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WHY THIS ALERT?
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All individuals earning a salary paid by the Research Foundation are |
considered employees. Every employee earns annual leave and sick leave. |
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The RF is re-emphasizing that annual leave time should be used within the |
This publication has been
created to serve the
purpose of informing I
researchers of new
information, trends and
concerns as they occur.
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duration of the employment. There have been recent RF notifications that |
leave time must be used. This is being taken very seriously by the Research I
Foundation. I
I
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Since employees can see their accumulated leave time when they complete

their timesheets, it is being strongly urged that each employee do his/her

own electronic timesheet, rather than having a timekeeper or the Pl prepare it. The timekeeper

or Pl should continue to approve the timesheets.

For questions, please consult Barbara Medina (bmedina@hunter.cuny.edu) or Karlene Roberts

(Karlene.Roberts@hunter.cuny.edu).

Remember

Employees should not approve their own timesheets.




