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OFFICIAL TIME REPORTING FORM
FOR
LABOR-MANAGEMENT ACTIVITIES
Month_______________ 20____

TO: Labor Relations Specialist, Military Bureau, JFHQ-HRO, Camp Keyes, Augusta, ME. 
FROM: Supervisor’s Name_____________________________________________

* See reverse for requirements in each column 

HRO/LRS will furnish copies of monthly reports to the Labor Organization President upon request.
HOW TO COMPLETE THIS FORM

BLOCK

ACTION
Name Title

Last name, First, MI, and position in the Labor Organization

L / M


L=Labor; M=Management
Day


Day of the month

Total Time

Time used in hours
Codes


BA:  This time and attendance code is used for Term Negotiations 




and refers to official time used by Labor Organization representatives to 



prepare for and negotiate a collective bargaining agreement.



BB:  This time and attendance code is used for Mid-Term Negotiations 



and refers to official time used to bargain over issues raised during the life 



of a term agreement.




BK:  This time and attendance code is used for Dispute Resolution and 



refers to time used to process grievances up to and including arbitrations, 



and to process appeals of bargaining unit employees to the various 




administrative agencies such as the FLRA, EEOC, and as necessary, to the 


courts.



BD: This time and attendance code is used for General Labor- 




Management Relations and refers to time used for activities not included 



in the above three categories. Examples of such activities include:




meetings between labor and management officials to discuss general 



conditions of employment, labor-management committee meetings, 



training for Labor Organization representatives, and union participation in 



formal meetings and investigative interviews.
NOTE:  Submit the MEHRO Form 711-2 to your supervisor on a monthly basis for recording in the appropriate Time and Attendance reporting data base.  
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