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*NJ TRANSIT Rail Operations*  
SUPPLEMENTAL 

DIVISION NOTICE 3-702 
 

Effective: 12:01 A.M., TUESDAY JULY 2, 2024 
 

Division Notices in effect  3-S323, 2-819, 2-923, 3-227, 3-626 (in effect thru 7/31)  and 3-702 for both Divisions.  3-611  in effect 
for the Newark Division.   All other Division Notices are cancelled. 

 

INSTRUCTIONS FOR CORRECTLY COMPLETING T&E e-Claims  

(1) ELECTRONIC TIMECARDS (e-Claims) T&E TIME RETURN & DELAY REPORT PASSENGER TRAIN SERVICE FORM  
  (Effective 5/7/2024) 
On May 7, 2024, we are introducing an Update to the Details of Service and Remarks Sections. If you are claiming 037 “Mentoring 
Students”, 055 “Continuous time/ additional overtime” or 011 Irregular Service (3 hours), you MUST complete the Details of Service and 
Remarks sections. The “Details of Service” section MUST start with the first activity you start after your – scheduled off-duty time.  

• The “Job Information” section needs to be completed for 055 & 011 with the “First went on Duty” and “Finally went off duty” – 

Off-Duty including the time you’re submitting for pay. Not the Scheduled Off-duty! 

• When asked to work trains, the train information must be completed for 055 & 011. 

• If you are asked to work “Protect”, then type “Protect” or “Train No1”: 

• If respited, type “Respite” for “Train No1”. 

o You will need to add details for Train No 2 etc.…  

o “Remarks” MUST be added for date and duration of respite.  

o Kind of Service perform MUST be added.  

• The “Remarks” section must have students Name and Employee number when claiming 037.  

1. Job Information Section  

 The “Time First Went on Duty” and “Time Finally Went Off Duty” fields MUST be completed.  
  Example: If your assignments On-Duty Time is 18:00 and your Off -Duty Time is 9:30 and is later than your normal Off-Duty time.  
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2. Details of Service 

All “Details of Service” fields MUST be completed if applicable. 

• Train No.1, Protect, Respite  

• Engine 1  

• Time on Duty  

• Time Off duty 

• Station /Place From  

• Time Departed  

• Station/Place to 

• Time Arrived  

 
NOTE: FAILURE TO COMPLETE ANY “DETAILS OF SERVICE” WILL DELAY YOUR CLAIM FROM BEING PROCESSED.  
 
The “Details of Service” section MUST start with the first activity you start after your – scheduled off-duty time.  

 
If more than one “Details of Service” entry is needed, click on “ADD DETAILS OF SERVICE” button and enter the information. Repeat as 
needed. 

 

3. Remarks & Kind of Service 

 

You MUST put all “Details of Service” preformed that you are claiming in the “Remarks”. Also add what “Kind of Service” you preformed.  
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Appendix A: Example of 011  
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Appendix B: Example of 055 
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Appendix C: Example of 037 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

K.M. BEEJACK 
 DEPUTY GENERAL MANAGER   

TRANSPORTATION  

 


