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A. Explanation. Providing the field with the latest time and attendance instructions for rural
carriers, as outlined in Chapter 5, is a key part of the Transformation Plan strategy of
enhancing our performance-based culture.

B. Revision. The entire Handbook F-21 has been conv erted to a new sof tware platform.
Howev er, no content changes were made with the exception of the time and attendance
procedures for rural carriers in Chapter 5.

C. Online Availability. You may view this handbook in electronic format on the Postal
Service Policy Net Web site:

1. Go to http.//blue.usps.gov.

2. Under “Essential Links” in the left-hand column, click on References.
3. Under PolicyNet, click on HBKs.

The direct URL for the Postal Service PolicyNet Web site is http:/blue.usps.qov/cpim

D. Comments and Questions. Address all questions and comments on the content of this
handbook to:
MANAGER PAYROLL ACCOUNTING
US POSTAL SERVICE

2825 LONE OAK PARKWAY
EAGAN MN 55121-9500

E. Effective Date. This revision is effective August 2009.

Vincent DeVito
Vice President, Controller
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111.4

Purpose

Recording Time and Attendance

The purpose of this handbook is to provide a detailed description of the
procedures that imekeepers and supervisors must follow when recording
time-and attendance-related information on time cards.

Instructions

These instructionsestablish officialtimeand attendance proceduresforall
postal installationsincluding Headquartersand Headquarters-related units
that use manual timekeeping procedures. The proceduresrelated to the use
of the Electronic Time Clock (ETC) system are provided by the help screens
available within the system and the user's guide. Itisnot the intention of
these instructionsto amend or conflict with the provisionsof the collective
bargaining agreementsnegotiated betweenthe Postal Service and officially
recognized employee organizationsorwith policiescontained in the
Enployee and Labor Relations Manual (ELM) or other manuals.

Systems Integrity

The payroll system has been designed with the necessary controlsto ensure
that all employeesare properly paid. Paymentisin compliance with the
requirementsof the FairLabor Standards Act (FLSA). The integrity of the
system dependsupon the degree to which timekeepersand supervisors
comply with these procedures. Therefore, itisextremely important that
supervisors, timekeepers, orother personnel strictly follow these instructions
and procedures.

Related Instructions

This handbook is to be used with related instructions that may appearin the
following:

a. Postal manuals.

Postal handbooks.

Postal Bulletinitems.
Managementinstructions.

® o 0o T

User's guides.
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Time and Attendance

System Overview

Rural Carrier Procedures
The procedures for handling rural carrier time and attendance are unique and
are explained in chapter 5.

Time and Attendance Data Collection

The Postal Service Time and Attendance Data Collection system has five

distinct parts:

a. Headquarters —developspoliciesand proceduresto be followed both
in collecting ime and attendance data and in calculating the pay due
employees.

b.  Eagan Accounting Service Center (ASC)—isresponsible forreceiving
and processing time and attendance data from field offices; processing
the data and calculating the pay due an employee; preparingand
distributing employee paychecks to the proper postal fadlity; and,
where necessary, processing adjustmentsto an employee'spay.

c. Area offices— are responsible foradministering the system throughout
the respective areas.

d. District offices — are responsible forcollecting time cardsfrom post
offices and other installations at the end of each week; inputting time
card data; transmitting time and attendance data to the Eagan ASC;
and answering questions that may alise regarding time and attendance
policiesand procedures.

e. Postoffices and otherpostal facilities — have the day-to-day

responsibility for ensuring that the policies and procedures ouflined in
this handbook are followed; issuing paychecks; and, where necessary,
initiatingadjustmentsto an employee'spay.

Time and Attendance Documents

There are four primary documents that are used to report time and

attendance information:

a. PS Form 1230, Time Card — is used to report an employee'stime fora
particularweekof a pay period. The time card isprovided to the
installationby the Eagan ASC and hasthe employee'sname and other
indicative data preprinted on the form by the computer.

b. PS Form 1230-C, Time Card (Other Service)—is used to reportan
employee's time whenever the employee works in a higher level
position; works in a transferred hour status; isloaned to another
installation; orisin a training status. PS Form 1230-C isalso used as a

replacement time card when the preprintedtime card islost or
damaged or whenever a new employee joins the Postal Service. Each

installation should have a supply of blankPS Form 1230-Cs. The
indicative data on PS Form 1230-C must be entered manually.

C. PS Form 1314, RegularRural Carrier Time Certificate —isused to
reporttime foremployeesserving as rural carriers.

HandbookF-21



Overview

August 2009

112.4

112.5

d.

112.5

PS Form 1314-A, Auxiliary Rural Carrier Time Cetrtificate —isused to

report time for employees serving or providing assistance on an
auxiliary rural route.

Employee Classifications
The Postal Service workforce is composed of the following eight types of
employee classifications:

a.

Full-time regular schedule — are careerannual rate employees
assigned to an established work schedule of 40 ormore hours per
service week. These include full-time bargaining unit employees,
executive salaried employees, and full-ime salaied nonbargaining unit
employees.

Part-time reqular schedule — are career hourly rate employees. These
include part-time regular bargaining unit employeesand part-time
salaried employeeswho are assigned to an established workschedule
of less than 40 hoursper service week

Full-time flexible schedule— are converted part-time flexible
employees. When provided under the craft bargaining unit agreement,
the seniorpart-time flexible employee isconverted to full time after
performing duties for at least 40 hours a week, 5 days a week, over a
period of 6 months. Full-ime flexible employees have flexible reporting
times, flexible nonscheduled days, and flexible reporting locations
within the installation depending upon operational requirements as
established on the preceding Wednesday.

Part-time flexible schedule— career hourly rate bargaining unit
employees available to work flexible hours as assigned by
managementduring the course of a service week

Casuals—hourly rate nonbargaining unit employeesthat have a
noncareerappointment not to exceed two 90-day termsof
employmentin a calendaryearand forno more than21 daysduring
the Christmasperiod. These employeesare used as a supplemental
workforce in accordance with the collective bargaining agreements.

Tenmporary — hourly rate nonbargaining unit employeeswho perform
nonbargaining duties. They have a noncareer appointment for a period
of up to, butnotin excess of, 1 year.

Transitional — hourly rate bargaining unit employeeswith a non-career

appointment notto exceed 359 days. Thiscategory of employeeis
applicable only to jobscovered by the American Postal Workers Union,
AFL-CIO (APWU) or National Association of Letter Carriers, AFL-CIO
(NALC)agreements.

Rural carriers — are covered by unique timekeeping procedures
discussed in chapter5.

Indicative Data Codes

There are five codes that are used by the payroll system to calculate an
employee'spay. Each of the codesispreprinted on the employee's

PS Form 1230 time card oron the payroll excepfion reporting time sheet.
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The codes must also be used whenevera PS Form 1230-C time card is

prepared.

a. Rate Schedule Code (RSC)—represents the salary schedule used to
pay the employee. Exhibit 112.5a is a listing of rate schedule codes
and a description of the employeeswho are covered by each code.

b. Designationcode —isa 2-digit numberindicating the type of position
to which an employee hasbeen assigned so that the propersalary
accounts can be charged. Exhibit 112.5b is a listing of the designation
codes. As shown in Exhibit 112.5b, the designation code can also be
used to determine whether an individual is a full-time, part-ime regular,
part-time flexible, casual, temporary or transitional employee, or rural
carrier.

C. Activity code —is a 1-digit numberthat supplementsthe designation
code within a designation. The activity codespermit the accumulation
and reporting of data for various management uses. Exhibit 112.5b also
lists the activity codes.

d.  Labordistribution code (LDC)—is a 2-digit numberused to identify the
major activity of the employee. This code is used to compile workhour,
labor utilization, and other financial reports for management use. The
4-digit Functional Operations Number (FON) code is used for the same
purposes as the LDC code.

e. FairLaborStandards Act (FLSA) code — classifiesthe assigned
position occupiedby an employee. Thefollowingthree codesare used
to identify an employee's FLSA status:

(1) Code E— FLSA exempt (not covered by FLSA) position.

(2) Code N —FLSA nonexempt (coveredby FLSA)position.

