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CHAPTER 800 – INSPECTIONS AND EVALUATIONS

(800)-90     Time and Expense Reporting.

[bookmark: Responsibilities90]90.1  Responsibilities.
All I&E employees (director’s level and below) will use the Time and Expense Capture (TEC) web-based application to provide a daily record of their time spent on specific I&E projects, activities, training, and leave.  Employees complete and submit their form electronically at the end of every pay period.  Employees will be required to estimate their time when earlier due dates are required.  


Timely submission is essential because TEC is the basis for certain aspects of I&E’s management information system.  The employee’s manager will review and approve each TEC report.   

Travel and administrative time, such as preparing travel vouchers and time reports, should be charged to related projects.

[bookmark: TECcodes]90.2  Time Reporting Codes.
[bookmark: _GoBack]Refer to the I&E Handbook for details on the time reporting codes.
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