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MEMORANDUM 
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From: David Wright, Director Division of Remediation, Bureau of Remediation and Waste 

Management 
 
Date: January 14, 2016 
 
RE: Description of the Maine Personnel Cost Tracking System on Superfund Sites 
 
 
 
Tracking of Personnel Hours:  Since November of 2003 Maine Government has used an 
electronic timesheet system: the Timesheet and Attendance Management System (TAMS). 
 
In that system, staff uses a unique login name and password to access the system.  The staffer 
enters the hours claimed during the work week, according to regular or leave time, funding 
source, category of task worked on, activity and site name.  Comments are added for further 
description.  Below is a screen shot of the data entry screen used by a staffer. 
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Once the data is entered, the staffer affixes his electronic signature via a password to the 
timesheet and clicks on an ‘Accept/Sign’ button.  Text before this button states “By entering my 
electronic signature and pressing ‘Accept/Sign’, I am certifying that I have worked on the 
indicated cost objectives/activities/programs”. 
 
The staffer’s immediate supervisor then enters the system, and reviews the timesheet.  The 
supervisor may either (1) accept, (2) modify and approve, or (3) reject the timesheet.  
Modifications require the staffer to “sign” his or her timesheet again to verify that the 
modifications are accurate.  Rejections require the staffer to fix and sign the timesheet again.  To 
accept the timesheet, the supervisor clicks on an ‘Accept/Sign’ button.  Text before this button 
states, “By entering my electronic signature and pressing 'Accept/Sign', I am certifying that this 
person worked on the indicated cost objectives/activities/programs.” 
 
All timesheets are then reviewed by accountants in the Natural Resources Service Center 
(NRSC), and then locked down.  The information in the database is used to issue paychecks to 
all state employees. 
 
Accounts at the NRSC and within the Financial Division of the State Agencies can extract data 
from the TAMS.   
 
The staff time provided to EPA for the Eastland Woolen Mill Superfund credit request was 
extracted from the TAMS, and is a true and accurate accounting of staff time spent on the 
Eastland Woolen Mill site.  Hours that are eligible for match were denoted with a special “cost 
center” in the TAMS (see screen shot above for this column).  For hours that are not eligible for 
match that were spent on the site, the special cost-center was not selected.  In this way the 
certifications and protections built into the State of Maine’s TAMs were used to document, using 
best accounting practices, hours that are eligible for match.  
 
  
 


