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1 INTRODUCTION 
 

Kros-Wise, Inc. (hereinafter “Kros-Wise” or the “Company”) regards timekeeping 

procedures and controls as an area of utmost importance and is committed to ensuring 

that employees’ efforts are accounted for in a timely manner and accurately. It is Kros-

Wise’s commitment to comply with all legal, regulatory, federal acquisition regulations 

(FAR), and contractual requirements set forth for timekeeping in support of Kros-Wise 

contracts and subcontracts. Client billing, employee compensation, cost estimating, and 

the company’s ability to assess its performance depend on Kros-Wise’s ability to 

accurately capture and measure employee effort. 

 

**Employees who knowingly mischarge are subject to immediate termination and 
prosecution under the False Claims Act (31 U.S.C. §§ 3729–3733). Mischarging 
can result in both civil fines and criminal prosecution, resulting in jail time. If your 
supervisor asks you to charge a project/task you didn’t work on, contact 
management immediately**  
 

In furtherance of these objectives, Kros-Wise has adopted the accompanying 

timekeeping guidelines and procedures, herein referenced as the Timekeeping Policy 

(or the “Policy”). Special situations may arise that are not specifically covered in this 

policy. In such instances please consult your supervisor for guidance. 

 

For more clarity on specific terms used in this policy, reference Exhibit A for definitions. 

 

2 APPLICABILITY 
 

This document applies to all Kros-Wise employees. 

 

2.1 EMPLOYEES 
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All Kros-Wise employees are required to do the following: 
 

 Record all hours worked in the timekeeping system. 
 Enter time in the system on a daily basis, except under special circumstances 

such as holidays and extended periods of leave. In these situations, hours must 
be allocated and recorded to the appropriate charge numbers immediately upon 
returning to work. 

 Time for a day’s work should be entered at the end of the business day.  
 Manually record hours worked if the online timekeeping system is inaccessible 

due to travel, system problems or other circumstances. Hours must be 
transferred to the electronic timekeeping system as soon as is practical.   

 Review timesheet for accuracy before signing hours. 
 

2.2 SUPERVISORS 
 

Managers and supervisors of the company are required to do the following: 
 

 Serve as the first point of contact for employees with questions regarding Kros-
Wise’s timekeeping policies and procedures. 

 Communicate and review Work Authorization Forms, and scope of work to be 
performed against specific cost objectives to employees prior to the 
commencement of work. 

 Review employees’ signed timesheets for accuracy. 
 Approve timesheets that have been adequately and accurately recorded by 

employees. 
 Reject inaccurate timesheets and provide reasons for disapproval. 
 Complete an employee’s timesheet when extenuating circumstances prevent the 

employee from completing his or her own timesheet. This is often required for 
OCONUS employees and/or employees without access to the timekeeping 
system.  

 

2.3 CONSULTANTS & SUBCONTRACTORS 
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If a contract requires a consultant to enter hours into Kros-Wise’s timekeeping system, 

the hours entered in the system must reconcile to the hours included in the 

consultant/subcontractor invoices. 

 

2.4 TIMEKEEPING ADMINISTRATOR 
 

It is the Timekeeping Administrator’s responsibility to perform the following tasks: 

 
 Communicate to employees the importance of accurate and timely submission of 

hours in the timekeeping system.  
 Monitor the accuracy and timeliness of time recording, and generate reports for 

supervisors and managers.  
 Periodically issue reminders to the staff regarding timesheet due dates. 
 Communicate any discrepancies in time charges such as incorrect cost 

objectives, hours, or any missing information to the employee and supervisor for 
further correction. 

 Keep electronic records of timecard corrections. 
 Review the labor distribution report after the end of each pay period & compare it 

to the time recorded. 
 Set up new employees in Kros-Wise’s timekeeping system, Deltek Time & 

Expense. 
 Update Deltek when existing employees transfer programs or change charge 

status. 
 Send all employees and their supervisors a Work Authorization Form (in the form 

of an email or other document). 
 Ensure the Contract Work Force in Deltek GCS and the Charge Trees in Deltek 

Time & Expense remain current. 
 Train new employees on how to use Deltek and provide refresher training for 

existing employees. 
 Provide support to supervisors during timesheet approval period.  
 Maintain and distribute the timekeeping manual. 

