 8:00 7:45 58:30
105 (REG HOLIDAY - 00 0:00 0:00 0:00 0:00 0:00 0:00 0-00) 7:30)
——— All Hours Physically Worked: — —_
Regular Hours + Straight Pay Hours + Recall Hours + . - - :
244N |[RECALL AFTER O I"t H — 45 75 1:30 545
244Q |[RECALL AFTER VETtITESEES = - 313 315
245 (RECALL TOAIN . ) 230 0:45) 7:00
33IN [OT 12 Determine Total FLSA Qualified Hours: 100 100
151Q 0T 1.5 45.75 - 40 = 5.75 Qualified hours to be recorded on 230 30
timesheet 0:00
0:00,
If Beeded addnioral event lines are The last 5.75 hours earned in the week at a rate of 1.5x  jog]  11:30 2:31 Key Rules £:00 94:30
available at rew 445 to §9. Totals wil - .
refiect all vt rows Alad ot or more should be recorded as qualified time. All hours 1V H 4 at th | n |
before that earned at a rate of 1.5x or more should be ) Hours paid at the regular rate are always 00

recorded as non-qualified time as those hours were

e used to reach 40 hours physically worked.

Emplovee Signature:

Supervisor Signature: 32.75 Regular Hours + 4.75 Straight Pay Hours + 1.5
Recall Hours + 1 Overtime Hour =40

\,

y,

counted first toward the 40-hour FLSA

threshold.

2) If hours paid at 1.5x or more are included in
the 40 hours, those hours are non-gualified.

3) Non-qualified time is always recorded first,

before any qualified hours.




AT ASKA DEPARTMENT OF Administration Time & Attendance Report

Pay Period Start Date: February 16. 2026
Pay Period End Date: March 1, 2026
Employee Name: Employee, Alaska Home Department: 02 Alt. Workoweelz No Document ID:
Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 02/16 0217 02/18 02/19 02/20 02/21 02/22 02123 02124 02/25 02/26 02127 02/28 0301 || worsED
Start o £:00 - 2-00 2:00 200 2:00 200 2:00 2:00 2-00 2-00 T
Stop 12:00 12000 12000 1200 12:00 12000 12000 12000 1200  12:00
Start 1230 1230 1230 1230 1230 1230 1230 1230 12:30] 1230
Stop 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30
Start 17:00 1745
Stop 18:13 2030
Start
Stop
Total 8:00 0:00 8:00 8:00 9:13 8:00 0:00 0:00 8:00)  10:45 8:00 8:00 8:00 0:00 o00|  76:00
Event O‘tﬂfﬂ Mon Tue Wed Thu Fri Sar Sun Mon Tue Wad Thu i Sat Sun LoTAL
Code | Event Code Description | Ref# LDE Description 02/16 02117 0218 0219 02/20 0221 02/22 0223 02/24 02125 02126 0227 02/28 03701 HOUES
100 |REGULAR PAY 8:00 8:00 8:00 6:45 8:00 8:00 8:00 8:00 5:15 68:00
105 (REG HOLIDAY 2:00 0-00 0-:00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00) 800
250 [ADD ST PAY 1:15 245 4:00
243N |RECALL BEFORE 11 113
2430 |RECALL BEFORE 2:45 2:45
Faalal
. . - vdl N
In the first week, all recall hours worked are considered non-qualified || In the second week, all 2.75 recall hours worked are
due to the employee not exceeding the 40-hour FLSA overtime | considered qualified.
threshold within the workweek. | |
1 40-Hour Workweek Requirement:
40-Hour Workweek Requirement: = Regular Hours + Recall Hours = 40
Regular Hours + Holiday Pay + Recall Hours = 40
40-Hour FLSA Overtime Threshold:
40-Hour FLSA Overtime Threshold: re Regular Hours + Straight Pay Hours = 40
{Only includes hours physically worked)
Regular Hours + Straight Pay Hours + Recall Hours = 33.25 Hours Physically Worked:
Regular Hours + Straight Pay Hours + Recall Hours = 42.75
33.25 is less than 40, not reaching the established FLSA threshold for
qualified time. All hours paid at a rate of 1.5x or more are considered Determine Total FLSA Qualified Hours:
. non-qualified (Event Codes 243N). P g42'75 - 40 = 2.75 Qualified hours to be recorded on timesheetJ




AT ASKA DEPARTMENT OF

Administration Time & Attendance Report

_'\

Pay Period Start Date: December 22, 2025
Pay Period End Date: January 4, 2026
Employes Name: Employee. Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Aon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thn Fri Sat Sun HOURS
Standard Start / Stop Times 1202 | 1223 | 1w | ovwas | orwee | 1wy | o128 | 1w | 1wse | o1wsr | ower | ower | owo3 | ound || womeen
Start 800 3:00 8:00 8:00 3:00 g:00 g:00 8:00 8:00 8:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00
Start 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30
Stop 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30
Start 18:00 17:43
Stop 013 V'
Start
Stop All recall hours worked are considered non-qualified due to the
Total 8:00 8:00 g00] 10413 0-00 8:00 employee not exceeding the 40-hour FLSA overtime threshold
LoF Man Tue Wed Tia i within the workweek.
Event Override —
Code | Event Code Description Ref = LDF Description 12122 12723 12724 12725 12726
100 |REGULAR PAY 8:00 8:00 8:00 3:43 40-Hour Workweek Requirement:
10 _[REC HOLIDAY o0 o000 o000l 00 000 Regular Hours + Holiday Pay + Recall Hours = 40
250 |ADD ST PAY 215
SON HOLIDAY WORKED 40-Hour FLSA Overtime Threshold:
245Q [HOLIDAY WORKED - {Only includes hours physically worked)
TN [RECALL BEFORE =2 Regular Hours + Straight Pay Hours + Recall Hours = 34.25
34.25 is less than 40, not reaching the established FLSA
threshold for qualified time. All hours paid at a rate of 1.5x or
I£ n2eded addmsomal event linss are TOTAL s00]  soof 105 so0 s more are considered non-qualified (Event Code 243N).
avadlable at row 44 to §9. Totals will
refect all event rows fillad out. .
0:00
We certify that all ime and hours of work recorded above on Page 1 and on Page 2 are true and correct. .
Comments:
Emplovee Signature: Employee Gignalune Date: 11171801
Supervisor Signature: (»_'?‘%.aamiiu (n':l?gm&m Date: 111901