(3) Code S— FLSA special exempt(not covered by FLSA) position.
Unlike regularexempt employees, FLSA Code S employeesmay

be eligible for pay forworkhours in excess of theirnormal
schedule providing certain criteria are met.
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Rate Schedule
Code Salary Schedule Comments
A Mail Transportation Equipment Centers MTEC Craft Employees Grades 1-10
B Auxiliary Rural Carrier, Auxiliary Rural Carrier Relief, [Rural Craft Employees Grade 5
and Rural Carrier Relief
C Mail Equipment Distribution Centers MEDC Employ ees Grades 01-10
E Executive & Administrative Noncraft Management Grades 1-27
Casual Employ ees Grade 7
F Postmasters (A-E) Noncraft EAS Grades 51-55
G Postal Nurses Nurse Craft Employees Level 1
H Inspectors Inspectors (PCES) Positions | &1
K Headquarters Operating Services Division HQ Craft Employees Grades 1-9
L Postmaster Replacement Postmaster Leav e Replacement Employees
M Mailhandler Craft Field Craft Employees Grades 3-6
N Inf ormation Service Center Craft ISC Craft Employees Grades 6-23
P Postal Service Craft, PS (APWU) Field Craft Employees Grades 1-10
Q City LetterCarriers (NALC) Field Craft Employees Grades 1 and 2
R Rural Carriers Rural Craft Employees Grade 5
S Postal Career Executive (PCES) PCES Employ ees Positions | &1
T Tool and Die Shop Craft Field Craft Employees Grades 4-11
U Attorney Pay Attorney s Grade 01
X Inspector General Executive Office of Inspector General
Y Postal Police Officers (PPO) Craft Employees Grade 6
Z Inspector General OIG Levels 61-64, 71-73
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Exhibit 112.5b (p. 1)

Designation and Activity Codes

Time and Attendance

Regular Workforce

Supplemental  Workforce

Ermployee  Category

Management
and
Supenvisory

Full-
time

Part-time
Regular
Schedule

Part-time
Flexible
Schedule

Termporary

Casua Transitional

Relieff

Replacement

CAG A

Field District Manager/
Postmaster

08-0

CAGAthroughL

Postmasters

08-0

38-0

58-9

58-0

Officers-in-Charge

88-0

BMC General Managers

09-0

Managers and
Supervisors

09-0

Prof. Administrative and
Technical

19-0

Medical Officers/Head
Nurses

09-0

39-0

Nurses (bargaining)

11-1

41-1

61-1

Clerks

11-0

31-0

1-0

61-0 81-0

Mail Handlers

12-0

32-0

42-0

62-0

City Delivery Carriers

13-4

33-4

43-4

63-4 83-4

Vehicle Operators

13-5

33-5

43-5

63-5

Special Delivery
Messengers

14-0

34-0

240

64-0

VMF Mechanics and
Analysts

15-1

35-1

45-1

65-1

VMF Garagemen and
Jr. Mechanics

15-2

35-2

45-2

65-2

VMF Administrative

05-3

15-3

35-3

45-3

65-3

Maintenance-
Building Services

06-6

16-6

36-6

66-6

Maintenance-
Building & Plant
Equipment

06-7

16-7

36-7

66-7

Maintenance-Postal
Operating Equipment

06-8

16-8

36-8

66-8

Maintenance-
Administrative

06-9

16-9

36-9

66-9

Regular Rural Carrier

71-0

Temp Relief Carrier3

70-0

Temp Relief Carrier

70-1

Sub RC Serving Vacant
Route

72-0

Substitute Rural Carrier

73-0

RCA Senving Vacant

Route

74-0

AN D~

Does not include supervisor in certain maintenance activities (See DAs 05-3, 06-6, 06-7, 06-8, 06-9).
Field Nonbargaining Nonsupervisory positions.

Tenp Relief Carrier — 359 day appointrrent.
Tenp Relief Carrier — 359 day appointmment — not to exceed 180 days worked in a calendar year.
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Exhibit 112.5b (p. 2)

Designation and Activity Codes

Regular Workforce Supplemental  Workforce
Management Part-time Part-time
and Full- | Regular Flexible Relief/
Enployee Category Supenvisory time | Schedule | Schedule | Temporary Casua | Transitional Replacement
CAGAthroughL

Rural Carrier Relief 75-0

Rural Part-Time Flexible 76-0
Auxiliary Rural Carrier 77-0

Rural Carrier Associate 78-0

RCA Senving Auxiliary 79-0

Route

CAG M-Z BExluding ‘S'-Headquarters, HQS Administrative Support Facilities,

Regional and District Offices

All Employees

[11-9

[11-9 [31-9 [41-9 [51-9 [61-9 _ [819 [

CAG S-Inspection Service Field

Postal Police Officers

17-9

17-9 47-9

Inspectors

08-9

08-9

Non-Inspectors

11-9

11-9 |31-9 41-9 51-9 61-9
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Timekeeping Organization

Overview

Functional Areas

The timekeeping organization in a postal fadility involves four functional

areas:

a. The postmasteror installation head—isultimately responsible forthe
accuracy of the entries on a time card; ensuring that the time and
attendance dataare totaled correctly and properly dispatched at
week's end; distributing paychecks to employees; and, maintaining an
up-to-date list of persons authorized to initial time cards.

b. The supervisor— schedulesemployeesforwork; monitorsand, when
required, acts on the day-to-day recording of time by individual
employees; actson all requestsfor leave; providesappropriate
documentssupporting time card entriesto the timekeeper; andis
responsible forensuring that the timekeeper complieswith the
proceduresin this handbook.

C. The timekeeper— totalsclock rings each day and at the end of the
week; assigns the correct leave and hours codes to each employee's

reported time; and, maintains the necessary forms that support certain
time card entries. The timekeepershouldbe a career postal employee.

d. The adjustment clerk — assi sts in adjusting an employee's pay.

Delegation of Timekeeping Function

In delegating timekeeping functions, postmasters or installation heads
should make an effort to ensure thatindividualsresponsible for processing
personnel documentsordistributing paychecksare notinvolved with
recording time and attendance information.

In smallerinstallationsthat are unable to observe thisdivision of
responsibility, the officialincharge ispersonally responsible for recording
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113.2

113.21

113.22

114

114.1

114.2

Time and Attendance

time and attendance information for all employees and distributing
paychecks.

Privacy Act Considerations

Disclosure

Time and attendance records contain information aboutindividuals. As such,
they can be handled and disclosed only in accordance with the Privacy Act
(See Administrative Support Manual13.)

Privacy System

An individual's time and attendance records are maintained within the Postal

Service asthe Privacy System titled USPS 050.020, Finance Records —
Payroll System.

Division of Timekeeping Responsibility

Supervisor Responsibilities

For purposes of imekeeping, a supervisoris defined as the person
responsible for directing an employee or group of employeesin the
performance of theirduties. The supervisoris responsible for:

a. Controllingemployee accessto time cards and badges.

b. Making certain the employeesclockin and out according to their
assigned schedules.

c.  Approving all daily clockrings, which the timekeeperhastotaled, for
full-ime and part-time regular employees, and which deviate from the
scheduled tourby more than 0.08 hours (5 minutes). (See 143.)

d.  Approving all daily clockringsthat the timekeeperhastotaled for
part-time flexible, casual, temporary, and transitional employees.
Acting on allleaverequests.

Acting on all requestsfortemporary schedule changes.

Completing supporting formsas required by established procedures.

@ ™o

Verifying and dispatching time and attendance data to the district or
Eagan ASC.

Timekeeper Responsibilities

The timekeeper is the person who isresponsible for keeping records of the

time worked and the leave requested by employees. The timekeeper could

be the postmaster, supervisor, or any other person whom the installation

head designates. The timekeeperisresponsible for:

a. Preparing time cardsand/orotherapproved media for use by the
employees.

b. Computing daily and weekly totalsand recording entrieswhere
required.

C. Examiningtime cardsand otherrecordspertaining to hoursworked,
absences, and leave balances, making correct entries on time cards

and otherrecords and verifying that data inputthroughthe
timekeepingsystem is correct.
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114.32

114.32

d. Maintaining filesof formsthat supporttime and attendance enftries.

e. Assisting the supervisor in timekeeping functionsasthe supervisor
may require.

f. Assisting in the preparation of adjustment requests.
g. Answering time and attendance inquiries.

Other Timekeeping-Related Activities

Designation of an Adjustment Clerk
Postmasters and installationheadswill designate an “adjustment clerk’

responsible forassisting employees, timekeepers, and supervisorsin making
adjustmentsto pay orleave.

Time Card Custodian

Postmasters and installationheadswill designate a “time card custodian.”
The time card custodian isresponsible for maintaining filesof time cardsand
supporting formsfor prior pay periods. Thisresponsibility should be given to
an employee not personally engaged inpreparing orapproving time cards,
processing personnel documents, handling payroll listings, ordistributing
paychecks. Atinstallationswith a manager, Finance,an employee of the
accounting unit would be designated as custodian. At post offices where the
postmaster is the only supervisor, a seniorclerk should be designated as
custodian. The custodianforreturned time cardsmust be designated in
writing. The postmasterin CAG K (having revenue unitsof 36 to 189) officesis
designated asthe custodian of returned time cards.
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Time and Attendance

120 Time Cards and Supporting PS Forms

10

The following chart liststime cardsand supporting formsused to record and
documenttimeand attendance, and the exhibitsthat illustrate them.

Time Cards

Exhibit PS Form Title

Exhibit 120a 1230 Time Card Week 1 &2

Exhibit 120b 1230-C Time Card — (Other Service)

Exhibit 120c 1230, 1230-C | Clock Ring Side of Time Card

Supporting PS Forms

Exhibit PS Form Title

Exhibit 120d 1234 Utility Card

Exhibit 120e 3971 Request for or Notification of
Absence

Exhibit 120f 3972 Absence Analysis

Exhibit 120g 1723 Assignment Order

Exhibit 120h 1221 Advanced Sick Leave Authorization

Exhibit 120i 1224 Court Duty Leave — Statement of
Service

Exhibit 120j 3973 Military Leave Control

Exhibit 120k 2240 Pay, Leave, or Other Hours
Adjustment Request

Exhibit 120l 7020 Authorized Absence From
Workroom Floor

Exhibit 120m 3189 Request for Tenporary Schedule
Change for Personal Convenience

Exhibit 120n 1377 Request for Payment of Postmaster
Replacenent and/or RSC F
Postmaster Changes

Exhibit 1200 3981 Standard Roster

Exhibit 120p 1017-A Time Disallowance Report

Exhibit 120q 1017-B Unauthorized Overtime Record
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Exhibit 120a
PS Form 1230, Time Card

The timecard is a record of the employ e€'s service during a week of any given pay period. The indicative data across the
top of thetime card will be preprinted at the Eagan ASC. Detailed procedures f orcompleting thefront of the time card are

in chapter 6, Totaling Timecards.

