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Records of working time – Business trip

· is a statutory term under the provisions of Section 96 (1) of the Act. 1 of Act No. 262/2006 Coll., Rector's Order 2/2019 Work Regulations of UJEP Employees
· The employer is obliged to keep records of working hours for individual employees
· Obligation of employees to provide cooperation in keeping records of working time
· can be kept both in the form of printed timesheets and, for example, electronically
· it does not have to be signed by the employee to whom it relates, nor does it have to be signed by a superior senior employee Electronically kept records of working hours therefore do not need to be printed and given to the employee for signature
· IS STAG, IMIS, IMIS WORKSHEET
· Working time records apply to all employees in an employment relationship, including employees working outside the employer's workplace (e.g. from home, employees sent on business trips, etc.)
· exception resulting from the legislation, see 111/1998 ZvŠ § 70a
· archiving of working time records – UJEP 1/2022 File and Shredding Rules, shredding mark S 5 (in project reporting, deadlines must be met in accordance with the rules for document retention) 
· Working time is defined as the time during which the employee is obliged to perform work for the employer and the time during which the employee is ready to perform work at the workplace according to the employer's instructions
· It is the employee's duty to always be at his or her workplace at the beginning and end of the shift (determined by the employer)

Business trip
IMIS (according to the type of business trip SC...)
The time spent on a business trip does not always coincide with the working hours according to the employer's work schedule.
For example: 
An employee who is remunerated with a fixed monthly salary is sent on a business trip. According to the working time schedule, the start of the shift is at 7.00 am and the end at 3.30 pm. The start of the business trip is at 6.00 a.m., the employee travels until 7.00 a.m., from 9.00 a.m. to 5.00 p.m. he performs work and then from 5.00 p.m. to 6.00 p.m. he is on his way back. 

6.00 – 7.00	time spent on a business trip other than performing work tasks that does not fall within working hours → is not entitled to wages or wage compensation
7.00 – 9.00 	time spent other than performing work tasks that falls within the scope of work 		period → wages are not reduced (or in the event that the employee misses the 		wage compensation in the amount of average earnings)
9.00 – 15.30	Work performance → entitled to wages
15.30 – 17.00	performance of work → entitled to a salary, within flexible working hours
17.00 – 18.00	time spent on a business trip other than performing work tasks that 		does not fall within working hours → is not entitled to wages or wage compensation
· Travel allowances will be calculated for the entire time spent on a business trip
· The recording of working hours includes the information 7.00 – 17.00
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