12/20/2025 (Form Revised 01/31/2023)



AT ASKA DEPARTMENT OF

Administration

Time & Attendance Report

Pay Period Start Date:

December 22, 2025

Pay Period End Date:

January 4, 2026

Emplovee Name: Emplovee, Alaska Home Department: (2 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alom Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 1 | o1z | oaxag | orwes | orane | 1war | awas | naoe | o1wso | o1wan | owon | ower | owos | ound | womken
Start 2:00 8:00 8:00 8:00 8:00 2:00 2:00 2:00 2:00 2:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00
Start 12:30, ETCTANEEIEY B 120 - 1230 1230 1230 1230) 1230
Stop i ' 16:30 16:30 16:30 16:30 16:30
Start In the second week, time worked at a rate of 1.5x or s
Stop more is split between both qualified and non-qualified 2100
Start time.
Stop
Total 40-Hour Workweek Requirement: -00 11-15 £:00 2:00 2:00 £:00 0-00 0-00(  77:30
Event a Regular Hours + Holiday Pay + Recall Hours = 40 Mon Tue Wed Tan Fn Sat swm |
Code | Event Code Description 5 12/29 1230 12/31 01/01 01/02 01/03 01/04 HOURS
].[llf REGUL.-’&RPAX: HOUI’S PhySica“y worked: 8:00 &:00 8:00 4:45 58:30
105 [REG HOLIDAY Regular Hours + Straight Pay Hours + Recall Hours + 00 0:00 0:00 0:00 8:00 0:00 0:00 0:00) 15:(110
250 JADD ST PAY Holiday Hours Worked = 43.25 = >
249N [HOLIDAY WORKED) y 4:45 4:45
149Q [HOLIDAY WORKED . i 315 315
B e e Determine Total FLSA Qualified Hours: - - 330
43.25 - 40 = 3.25 Qualified hours to be recorded on 000
timesheet
0:00,
The last 3.25 hours earned in the week at a rate of 1.5x 0:00)
I¢ nesiied addvional event linss are or more should be recorded as qualiﬁed time. All hours 00 11:15) 5:00) 8:00 16:00 5:00 0:00) 0:00 93:30
available at row 44 to §9. Totals will
refict all svent rows il ot before that earned at a rate of 1.5x or more should be
recorded as non-qualified time as those hours were used 0:00
to meet 40 hours physically worked. |
Comments:
Fumployee Signature: Regular Hours + Straight Pay Hours + Recall Hours + '9' e
Supervisor Signature: 4?5 Ht:)llda!‘ll Hours Worked = 40 }le: 1/1/1901

\,

122072025 (Form Revised 01/31/2025)



ATLASKA DEPARTMENT OF Administration Time & Attendance Report
Pay Period Start Date: June 22. 2026
Pay Period End Date: July 5. 2026
Emplovee Name: Emplovee. Alaska Home Department: 02 Alt. Workweelk: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: S5 Comp Time: No Date:
Entered By:
AMon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0622 | 0623 | o624 | 0625 | os26 | o7 | oe2s | o069 | o630 | ool | omoz | omes | 0704 | 0705 | womrkep
Start 8:00 8:00 8:00 8:00 8:00 8:00 2:00 2:00 2:00 2:00 2:00
Stop 12:00 12000 1200 1200 1200  12:00 1200 1200 1200 1200 1200
Start 12:30 1230 12300 1z30] 1230 1230 1230 1230[ 1230 12300 1230
Stop 16:30 16300 17 1630 1s630] 1630 1630 1630
Start Reminder: When an employee is 21:00
Stop eligible to utilize Event Code 245 to 1113
Start meet minimum guarantee
Stop obligations, those hours are not
Total £:00 20 included in meeting the 40-Hour 0 9:15 3:00 8:00 8:00 800 0-00 000 S81:15
LDF \om FLSA threshold for qualified time. | on Tus Wed Thu o Sat <um
Event Override — — - - — TOTAL
Code | Event Code Description |  Ref 2 LDF Description 06/22 Do dG/28 06/29 06/30 07/01 07/02 07/03 07/04 07/05 HOURS
100 |[REGULAR PAY 8:00 8:00 800 8:00 5:00 ' 8:00 2:00 8:00 6:43 70:45
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 2:00 0:00 0:00) 8:00)
250 [ADD ST PAY 115 1:15
244N [RECALL AFTER 115 s
145 |RECALL TO MIN | 345 Reminder: Stralght time
| is needed because
7 N Recall counts towards
All recall hours worked are considered non-qualified due to the employee their workweek, but not
not exceeding the 40-hour FLSA overtime threshold within the workweek. their overtime threshold!
| 10
If ne2ded addziomal event lines are TOTAL 40-Hour Workweek Requirement: 8:00) o0 w0 ss00
available at row 44 o §9. Totals will . —
refiect al event rows led ot Regular Hours + Holiday Pay + Recall Hours = 40
0:00

We certify that all
Employer. Gignaluw

Emplovee Signature:

Supervisor Signature: (r}f%.aami;;-.x (Hogra

40-Hour FLSA Overtime Threshold:

{Only includes hours physically worked)

Regular Hours + Straight Pay Hours + Recall Hours = 33.25

33.25 is less than 40, not reaching the established FLSA threshold for
qualified time. All hours paid at a rate of 1.5x or more are considered
non-qualified (Event Code 244N).