& 3
o = 5 44— Employea’s Pay Location
EIE R =
5im g m
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3 s
a [ o p—— Employea’s Name
2 :
E bl 2 le——— Exempt/Special Exempt/Non-
E E Exempt Code
% o ¥ [&———— Designation Activity Code
E %— ile FoONCode
L
= =< 7 [*——— Rate Schedule Code
+
|;3; : : Ale——— Grade
:_ B = M———— | jmited Tour Hours
3 i i
% 53 E [ Finance Number
b=l
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i ]
i E —— Social Security Number
1 &= + 3
B
o b
i i i f————— VYaar
i B : 3 l——— Pay Period
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Exhibit 120b

PS Form 1230-C, Time Card (Other Service)

PS Fom 1230-C, Time Card (Other Service), is used whenev er an employee works in a higher lev elstatus. It is also
used for new employ ees who do not have a PS Form 1230, Time Card, and to replace time cards that are lost or
destroy ed. In most cases, the timekeeper will copy the indicative data directly from PS Form 1230. Detailed
procedures for using this time card are found in chapter 4.
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Exhibit 120c
Clock Ring Side of PS Forms 1230 & 1230-C

This isthe clock ring side of PS Forms 1230 and 1230-C time cards. This side is used by employees to record their daily
clock rings and service hours. Timekeepers will total or extend each employ e€'s clock rings each day by using the
v arious columns. The boxes at the top of the time card are used only for totaling the time cards at the end of the week.
Procedures for completing this side of the time card are in chapters 2, 3, 4, and 6.
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Exhibit 120d
PS Form 1234, Utility Card

This form is used whenev er an employ ee is required to make more than four clock rings ina given day. It is also used
whenev er an employ ee works in a transferred, loaned, or training status.

LITILITY CARD
Imwz
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CHECRONE| 7] needs to use a Form 1234,
DERWCT) LD ] ki! o W | DEEEST Lo Pl M P (s
KOTE: For raporting training howes enfr "Tralnig”
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g = —EEE"D’EE&F‘T' s | N[ T | oo The supervisor writes in the day of the
o G —— week that the clock rings are for. If
E 15 . - required fo approve any clock rings,
=k fhe supervisar must also inltkal this
AT LT [ e F\\ tlﬂl?:
= - I - - - L L
- £ i i S
- L =
[CE ST [LEC AT T . N
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i
U mannT TR el
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Exhibit 120e (p. 1)
PS Form 3971, Request for or Notification of Absence
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Exhibit 120e (p. 2)
PS Form 3971, Request for or Notification of Absence

The reverse side of PS Form 3971 is used, where necessary, to document employee requests for sick leave. Detailed
procedures for using this formare in chapters 3 and 5.
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Overview

Exhibit 120f (p.1)
PS Form 3972, Absence Analysis

This fom is used by supervisors to track the leave record of their employees. The front side of PS Form 3972
prov ides information to assist management in completing the form.
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120

Exhibit 120f (p. 2)
PS Form 3972, Absence Analysis

The reverse side of PS Form 3972 contains additional pay periods and allows space for supervisor comments.

Time and Attendance
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Overview 120

Exhibit 120g (p. 1)
PS Form 1723, Assignment Order

This form is used by supervisors to assign employees to higher level details, training sessions, postmaster
replacement, postmaster relief (CAG K offices only) and to loan employ ees to other postal installations. Detailed
procedures for completing this form are in chapter 4. It is the source of information for mostcases when a

PS Form 1230-C, Time Card — (Other Service), is prepared.

Employea’™s narme, SSN, and work

locatan,
Emplayes's off days and FLSA code, DfA code, LDC code, Rate
regular work schedula, Schedule Code, level and pay location of
amployes’s moular position.
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tempararily thve ==signed 9 g : assignment, oy In loaned hour
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120 Time and Attendance

Exhibit 120g (p. 2)
PS Form 1723, Assignment Order

The reverse side of PS Form 1723 prov ides instructions for completing the form.
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Overview

Exhibit 120h

PS Form 1221, Advanced Sick Leave Authorization

120

his form is used whenev er an eligible employee anticipates using, over an extended period of time, more sick leave than
he or she has av ailable. Detailed procedures to be used in completing this form are in chapter 3. An_employ ee cannot
hav e more than 240 hours of approved advanced sick leave at any time. The district office is responsible for sending
PS Form 1221 to the Eagan Accounting Service Center.
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Exhibit 120i
PS Form 1224, Court Duty Leave — Statement of Service

This form is used to document time spent on court duty in a state or local court. The district of fice should be

contacted when employ ees perfomm service in a federal court. Detailed procedures for completing PS Form 1224 are in

chapter 3. _

Time and Attendance
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Overview 120

Exhibit 120j
PS Form 3973, Military Leave Control

This fom is used by eligible employ ees tosupport requests for military leav e. Detailed procedures for PS Form 3973 are
in chapter 3.
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120

Exhibit 120k

Time and Attendance

PS Form 2240, Pay, Leave, or OtherHours Adjustment Request

This form is used, depending on the situation, by the timekeeper or adjustment clerk to correct an employ e€'s pay,
leav e, or deductions. Detailed procedures for completing PS Form 2240 are in chapter 7.
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Overview

Exhibit 120l

PS Form 7020, Authorized Absence From Workroom Floor

This form is used by the supervisor to permit an employ ee to leave a workroom floor area without clocking out.

120

Specifically, it is used to record steward's duty time, meeting time, and administrative leave due to civil disorder.

Detailed procedures for completing PS Form 7020 are in chapters 2 and 3. (PS Form 7020 is also used for

nontimekeeping purposes not discussed in this handbook.)

NAME OF EMPLOYEE OR NO.OF EMPLOYEES

DATE

SOCIAL SECURITY NUMBER

SUPERVISCR'S
INITIALS

TIME

LEAVE UNIT

ARRIVE

LEAVE

Y VV|V

RETURN TO UNIT

|:| STEWARD'S DUTY TIME :[ W

EETING TIME Dn‘rl-l ER TIME

REASON FOR ABSENCE

JEE REFERSE SIDE FOR INSTRUCTIONS

P5 Form

Jan 19TH Tozo

AUTHORIZED ABSEKCE FRON WORKREOOM FLOOR
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Exhibit 120m
PS Form 3189, Requestfor Temporary Schedul

Time and Attendance

e Change forPersonal Convenience

This form is used by eligible employeesto request a temporary change in their regular work schedule. The
appropriate union steward must agreeto the request before it is submitted for supervisor action. Detailed procedures for

completing this form are in chapter 2.

Re

B PoS AL semvice .

For my ocvn persanal comvensnce, |

for Personal Convenience |

quest for Temporary Schedule Change

herelry sishmit this whitten reguest for 8 emparasy change in mmy regular schedule from

(cate] through
Froen Regular Schedule: Change Schedule To E
ET- HT-
ET- JET-
SDice SO0

| understand that should this request be
ut of scheduls premium hours worked

granced, |will nat be enttled to the payrment of
outsice of and insiead of my regular schedule

Employee's Signature

Fraretn

Staward's Signature

grd aorae o the abowe re

Social Security Mo Date Signed (Fay Locabion

Date Sagned

O AFFROOVED
O DISAFFROVED {Give reason)

1
|
|

Processing Date Ps0E Tech Initials

SUperasor's Signaturea

Dete Sianed

el |

< Form '3:|-.'§I§: 'F_ebruarg..- 1988
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Overview 120

Exhibit 120n
PS Form 1377, Request for Payment of Postmaster Replace ment and/or RSC F Postma ster
Changes

This form is used by CAG L postmasters to authorize salary paymernts for their leav e replacements. It is also used by
CAG L postmasters to record overtime. PS Form 1377 should be submitted to the designated data entry site at the
end of each week that it is used. Detailed procedures for completing PS Form 1377 are in chapters 2, 3, and 4.
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120

Exhibit 1200
PS Form 3981, Standard Roster

This form is used to list employees assigned to a particular workgroup or time card rack. Time cards received from
the Eagan ASC should be checked against this list to ensure that atime card has been received for all employees
requiring a time card. A PS Form 1230-C should be prepared for any employee who did not receiv e a time card.

WS, Postal hewvdlan
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Time and Attendance
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Overview 120

Exhibit 120p (p. 1)
PS Form 1017-A, Time Disallowance Record

This form is used by management to record disallowed time. Procedures for completing this formare in 146.

Lindag S Postal Savce gu b iy £ [Eiopntirm
Time Disallowance Record
Dake Cadn e

P P 1) Vool oo 10000 (1187 Exhiion Ll
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Exhibit 120p (p. 2)
PS Form 1017-A, Time Disallowance Record

The reverse side of PS Form 1017-A prov ides the codes needed in column 10 on the front side of the form.

Time and Attendance
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Overview

Exhibit 120q (p. 1)

PS Form 1017-B, Unauthorized Overtime Record
This form is used by management to record unauthorized ov ertime. Procedures for completing this formare in 146.

