FEMA Daily Log (System Non-Operational)

FINAL
8/12/09

Employee / Supervisor

Employee fills out
FEMA Daily Log * from
00.01 - 24.00 and gives
Log to Supervisor

>

Supervisor reviews Log

4
Supervisor verifies with
employee and makes
correction if needed

No

Daily Log
completed
accurately?

Yes

Supervisor forwards Log|
to FEMA Field Rep

A 4

FFR verifies witt?
Supervisor and
makes corrections

if necessary

FFR reviews

6

Log

FEMA Field Representative (FFR)

FFR enters timesg,
equipment &
material in Excel
Project Worksheet
(using laptop)

Clerk's Disaster Recovery Plan will Bé
implemented; payment via prior
electronic tapes or per FTE

>

FFR enters initi&?
on Daily Log;
keep Log until

system operational

13

FFR scans Log; email
Log to TPM at
AskTPM@scgov.net

Talent and Performance Management (TPM)

A 4

14

TPM Representative makes
adjustments in Kronos if necessary:
emergency and non emergency time

End

* Fill out FEMA Daily Log when performing emergency duties (even when they are performed during normal working hours)
Note: only hours worked are reported in the payroll system and on the FEMA Daily Logs