25 (Form Revised 01/31/2025)




ALASKA DEPARTMENT OF Administration Time & Attendance Report

Pay Period Start Date: June 22. 2026
Pay Period End Date: July 5, 2026
Emplovee Name: Emplovee, Alaska Home Department: 02 Alt. Workweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comn Time: Mo Date: ~
.
All time worked at a rate of 1.5x or higher is considered
on e _ — o o 4 qualified because the employee has already met the
Standard Start / Stop Times 0622 | 0623 | 064 | o6ns | oene | 0627 | o6 FLSA 40-hour threshold with regular rate hours.
Start 2:00 8:00 3:00 2:00 8:00 3:00 10:00
Stop 12:00 12:00 12:00 12:00 12:00 12:00 12:45 Hours Worked At Regular Rate:
Start 12:30 12:30 12:30 12:30 12:30 12:30 Regular Pay Hours + Stra|ght Pay Hours = 40
Stop 16:30 16:30 17:00 16:30 18:00 16:30
'Z""" i;:’;’ If an employee's regular rate hours within a week have
g"’" i not yet met the 40-hour FLSA threshold, any time paid
S':;: at 1.5x must be classified as non-qualified until the 40-
Total 2:00 2:00 2:30 243 2:30 2:00 2:45 hOUT requ"ement 1S reaChEd'
E o _]‘m_)d Mon Tus Wed Tha Fri Sat E . .
Cote | Event Code Description | mefe | 10F Descripron | 0622 | 06723 | 0624 | 0625 | os26 | 0e27 | of Hours paid at the regular rate within a week are
100 |[REGULAR PAY 8:00 8:30 8:00 9:30 5:15 always counted first toward the 40-hour FLSA
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 threshold.
250 (ADD ST PAY 0:45 J
144Q |RECALL AFTER | 0:43]] ' ' : ' ' : : ’ -
245 |RECALL TO MIN 3:15 Breaking It Down:
151Q |OT 1.5 2:00 245
40-Hour Workweek Requirement:
Regular Hours +Recall Hours = 40
If needed additional event lines are TOTAL 5200 8:30 12:00) 9: 30 S:00/ Y 40-H°ur SU Oven.:lme Thresnﬂld.
avaibe at ros 44 to 69, Totals wil Regular Hours + Straight Pay Hours = 40
reflect all event rows filled our.
All Hours Physically Worked:
We certify that all time and hours of work recorded above on Page 1 and on Page 2 are tmie and comn Regl."ar Hours + Stm|ght Pﬂy Hours + Recall Hours +
Emplovee Signature: Employee Gignalue: 1 Overtime Hours = 45.5
s visor Signature: (Heposmitor (Hignadese 1 - -
npervior Signature Cas pre Determine Total FLSA Qualified Hours:

45.5 - 40 ={5.5 Qualified hours to be recorded on
timesheet




ALASKA DEPARTMENT OF Administration Time & Attendance Report
Pay Period Start Date: June 22, 2026
Pay Period End Date: July 5. 2026
Emplovee Name: Employee. Alaska Home Department: 02 Alt. Worloweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
Aon Tue Wed Thu Fri Sat Sun Aon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0622 | 0623 | oe2de | oens | oene | os2r | oeas | oeze | osmso | omen | ooz | o703 | o704 | 0705 || worken
Start 2:00 2:00 2:00 2:00 2:00 10:00]
Stop Time worked at a rate of 1.5x or more is split between both 1200  1200) 1200f  13:00] 1200 13:45
o o - g 0 . . 2 B o o o 0 3-
Srart qualified and non-qualified time since hours worked at their i;jg 1;;2 ;jg 1:10 ;;E
:'“” regular pay rate did not meet the 40-hour FLSA threshold. : o : - :
atart :
Stop . 2200
P 40-Hour Workweek Requirement:
Stop Regular Hours + Recall Hours + Holiday Pay = 40
Total (Holiday Pay is not time physically worked) 0 800 9.00 800 915 800 0:00 345 o130
Event . Alon Tue= Wed Thu Fo Sat Sun TOTAL
Code | Event Code Description Hours Worked At_ Regular Pay Rate: 0620 | 06530 | om0l | owo2 | 0703 | 0704 | 0705 | moums
100 |REGULAR PAY Regular Hours + Straight Pay Hours = 33.25 8.00] 800|800 700 3100
105 |REG HOLIDAY D 0:00 0:00 0:00 0:00 800 0:00 0:00 2:00
250 |ADD ST PAY All Hours Physically Worked: 215 215
24N |RECALL AFTER Regular Hours + Straight Pay Hours + Recall Hours + 1:00 1:00
244Q (RECALL AFTER Hohday Hours Worked = 46 343 345
245 |[RECALL TOMIN 3:00 0:15 315
;:9“ igﬁ:::gm Determine Total FLSA Qualified Hours: ;‘1‘: i‘:'j
__ REED 46 - 40 = 6 Qualified hours to be recorded on timesheet . 0
. . 0:00
IF needed addiional event lines are Determine Total FLSA_Non'Qua"ﬁEd Hours: fo s:00]  12:00) 8:00 %15 1600 0:00) £:00 57:13
available at row 44 o 69. Tatals will 40 - 33.25 = 6.75 Non-Qualified hours to be recorded on
reflect all event rows fill=d out. t|mesheet
\ ’ J 0:00
e cernty that all me and hours of w TECO! above on Page | and on Fage ¥ are tue and correct. )
- = = Comments:
Emplovee Signature: Empleyee. Gignalune. Date: 1M1/1901
(f:)@&wuizz (»'J!;;m&m Date: 1/1/1901

Supervisor Signature:

See next slide for additional insight
on applying this information.




