Make-Up Time Request Instructions

Employees can use the Make-Up Time Request form to request make-up time — without daily
overtime pay — for work time lost because of personal reasons.

e Use a blank Make-Up Time Request form for this purpose. It is available at the Payroll Dept.
Website http://services.pepperdine.edu/finance/forms/pay-timesheet.pdf.

e Complete all fields in the Make-Up Time Information section.

Employee must print name and sign the Make-Up Time Request form in the space provided.

Supervisor must verify the Make-Up Time hours, print name, and sign the Make-Up Time

Request form in the space provided.

Separate requests must be made and approved for each work week.

Make-up time plus regular hours worked may not exceed 11 hours in a day.

Supervisory approval must be obtained on this form before the make-up time is worked.

Supervisors may not ask employees to request make-up time.

The Payroll Dept. must be in receipt of the approved form by 10:00 A.M. on Monday of the

following week.

Example:

The employee will miss 3 hours on Monday, April 02, 2007. He/She is going to make up the time as
follows:

1 hour on Tuesday, April 03, 2007
1 hour on Wednesday, April 04, 2007
1 hour on Thursday, April 5, 2007

Make-Up Time Information (to be completed by the employee)

| hereby request to work additional hours to make up work time | missed due to a personal obligation. Upon approval,
I will work the make-up hour(s) in the same workweek during which the time was lost as indicated below.

The scheduled work hours missed are:

3 04/02/2007

Hours / Date Hours / Date Hours / Date Hours / Date
I wish to make up the lost time of 3 hour(s) in the same workweek by working additional hour(s) on:
1 04/03/2007 1 04/03/2007 1 04/03/2007
Hours / Date Hours / Date Hours / Date Hours / Date

| understand that if this request is approved, the make-up hour(s) will be paid at my normal hourly rate and not considered
overtime.

Jane Doe 04/02/2007 1234
Employee (Signature) Print Name Date Extension

Campus-Wide ID __ 123456789
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Make-Up time (supervisory approval) must be approved before the Make-Up time is worked.

Approval Information (Supervisory Approval)

X Approved ] Not Approved
Joe Smith 04/02/2007 1235
Approver (Signature) Print Name Date Extension

Title __ Supervisor

The time card should be completed as follows: 5 hours on Monday, 9 hours on Tuesday, 9 hours on
Wednesday, 9 hours on Thursday, and 8 hours on Friday. Remember, for a regular full time
employee, the total hours in a work week must add up to 40.

Save | Actions Punch  Amount Comment Approvals Reports
Date Pay Code Amount In Transfer Ourt In Transfer Out Shift | Daily |Cum...

& L, | Mon 402 2:004M 1:00PM 5.0 5.0 5.0
& |, | Tue 4/03 T:30AM 12:00PM | 1:00FPM 5:30FM 9.0 9.0 14.0
& L, | Yed 404 7130AM 12:00PM | 1:00PM 2:30PM 9.0 9.0 23.0
& [, | Thu 4/05 T:30AM 12:00PM | 1:00FPM 5:30FM 9.0 9.0 320
& | L, | Fri 406 2:004M 12:00PM | 1:00PM 5:00PM 8.0 8.0 40.0
& | [, | Sat407 40.0
& L, | Bun 408 40.0

When payroll receives the form, we will go into the timecard and adjust for the make-up time. The
timecard will then appear like below:

Save | Actions Punch Amount Comment Approvals  Reports
Date Pay Code Amount In Transfer Ourt In Transfer Out Shift | Daily |Cum...

& |0, | Mon 4102 B:00ARM 1:00P M 5.0 5 5.0
& L, | Tue 4103 T a0AM aMake-Up Time | 12:00PM 1:00PM 5:30PM 9:0 LEHE 14.0
20 | Wed 404 FrO0AM sMake-Up Time | 12:000'W 1:000M 5:000 M 9.0 9.c 200
& | L, | Thu 4105 F30AM aMake-Up Time | 12:00PM  1:00PM 5:30PM 9.0 q.c 32.0
& |, | Fri 406 2:00AM 12:00PM  1:00PM S:00PM 8.0 a.c 40.0
& | L, | Zat40v 40.0
& |[, | Sun 403 [ | | 40.0
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