120

Livdme] St Piminl Sareca
Unauthorized Ovartima Record
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Time and Attendance

Exhibit 120q (p. 2)
PS Form 1017-B, Unauthorized Overtime Record

The reverse side of PS Form 1017-B provides information to assist management in completing the form.
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Time Cards

131 Use of Preprinted Time Cards

131.1  Description
A preprinted PS Form 1230 isgenerated foreachemployee assignedto a
manual timekeeping office. The record isestablishedin the payroll system as
aresult ofa PS Form 50, Notification of Personnel Action. Time cardsare
sent from the service centerto the facilities (except for CAG L offices[less
than 36 revenue units]) so as to arrive during the weekbefore they are to be
used. Atlargerfacilities, the main office isresponsible fordispatchingtime
cards to the properpay location.
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132

132.1

132.2

132.21

132.22

133

133.1

133.1

Importance of Using Preprinted Time Cards

A preprinted time card must be used only for the employee whose name is
printed on the card and only during the week and pay period printed on the
card.

Purpose and Use of Blank Time Cards

Description

PS Form 1230-C, Time Card (Other Service), (Exhibit 120c)is to be used in
situations where a preprinted time card is not available. PS Form 1230-Cisa
blanktime card with a yellow stripe at the top of the front side of the card.

Determining When Blank Time Cards Should Be Used

When to Use PS Form 1230-C
There are foursituationswhen PS Form 1230-C time cardsare to be used:

a. Torecordtime foran employee working in a higherlevel status. (See
chapter4.)

b. Torecord time fora newemployee whose PS Form 50, Notification of
Personnel Action, was not received at the infomation service centerin
time to prepare a preprintedtime card. (See chapter4.)

C. To replace a preprinted time card thatisnot received foran employee
who is on the payroll. (See chapter4.)

d. Toreplace apreprinted PS Form 1230 that hasbeen damaged orlost.
(See chapter4.)

When Not to Use PS Form 1230-C

PS Form 1230-C is not to be used to correct a ime card that has erroneous
information preprinted on it, norisit to be used to correct a time card from a

prior pay period orweek.

Sorting Time Cards by Pay Location

General

Pay location codesare used primarily fordistributingtime cardsand
paychecks at postal facilities. The pay location codeisa 3-digitnumber
established by facilitieshaving more thanone workcenter. Normally,
facilitieswith fewerthan 50 employeesshould not need a pay location
identification code. When frequent pay location changesare expected, a
single code should be assigned and furtherdistribution of time cardsand
paychecks should be handledinternally.

The person designated by the installationhead asbeing responsible for
receiving the preprinted time cardsfrom the Eagan ASC will review the cards
to ensure that all of the cardsfrom each pay location are grouped together. (In
most cases, the Eagan ASC will have presorted the cardsin pay location
numbersequence and in employee Social Security number sequence within
each paylocation.) If timecardsdo not show paylocation, itisthisperson's
responsibility to sort the time cards into work center groups.
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133.2

Exhibit 133.2

Time and Attendance

Afterthisreviewis finished, the time cardsshould be distributed to the

individual responsible for imekeeping duties at each pay location or work
centergroup.

Until the time cards are actually placed in the racks for employee use, they
must be keptin a secure location that limits access to authoiized persons
only.

Adjusting for Incorrect Pay Location Number

Ifan employee hasbeen permanently assigned to a pay location thatis
different from that which ispreprinted on the time card, then the correct pay
location numbershouldbe entered inblock98 on the front of the time card
(PAY LOCATION CHANGE). Thiswill alert the input person at the data entry
site to make the correction. Always show three digits, such as “012" (not “12"),
“140,"221,” etc. (See Exhibit 133.2.)

Example of How to Change an Employee'sPay Location
If the employ ee's pay location preprinted on the top line of the time card has been permanently changed, the

indiv idual responsible for distributing time cards to the pay location at the installation should enter the correct pay
location number in block 98, PAY LOC CHANGE.
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133.3 Arranging Time Cards Within Pay Location

34

Timekeepersat each pay location are responsible forreviewing the time
cards and comparingthem withPS Form 3981, Standard Roster, to ensure
thatthere isa card forevery employee. The cardsshould be organized
according to how they will be racked. Although there isno required method
for organizingthe time cards, itisrecommended that they be arranged
alphabetically by last names. Thismethod will best ensure that employees
can quicky find their cardsin the rack.
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133.4

133.5

133.6
133.61

133.61

Marking Nonscheduled Days for Each Employee

The next step in preparing the time cards for use by the employees is for the

timekeeperto review each employee'swork schedule forthe upcoming

week The timekeeper should indicate on the time card those days that the

employee is not scheduled to work by doing the following (shown in Exhibit

133.4):

a. Entera diagonallineacrossthe area where clockrings would normally
be required.

b. Enterthe code NS in the SCHED blockon the farleft of the clockring
side of the time card even if the employee works on that day.

Exhibit 133.4

Indicating an Employee'sNonscheduled Workday

If an employ ee is not scheduled to work on Saturday and Sunday, the time cardshould
be marked as shown. EnterNS in the SCHED box (indicating a nonscheduled day ) and
draw a diagonal line through the clock ring section.
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ldentifying Time Cards Requiring Special Handling

Some time cards require special imekeeper or supervisor attention. These
include time cardsforemployeeswho are in a “continuation of pay”

status, employeeson “matemity leave,” oremployeeswho require a PS
Form 1230-C Time Card (Other Service). The proceduresforthese time
cards are in chapter 3.

Placing Time Cards and Employee Badges in Racks

Employee Badges
All references to time cardsin this section are also applicable to employee
badges.
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133.62

133.63

133.64

Time and Attendance

Timekeeper Responsibilities
The timekeeper should organize the time cards to make clockingin and out as
efficientaspossible.

Supervisor Responsibilities

It is the supervisor's re sponsibility to control employee access to the time
cards. Supenisors must not permit employees to dock in earlier than 0.08
hours (5 minutes)before theirtourisscheduled to begin, andno laterthan
0.08 hours (5 minutes) afterthe tourisscheduled to end. The supervisors
have the additional responsibility to ensure that those employees required to
clock in and out for meal periods do so within the allotted time. Supenisors
must take all necessary actions to restrict employee access to the time cards
before the scheduledtourbegins.

Overtime or Out-of-Schedule Status

When supervisors have scheduled employeesto work overtime orin an
out-of-schedule status, the controls on clocking in and out should be
adjusted accordingly. Employeesmust be credited forall workperformed
whetherthe work has been authorizedornot.

140 Recording Time

36

141

141.1

141.11

141.12

141.13

Who Must Record Time

Employees Who Are Required to Use a Time Clock
Referencesto time clocks are also applicable to employee badge readers

(EBRs). Referencesto clockringsinclude time entriesthat are recorded
electronically, mechanically (using a time clock), ormanually (written in).

Bargaining Unit and Casual Clock Rings
All bargaining unitand casual employeesare requiredto use time clocks (if

available)to record clockringson theirtime cards. Forrural carrier
timekeeping procedures, see 141.22 andchapter5.

Time Clocks Not Available

If time clocks are not available,employeesrequired to record clockrings
must write in their clockrings each day, in blue or blackink, in the dockring
spaces on the back of the time card. (See Exhibit 141.13.)

Supervisor's Entry of Employee's Clock Rings

In certain situations, such as travel orassignment away from the time card
location, the employee'ssupervisor may write in the daily clockringsforthe
employee. In such cases, the employee must submita completed

PS Form 1234, Utility Card, and the datamust be verifiedto ensure
compatibility withthe previously submitted PS Form 1230 and/or 1230-C.
PS Form 1234 must be filed with the original PS Form 1230 and/or 1230-C.
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141.2 Employees Who Are Required to Record Daily Clock Rings
Employeeswho are required to record daily clockringsbut who, at the
discretion of local management, may record them electronically,
mechanically (using a time clock), ormanually (written in), include:

a. FLSA exempt employeeswhose schedule and positionincludes
eligibility forpremium pay.

b. Nonexempt EAS employees(excluding casuals).

When daily dock ring enties are written in, they should be written in blue or
black ink, in the dock ring spaces on the back of the time card. (See Exhibit

141.13.)

141.21  When Supervisor Records Daily Clock Rings

In certain situations, such as travel or assignment away from the time card
location, the employee's supervisor may record the employee's daily dock

rings.

Exhibit 141
Recording Time

This exhibit shows which employees are required to record daily clock rings and sign their time cards. All employees
must record leave hours on PS Form 3971 and enter the appropriate leave hours on their time card or other approv ed

media (such as timesheets or EBRs).

Daily clock rings Must employ ee sign
required? time card?
FLSA exempt
PCES Employ ees N N
Postal Inspectors N N
Attorney s (RSC U) N N
SMD Mgmt Interns/Trainees (RSC J) N N
EAS Employ ees
Level 24 and above N N
Lev el 23 and below N" < N°
FLSA nonexempt
EAS employ ees Y*© | N°
CAG L Postmaster/Leave Replacements (see 147)
Bargaining Unit Employ ees” y® | N

Rural Carriers

(see chapter 5)

1. If schedule and position include premium eligibility, daily clock rings are required.
When daily clock rings are required, they may be recorded electronically, mechanically (using a time clock), or

manually (written in) at the discretion of local manageent.

3. If the time is written in, the enployee nust sign the tine card.

B

Also includes casual enployees.

