Dow Jones is continuing its effort to develop and implement a system for filing timesheets electronically. In the meantime, we continue to use an example of an older technology: a pencil and paper.

IAPE is committed to ensuring that you get paid every dime you’ve earned—and that starts with filling out a timesheet—and claiming the overtime and premium pay provided under the contract.

For those who might need a step-by-step primer on completing a timesheet, we offer the following:


The first four should be self-explanatory.

1. Your name

2. Week ending (payroll weeks begin on Wednesday and end on the following Tuesday)

3. Your department
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4. Your ID number

5. This is the column where you list your “shift differential.” 

For full-time Dow Jones employees, if your shift begins between Midnight and 5 am or 50% of your shift falls between those hours, you are entitled to $14.80 @ day ($74 @ week.) If your shift begins between 5 pm and Midnight or 50% of your shift falls between those hours, you are entitled to $12.60 @ day ($63 @ week.)

For full-time Factiva employees, if your shift begins between Midnight and 6 am or 50% of your shift falls between those hours, you are entitled to $16.20 @ day ($81 @ week.) If your shift begins between 4 pm and Midnight or 50% of your shift falls between those hours, you are entitled to $13.80 @ day ($69 @ week.)


List the appropriate dollar figure for each day you worked and then list a total for week.


This column can also be used for listing stand-by pay, if you aren’t filing for shift differential.

Stand-by pay applies to employees who are required to immediately respond to calls on a 24-hour basis. For Dow Jones employees, the stand-by rate is $140 dollars a week or $150 dollars for a week in which there is a company-recognized holiday. $20 for an individual weekday, $30 @ day for a weekend or a holiday.

For Factiva employees, the stand-by rate is $145 dollars a week or $159 dollars for a week in which there is a company-recognized holiday. $24 for an individual weekday, $36 @ day for a weekend or a holiday.

6. The number of hours you worked each day.

7. The number of hours you worked beyond your regular schedule.


For those who are eligible for overtime (if you’re not sure of your status, call the union office 609-799-1520 or e-mail the office at union@iape1096.org,) this is where you would list your overtime hours.

For all employees, this is where you would list “premium pay.” 

You are entitled to time-and-a-half for working on a holiday or working on your regular day off. At Dow Jones your are entitled to a 4 hour minimum payment; for anything more than 4 hours the minimum jumps to 7 hours; for anything beyond 7 hours, it’s time actually worked. 


At Factiva you will be paid time-and-a-half for actual hours worked with a minimum “call” of 3-and-half hours.


Make sure that you clearly indicate any work performed on your day off (circle the day on the timesheet and note “Day Off.) The same should be done for overtime, listing work performed.

8. Worked Holiday.


Check this box if you worked a holiday during the payroll week and circle the corresponding day on the timesheet and mark it “Holiday.”

9. Sign your timesheet.

10. Make a copy for yourself (with all premium pay notations) and submit the original to your supervisor.

11. If there’s any problem, call the union office (609-799-1520.)

