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Supervisor reviews 
timesheet, notes errors, 

exceptions.

Is timesheet 
accurate and 

complete?

Does 
timesheet pass 
the compliance 

check?

Yes

Work with or return 
to supervisor for 
resolution and 

correction.

No 

Submit via TRS 
program

Input to the PTR (& 
EDB, if LWOP) system.

Initial and date 
paper timesheet only.

Compare data entered 
in PTR (& EDB, if 

LWOP) to timesheet for 
completeness and 

accuracy.

Do input and 
timesheet agree?

No Yes

Timesheet is signed 
and sent to DTA/ BRCYes

Timesheet returned 
to preparer with 
errors noted for 

correction and reentry.

After payroll closes 
there is an audit – pay 

audit report against TRS 
roster. If no errors docs 

filed electronically; 
if errors with pay 

adjustments are made 
through PPS system.

Employee completes 
timesheet for previous 

month / bi-weekly 
employees every 2 weeks, 
submits to supervisor in 
Time Reporting System 

(TRS).

Final review for 
preparer & reviewer 

initials & dates. 

Performs 
compliance 

check.

If timesheet not 
received by due dates, 
Preparer will request a 
timesheet from 
employee/supervisor.

Prints payroll lists.
Checks names off 

payroll lists for 
timesheets received.

BRC will not track 
vacation over the 

maximum 
exception.

Time entry accurate
Enough SKL, PTO or 

VAC hours to cover 
usage

Employee signature
Supervisor approval
Additional approval for 

vacation over the 
maximum accrual.

Timesheet sent to 
BRC Payroll team by 

6th workday if monthly, 
5th & 18th if biweekly 

cycle.
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