JIME AND ATTENDANCE CARDS -

Purser personnel will prepare the too 1line of these cards. Normally, cards are
furnished from shore, preprinted &'« rrepunched,

In the case o# some personnel assigned in < rt, unpunched cerds may be used, T%
wlll generally be annotated - th- Loft of the card below "I certify this time t
be correct:" with D $/15, which means entered on duty 15 September, This entr
is made in pencil by Purser persorinel., All camputations on the card below "Earr
ings" and "Deductions" are also made in pencil by Purser personnel, All other

- entries on the card must be in ink or typewritten,

Yeorim must complete Tours of duty "at sea” and "in port®, The tour of duty
applies only for the pay period for which the card is prepared, In the evendh
watch' a or tours of duty are chaged during & pay peried, this must be reflected
on the card, showing the dates the different tours were on,

Yeomen must canplete regular hour blocks as follows: Plaee an 8 in the bax for
each 8 h .rs worked, For weekends, write *3at", "Sun”, or "Hol" in squares to
cover Satarday, Sunday, or Hollidays, for 4O hour per week men at sea or in port
and for 5¢ hour per week men in port, Foar 56 hour per week men at ses, 8 is pub
in the block. When a man takes annual leave for the full 8 hours, "LM should be
- placed in the square, If a mon tnkes 2 hours annual leave and works § hours, th
squarewould show ¢, In the casc of sick leave, "S" is used instead of "L*,
"O" is used to indicate both 2CL (Absent without leave) and LWOP (Leave without
pay). The "O" must be explained benccth the "I certify this time to be correct®
. as follows: O « LWOP or AWCL 9/17. If a man taxes shore leave "H" should be pls
in the square., 'ne winimua cnarge for siiore leave is cne tull 8-hour day.
On westbound veyages "M" is pl=cod in the square indicating the day skipped, On
eastbound voy-ges B8/8 is used tu indicate the double day,

The OT HRS squares must refT ect the number of hours premiun pay earned for each
day. In the case of the douti2 day, i'e total for the two days may be lumped
together or the time for each doy may be separeted by & virgule (/). It is very
important that the total hours reflected on the time card agrees in every respec
with the hours reflected on the overtime sheet, In all cases they should agree
in total, See the Mhllowing samples: '
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_ BEFORE A CARD IS HANDED TU 7H+ PURSER KR PAYMENT, IT MUST BE SIGNED BY THE DE-

PARTMENT HEAD (NO OTH:R SIGN.ATURE IS ACCFPTAHLE).. DEPARTMENT HEADS CARDS: um 4
SIGNED BY THE MASTER, - ~

-

In faet, time cards, lenv-‘. slips ~nd overtime records must be signed by the de-
partment head before they are turncd in to the Purser. The Purser will obtain
the Master's galgnrture in all casce. i . _ °

If you have questions, sce Purser . rsonnel far tho answers,
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cliain Master's signature am' his nooe need not be typed on the sheet. CMPL 610

SLCULD BE CONSULTED TO MAKE CEiT.” TU.T GVERTIMG CLAIMS ARE AUTHINTIC B <
AR: TYPED ON THE OVFRTIME AUTHO T2ATZONS., IF YOU ART IN DOUBT ?; T0 ;H%J%ﬂu[g
CLATM, SEE THE PURSER KR THD TP R INTERPRETATION, IF YOU ROLLOW INSTRIK TIONS
CUTLINED HERFIN, YOUR OVERTIME ,U'THORIZ.TIONS WILL BE PROPERLY QOMPIETID, The
Frrger will £111 in the "Total H-urs" and "Totsl Costs" column at the bottom of
e mges. Inddcate minimurs (Mir,}in remarks column as well as call backs,