ALASKA DEPARTMENT OF Administration Time & Attendance Report
Pay Period Start Date: June 22, 2026
Pay Period End Date: July 5. 2026
Emplovee Name: Employee. Alaska Home Department: 02 Alt. Worloweel: No Document ID:
Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: 55 Comp Time: No Date:
Entered By:
" Alon | ET | e | Thn | Fri Sat Sun Aon Tue Wed Thu Fri Sat Sum
Standard Start/ Stop Times Determining Your ApprOaCh: 0627 0628 06/29 06/30 0701 07/02 07103 07/04 07/05 “%)RER;D
Start e 2:00 2:00 2:00 2:00 &:00 10:00
Stop working Forward [LEft to Right] 12:00 12:00 12:00 12:00 12:00 13:45
Start 1230 1230 1230 1230 1230
. : : . 5 .
:::: Based on calculations pre_viously _shown. we know 33.25 S ;ff: o0 T 19
Stop hours worked paid at their regular rate. 00
Start
Stop 40-33.25=6.75
Total D 200 900 200 9:15 &:00 0:00 345 91:30
o i The f_ir_st 6._?'5 hours paid at 1.5x will be considered om Tue Wed Tha o Sat um omas
Code | Event Code Description non-qualified time. All hours worked after 6.75 at 1.5x rate 0629 | 06530 | omo1 | owo2 | om03 | 0704 | 0705 | moums
100 (REGULAR PAY will be considered qua|ified_ 8:00 8:00 2:00 7:00 31:00
105 |REG HOLIDAY 0 0:00 0:00 0:00 0:00 &:00 0:00 000 8:00
250 |ADD ST PAY } < 215 215
LHN [RECALL AFTER Working Backwards (Right to Left) | [ | Log
144Q [RECALL AFTER | 3:45|| 345
145 (RECALL TOMIN . . 300 0:15 315
198 [HOLIDAY WORKED Based on cal_culatlons prewousl_y shown, we know 6 hours T -5
219Q [HOLIDAY WORKED paid at 1.5x are considered qualified. = s
0:00
Looking at the week as a whole, we can apply qualified pay 0:00
If nesdsd addginmal event linss are codes to the last 6 hours in the week that pay at 1.5x |All  § 8:00]  12:00 8:00 %15 16:00 0:00 100 P
VRNt o 34 1o 95 Lo il time paid at 1.5x before the 6 qualified hours will have
non-qualified pay codes applied. 0-00
Y -
Comments:
Emplovee Signature: Empleyee. Gignalune. Date: 1M1/1901
Supervisor Signature: (Haporoiser (Hognabene Date: 1111901

12/21/2025 (Form Revised 01/31/2025)




ALASKA DEPARTMENT OF Administration

Time & Attendance Report

Pay Period Start Date: February 16. 2026
Pay Period End Date: March 1. 2026
Employee Name: Employee, Alaska Home Department: 02 Alt. Workweelz No Document ID:
Emplovee I: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
MMon Tue Wed Thu Fri Sat Sun MMon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 02/16 02117 0218 0219 02/20 02721 02122 02723 02724 02125 02726 0227 02728 0301 || workep
Start o 8:00 . 2:00 7-00 200 2:00 2:00 200 2:00 2-00 2:00 T
Stop 12:00 12:00 goo] 1200  12:00 12000 1200 1200 1200 12:00
Start 1230 12:30 go0| 12300 1230 1230 1230 1230 1230 1230
Stop 16:30 16:30 12-00 16:30 18:00 16:30 16:30 16:30 16:30 20:00
Start 12:30 17:00
Stop 16:30 20:00
Start
Stop
Total 800 0:00 8:00 9:00 8:00 9:30 0:00 0:00 8:00 8:00 g00] 100 1130 0:00 o:00]  s1:00
Event O‘.I;E}:de Mon Tue Wed Thn Fri Sat Sun Moz Tue Wed Thu Fri Sat Sm ToTaL
Code | Event Code Description | Ref# LD Descriptian 02/16 0217 0218 0219 0220 02721 02122 0223 02724 0225 02126 02127 02128 03/01 HOURS
100 |REGULAR PAY 8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00 72:00)
105 (REG HOLIDAY 200 0-:00 0:00 0-00 0-00 0-00 0-:00 0-00 0-00 0:00 0-00 0-:00 0-00 0-00) £:00
251N |OT L5 1:30 1:30)
251Q [0T 1.5 3:30 3:30)
%RECAI_LE]ETURE 1:00 1:00
243Q |[RECALL BEFORE 3 3:00
0:00
-
- gy, -
In the first week, all overtime and call back hours are — In the second week, all overtime and call back hours are
considered non-qualified due to the employee not exceeding 3 considered qualified.
the 40-hour FLSA overtime threshold within the workweek. |
40-Hour FLSA Threshold:
Hours Physically Worked: Met entirely with Regular Pay (Event Code 100)
Regular Hours + Call Back Hours + Overtime Hours = 34.5 [*=
| | Hours Physically Worked:
34.5 is less than 40, hence, all hours paid at a rate of 1.5x or Regular Hours + Call Back Hours + Overtime Hours = 46.5
more are considered non-qualified (Event Codes 243N and —
251N). Determine Total FLSA Qualified Hours:
- » 46.5 - 40 = 6.5 Qualified hours to be recorded on timesheet
- _




ATLASKA DEPARTMENT OF

Administration

Time & Attendance Report

December 22, 2025
January 4, 2026

Pay Period Start Date:
Pay Period End Date:

Emploves Name: Employee. Alaska Home Department: 02 Alt. Worloweel: No Document ID:
Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered B
7 ered
Standard Start / Stop Times 132[:;2 1-'[.':;5 ;;;d-l 11‘—.':'1:5 1:2.6 1;:‘:" 1::3 Time worked at a rate of 1.5x or more is Spllt
Fvo— 200 Tool sool 500 Tool 1000l s00 between both qualified and non-qualified time.
Stop 12:00 12:00 12:00 12:00 12:00 14:00 13:00
Start 1230 1230 1230] 1230 12:30 40-Hour Workweek Requirement:
Stop 16:30 1630  1630] 1630 1630 Regular Hours + Holiday Pay = 40
Start 18:13
Stop 19-00 Hours Physically Worked:
Start Regular Hours + Recall Hours + Overtime Hours =
Stop 42.75
Total &:00 200 2:00 &:00 000 843 4:00 600
B | ot Decpin o::; 5 Decemaen 1—‘1{;‘2 1:}:3 1‘::: ;j; lf;ﬁ 1:.27 ;jjs Determine Total _F_LSA Qualified Hours:
TR ST — —— — 42.75-40 =275 Qua_ullfled hours to be recorded on
105 |REG HOLIDAY 0:00 0:00 0:00 8:00 0:00 0:00 0:00 timesheet
243N |[RECALL BEFORE 0:45
143Q [RECALL BEFORE The last 2.75 hours earned in the week at a rate of
249N [HOLIDAY WORKED 1.5x or more should be recorded as qualified time.
240Q) [HOLIDAY WORKED All hours before that earned at a rate of 1.5x or more
251N |OT 1.5 4:00 315l should be recorded as non-qualified time as those
151Q |OT LS 245 hours were used to reach 40 hours physically
252Q [OT DOUBLE worked.
If needed addiional event lines are TOTAL 8:00 S:00 5:00 §:00 8:45 4:00 6:00

available at row 44§ to §9. Totals will
refiact all event rows fillad out.

