Firm Name:

ABC Engineering

TIME REPORT

Week Ending Date: 1-10-14
Employee Name: Jane Doe
g
Project Name Project No, Task No, i Weekly Total 114 115 1/6 117 1/8 119 1110
Direct Projects: g sal Sun Mon fue bl g il Comments
/
WSDOT r-1234 AN 4.00 2.00 2.00
WSDOT Pv-1234 BA 2.50 . ( 1,00 1.50
WSDOT ] Y-6875 AC 9.00 /1 1.00 1.00 2.00 5.00
%
“
Tampa Riverwalk ?13-006 5.00 / 0.50 1.50 1.00 6.00
Hospital Design /413-01[] 8.50 / 1.50 2.00 1.00 4.00
% /
7%
WSDOT Y-6114 06 4.00 2.00 1.00 1.00
% /
7B | I 0
7 Employee Efror - 1 hour recorded on 01/06
/ to ¥-1234, Task BA should of been Included
7 under Y-1234, Task AN
9,: S T
7z
ra
v
37.00 8.00 6.00 6.00 8.00 9.00|Subtotal Direct Projects 37
Indirect Projects;
Administration AADMIN 2.00 1.00 1.00
7
[#1Bid & Proposal 14-214 2.00 2.00
_//,«' Bid & Proposal
2 Bid & Proposal
/4 Direct Selling
7
I/l Putlic Relations
17
7 Adverlising
7
Z
/‘ Training 4.00 0.00 0.00 1.00 1.00 2.00 0.00 0.00{Subtotal Indirect Projects 4
7
/, Vacalion 2.00 2.00
%
4 Sick Leave
v
“|Holiday
V,
?, 2.00 0.00 0.00 0.00 2.00 0.00 0.00 0.00]Subtotal Other Hours 2
7.
43.00 0.00 0.00 9.00 9.00 8.00 8.00 9.00{Grand Total All Hours 43
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From: Miller, John " g
Sent: Monday, January 13, 2014 9:04 AM
To: Doe, Jane

Subject: Transfer Labor Hours

In reviewing the billing report this morning | noticed that the work you performed
for me on Manday, January 6, 2014 was billed to WSDOT Y-1234 Task BA. As you
may recall when | assigned this to you the work was applicable to the services
being done under agreement WSDOT Y-1234 but for Task AN. Please complete a

P

labor transfer of the hour worked on 01/06/14, to be billed correctly to Task AN.

Thank you.

John Miller, Project Manager
ABC Engineering
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Firm Name:

ABC Engineering

TIME REPORT

Week Ending Date: 1-10-14
Employee Name: Jane Doe
z
Project Name Praject No, Task No. E Weakly Total 1/4 1/5 116 117 1/8 1/9 110
Direct Projects: -': ot AL Mo Tue Wed Iy £ Comments
¢ = T——t=
7 30 =% 30
7 &0 )
WsDOT [ v-1234 AN 5,40 2 200 2.00
v £ v
WSDOT Av-1234 BA 1.5 25 £ 100 1.50
P 3 Ca
WSsbhoT ] v-6875 AC 9.00 3‘)-,‘. 1.00 1,00 2.00 5.00
% e ok
“ \
Tampa Riverwalk /113-006 -7 900 050 1.50] 1.00] 6.00
Hospital Design 113-010 8.50 150|200 100 4.00
%
%
WSDOT AY-6114 06 4.00 2.00 1.00 1.00
7
/]
7
%
7
%
V7,
7
%
37.00 8.00 6.00 6.00 8.00 9.00|Subtotal Direct Projects 37
Indirect Projects:
Administration 7] ADMIN 1.00 1.00
7
(7]Bid & Proposal 14-214 2.00
4 Bid & Proposal
/
ff Bid & Proposal
,/// Direct Selling
ﬁ . :
/1 Public Relations
.
; Advertising
%
A~
/| Training Subtotal Indirect Projects 4
17
‘/, Vacation 2.00
7
AS8ick Leave
7
Haliday
b1
f Subtotal Other Hours 2
%
Grand Total All Hours 43
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moOw >

Preparar acknowledges thal he/she has recsived

1 the Transter To'

Qaoprov cjecl Monacer

(PAMD Alllronsler lorms musl be susnorted by
PAA's ciuth or\f_e_l inslruclions to transler,
Preared by: Jane Doe
Preocrer Siancive: (/70 [ Jpg

Labor Transfer Form

Tmninyees:

Jane Doe

Tmpiovee #; 556

John Hancock

Reauest Dale: PT/13/14 SUpEIvisor;
Transier o™ P John Miller Locolion: Seattle, WA
Project/Task Number Original  Transfer sl } . :
Tansfal timesheet: Type EmorCode H;gz::r | o‘;_ii':::u i Tru:?:;ﬂ;olul. Detailed Explanation
Transfer From ransfer To dafe/dates  Code i [ : j
WSDOT Y1234 BA | WSDOT Y1234 AN|  1/6/2014 D 3 1.00 0.00 1.00 ~ Work performed was actually for fask AN, not BA

See Attached email & modified timesheet.

aoplicable supooting
supporl fransfer -

Afach any
cdocumeniaiion o

may inciude limeashes!, amails, 21,

Transfer Type Codes
Client to Overhead
Overhead to Client
Client to Different Client

- Client to Same Client Different Task

Overhead to Overhead

()ﬂm /Do 0

o1 /13//4

[r‘W| oyee signalure

,rj H’MCN’LL

Daie

01/ 13 /14

Supervisor vrmrl ture

m\m S AN

a/13/1y

hsfer To' PR sianaiure

Daie

Error Codes

1. Person assigned work provided wrong project/task number,
2. Digit transposition entry error.

3. Other - if not error code 1 or 2 a detailed explanation is required.
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