 

3 POLICY DETAILS 
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3.1 TIMEKEEPING SYSTEM DESCRIPTION 
 
Kros-Wise utilizes Deltek Time Collection (TC) as the company’s timekeeping system. 

This system gives management greater control of labor by project and increases the 

accuracy of employee timekeeping by being fully integrated with the company’s 

accounting system. Deltek TC is a web-based password protected system that can be 

accessed from any computer with internet access.   

 

Note: For complete instructions on how to enter time in Deltek, please reference Kros-
Wise’s timekeeping training manual.  

 

3.2 TOTAL TIME ACCOUNTING 
 

Kros-Wise follows the total time accounting procedures where employees record all 

hours worked regardless of compensation structure. For salaried employees, hours 

charged in excess of regular time will be considered uncompensated overtime. For 

hourly employees, hours charged in excess of regular time will be compensated at the 

appropriate rate.  

 

Hourly employees will be compensated at a 1.5 rate for hours worked over 8 in a day or 

40 in a week, and a 2.0 rate for hours worked over 12 in a day. On the seventh 

consecutive day worked, the 1.5 rate applies to the first 8 hours worked, and the 2.0 

rate applies to hours worked over 8. All hourly employees must obtain supervisory 

approval prior to working compensated overtime. Supervisors are to monitor the effects 

of excessive overtime against program funding and must ensure that compensated 

overtime does not violate terms of the contract for direct employees.  

 

3.3 APPROVED COST OBJECTIVES 
 

All employees are required to charge their time to a specific cost objective that is 

consistent with the tasks they are performing. In a case where the work performed does 
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not align with a specific cost objective but is in support of many cost objectives, an 

intermediate cost objective may be charged, i.e., overhead. Specific cost objectives are 

set up at the beginning of each project or task to be performed on any contract, 

subcontract, independent research and development, and/or bid and proposal work. 

Indirect cost objectives are already set up in the system as either Overhead or General 

& Administrative labor.  

 

3.3.1 Work Authorizations  
 

It is the timekeeper’s responsibility to communicate to supervisors the approved charge 

numbers to use for work efforts. All employees must have a Work Authorization Form 

(WAF) (an email authorization or other document) in place prior to charging time.  

 

If guidance is unclear, it is the employee’s responsibility to seek and obtain clarification 

from their supervisor. 

 

3.4 WORK HOURS 
 

3.4.1 Regular Hours 
 

Kros-Wise’s regular workweek generally consists of five, eight-hour days. Kros-Wise’s 

standard work hours are 8:00 a.m. to 5:00pm Monday through Friday. Kros-Wise’s 

standard work day is 8 hours with a one hour lunch break. These hours may vary 

depending on specific circumstances. An employee’s standard workweek is generally 

defined in his or her initial offer letter and may include a 9/80 schedule mandated by the 

client. 

 

A 9/80 schedule means the employee has worked all 80 hours in nine days, rather than 

10. This is normally accomplished by working four nine hour days with an eight hour 
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Friday the first week of the pay period (44 hours). The second week includes four nine 

hour days with no work on Friday (36 hours). The Friday off in the second week is 

considered a Regular Day off (RDO). In pay periods with a holiday that doesn’t fall on 

the normal 8 hour Friday, RDO employees will need to either work an extra hour or 

charge one hour to PTO to reach a total of 80 hours, because only 8 hours of Holiday 

pay may be charged.  

 

If the Holiday falls on the RDO, employees shall consult their supervisor and client to 

make necessary adjustments to the work schedule. The adjustment, for example, may 

include moving the RDO to another day within the pay period, etc.     

   

In general, Kros-Wise employees on government sites should follow the guidelines/work 

schedule provided to them by their supervisor. 

 

Employees may arrange flexible schedules with their supervisor where extenuating 

circumstances prohibit them from working Kros-Wise’s standard work hours.  

Employees are to use the following guidelines when arranging a flexible work schedule: 

 

 All flexible work schedules must be agreed upon between employee and 
immediate supervisor.  

 All salaried employees must work a minimum of 40 hours a week. 