Emplovee Signature:

Supervisor Signature:

We certify that all time and hours of work recorded above on Page 1 and on Page 2 are tue and correct.

Empleyee. Gignalune.

(Haposoisor (Hignadese

Date:

Date:

Regular Hours + Recall Hours + 7.25 Overtime Hours

=40

N

V,

Comments:
1/1/1901

1711901

1272012025 (Form Revised 01/31/2025)



ATLASKA DEPARTMENT OF

Emploves Name: Employee. Alaska

Administration

Home Department: 02

Alt. Workweek: No

Time & Attendance Report

Pay Period Start Date:
Pay Period End Date:

Document ID:

December 22, 2025

January 4, 2026

Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
/’ -\ Aon Tue Wed Thu Fri Sat Sun
HOUES
Standard Start / TR 12/30 12/31 01/01 0L/02 01/03 0/ || worxeD
Start 20}  Time worked at a rate of 1.5x or more is split between [0 8:00 8:00 §:00 800 8:00 7-00 730
Stop 12:00 both quallfled and non_qua"ﬁed time fo 12:00 12:00 12:00 12:00 12:00 12:00 13:00
Start 12:30 1230 12:30] 1230 1230 1230
Stop 16:30 4U'H0ur workweek ReqUirement' 16:30 1745 18:30 16:30 16:30
Start . 17:00 19:00
Suop Regular Hours + Holiday Pay = 40 500 EE
Start .
Stop Hours Physically Worked:
Total 200 Regular Hours + Recall Hours + Overtime Hours + bo 900 9:15 10-00 800 10:15 5-00 530 99:45
LDH Holiday Hours Worked + Double Time = 57 “on Tue Wed T i st <o
Event Overri TOTAL
Code | Event Code Description Fef s 129 12/30 12/31 01/01 01/02 01/03 01/04 HOURS
100 |REGULAR PAY Determine Total FLSA Qualified Hours: 8:00 8:00 8:00 8:00 64:00
105 |REG HOLIDAY 57 - 40 = 17 Qualified hours to be recorded on fo 0:00 0:00 0:00 2:00 0:00 0:00 0:00 16:00
243N |[RECALL BEFORE timesheet 1:00 1:43
143Q) |RECALL BEFORE 215 215
S The last 17 hours earned in the week at a rate of 1.5x or — =
2 = more should be recorded as qualified time |All hours - _
151N |OT 1.5 115 2-00 10:30
2510 [oT15 before that earned at a rate of 1.5x or more should be = e
252Q |OT DOUBLE recorded as non-qualified time as those hours were = 330
used to reach 40 hours physically worked. 000
If needad additional event lines are 0| 9:00 9:15 10: 00 16:00 10:15 S:00 S5:301 115:45
el 2t om 48 to 39, Torals wil 32 Regular Hours + 1 Recall Hour + 3.25 Overtime
all event rows fill=d out. B
Hours + 3.75 Holiday Hours Worked =40./ 0:00
Non-Qualified time will always be recorded first in the Comments;
Employee Signature: week, before Qualified hours are recorded. 1171501
Supervisor Signature: 1M1/1901

L }

1272012025 (Form Revised 01/31/2025)




ATLASKA DEPARTMENT OF

Administration

Time & Attendance Report

Pay Period Start Date:
Pay Period End Date:

December 22, 2025

January 4, 2026

Emploves Name: Employee. Alaska Home Department: 02 Alt. Worloweel: No Document ID:
Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 1222 | 123 g | 1w | oaws | 1227 | owves | orwe | o120 | owwsr | ower | oowor | owes | oves || wommen
Start 8:00 8:00 3:00 3:00 8:00 10:00 2:00 8:00 8:00 £:00 g:00 8:00 700 7:30,
Stop 12:00 12:00 12:00 12:00 12:00 14:00 153:00 12:00 12:00 12:00 12:00 12:00 12:00 13:00)
Start 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30
Stop 16:30 16:30 16:30 16:30 16:30 16:30 17:45 18:30 16:30 16:30
Start 18:15 17:01 19:00
Stop 000, 18:01 2115
Start . .
Stop An Alternative Perspective:
Total 8:00 i i . 00 9:00 9:15 10:00 2:00 10:15 5:00 330 9945
- oo Keep in mind tf_‘uat hours physmallg{ worked at_a T — —_ _— - - -~ -
Code | Event Code Description | Ref = regular pay rate will always be used first to see if the 1229 | 1230 | 1231 | ovon | 0wz | 0103 | 0104 | moues
100 [REGULAR PAY 40-Hour FLSA Overtime Threshold has been met. 8:00] 800 8:00 8:00 6400
105 |EEG HOLIDAY 00 0:00 0:00 0:00 2:00 0:00 0:00 0:-00] 16:00
43N |[RECALL BEFORE This employee has 32 hours present that reflect 1:00 145
243Q |[RECALL BEFORE hours physically worked at a regular rate of pay. 215 215
149N (HOLIDAY WORKED) 345 3:45
245Q |HOLIDAY WORKED 40 - 32 = 8 hours needed before being eligible to —— 41 13:1;
1 2 g . : 5 3
2SIN JOT 1.3 earn qualified time. i
151Q |OT 1.5 3:00 7:45
151Q |OT DOUELE . . . 3230 5:30
As a result, the first 8 hours physically worked in the 500
If needed addiional event lines are T week ata pay rate of 15X0r n_.lore are considered | 9:00 9:15 10: 00| 16:00] 10:15) 5:00 5:30) 115:45
available at row 45 1o 59, Totals wil non-gualified time.
refiact all event rows fillad out. )
.,
0:00
We certify that all time and hours of work recorded above on Page 1 and on Page 2 are tue and correct. .
Comments:
Emplovee Signature: Empleyee. Gignalune. Date: 1/M1/1901
Supervisor Signature: (f:)@&wuizz (»'J!;;m&m Date: 1M1/1901

1272012025 (Form Revised 01/31/2025)