5. These enployees are required to use atine clock. If a time clock is not available, clock rings nust be written in.
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38

141.22

141.23

141.3

Time and Attendance

Exhibit 141.13
Example of Clock Rings That Have Been Manually Recorded

This time card shows how time is manually recorded. Note that all time has been
conv erted to hours and hundredths of an hour by using Appendix A1.

[

HED

tan] GREROT CllA= TieE

Rural Carriers

Rural carriers must write in daily entries on PS Form 4240, Rural Carrier Trip
Report, which is the official timekeeping document forrural carriers. The
timekeeper or supervisor then transcribes totals to PS Form 1314, Regular
Rural Carrier Time Cetrtificate,or 1314-A, Auxiliary Rural Carrier Time
Cetrtificate, before either form is dispatched to the DDE/DR site for
processing. The rural carriermust sign PS Form 4240 and initial

PS Form 1314 or 1314-A. (See chapter 5 formore information about ural
carriers.)

Postmasters in CAG L Offices

Postmastersin CAG L offices are not required to record time on a time card.
When they take leave orotherwise use a replacement, they will use

PS Form 1377, Request for Replacement and/or RSC F Postmaster
Changes.

Employees Who Are Not Required to Record Daily Clock
Rings

The following employeesare not required to record daily clockrings:

PCES employees.

Postal inspectors.

Attorneys (RSCU).

Exemptemployeesin Headquartersand Headquartersfield units.
FLSA exemptemployeesin gradesEAS 24 and above.

Other FLSA exempt employeeswhose schedule and position doesnot
include premium pay eligibility. (Certain employeesin thiscategory are
eligible for overtime during the designated Christmasperiod. These

employeesmust record daily clockringsfor those weeks in which
overtime may be eamned.)

-0 o 0T
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141.31 Only Leave Entries Are Required

Onlyleave entriesare required for the above employees. These leave entries
must be entered by the timekeeper, asshown in Exhibit 141.31. Allleave
entriesmust be supported by an approved PS Form 3971, Request foror
Notificationof Absence. Theleave enfriesare necessary to charge the leave
to the properaccountsand to maintain correct leave balances. FLSA exempt
employeescan be identified by the E on their preprinted time cardsin the
box to the right of the NAME box.

Exhibit 141.31

Example of a Completed Time Card forEmployees Who Are Required to Record Leave Only

This is an example of a properly completed time cardfor employ ees who are not required to record daily clock rings. The
leave hours are entered in the appropriate column in hours and hundredths (e.g., 8 hours is entered as 08.00). The
timekeeper must initial all leav e entries.
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142 Attendance Rules and Assignment Control

142.1 Applicable to Employee Badges

All references to time cards in this section are also applicable to employee
badgesused in automated timekeeping systems.

142.2  Reporting for Duty

142.21  Employees Required to Use Time Clocks
Upon arrival, employees required to use time clocks must clockin at their
scheduled reporting time and report to their work location ready to work.
Employeesmust not be permitted to clockin more than 0.08 hours
(5 minutes) before their scheduled reporting ime nor more than 0.08 hours
(5 minutes) aftertheirscheduledreporting time.
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142.22

142.23

142.24

142.25

142.3
142.31

Time and Attendance

Time Card as Assignment Card

After an employee has clocked in and placed the time card backin the rack,
the time card serves as an assignment card indicating that the employee is
assighed to and working at the particularwork center.

Mealtime

At mealtime, employees (except for city carriers) are to clock out at a master
or auxiliary location.If an employee isto return to the same work location
afterthe meal period, theemployee must place the time card in the
designated rack If an employee has been assigned to report to a different
work center after the meal period, the employee must put the time cad in an
out box. The supervisor where the employee docked out is responsible for
sending the time card to the newlocation. Clocking in from a meal period at
a master or auxiliary location follows the same steps as for clocking in at the
beginning of the tour. It isthe supervisor's responsibility to see to it that
employees clockin from meal periods as close to the designated end of the
meal period aspossible.

Employee Time Card Retention
In no case should an employee retain the time card after clocking in or out
unless given specific authorization from the supervisorto do so.

Supervisor Must Identify and Remove Time Cards of Employees
Who Did Not Clock In

As soon as possible, but no sooner than 0.08 hours (5 minutes) after the tour
is scheduled to start, the supervisor will be responsible foridentifying the
time cards of those employees who did not clockin and removing those time
cards from the rack.

Call Ins

Unscheduled Absence Procedures

Each supervisor must designate a person to whom employees are to call in
notice of an unscheduled absence. Thisindividual is responsible for initiating
PS Form 3971 and forforwarding it to the appropriate timekeeper within

30 minutesofthe absentemployee'sscheduled reporting time. The
proceduresfor completing and handling a PS Form 3971 fora call in are
outlinedin Exhibit142.31.
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Exhibit 142.31
PS Form 3971, For Call In
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142.32

PS Form 3971 for Unscheduled Absence

The timekeepermust initiate a PS Form 3971 for employees who do not call in
unscheduled absencesbefore oraftertheirscheduled begin tourtime.
These employeeswill beidentified by the supervisorasstated in 142.25. The
proceduresfor completing and handling a PS Form 3971 fora no call are
outlinedin Exhibit142.32.

When an employee callsin, either for an unscheduled absence or as tardy,
the PS Form 3971 must be completed asfollows:

a.

August 2009

Employee receiving callin — must completeitems 1 through 10, 17,
and 19 and forward the PS Form 3971 to the timekeeper.

Timekeeper— must attach the PS Form 3971 to the employee'stime
card.

Supervisor— must check with the timekeeper.50hours (30 minutes)
after the beginning of the scheduled tour. He or she will review the
PS Form 3971(s) and complete item 20.

Employee — must complete items11 through 14, 17, and 18 when he
or she retumns to work. If the employee is tardy and wishes to request a
schedule change, he or she must complete item 16. If the employee is
tardy and wishes to request leave, he or she will enter the amount of
leave requested initem11.
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e. Supervisor—must complete items20, 21, and item 15, if applicable,

Exhibit 142.32
PS Form 3971, ForNo Call

after proper review and evaluation. If a leave authorization is required,
the PS Form 3971 isused as supporting documentation and must be
forwarded to the timekeeper. Afterthe leave entryismade,

PS Form 3971 must be retained.
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When an employee does not call in an unscheduled absence or istardy, the

PS Form 3971 must be completedasfollows:

a. Timekeeper— must completeitems1 through 6, 10, and 19 and attach
the PS Form 3971 to the employee's time card. (He or she will perform
this step after receiving the PS Form 3971(s) of employees who have
made a call in.)

b.  Supervisor— must check with the timekeeper.50 hours (30 minutes)
after the beginning of the scheduled tour. He or she will review the
PS Form 3971(s) and complete item 20.

c. Employee — must complete items11 through 14, 17, and 18 when the
employee reportsto work. (If the employee istardy and reportsbefore
the timekeeperhascompleted Step a, he orshe must also complete
items 1 through 6, 8, and 10.) If the employee istardy and wishesto
request a schedule change, he orshe must complete item 16.If the
employeeistardy and wishesto request leave, he or she will enterthe
amount of leaverequestedinitem 11.
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d. Supervisor—must complete items21 and 22 after properreview and
evaluation. If a leave authorization isrequired, the PS Form 3971 is
used as supporting documentation and must be forwarded to the
timekeeper. After the leave entry is made, PS Form 3971 must be
retained.

142.33 Absent Without Leave

An employee who does not call in is considered absent without leave or
permission (AWOL)until the factsin the case are received. The pending
AWOL charge should not be entered on the time card at thistime. The time
card entry should be made after the facts have been received, as described
in chapter3.

142.34 Supervisor Responsibilities

The supervisor must check with the appropriatetimekeeper.50 hours

(30 minutes) afterthe scheduledtour starts. At thattime, the supervisor must
review all of the PS Form 3971 call-in noticesand sign the PS Form 3971 in
the SUPERVISORNOTIFIED block The supervisor must thenwrap the

PS Form 3971 around the employee'stime card and eitherplace itin the
rack or retain it.

142.35 Storage of PS Form 3971

PS Form(s) 3971 forunscheduledabsence andtardy situationsmust be kept
in a secure location to prevent theirloss, destruction, orunauthorized use.
They should be maintainedin a pendingfile duringthe employee'sabsence.
When the employee returns to work he or she isrequired to complete the PS
Form 3971 and to give itto hisorhersupervisorfor action. The

supervisor is to give the completed PS Form 3971 to the timekeeper.

142.4 Break in Continuous Daily Service

If an employee should breakcontinuousduty more thanonce duringthe tour,
he or she will have more than four dock rings for the tour. The supervisor must
ensure thatan employeewho hasmore than one breakin continuousduty
records the extra clockringson PS Form 1234. Exhibit142.4 isan

example of a properly completed PS Form 1234, which wasused for an
employee who had more than fourclockringsin a day. An employee who is
using PS Form 1234 atthe end of hisor hertourshould clock out on the PS
Form 1234 and noton hisorherregulartime card.
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Exhibit 142.4
Time Card Entry for EmployeesHaving More Than Four Clock Ringsin a Day

PS Form 1234, Utility Card, is to be used whenev er an employ ee has more than four clock rings in a day .

WEE |

T R N e R i e T Empioyee clocks in on Form 1230
1[}" Tl in the main office at 10:00 and is
I (D A {é& directed to report to the East

Branch,

Employee is given Form 1234
time card by his or her supervisor.