 All employees should begin their work day between 0700hrs and 0900hrs, or 
later/earlier with supervisor approval. 

 Kros-Wise’s work day ends between 1600hrs and 1800hrs, or later/earlier with 
supervisor approval. 

 Flexible work schedules must be determined in advance and scheduled from the 
date of agreement. Flexible work hours may not be determined on a daily basis. 
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 In defining employee work schedules, supervisor and employee must make 
decisions regarding schedules with an emphasis on meeting client needs. 

 Supervisors are responsible to ensure that agreed upon work schedules are 
being met. 

3.4.2 Overtime 
  

Overtime constitutes time worked during hours that extend the company’s regular time 

(e.g. greater than 8 working hours per day). Hourly employees are compensated at the 

appropriate rate for any overtime worked. The Fair Labor Standards Act (“FLSA”) 

requires employers to pay their hourly employees at 1.5 times the regular hourly rate of 

pay for all hours worked in excess of eight hours per day and forty hours per workweek.  

 

In order to work overtime, hourly employees must obtain supervisor approval prior to 

working the additional hours.  

 

3.4.3 Uncompensated Overtime 
  

Uncompensated overtime refers to work time incurred beyond the regular eight-hour 

business day that is not compensated in addition to the employee’s normal salary. 

Salaried employees are subject to uncompensated overtime. Hours recorded by a 

salaried employee in excess of the normal forty-hour workweek shall be considered 

uncompensated overtime. Employees must record all hours worked.  

 

3.4.4 Comp Time 
 

The definition of Comp Time is generally defined as equal time off for time worked in 

excess of the standard 40 hour work week. However, Kros-Wise’s standard practice 

does not recognize Comp Time as a “right” based on an employee’s hours in excess of 

40 hours per week and/or 8 hours per day. Unless circumstances make it impractical, 



KROS-WISE 
TIMEKEEPING POLICY 

 

 

Page 10 of 20 
SENSITIVE/PROPRIETARY 

Comp Time should be given to an employee by his/her supervisor no later than the pay 

period in which the overtime was worked (no hours will be recorded for the time the 

employee is not working).   

 

As a salaried employee, it is understood that certain projects/assignments will require 

time in excess of a standard 40 hour work week. Comp Time will be granted solely at 

the discretion of the supervisor, considering the needs of the client and all other relevant 

factors.  

 

3.5  COMPENSATED PERSONAL ABSENCE 
 

Kros-Wise compensates its salaried employees for the following personal absences: 

Federal holidays, PTO, bereavement, jury duty and sick-time. Hourly employees are 

granted: Federal holidays, bereavement, and PTO. Part time employees will be granted 

3 sick days as required. In order to be properly compensated, employees enter the 

hours for these absences properly in the timekeeping system. In addition, employees 

must obtain supervisory approval via Deltek prior to charging PTO. Military leave is also 

granted to salaried employees, who will be compensated to the extent their Kros-Wise 

pay for the applicable time period exceeds military pay. For a comprehensive list of all 

leave types and more information refer to the Employee Handbook. The list below is 

only a summary of the most common leave types.    

 

3.5.1 Personal Time Off (PTO) 
 

Kros-Wise offers PTO time off with pay to Kros-Wise full-time employees. The schedule 

for accrual and carry over leave can be found in the Employee Handbook.  

 

Employees earn paid PTO for each completed pay period and can request to use that 

PTO time. Employees are allowed to use PTO time accrued in the same pay period, 
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even if it results in a negative balance, up to the accrual amount. To schedule PTO 

time, employees must complete a leave request in Deltek Time Collection and submit 

for approval. Each request will be reviewed based on a number of factors, including 

business needs and staffing requirements for that period. Employees will be paid for 

PTO time off at their base pay rate as of the time of the PTO. 

  

Kros-Wise encourages employees to use their available paid PTO time for rest and 

relaxation. Employees will stop accruing PTO time once their maximum allowable 

balance is reached.  

 

Specifically, once an employee has earned one and a half times his or her full PTO 

credit for the year, the employee will not become eligible to accrue any additional time 

until PTO is used. 

 

Employees may not request a leave payout of unused PTO hours earned. 