ALASKA DEPARTMENT OF Administration

Time & Attendance Report

Emplovee Name: Emplovee. Alaska Home Department: 02

Pay Period Start Date: February 16, 2026

Pay Period End Date: March 1, 2026

Alt. Workweek: No Document ID:

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alom Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 02/16 0217 02/18 0219 02/20 0221 02/22 02,23 0224 02/25 02/26 02/27 02/28 0301 | workED
Start 8:00 8:00 8:00 8:00 2:00 10:00 2:00 8:00 2:00 8:00 2:00 8:00 10:00]
Stop 12:00 12:00 12:00 12:00 15:00 10:00 12:00 12:00 12:00 12:00 12:00 12:30]
Start Reminder: When an employee is 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30 12:30
Stop eligible to utilize Event Code 245 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30
Start to meet minimum guarantee
Stop obligations, those hours are not
Start included in meeting the 40-Hour
Stop FLSA threshold for qualified time.
Total . 0:00 8:00 2:00 8:00 2:00 5:00 1:00 8:00 2:00 8:00 2:00 8:00 0:00 230 s0:30
Event O‘_I;]]_)rl; Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun roTaL
Code | Event Code Description | Ref OF Description 02/16 02/17 02/18 02/19 0220 0221 0222 02/23 0224 02125 0226 02127 0228 03/01 HOURS
100 [REGULAE PAY 8:00 8:00 8:00 8:00 8:00 8:00 8:00 2:00 8:00 72:00)
105 [REG HOLIDAY 2:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00] 8:00)
14N [RECALL AFTER 5:00 1:00 6:00)
144Q (RECALL AFTER 2:30 2:30
145 [RECALLTOMIN @===—fr=——————— [ o o (s e o e 0:00 JQ)|=———— | e 1:30) 4:30)
0:00)
0:00)
0:00)
0:00)
= " "

In the first week, all call back hours are considered non-
gualified due to the employee not exceeding the 40-hour FLSA
overtime threshold within the workweek.

Hours Physically Worked:
Regular Hours + Call Back Hours = 38

38 is less than 40, hence, all hours paid at a rate of 1.5x or
more are considered non-qualified (Event Code 244N).

In the second week, all call back hours are considered qualified.

40-Hour FLSA Threshold:
Met entirely with Regular Pay (Event Code 100)

Hours Physically Worked:
Regular Hours + Call Back Hours =42.5

Determine Total FLSA Qualified Hours:
42.5 - 40 = 2.5 Qualified hours to be recorded on timesheet.




RIS

s ADVANCED

Claiming Swing and Grave Shift
Differentials:
GGU, SU, LTC, CEA

Providing Insight
for Alaskans.

82



Claiming Swing and Grave .
Shift Differentials Q I IS

This section provides visual examples of how to accurately
record Swing and Grave differentials on a timesheet.

||

Usage of Swing and Grave differentials can vary by bargaining
unit. Refer to individual collective bargaining agreements for
specific information on claiming these premium pays.

Disclaimer: These examples are intended as a helpful guide
only. They do not cover every possible time reporting
situation. Pay close attention to bargaining units identified in
each example.

83



Claiming Swing and Grave .
Shift Differentials Q I IS

Important Clarification:

When an employee qualifies for a shift differential and earns overtime,
the shift differential must align with the type of overtime being
claimed.

||

e |f the overtime is non-qualified, the corresponding shift differential
must also be non-qualified.

* If the overtime is qualified, the corresponding shift differential must
also be gualified.

The shift differential and overtime type should always match—they
must never be recorded differently.

84



Claiming Swing and Grave
Shift Differentials Q I IS

Examples:

* If an employee is claiming swing shift differential in combination
with non-qualified overtime (Event Code 251N), they should claim
non-qualified Swing OT (Event Code 260N).

* If an employee is claiming swing shift differential in combination
with qualified overtime (Event Code 251Q), they should claim
qualified Swing OT (Event Code 260Q).

||

Reminder:

They should never be recorded mismatched for the same timeframe.
This applies to shift differentials corresponding with Overtime, Double
Time, Holiday Premium Pay and Recall/Callback hours.

85



Event Codes — Swing and Q I I
Grave Shift Differentials AL

Shift Type Pay E:::ezemg Q:;T:::d Event Code

Regular Pay Rate N/A 280
Overtime Pay Rate (1.5x) | Non-Qualified 260N

Swing Overtime Pay Rate (1.5x) Qualified 260Q,
Double Pay Rate (2x) Non-Qualified 262N
Double Pay Rate (2x) Qualified 262Q,
Regular Pay Rate N/A 290
Overtime Pay Rate (1.5x) | Non-Qualified 270N

Grave Overtime Pay Rate (1.5x) Qualified 270Q
Double Pay Rate (2x) Non-Qualified 272N
Double Pay Rate (2x) Qualified 272Q

86



ATLASKA DEPARTMENT OF

Emploves Name: Employee. Alaska

Administration

Time & Attendance Report

Home Department: 02

Pay Period Start Date: June 22, 2026

Pay Period End Date: July 5, 2026

Alt. Workweek: No Document ID:

Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Alon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 06/22 06/23 06/24 0625 06/26 06/27 0628 06/29 06/30 07/01 07/02 07/03 07/04 0705 || worsep
Start 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 12:00 14:00
Stop 16:00 16:00 16:00 16:00 16:00 16:00 16:00 16:00 16:00 16:00 16:00 16:00 20:00
Start 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30 16:30
Stop 20:00 20:00 20:00 20:00 20:00 20:00 22:00 21:00 20:15 21:30 20:00
Start
Stop
Start
Stop
Total 7:30 730 7:30 7:30 730 730 4:00 0:00 9:30 8:30 743 9:00 730 6:00 0:00f)  89:45
Fvent 0‘.];1]_::_1;? Mon Tua Wed Thu Fri Sat Sun Mon Tus Wed Thu Fri Sat Sun TOTAL
Code | Event Code Description | Ref= LDF Description 0622 06/23 0624 0625 06/26 06/27 0628 06/29 06/30 07/01 07/02 07/03 07/04 07/03 HOURS
100 |REGULAE PAY 7:30 7:30 7:30 7:30 7:30 9:30 8:30 745 4:13 67:30
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 7:30 0:00 0:00] 7:30)
130 |ADD ST PAY 4:43 4:45
149N | HOLIDAY WORKED) 5:15 5:15
249Q [HOLIDAY WORKED)| 2:15 2:15
151N |OT 1.5 2:30 2:30
2151Q |OT 1.5 1:30 6:00 7:30
180 |SWING DIFF 7:30 7:30 730 730 730 9:30 2:30 7435 415 7:30
160N |SWING DIFF 1.5 2:30 3:15 7:45
260Q |SWING DIFF 1.5 1:30 2:15 6:00 9:45)
If needed additional event lines are TOTAL 15:00 15:00 15:00 15:00 15:00 8:00] 0:00) 19:00 17:00 15:30 13:15 22:30 12:00 0:00] 182:15
available at row 44 to §9. Totals will
refizct all event rows filled out. i I
Notice: 0-00
f work recorded above on Page 1 and on Page 2 are true and correct. hll:’on-quahﬁsd C;veﬂime and HOcl;day
§ o= . ) remium rFay nave corresponding
Fmploree 3 Non-Qualified Time (N) P 1 Non-qualified Swing OT pay
Supervisor § ) ) Date: 1
crEiidine o Qualified Overtime and Holiday
Premium Pay have corresponding
Qualified Swing OT pay. :
- >




AT ASKA DEPARTMENT OF

Administration

Emplovee Name: Emplovee, Alaska Home Department: 02

Time & Attendance Report
February 16. 2026

Pay Period Start Date:

Pay Period End Date:
Alt. Workweel: No

Document ID:

March 1. 2026

Employee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Status: Full Time (FR) Bargaining Unit: GGU Comp Time: No Date:
Entered By:
Alon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 02/16 02/17 02/18 02/19 02/20 0221 02/22 02/23 02/24 02125 02/26 0227 0228 03/01 WORKED
Start 3:00 5:00 5:00 5:00 5:00 5:00 300 5:00 5:00 300 5200 500
Stop 9:00 900 9:00 9:00 9:00 9:00 9:00 9:00 9:00 9:00 9:00 900
Start 9:30 2:30 9:30 2:30 2:30 9:30 2:30 9:30 9:30 2:30 2:30 9:30
Stop 13:00 13:00 13:00 13:00 13:00 13:00 13:00 14:00 15:15 14:30 16:43 13:00
Start
Stop
Start
Stop
Total 7:30 7:30 730 730 7:30 730 730 0:00 8:30 9:45 2:00 11:13 730 000 0:00f  91:00
Event 0‘_];?;"? }»[:lm Tue Wed Thu Fr Sat Sun Mon Tue Wed Thu Fo Sat Sun TOTAL
Code | Event Code Description | Ref# LDF Description 02/16 0217 02/18 02/19 0220 0221 02/22 023 02724 0225 0226 0227 0228 03/01 HOURS
100 |REGULAR PAY 730 730 7:30 7:30 8:30 0:45 2:00 10:15 67:30)
105 |[REG HOLIDAY 7:30 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 000 0:00 7:30)
249N [HOLIDAY WORKED 7:30 730,
151N |OT 1.5 2:30 1:00 1:30 5:00)
151Q |OT 1.5 300 6:00 11:00
190 (GRAVE DIFF 7:30 T30 7:30 730 8:30 0:45 9:00 10:13 67:30
ITON |GRAVE DIFF 1.5 7:30 230 1:00 1:30 12:30,
170Q) |GRAVE DIFF 1.5 300 6:00 11:00,
0:00)
0:00
If needed additional event lines are TOTAL 22:30, 15:00 15:00 15:00 15:00) 15:00 0:00 17:00) 19:30 15:00 221:30 15:00 0:00 0:00 189:30
awailable at row 44 to §9. Totals will
refiact all event rows filled out.
0:00
work recorded above on Page 1 and on Page 2 are tmie and correct. i
N = Comments:
Emplovee 5i Non_Qua"ﬁed Time [Nl Date: 1171901
Supervisor 5i Date: 111501
Qualified time (Q)

127772025 (Form Revised 01/31/20253)




ATLASKA DEPARTMENT OF

Emploves Name: Employee. Alaska

Administration

Home Department: 02

Alt. Workweek: No

Time & Attendance Report

Pay Period Start Date:

Pay Period End Date:

Document ID:

Jamuary 5, 2026

January 18. 2026

Emplovee ID: 123456 Home Unit: Z40P Overtime Eligible: Yes Certified By:
Starns: Full Time (FR) Bargaining Unit: LL Comp Time: No Date:
Entered By:
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun HOURS
Standard Start / Stop Times 0L/05 01/06 0107 008 0L/09 0110 0111 012 0L/13 0114 01 0Ll/16 L7 0118 WORKED |
Start 5:00 5:00 5:00 5:00 5:00 5:00 5:00 20:00 5:00 5:00 5:00 5:00 5:00 20:00 5:00)
Stop 9:00 2:00 2:00 2:00 2:00 2:00 6:00 22:00 9:00 9:00 2:00 9:00 9:00 21:00 10:00
Start 9:30 0:30 9:30 9:30 9:30 9:30 9:30 9:30 9:30 9:30
Stop 13:30 13:30 13:30 13:30 13:30 13:30 13:30 14:00 13:30 13:30
Start
Stop
Start
Stop
Total 8:00 8:00 8:00 8:00 4:00 8:00 1:00 2:00 8:00 8:00 830 8:00 8:00 1:00 3000 8530
Event O\.‘I;?rl:i‘de _‘-Ea.m Tue ‘.I-'Ed_ Thu Fri Sat Sun Mon Tue Wed T':lu_ Fo Sat Sun TOTAL
Code | Event Code Description | Ref & LDF Description 01/05 01/06 01/07 01/08 01/09 01/10 01/11 01/12 01/13 01/14 01115 01/16 01117 01/18 HOURS
100 [REGULAR PAY 8:00 8:00 8:00 4:00 8:00 8:00 2:00 2:00 8:00 8:00 76:00
105 |REG HOLIDAY 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00] 0:00)
165 |LVPER 4:00 4:00
151N 0T 1.5 1:00 1:00)
151Q (0T 1.5 0:30 1:00 1:30
15IN [OT DOUBLE 2:00 2:00
152Q |(OT DOUBLE 5:00] 5:00
190 |GRAVE DIFF 2:00 8:00 8:00 4:00 8:00 8:00 8:00 8:00 2:00 2:00 76:00
170N (GRAVE DIFF 1.5 1:00 1:00
2170Q (GRAVE DITF 1.5 0:30 1:00 1:30)
17IN |GRAVE DIFF DBL 2:00 2:00
172Q |GRAVE DIFF DBL 5:00] 5:00
If peedad additioml event lines are TOTAL 16:00 16: 00| 16:00] 12:00 16:00) 2:00] 4:00] 16:00 16:00) 17:00] 16:00] 16:00 2:00 10:00] 175:00)
available at row 445 to §9. Totals will "

reflect all event rows flled out.

