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Accurately recording time worked is the responsibility of every employee at the Marshall University
Research Corporation (MURC). Federal and state laws require MURC to keep an accurate record of time
worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the
job performing assigned duties. All work for which hours are reported in a time report must be actually
completed before the employee submits his/her time report.

Employees should accurately record the time they work each day. Overtime work either that which will be
paid overtime and that for which compensatory time off may be provide must be approved before it is
performed.

Altering, falsifying, or tampering with time records or recording time on another employee’s time record
may result in disciplinary action, up to and including termination of employment.

Employees should report to work at their scheduled starting time.

It is the employee’s responsibility to sign his or her time record to certify the accuracy of all time recorded.
The supervisor will review and then initial the time record before submitting it for payroll processing. In
addition, if corrections or modifications are made to the time record, both the employee and the
supervisor must verify the accuracy of the changes by initialing the time record.

HUMAN RESOURCE SERVICES POLICIES AND PROCEDURES PROVIDED FOR MARSHALL UNIVERSITY RESEARCH CORPORATION (MURC) APPEAR ON THE
MURC WEB SITE. TO NAVIGATE TO THE HUMAN RESOURCES POLICIES AND PROCEDURES, PLEASE CLICK HUMAN RESOURCES ON THE MURC HOME PAGE
AT http://www.marshall.edu/murc/. MARSHALL UNIVERSITY HUMAN RESOURCE SERVICES PROVIDES HUMAN RESOURCES SUPPORT TO MURC. THIS POLICY IS
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