 

Upon separation, employees will be paid at the current hourly rate for any unused PTO 

time that has been earned through their last day of employment. However, if an 

employee separates from Kros-Wise and is overdrawn on leave, deductions will be 

made from their final pay check. See the Employee Handbook for details.  

**All employees must be working in order to accrue PTO hours. If an employee 
takes “leave without pay” or is placed on “administrative leave”, no PTO hours 
will be accrued during that time. 

 

3.5.2 Holidays 
 
Kros-Wise full-time employees observe ten (10) Holidays per year. These holidays are 

aligned with Federal holidays:  
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 New Year’s Day 
 Martin Luther King’s Birthday 
 President’s Day 
 Memorial Day 
 Independence Day 
 Labor Day 
 Columbus Day 
 Veteran’s Day 
 Thanksgiving Day 
 Christmas Day   

    
Employees are only granted 8 hours of Holiday pay, regardless of work schedule. This 

also applies to RDO employees who work nine hours days.  

 

If an employee works on a holiday, they must get prior approval from their supervisor to 

work on the holiday and to schedule that holiday when appropriate. See the Employee 

Handbook for details. 

 

3.5.3 Bereavement 
 

Full-time employees who have completed three months of employment are eligible for 

three paid days for the death of an immediate family member. See the Employee 

Handbook for details. 

 

3.5.4 Jury Duty 
 

Salaried employees may be provided time off for Jury Duty with pay when necessary to 

comply with state and federal wage and hour laws. See the Employee handbook for 

details. 
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3.5.5 Sick Leave 
 

Salaried employees are granted 5 sick days. These days are awarded upon the hire 

date and replenished every year on the hire date anniversary. The sick days are non-

vesting and non-accruing. 

 

Eligible part-time employees will receive the greater of 24 hours or 3 days of paid sick 

leave at the beginning of each year (or year of employment). See the Employee 

Handbook for details.    

 

3.6  WORKING FROM HOME 
 

Under special circumstances, Kros-Wise allows its staff to work from home. Employees 

can work from home during times when attendance to the company or client facilities is 

either impractical or unsafe.   

 

In order to work from home, employees must obtain advance supervisory approval. 

Employees must a safe work area and a computer with internet access that permits 

them to access the company’s network remotely. Employees must have telephone and 

email access and be readily available if contacted by a supervisor, co-worker, client, 

etc.  

 

Employees are subject to the same time procedures as if they were working at the office 

and must record all hours worked. Except for unusual circumstances, an employee 

working from home who is not reachable for unreasonable periods will be required to 

take PTO for all or a portion of the day.  

 

3.7  LABOR CLASSES 
  



KROS-WISE 
TIMEKEEPING POLICY 

 

 

Page 14 of 20 
SENSITIVE/PROPRIETARY 

Kros-Wise’s labor can be divided into two main categories: Direct Labor & Indirect 

Labor. 

 

3.7.1 Direct Labor  
 

Direct labor includes any activity identified with a particular cost objective (i.e. contract 

or project). Employees must be able to enter the time for each cost objective separately 

and accurately. In order to facilitate the timekeeping process, Deltek’s electronic 

timecard is designed to allow employees to search and select from a list of approved 

cost objectives. Employees must enter the correct job code based on the Work 

Authorization Form or email. 

 

3.7.2 Indirect Labor 
 

Indirect labor includes any activity not directly identified with a single cost objective, but 

is identified with two or more cost objectives or benefits the organization as a whole (i.e. 

Overhead or G&A labor respectively). Before employees charge time to the indirect 

labor categories, employees must ensure that the supervisor is aware and approves 

time for these indirect efforts. 

 

3.7.2.1 General & Administrative (G&A) 
 

General and Administrative expenses are defined in the Federal Acquisition Regulation 

Manual as “any management, financial, and other expense which is incurred by or 

allocated to a business unit and which is for the general management and 

administration of the business unit as a whole. More specifically, G&A employees are 

those employees who provide company-wide support and whose contributions are not 

limited to a particular cost objective.  
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3.7.2.2 Overhead  
 

Overhead labor can be defined as employees who work on one or more cost objectives 

in a managerial oversight or administrative support capacity. It can often be difficult to 

distinguish overhead support from G&A support. See diagram below for a visual 

relationship of these labor classes.  

