Insert Section 2.03.7: FINANCIAL MATTERS: Time Sheets and
Expense Allocation

Each employee shall submit atimesheet at least once per pay period to reflect the number of
hours worked, allocating such time to corresponding categories specified in the annual budget.
Time sheets shall be reviewed and approved prior to employee time being entered in the payroll
system. Payroll costs for each employee shall be allocated to expense categories in proportion
with approved time. Separate general ledger accounts shall be used for allocated payroll costs.

Where appropriate, an expense shall be alocated to one category. Expenses that benefit more
than one category or that are general administrative in nature shall be allocated to a general
administrative account in the general ledger. Those expenses shall then be allocated on a
monthly basis to expense categories in proportion to the alocation of payroll costs. Separate
genera ledger accounts shall be used for alocated general administrative costs.

Monthly financia statements shall separately report allocations of payroll and overhead to
corresponding categories.