. Non-Qualified Time (N)
Emplovee 51]

Qualified time (Q)

Supervisor 5i

work recorded above on Page 1 and on

Take Note:
In Week 1, all overtime, double time, and their related shift differentials are
classified as non-gualified. This is because the employee took leave during the
workweek and did not physically work more than 40 hours, which is required to

meet the FLSA threshold for qualified overtime.

In contrast, in Week 2, all overtime, double time, and carresponding shift

differentials are gualified. This is due to the absence of leave or holidays, allowing

the employee's Regular Pay (Event Code 100) to reach the full 40-hour FLSA

threshold, making all additional hours eligible for qualified status.




RIS

s ADVANCED

Claiming Weekend Premium Pay:

GGU, SU

Providing Insight
for Alaskans.

90



Claiming Weekend Premium
Pay: GGU, SU Q I IS

_

This section provides explanation of how to accurately
record weekend premium pay on a timesheet.

Usage of weekend premium pay can vary by bargaining
unit, refer to individual collective bargaining agreements
for specific information on claiming weekend premium

pay.

Please note: This guidance is intended as a helpful guide
only. It does not cover every possible time-reporting
situation.
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Claiming Weekend Premium -
Pay: GGU, SU Q I IS

_

Important Clarification:

When an employee qualifies for a weekend premium pay and earns
overtime, the pay type must align with the type of overtime being
claimed — regarding qualified or non-qualified.

e If the overtime is non-qualified, the corresponding weekend
premium pay must also be non-qualified.

* If the overtime is qualified, the corresponding weekend premium
pay must also be qualified.

The weekend premium pay and overtime type should always match—
they must never be recorded differently for the same timeframe.
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Claiming Weekend Premium
Pay: GGU, SU Q I IS

_

Examples:

* If an employee is claiming weekend premium pay in combination
with non-qualified overtime (Event Code 251N), they should claim
non-qualified weekend premium pay (Event Code 235N).

* If an employee is claiming weekend premium pay in combination
with qualified overtime (Event Code 251Q), they should claim
qualified weekend premium pay (Event Code 235Q).

Reminder:

They should never be recorded mismatched for the same timeframe.
This applies to weekend premium pay corresponding with pay type
used to record hours at a pay rate of 1.5x or more than an employee's
regular rate of pay.
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RIS

s ADVANCED

Claiming Miscellaneous Incentive
Pay Types

FOTA, POTA, POTB, POTC

Providing Insight
for Alaskans.
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Claiming Miscellaneous Q I I
Incentive Pay Types NFZAL

Employees eligible for the incentive types listed below must now distinguish
between qualified and non-qualified incentives.

Former Event Replacement

Codes Event Codes FLSA Type Description

FOTAN Non-Qualified | Incentive/Flat $1.50/HR (x1.5) — OT
O Troma Qualified AU

POTAN Non-Qualified | Incentive/PCT 2.5% (x1.5) Differential
O Toma Qualified = OU P

POTBN Non-Qualified | Incentive/PCT 4.5% (x1.5) Differential
"1 hotea Qualified = O [Pl

POTCN Non-Qualified | Incentive/PCT 50% (x1.5) Differential
"OTC Trorea Qualified > A
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Claiming Miscellaneous I IS
Incentive Pay Types

Important Clarification:

When an employee qualifies for one of the previously mentioned
incentive pays and earns overtime, the pay type must align with the
type of overtime being claimed — regarding qualified or non-qualified.

||

e If the overtime is non-qualified, the corresponding incentive pay
must also be non-qualified.

* If the overtime is qualified, the corresponding incentive pay must
also be gualified.

The incentive pay and overtime type should always match—they must
never be recorded differently for the same timeframe.
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Claiming Miscellaneous I IS
Incentive Pay Types

Examples:

* If an employee is claiming an incentive pay in combination with
non-qualified overtime (Event Code 251N), they should claim non-
qgualified incentive pay (Event Code FOTAN).

* If an employee is claiming incentive pay in combination with
qualified overtime (Event Code 251Q), they should claim qualified
incentive pay (Event Code FOTAQ).

||

Reminder:

They should never be recorded mismatched for the same timeframe.
This applies to incentive pays corresponding with any pay types used
to record hours at a pay rate of 1.5x or more than an employee's
regular rate of pay.
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RIS

s ADVANCED

Claiming Time as an
Emergency Fire Fighter:
EFF

Providing Insight
for Alaskans.
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Emergency Fire Fighters I I
(EFF) — Time Reporting N
EFF Overtime Rules

e Standard Overtime Threshold: 40 hours
e FLSA Overtime Threshold: 53 hours

What does this mean for time reporting?
1. First 40 hours — Paid at the regular rate.

2. Hours 40:30 to 53 — Paid at 1.5x rate and classified as
non-qualified time.

3. Hours beyond 53 — Paid at 1.5x rate and classified as
gualified overtime.
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Emergency Fire Fighters
(EFF) — Event Codes

Event Code

Description

FLSA Type

Pay Rate

116 EFF Regular N/A Regular Pay Rate

255N Overtime EFF Non-Qualified | Overtime Pay Rate (1.5x)
255FN EFF Overtime Adjustment Non-Qualified | Flat Amount

255Q Overtime EFF Qualified Overtime Pay Rate (1.5x)
255FQ EFF Overtime Adjustment Qualified Flat Amount

100
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