 

 

 

 

 

3.7.2.3 Bid and Proposal (B&P) and Independent Research and Development (IR&D) 

 

Kros-Wise personnel are required to charge all time spent on bid and proposal and 

independent research and development efforts to a distinct cost objective.   
 

3.7.3 Unallowable Labor 
 

G&A

Finance

Human 
Resources

Overhead

Program 
Mgr

Project 
Asst.

Direct

Analyst Engineer
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As defined by FAR section 31.201-2 unallowable costs (including labor) are costs that 

do not meet the following requirements: 1.) reasonable, 2.) allocable, 3.) generally 

acceptable accounting principles, 4.) mandated contractual terms. Examples might 

include time spent on claims against the government and legal proceedings. Kros-Wise 

personnel should ensure that any labor associated with an unallowable labor activity is 

identified and recorded appropriately in the unallowable labor category. Employees 

should seek guidance from the supervisors whenever they encounter concerns of 

whether or not a specific labor activity is allowable. 

 

3.8 TIMEKEEPING PERIOD 
 

Kros-Wise follows a bi-weekly timekeeping period, which results in 26 pay periods each 

year. Timesheets must be signed by the employee for supervisory approval on 
the Monday after each pay period by Noon (12:00) Pacific Standard Time. 
Supervisors are to approve by 10:00 AM the next day, Tuesday. If an employee 

needs to make changes to their timesheet, he or she may do so before the supervisor 

approves that day. Employees who fail to sign their electronic timecards on the given 

deadlines might be subject to sanctions including being delayed compensation for that 

time period or subject to disciplinary actions. 

 

3.9 SUPERVISORY APPROVAL REQUIREMENTS 
 

It is the supervisor’s responsibility to communicate the time charging process (work 

Authorization Form, Timekeeping Policy) to the employees so that timecards are 

properly entered in the system. Supervisors have the authority to approve job codes 

and hours for the employees’ labor efforts. It is crucial that supervisors maintain 

constant observation of the employees’ tasks and efforts along with consistent 

monitoring of the employees’ timecards to verify the accuracy of time charges. 

Employees should not make use of charge codes that have not been approved by the 

supervisor.  



KROS-WISE 
TIMEKEEPING POLICY 

 

 

Page 17 of 20 
SENSITIVE/PROPRIETARY 

 

Supervisors are also responsible for approving the employees’ timecards. It is the 

employee’s responsibility to verify the accuracy of the timecards before signing. 

Supervisors will not approve timecards with inaccurate or incorrect information. 

 

3.10 CORRECTIONS / ADJUSTMENTS TO APPROVED TIMECARDS 
 

Kros-Wise strongly encourages the accuracy of timekeeping practices. However, the 

company acknowledges that corrections and/or adjustments are sometimes needed 

after time entries have been made and timecards have been processed. For this 

reason, the company has developed the following procedures to assist employees in 

making the necessary changes to the information that was already processed in the 

timecards: 

 

 Employee should immediately notify the supervisor and the Timekeeping 
Administrator of the changes needed and specify the pay period. 
 

 Timekeeping Administrator will “open” the employee’s electronic timecard for the 
pay period specified to allow the employee to make changes. 
 

 Employee will make the necessary corrections. The system will prompt the 
employee to provide an explanation for the changes made. The system will not 
allow the employee to re-release the timesheet until an explanation has been 
provided. 
 

 After changes have been made and an explanation is provided in the system, the 
employee will re-sign the timecard and notify both the supervisor and the 
Timekeeping Administrator. 
 

 Supervisor will review the corrections made to the timecard and approve it as 
deemed appropriate. If the supervisor disagrees with the changes made, then the 
supervisor must discuss the concerns to the employee. 
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Once the timecard has been signed and approved, the Timekeeping Administrator will 

update the job ledger report so that a correcting time sheet can be posted in the 

accounting system. 

 

3.11 TIMECARD RECORDKEEPING 
 

It is important to maintain time and attendance records (i.e. “timecards”), including 

supporting documentation such as work authorizations, overtime, and work-at-home 

approval. 

