MiLoG Excel Table v1.5 Status: 30 March 2015

Functionality and operation

The “MiLoG” Excel table serves to record the daily working times for so-called “mini jobbers” and
“short-term employees” according to Sec. 17( 1) Mindestlohngesetz (MiLoG, Minimum Wage Act) It
is preconfigured for one year (2015 in this instance) and needs to be appropriately adjusted for
every additional year (e.g. public holidays).

Basic information on employees, assistants s and employment period should be entered on the
overview page (“Stundennachweis 2015”). The required information on the legal basis is also
provided here. The weekly working time is predetermined for the respective table (9.5 or 19 hours)
and may not be changed by the employee.

Furthermore, the total working hours currently performed in the respective months are centrally
displayed here.

Stundennachweis 2015 Monats SOLL Monats IST Differenz
Name:l Januar
Matrikelnummer: Februar
Marz
Beschaftigt von: April
bis: Mai
Juni
Stunden/Woche: q,5 Juli
August
September
Bereich: Oktober
Betreuer: MNovember
Dezember
Unterschrift Hilfskraft Unterschrift Fachvorgesetzte/-r

Ein Arbeitgeber, der Arbeitnehmerinnen und Arbeitnehmern nach § & SGB IV beschaftigt (sog. Minijobber oder kurzfristig
Beschaftigte) ist verpflichtet, Beginn, Ende und Dauer der tiglichen Arbeitszeit dieser Arbeitnehmerinnen und Arbeitnehmer
spatestens innerhalb einer Woche (d.h. bis zum Ablauf des 7 Kalendertages, der auf den Tag der Arbeitsleistung folgt)
aufzuzeichnen. Diese Aufzeichnungen sind mindestens fiir zwei Jahre aufzubewahren. (§ 17 Abs. 1 MiLoG)

In der Regel sind SHK mit einer vereinbarten Wochenarbeitszeit von 9,5 Stunden Minijobber und deshalb von dieser
Regelung erfasst.

wenn aufgrund einer flexibilisierten Arbeitszeit, monatliche Mehrarbeit anfallt und deshalb ein Arbeitszeitkonto gem. § 2 Abs.
2 MiLoG gefiihrt wird, sind auch hier die Aufzeichnungen fir mindestens zwei Jahre aufzubewahren und fiir Kontrollzwecke
bereitzuhalten.

The following colour specifications are used on the individual Excel table sheets:

Input fields for users are outlined in yellow.

Output fields (for calculations) are outlined in green.

Field descriptions are highlighted in light blue.

Warnings or information on values are in red italics, and errors in bold red italics.
Values below a target value are displayed in red, those above the target value in green.
Errors or invalid inputs/combinations are displayed in red bold.
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One individual Excel sheet per month is available for recording the working times.

Stundennachweis 2015 Januar 2015 Februar 2015 Marz 2015 April 2015 Mai 2015 Juni 2015 Juli 2015 August 2015 Septe ...
__________________________________________________________________________________________________________________|

Up to three working times for each possible working day in the month may be entered in the fields
outlined in yellow on the monthly sheets. It is imperative that the times of day be entered in the
Excel “Uhrzeit” format, i.e. “HH:MM”, e.g. “09:30” or “15:10”. Other valid entries are “7:” as 07:00,
“9:5” as 09:05 or “7:30” as 07:30. Any other entries lead to an error message. Any entry of times of
day before 06:00 and after 23:00 (night work!) leads to an error message. No entries are possible on
Sundays and public holidays (FT in the table). In the event of annual leave or sickness, substitute
times may be recorded in the “U / K” column.

Januar 21,83 ‘ leweilige Arbeitszeiten nur in der Form HH:MM (z.8. 09:15 bis 11:45)
2015 -18,97
von bis von bis von bis U/K
Donnerstag 1 FT
Freitag 2| 430 9:00) 11:30| 2:30| 13:00| 15:00  2:00
Samstag 3| 5:00 5:00
Sonntag 4 9,50
Montag 5
Dienstag 6| 5:00 9:30| 11:30( 2:00) 13:00| 16:00 3:00
Mittwoch| 7| 1:45 10:00) 11:45  1:45
Donnerstag 8| 2:50 9:00) 11:50| 2:50
Freitag 9
Samstag 10
Sonntag 11 9,58
Montag 12
Dienstag 13
Mittwoch| 14| 2:45 J:00) 9:45 2:5_
Donnerstag 15

As long as no “bis” time has been entered after a “von” time, the total field contains the word
“Fehler” and the daily total is blocked “######”. Once the “to” time has been entered correctly, the
calculated working time appears in the HH:MM format. The hours previously performed in the
respective week are updated at the same time. The total is displayed in red as long as it lies below
the contractual weekly working time (for information purposes only) and in green once the weekly
working time has been reached. Weekly totals may exceed monthly limits.

Donnerstag 1 FT
Freitag 2| 4:30 9:00) 11:300 2:30| 13:00) 15:00| 2:00
Samstag 3| 5:00 5:00
Sonntag 4 9,50
Montag — 5|###HH] 11:DD| _IFehIer‘
Dienstag & 5:00 9:30) 11:300 2:00| 13:00 16:00| 3:00
Mittwoch 7| 1:43 10:00, 11:45 1:45
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As soon as a first entry has been made for the month, the top of the table displays a summary of the
hours previously performed in the current month (in black bold) and a total of the hours still to be
performed in this month (in red bold).

Januar 9,50 ‘ Jeweilige Arbeitszeiten nur in der Form HH:MM (z.B. 09:15 bis 11:45)
2015 -32,30
von bis von bis von bis U/K
Donnerstag 1 FT

Freitag 2| 4:30 9:00) 11:30| 2:20| 13:00| 15:00  2:00
Samstag 3| 3:00 5:00
Sonntag 4 9,50
hdmmtam '—'.,—l

All totals (week/month) are specified in decimal hours like the contractually stipulated working
time (e.g. 9.5h).

Should the totalled hours of a day exceed 8 working hours, the daily total is output in red italics as a
warning.

Sonntag

4 9,50
Montag 5
Dienstag 6| &:50 10:00, 13:50 3:50) 14:00) 19:00) 5:00
Mittwoch 7

Working times of more than 10h/ day are not permitted. A corresponding error message
“F:>10h” is displayed.

SdilaLadl a2 pu pu
Sonntag 4 9,50

Montag 5

Dienstag 6| 5:50 10:000 13:50  3:50) 14:00| 16:00  2:00

Mittwoch 7| 10:50 |F:=10h 9:00 11:50) 2:30| 13:00) 19:000 6:000 21:00| 23:00, 2:00
Donnerstag. 8

In the event of illness or on annual leave days, substitute times may be entered in the “U / K”
column, which are then calculated as working time for that day (5h in this instance).

von bis von bis von bis U/K
Donnerstag 1 FT
Freitag 2| 4:30 9:00 11:30  2:300 13:00 15:00  2:00
Samstag 3| 5:00 5:00
Sonntag 4 9,50
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The current monthly totals are displayed consecutively on the overview page (Stundennachweis
2015). Hours still to be worked are displayed in red, additionally performed hours in green. In the
event of inadmissible overshoots of more than 50% of the agreed working time, a warning is output

after the month.

Stundennachweis 2015

Name:l | Januar
Matrikelnummer: Februar
Marz
Beschaftigt von: April
bis: Mai
Juni
Stunden/Wache: a5 Juli
August
September
Bereich: Oktober
Betreuer: Movember
Dezember

Monats SOLL Monats IST Differenz

41,80 30,92 -10,88
41,80 43,00 1,20
41,80 70,00 28,20 =150%!
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