Employee:

L @1. Clocks out on Form 1230
fram main office pay location
at 10:44.

2, Clocks in at 10:54 when
arriving at the assigned East
Branch work cenfer,

— focks out from East Branch
wark center for lunch,

oq
§
T

St = | loss 4 4 | gClocks in at East Branch work
cenler from lunch,

| E—aClocks out at East Branch
work center at end of tour.

| The supervisor at the East Branch

I
L> k=l is responsible for retuming the
e

94 1-aN3S— 1Ok

employee's Form 1234 to the
J home pay lacation,

P PR 128 A
BTERT
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142.5

142.6

142.7

142.7

Moving Employees to Another Work Center

Ifan employeeismoved to anotherworkcenter, hisor her preprinted time
card should remain at the assigned work center. The employee should be
provided PS Form 1234, Utility Card, by the supervisor so thatit can be used
to record clockringsat the temporary work center. The employee isto clock
outon PS Form 1230 or PS Form 1230-C before clocking in on

PS Form 1234. The utility ime card must be used to record all clock rings by
the employee at the temporary workcenter. PS Form 1234 may require
special handling at week'send as described in chapter6.

Clocking Out at the End of the Tour

Employees clocking out at the end of the tour must follow the same steps as
when docking out for mealtime. After the employee has clocked out at the
end of the tour and has re-racked hisor her time card or placed it in an out
box, the time card is withdrawn from the racks or box. It is the supenisor's
responsibility to see to it that employees clock out no later than 0.08 hours
(5 minutes) afterthe scheduled tourend. If the supervisorhasauthorized
overtime, extended the tour, orauthorized out-of-schedule work, an
employee isnot expected to clockout when the scheduledtourends.
Supervisors must ensure that employees are instructed not to remain “on the
clock’ unless specifically authorized to do so by a supervisor. Where
employees continue to work contrary to instructions from a supervisor to
“clock out,” the corrective action is to be of a disciplinary nature. The
employee isto be paid for all work performed even if the workis performed
contrary to a supervisor's specificinstruction. Employeesshould not be
permitted to clockout without the supervisor's specific knowledge.

Attendance Checks

Periodic unannounced attendance checksmust be made at least once every

6 weeks at all units where the time card is used as the assignment card and in

otherunitswhere the numberof employeesinvolvedissuch thata check

would serve a useful purpose. The attendance checkprovidesmanagement
with the assurance that employeeswho are on the clockare accounted for.

Thisprocedure providesforgroup countson an unannouncedbasis. The

timekeeperisresponsible forthe following:

a. Posting to a tally sheetfrom PS Form 3981, Standard Roster, the total
numberof employeesin each pay locationbeing checked.

b.  Sorting andlistingthe time cardsforthe employeesnot on duty forthe
pay location being checked, counting the time cards listed, and
posting the total by pay location to the tally sheet.

C. Subtracting the number posted from the total numberin each pay
location. The resultisthe number of employees, by pay location, that
should be on the clock.

d. Posting to the tally sheet the total numberof employeesshown by pay
location from each supervisor'slist received.

e. Totaling and comparing the number of employeesshown on the list for
each pay location withthe number of employeesscheduled. Ifthese
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143.1
143.11

143.12

143.13
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two numbersare the same, no furtherreconciliationisrequired, and
the lists and tally sheet should be delivered to the supervisorin charge.
f. Resolving any difference inthe number of employeesin a pay location
by:
1 Rechecking each entry on the tally sheet forthose pay locations
with differences and, if necessary, verifying the correctness of
the summarieson the supervisors' lists.

2 Comparing the nameson the supervisors' lists and the
timekeeper'slist with the namesshown on PS Form 3981.

3) Referring any unmatched namesresulting from thiscomparison
to the supervisor in charge.

Tardiness

Time Card Handling

0.10 Hours (6 minutes) After Scheduled Reporting Time

At 0.10 hours (6 minutes) after the scheduled reporting time, the supervisor
must withdraw time cards or badges for those scheduled employees who did
not report for duty.

Up to 0.50 Hours (30 minutes) After Scheduled Reporting Time

Handle the time card of an employee who is tardy and who reports to work

up to 0.50 hours (30 minutes)late asfollows:

a. Theemployee mustreportdirectly to hisorhersupervisorin order to
obtain hisorhertime card.

b. The employee may be required orpermitted to make up the timeby
extending his or her regular work schedule for the tour, providing the
period of tardiness is without pay. Out-of-schedule premium will not be
paid for work extending beyond the regular established work schedule
to make up the amount of tadiness. Altermatively, the tardiness can be
charged to annualleave, ifavailable;to leave without pay;orto
absence without leave (AWOL). In these instancesthe employee must
end hisor hertourof duty when the leave charge and workhoursequal
the total hoursofthe normal tourof duty (unless overtime hasbeen
authorized).

C. The employeemustinitiate PS Form 3971 before the supervisorgives
him orherthe time card.

More Than 0.50 Hours (30 minutes) After Scheduled Reporting
Time

It is not practical to pemit an employee to make up time in excess of 0.50
hours (30 minutes). Therefore, the employee will be charged with appropriate
leave or AWOL to cover the tardiness. The employee must end his or her tour
when the leave charge andworkhours equal the total hoursof hisorher
normal tour of duty (unlessovertime hasbeen authorized).
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143.14

143.2

143.21

143.22

143.23

144

144.1

144 1

Tour Extension Because of Tardiness

If the employee's touris extended solely because of tardiness, the employee
is not entiled to out-of-schedule premium or Sunday premium, which would
otherwise be paid because of the tourextension.

Restrictions

Regular Schedule Employees

Only fulltime and part-time regular schedule employees are permitted to
make up a peliod of tardiness by extending their tour. The supervisor may
exercise hisor herown best judgment asto whetherthe request for an

extension should be granted. Part-time flexible, casual, andtemporary
employeesdo not have established workschedules. Therefore, record actual
total hoursand hundredthsworked.

Unexcused Tardiness
If the tardiness i s not excused, appropriate disciplinary action, in addition to
leave charge, may be taken.

Act of God
If the employee islate due to an Act of God, follow the procedures outlined in
chapter3.

Making Daily Time Card Entries

Hours and Hundredths of an Hour

All daily clockring totalsmust be recorded in hoursand hundredthsof an hour
as shown in Exhibit 144.1. In officeswhere time clocksare not available or
where the time docks record in minutes, timekeepers must convert time from
minutesto hoursand hundredthsof an hour. See the Time Conversion Table
in Appendix A1.
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Exhibit 144.1
Total Daily Clock Hours
In this example, the full-time employee had a total clock time of 8.08 hours, but,

because of the 5-minute leeway rule, the time is adjusted by the timekeeper to 8.00
hours.

k
> H [r.'lf |
| = e 2
! - Iy 1= ks
5 A = B
¥ e | ot ==y S | L (S -
O Y Y Ot O . i 1
28 sl P&l LEAVE OTHER ok |B =k X
; PrEML | W o ; el e LA
et B Y é. I;.I. L“ HOLFE I'-_Jl_::é SBTE
INTLALS
[EE]
qvu-'.r -------------
ud L THITLELS
Lr e T |
kel O F | =
-~ L BITIALS £
240 16"
{p 17 46
& TR
| 756
1 R TeE

Calculating Daily Totals

Timekeepers are responsible for adding up or extending the daily dockrings
foreach employeeforeach tour. The clockringson PS Forms 1230 or
1230-C should be combinedwith any ringson a corresponding PS Form
1234, and the total shouldbe properly entered on the appropriate PS Fom
1230 0r1230-C. (See Exhibit 144.1.)

Adjusting for Missing Clock Rings

Special Attention Required

Missing clockrings are a serious matter and require special attention. Ifa
timekeeper discovers that a clockring is missing from an employee's time
card, the timekeepershould call it to the attention of the appropriate
supervisor. The supenisor is permitted to manually enter the missing clock
ring according to the supervisor's best estimate of the time that the dock
rings would have been recorded.
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Exhibit 144.32

Examples of How to Record Missing Clock Rings

144.32

Missing Clock Ring

Ifthe clockring is missing because of a mechanical breakdown orthe

employee mistakenly using anotheremployee'stime card, then the
supervisor must approve the written-in clock ring by initialing it. However, if
the dock ring is missing for any other reason, then the supervisor must also
obfain the initials of the next higher level of supenvision. In no instance will an
installation head be required to obtain a higher level supervisor's initials on
clock rings. Exhibit 144.32 demonstrates how a missing clock ring should be

recorded.