 

Kros-Wise understands the importance of keeping timecard records in file. As a result, 

the company’s timekeeping system is designed to store the employees’ timecards for 

each period. In addition Kros-Wise maintains records of Work Authorization 

forms/emails, overtime Requests and work-at-home approvals. Kros-Wise will retain 

timecard records in electronic format for a period of five to seven years. Records of 

corrected timecards will also be kept on file using the same guidelines stated above. 

 

3.12 DISCIPLINARY ACTIONS 
 

Employees who knowingly mischarge are subject to immediate termination and 

prosecution under the False Claims Act (31 U.S.C. §§ 3729–3733). Mischarging can 

result in both civil fines and criminal prosecution, resulting in jail time. Kros-Wise 

management is committed to the enforcement of this Timekeeping Policy. Any clear 

infraction of this Policy will result in disciplinary action which may include: warning, 

reprimand, probation, suspension, reduction in salary, demotion, or dismissal.  

 

The company recognizes that accurate time charging may be complex, especially for 

employees who work on multiple contracts and tasks. Therefore, employees should 

contact their immediate supervisor or the Timekeeping Administrator with any questions 
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that may arise concerning this matter. Of the utmost importance to Kros-Wise is the 

timely signature and approval of time cards. Violations that are specific to delinquent 

timesheet signing are administered by company management and can result 

termination.  

4 EXHIBIT A: DEFINITIONS 
 

 Bid and Proposal (B&P) Labor – The labor spent in preparing, submitting, and 

supporting bids and proposals (whether or not solicited) on potential Government 

or non-Government contracts. The term does not include the time of efforts 

sponsored by a grant or cooperative agreement, or required in the performance 

of a contract. 

 Compensated Overtime – Salary compensation provided to non-exempt 

employees for efforts performed beyond the regular/normal business hours. 

 Consultants – Persons who are members of a particular profession or possess 

a special skill and who are not officers or employees of the company. 

 Contract – A mutually binding legal relationship that obligates the seller to 

supply products or services (including construction) and the buyer to pay for 

them. It includes all types of commitments that obligate the US Government to an 

expenditure of appropriate funds and that, except as otherwise authorized, are in 

writing. In addition to bilateral instruments, contracts include (but are not limited 

to) awards and notices of awards; job orders or task letters issued under basic 

ordering agreements; letter contracts; orders, such as purchase orders, under 

which the contract becomes effective by written acceptance or performance; and 

bilateral contract modifications. 

 Direct Labor – Any labor that is identified specifically with a particular final cost 

objective.  

 Exempt Employee (Salaried Employee) – Employee who is exempt from 

certain wage and labor laws such as overtime pay. Exempt employees usually 

apply to administrative, executive, or professional employees, and they receive 
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an annual salary in equal payments weekly, biweekly, or at some other specified 

time interval. 

 FAR – Federal Acquisition Regulation 

 Final Cost Objective – A cost objective which has allocated to it both direct and 

indirect costs, and in the contractor’s accumulation system, is one of the final 

accumulation points.  

 Independent Research and Development (IR&D) Labor – Refers to a 

company’s labor cost that consists of projects falling within the four following 

areas: (1) basic research, (2) applied research, (3) development, and (4) systems 

and other concept formulation studies. The term does not include the labor costs 

of effort sponsored by a grant or required in the performance of a contract. IR&D 

effort shall not include technical effort expended in developing and preparing 

technical data specifically to support submitting a bid or proposal. 

 Indirect Labor – Any labor not directly identified with a single final cost objective, 

but identified with two or more final cost objectives or with at least one 

intermediate cost objective. 

 Non-Exempt Employee (Hourly Employee) – Employee who receives hourly 

wages and is subject to the wage and hour laws. Non-exempt employees are 

entitled to receive overtime pay. 

 Unallowable Labor – Any labor that, under the provisions of any pertinent law, 

regulation, or contract, cannot be included in prices, cost-reimbursements, or 

settlements under a Government contract to which it is allocable. 

 Uncompensated Overtime – Work efforts that are incurred beyond the 

regular/normal business hours and that are not compensated in addition to the 

employee’s normal salary. 

