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Please distribute this alert to any users within your agency who are responsible for time administration.


CAT Timesheet Entry for Disaster Related Expenditures 

· Information regarding CAT Timesheet entry to document costing for disaster related expenditures


There are times when hours worked in support of a disaster must be captured on the CAT Timesheet to track costs incurred related to the disaster.  CATS Data Entry Profile ending in ALLSA/ALLSU must be used to record the agency internal order number.  The internal order number for each agency will be provided by the Office of Budget – Comptroller Operations and may vary by event.  Most recently, this information was provided for Hurricane Sandy expenditures via a memo, “Tracking 2012 Hurricane Sandy Expenditures,” dated October 29, 2012.  

HR offices will be responsible for establishing appropriate internal procedures to ensure the recording of this information onto the CAT Timesheet. This could include educating employees who are unfamiliar with entering data on the timesheet, as well as those employees who may not routinely use this data entry profile.  In addition to the internal order number, a Cost Center and Fund must be entered on the timesheet.  This information can be obtained by viewing Infotype 0027 for each employee.  

Following is a screenshot of Infotype 0027:

[image: ]



A completed timesheet using the TA-ALLSA data entry profile for an employee whose overtime hours were tracked as expenditures for Hurricane Sandy is shown below:
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Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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