144 .4

In this example, the employ ee clocks in at 0400 to begin his tour. He clocked out at 0802 for a meal period. He
neglected to clock in from the meal period, but did clock out as required at the end of the tour. J. L. McLure, the

employ ee's supervisor, writes in the missing clock ring and his initials indicating his approv al of the missing ring. J. M.
Freuer, McLure's supervisor, is also required to approv e the missing clock ring.
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144.4

Adjusting for Incorrect Entries

If a time clockentry or manual entry appearsto the timekeeperto be
incorrect, the timekeepershould callthe incorrect entry to the supervisor's
attention. The supervisormay consult with the employeeregarding the
correctness of the entry, or the supervisor can determine that the entryisin
factincorrect and that it should be changed. In thiscase, the supervisor
should draw a single line through the incorrect entry, make the corrected

entry, and initialit. Exhibit 144 .4 showshow thiscorrection should be

performed.
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Exhibit 144.4
Examples of How to Adjust Incorrect Clock Rings

In the example, the employ ee mistakenly recorded two rings when he clocked in from a meal period. It is an obvious
mistake. The supervisor corrects the error by drawing a single line in red ink through the incorrect ring and initialing the
card. The initials for correcting a clock ring should be outside of the INITIALS box.
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145 Adjusting Clock Rings for the 5-Minute Leeway
Rule

145.1  General

145.11  Tw o Definitions
It isimportant that every timekeeper and supervisor understand that the tem
“5-minute leeway rule” refersto two distinct but related definitions. The
5-minute leeway ordeviation ruleforclocking purposesis fully explained in
145.12 and 145.13. The 5-minuterounding rule fortimekeepersto adjust
hours worked to the scheduled tourhoursis fully explained in 145.14.The
distinction between these two definitions must be understood whenever the
reference to leeway orrounding ismade, althoughthe generalterm
“5-minute leeway rule”isused when referring to the overall subject.

145.12  Definition of “5-Minute Leew ay Rule”
Although each employeeisrequired to clockin and clockout on time,
congestion attime clocks or otherconditionscan sometimescause clock
time to vary slightly from the established workschedule. Therefore, a
deviationmay be allowed from the scheduledtimeforeach clockring up to
0.08 hours (5 minutes). However, the sum of the deviations for the scheduled
tourmust notexceed 0.08 hours(5 minutes). This“5-minute leeway rule”
applies only to full-ime and part-time regular schedule employees. Part-time
flexible, casual, and temporary employees are allowed the 5-minute privilege
for clocking purposesbut are paid on the basisof theiractual clockrings.

145.13 Leeway Rule Applies Only to Scheduled Tour of Duty

The “5-minute leeway rule” for imekeeping purposes applies only to the
scheduled tourof duty. If an employee works in an “overtime” status by
exceeding the scheduled tour hours by more than 0.08 hours (5 minutes) that
are contiguouswith the scheduled tour, the 5-minute leeway rule doesnot
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145.14

145.15

145.15

apply to any clockrings for the entire tour. Employeesin thissituationare
paid fortheiractual clocktime (unlessthe time isdisallowed asdescribed in
146). The “5-minute rounding rule” asexplained in 145.14 doesnotapplyin
this situation. However, the 5-minute leeway rule doesapply to temporary
schedulesincludingany out of schedule premium hoursoutside of and
instead of the employee'sregularschedule.

Definition of 5-Minute Rounding Rule

Afterextending clockrings, if (in the case of a full-time regular schedule
employee)the clockring totalsforthe tourare equal to orbetween 7.92 and
8.08 hour, the timekeeper should adjust the time to 8.00 hours. Thisis known
asthe “6-minute roundingrule.” Only workhoursin excess of 0.08 hours

(5 minutes) of the scheduled tour hours are considered overtime if the
eligibility requirementsof 231 are met. If a part-time regular schedule
employee'sclocktime isbetween 0.08 of an hourlessthan orgreaterthan
his or herestablished schedule, then the timekeeper should adjust the time
to the employee'sscheduled tour. Supervisorsare not required to approve
these adjustments. The “5-minute rounding rule”’ isnot appliedto situations
with a combination of workand leave; with overtime immediately prioror
subsequent to a scheduled tour orwith overtime resulting from workduring
an authorized meal period; with overtime during a touron a nonscheduled
day; or with any time for part-time flexible and casual employees. The
5-minute roundingrule will still apply to the regularscheduled tourifan
employee hasended hisorher regulartourwith a clockring total within the
total deviationallowed by the 5-minute roundingrule and then iscalled back
laterthat same day to work overtime hours, with the callbackbeing
considered a separate unscheduled tour of duty.

Night Differential and Sunday Premium Hours

The “5-minute leeway rule” for night differential and Sunday premium hours

requiresspecial attention:

a. In the case of night differential, the eligible employee ispaid night
differential for the exact amount of ime worked between 6:00 p.m. and
6:00 a.m. However, in no case can the total night differential hours
exceed the total hours for the tour. If the only reason that part of an
employee'sclocktime fallsbetween 6:00 p.m.and 6:00 a.m. is
because the employee clocked in .08 hours or less before 6:00 a.m. or
clocked out .08 hours or less after 6:00 p.m., then the employee is not
eligible to be paid night differential.

b.  Eligibleemployeesreceive Sunday premium forall hoursworked
during a scheduled tour in which any part falls on Sunday. The amount
of Sunday premium cannot exceed the hoursworked. If the only
reason that part of an employee's clock time falls on Sunday is
because the employee clocked in .08 hoursorless before the
scheduled tour started or .08 hours or less after the scheduled tour
ended, then the employee isnot eligible forany Sunday premium.
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Special Situations

Clock Hours Greater or Less Than 8
If a full-time regularemployee'sclockhoursare less than 7.92 or greaterthan

8.08, then the timekeeper should separate that ime card from the others and
refer it to the supervisor for action.

Combination of Work and Paid Leave

On some occasions, an employee may have a combination of work and paid
leave. In such cases, the 5-minute rounding ruledoesnot apply and the
employee is credited with the actual hours worked. The balance of the
employee'sscheduled tourischarged to sufficientleaveto give the
employee creditforthe total scheduled tour. Forexample, if an employee
hasrequested and receivedapproval for4 hoursof annualleave, but then
works an actual 3.96 hours, the timekeeperwillrecord 4.04 hoursof annual
leave to credit the employeewith 8 paid hoursforthe day. Likewise, if the
employee works an actual 4.04 hours, the timekeeperwill record 3.96 hours
of annual leave. Thiswould apply if theleave occursat the beginning, atthe
end, orduring the scheduled tour. Where annual leaveisapproved fora
part-time employee, he or she shall be granted such leave in accordance
with his or her request, but in no case shall the combination of work hours
and annual leave exceed 8 hoursin a service day or 40 hoursin a service
week.

Part-time Regular Employee’s Clock Hours

If a part-ime regular employee's clock hours vary by more than 0.08 hours
from his or herestablished daily schedule, thenthe timekeepershould

separate that time card from the others and referit to the supervisor for
action.

Use of PS Form 1230 With 1230-C
If a PS Form 1230, Time Card, and a PS Form 1230-C, Time Card (Other
Service), are both used during a tourto record clockrings, then the

“5-minuteleeway rule” isapplied to the time card having the higheramount of
clock time.

Approving Entries

General

There are three conditions that require the supervisor's approval of an

employee'sdaily clockrings:

a. Whenthe clocktime iseitherlessthan 7.92 hoursorgreaterthan 8.08
hours for a full-time regularemployee, orwhen a part-time regular
employee deviatesfrom the scheduledtourby .08 hours (5 minutes).

b.  When afull-stimeorpart-timeregularemployee'sbegintourorend tour
time deviates from the scheduled beginning or ending time by more
than .08 hours (5 minutes), regardless of the number of paid hours
during the tour.

C. When the employee isa part-time flexible, casual, ortemporary
employee regardlessof the numberof paid hoursduring the tour.
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146.2 Clock Time Requiring Approval

146.21 Approving Clock Rings
The supervisor is required to approve the clockringson a daily basisby
initialing the INITIALSbox on the clockring side of the time card. All time
recorded by clockringsis considered work time unlessspecifically
disallowed by the supervisor. The supervisor may not delegate thisfunction
to a timekeeper. Exhibit 146.21 shows a properly approved time card.

Exhibit 146.21

Supervisor Approval of Clock Rings

In this example, the supervisor was required to approve the clock rings because the employ ee had more than 8.08
hours of clock time during the tour. The supervisor's approv al was indicated by initialing in the INITIALS box after the
timekeeper had totaled the clock time.
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146.22 Disallowing Time
In those cases where an employee's clockrings exceed 8.08 hours and the
employee wasnot engaged inworkor work-related activitieswhile in the
time-over-8 status, supervisors must disallow the time on the clock that was
not worked.

146.23 Examples of Proper Disallow ance of Time

Examples of time that may be properly disallowed indude, but are not limited

to:

a. Washup time — Time spent by an employee changing clothesand/or
washing up after his or her tour ends that exceeds the time allotted for
such purposes in applicable collective bargaining agreements.

b. Waiting time — Time spent by an employee while waiting to start work
at the beginning of a tour when the employee was not instructed or
otherwise required to wait.
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Exhibit 146.25

146.24

146.25
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C. Personal time — Time spent by an employee, before hisorhertour
beginsorafter hisor her tourends, attending to personal matters.

d. Mealtime — Time spentby an employee “on the clock’during a
designated meal period, provided, of course, that the employee was
completely relieved of all duties and responsibiliies and performed no
work during thisperiod.

Unauthorized Work Time

An employeewho continuesto work contrary to a direct order from hisor her
supervisor must be paid forall time worked but may be subject to

disciplinary action. In such cases, the supervisor must insert a written entry on
PS Form 1017-B, Unauthorized Overtime Record.