 



   

 

 

 

       
  

   

      

      

      

      

         
  

       
  

     

        

        

        

         
  

             

 

 
 

      

        
  

      
     

   

DCAA 

HOTLINE 


OFFICE OF 
  

INSPECTOR G ENERAL 
  

Combatting Fraud, Waste, 
Abuse, and Mismanagement 

Telephone - 1-855-414-5892 
Website - www.dcaa.mil/hotline 

WHAT S HOULD 
  

YOU R EPORT 
  

 Contract and procurement irreg‐
ulariƟes 

 DiscriminaƟon 

 Cost/labor mischarging 

 DefecƟve pricing 

 DefecƟve parts 

 Bid rigging 

 Bribery and acceptance of gratu‐
iƟes 

 Significant cases of mismanage‐
ment 

 Gross mismanagement 

 Conflicts of interest 

 Travel (TDY) fraud 

 Abuse of authority 

 TheŌ and abuse of government 
property 

 Gross waste of funds 

Telephone - 1-855-414-5892 
Website - www.dcaa.mil/hotline 

Contact Us
 

Call the Hotline: 
1‐855‐414‐5892 (toll free) 
(Intl 001‐703‐767‐0121) 

Submit a complaint online: 
www.dcaa.mil/hotline 

DCAA OFFICE OF 

INSPECTOR G ENERAL 

Andrew T. McNamara building
 
8725 John J. Kingman Road
 
Attn: DCAA OIG 

Fort Belvoir, VA  22060  


Telephone - 1-855-414-5892 
Website - www.dcaa.mil/hotline 

www.dcaa.mil/hotline
www.dcaa.mil/hotline
www.dcaa.mil/hotline
www.dcaa.mil/hotline


         
         
         
       
       
 

        

           
           

           
     

             
     

  

      

       
           
  

        

             
         
           

         
                 
  

 
           
             
         

             
           
           
           
       

 
             
             
               

        
 
           
           

     
  

             
        
 
  

  

  

   

 

 
 

ABOUT T HE DCAA 


HOTLINE 
  

The DCAA Hotline provides DCAA con‐
tractors and employees with a confi‐
denƟal means of reporƟng suspicious 
acƟvity concerning fraud, waste, 
abuse (FWA) and gross mismanage‐
ment. 

WHO OPERATES THE HOTLINE? 

The Office of the Inspector General 
manages the DCAA Hotline. Calls are 
taken by highly skilled and trained 
invesƟgators with professional exper‐
Ɵse in the areas of audits, contracts, 
security, invesƟgaƟons, and inspec‐
Ɵons. 

WHO SHOULD CALL? 

DCAA civilian employees, DCAA con‐
tractor employees, as well as private 
ciƟzens. 

WHEN SHOULD YOU CALL? 

Disclosure should be made as soon as 
you become aware of actual miscon‐
duct pertaining to FWA. The Hotline 
telephone and the Hotline website 
are available 24 hours a day, 7 days a 
week. 

Telephone - 1-855-414-5892 
Website - www.dcaa.mil/hotline 

WHAT Y OU 
  

SHOULD E XPECT 
  

A thorough interview by an OIG invesƟ‐
gator. You will be asked to provide in‐
formaƟon that will help the invesƟga‐
tor piece together the facts of the situ‐
aƟon (who, what, when, where, and 
why) and assess the esƟmated dollar 
loss to the government if monetary is‐
sues are involved. 

An evaluaƟon of your complaint will be 
made to determine if an invesƟgaƟon is 
warranted or if you need to refer the 
maƩer to other authoriƟes. 

Your call will be handled with confiden‐
Ɵality and you may remain anonymous, 
if you desire. 

Anyone making a report to the Hotline 
is protected from reprisal. 

DCAA OFFICE OF 

INSPECTOR G ENERAL 

Andrew T. McNamara building
 
8725 John J. Kingman Road
 
Attn: DCAA OIG 

Fort Belvoir, VA  22060 


Telephone - 1-855-414-5892 
Website - www.dcaa.mil/hotline 

www.dcaa.mil/hotline
www.dcaa.mil/hotline
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