Time Card Entry

When clock time isdisallowed, the employee'ssupervisormust enterin the
DISALLOWED (REASON) column of the time card the amount of time to be
disallowed and an appropriate reason code asshown in Exhibit 146.25. (See
146.251b forreason codes.) In such cases, the supervisor must prepare a
written entry to document the basisforhis or herknowledge that the
employee wasnot working during the time disallowed. The supervisor
disallowingtime must follow these steps:

Supervisor Disallowance of Clock Time

In this example, the clock rings show that the employ ee had 8.46 hours of clock time for the day, but they also show
that the employee did not record the designated 0.50-hour (30-minute) meal period. The supervisor was aware that
the employ ee performed no work or work-related activ ties during this mealtime, so the supervisor disallowed 0.46
hours of clock time. The disallowed time is recorded in the DISALLOWED (REASON) column. The code “‘C” is used to
identify the reason for the disallowal. Only the employee's supervisor is permitted to enter time in this column.
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146.251

PS Form 1017-A, Time Disallowance Record

a. PS Form 1017-A (Exhibit 120p) servesas a permanentand cumulative
record of disallowed time. Supervisorsmust establish a
PS Form 1017-A forevery nonexempt employee with disallowed time
by completing the name and Social Security numberblocks. The forms
should be placed ina notebookbinder by pay location orworksection;
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146.252

(i.e., Carrier Section, Distribution Clerks, Window Units, etc.), and
secured from unauthorizedaccessin locked file cabinetsor desk
drawers. Postmasters are responsible forthe control of disallowed
time/unauthorized overtime. Only time on the clock, which hasbeen
documented astime not worked by the employee'ssupervisor, may be
disallowed.

Documentincidence of time disallowanceon PS Form 1017-A as
follows:

Block 1: Date of the incident.

Block 2: Year.

Block 3: Pay period.

Block 4: Week.

Block 5: Day.

Block 6: Total clock time in hours and hundredths.

Block 7: Total time disallowed in hours and hundredths.

Block 8: Initials of supervisor annotating the disallowance.

Block 9: The date the employ ee was notified of the disallowance.

Block 10: The applicable disallowance code (codes appear on the
reverse of PS Form 1017-A).

Block 11 Enter remarks documenting reason for disallowance.

Repeated occurrencesshould be corrected by discussion or
appropriate disciplinary action, asnecessary.

146.252 PS Form 1017-B, Unauthorized Overtime Record

a.

PS Form 1017-B (Exhibit 120g) servesas a permanentcumulative
record of unauthorizedovertime. Supervisorsmust establish a

PS Form 1017-B whenevera nonexempt employeereceives
unauthorized overtime. The PS Form 1017-B will be maintained
togetherwith the employee'sPS Form 1017-A. Postmasters are
responsible for controlling the use of unauthorized overtime. Repeated
occurrences should be corrected by discussion or appropriate
disciplinary action, asnecessary.

Documentincidence of unauthorized overtime asfollows:

Block 1: Date of the incident.

Block 2: Y ear.

Block 3: Pay period.

Block 4: Week.

Block 5: Day.

Block 6: Total overtime in hours and hundredths.

Block 7: Amount of ov ertime that was unauthorized in hours and
hundredths.

Block 8: Initials of supervisor annotating the form.

Block 9: The date the employ ee was notified of the unauthorized
overtime.

Block 10: Enter remarks documenting the circumstances of the

unauthorized ov ertime.
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Retention

Retain PS Forms 1017-A and 1017-B for a period of 3 years from the end of
the calendaryearin whichthe last entry on the form ismade.

Creditable Work Time

Supenvisors must credit employees with all ime designated as work time
under the Fair Labor Standards Act (FLSA). Examples of time that must be
credited aswork time include but are not limited to:

a. Time spentbyemployeesin performing dutiesthat are an integral part
of, or closely related to, the employee's principal workactivity.
Examplesofthistime include pulling mail from a distribution case,
collectingtools (cutting knives, string, rubberbands, etc.), and
adjusting rest bars.

b. Time spentcontinuing to workaftera tourendsin orderto correct an
error, to prepare records, or to finish up a task
C. Time spentworking during meal periods.

d. Time spentdistributing workto workstations.

Fitness for Duty Examinations

On the service day on which an employee becomesill, isinjured, orrequires
afitness forduty examination andisdirected by managementto an on-or
off-site medical unit, all time that would have been worked, including time
that the employeewould have been directed to work that day beyond the
regularly scheduled tour, but which the employee spent waiting forand
receiving medical attention, iscredited aswork time.

Rate Schedule Code F Postmasters

Rate Schedule Code F

Postmastersin Rate Schedule Code (RSC)F are scheduled and
compensated for6 daysperweek The scheduledworkhours perday are in
accordance with the level of the position. Level 51 isscheduled for 2 hours
perday,level 52 for 3 hours, level 53 for4 hours, level 54 for 5 hours, and level
55 for6 hours.

Postmastersin Rate Schedule Code F will notbe required to record time
when they work theirscheduled daysand hours. Thisfunction willbe
performed automatically by the Eagan ASC.

Leave Entries

In cases where the Rate Schedule Code F postmaster wishes to take leave
or to otherwise use a Rate Schedule Code F leavereplacement, the
postmaster should follow the procedures specified in chapters 3 and 4 and
must use PS Form 1377, Request for Payment of Postmaster Replacement
and/orRSC F Postmaster Changes.

Free Saturday

Postmasters in Rate Schedule CodeF are not charged leave foreitherthe
Saturday that precedesorthe Saturday that followsa period of annual or
sick leave. To be eligiblefor a “Free Saturday,” the postmastermust bein a
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147.4

147.5

147.6

147.7

148

148

paid leave status Monday through Friday. The hours for the “Free Saturday”
are entered on PS Form 1377 ascode 86, OtherLV.

Holiday

Postmasters in Rate Schedule CodeF receive holiday leave pay based on
the standard daily hours. If additional hoursare authorized forthe holiday, a
PS Form 1377 must be completedto initiate payment forthe additional time.

Overtime

If the Rate Schedule Code F postmaster works additional hours for which
paymentisdue underthe FLSA, the applicable daily blocksmust be
completed showing the total hoursand minutesworked that day on

PS Form 1377. See the proceduresspecified inthe overtime section of
chapter2. Thisform is to be forwarded to the manager of post office
operationsordistrict managerforaction each week If the additional hours
are approved, the manager of post office operationsordistrict manageristo
send the form to the Distributed Data Entry (DDE) site or Eagan ASC, as
designated.

Rate Schedule Code F postmastersare classified as FLSA nonexempt. The
manager of post office operationsordistrict manager should referto the
Employee and LaborRelations Manual (ELM)for guidance on disallowing
time not worked for these employees.

Training Time

If a Rate Schedule Code F postmaster partidpates in training or a meeting
away from the post office, a PS Form 1377 must be completed following the
procedures specifiedin chapters 3 and 4. An example of a PS Form 1377 fora
postmaster who attended a meeting at the district and used a leave
replacement can be found in chapter4.

HigherLevel Pay

If a Rate Schedule Code F postmaster performshigherlevel service, a

PS Form 1230-C should be attached to PS Form 1377 and submitted to the
DDE site for input.

Recording Time for Postmaster and Postmaster
Leave Replacements
Employee classificationswill use the followingmethodsto record time:

a. RSC F Postmasteror Officer-in-Charge (D/A 38-0). Entrieson
PS Form 1377 must crossfoot to a 40-hour workweek regardiess of the
actual service day, which rangesfrom 2 hoursforalevel A (51)to 6
hours for alevel E (565). DDE personnel will make an entryin block 76,
NON-SCHEDULED CROSSFOOT HOURS, to effecta 40-hour
crossfoot. Leave entriesforannual and sickleave must not exceed the
daily hoursallottedto the office.Ifan RSCF postmasterisin a paid
leave statusfor the workweek (Monday through Friday), he orshe is
entitled to one “Free Saturday,” which can be eitherthe Saturday
before or the Saturday after the week of paid leave. The “Free
Saturday”isrecorded as OtherLV (code 86). See Exhibit 148a.
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b. RSC L Leave Replacement (D/A 58-0). A leave replacement works only
when the postmaster or temporary postmaster is on leave or absent
from the office. When a leavereplacement replacesan RSCF
postmaster, workhours are submitted on PS Form 1377. The hours
worked must correspond to the leave enties made for the RSC F
postmaster on PS Form 1377. DDE personnel will make an entry in
block76, NON-SCHEDULED CROSSFOOT HOURS, to effecta
40-hour crossfoot. See Exhibit 148a.

C. RSC E (D/A 08-0) or Temporary Postmaster (D/A 58-9) in CAG L
Offices. Employeesin this category are required to complete time
cards each week A temporary postmaster is paid for actual hours
worked. Any absence on a scheduled workday is charged to leave
without pay (hours code 59 or 60). An entry is made in block 76,
NON-SCHEDULED CROSSFOOT HOURS, when totaling the time
card, to effecta 40-hour crossfoot. See Exhibit 148b.

58 HandbookF-21



Overview

Exhibit 148a

148

Sample PS Form 1377 — Recording Time for Schedule Code F Postmaster and Leave Replacement

The employee is a CAG L postmaster at a level A (51) office. Actual hours worked are 2 hours per day for 6 days.
Since the postmaster took leave Monday through Friday, Saturday is entered as code 86, Other LV. The bottom

portion of the form is used to record the hours worked by the postmaster replacement.
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148

Exhibit 148b
Rate Schedule L, Leave Replacement Sample Time Card

Time and Attendance

This is the leav e replacement for Postmaster W.M. Allerton, who was on leav e Saturday , Monday, and Tuesday .
Actual hours worked are recorded, and an entry is made in the box for code 76, NON-SCHEDULED CROSSFOOT
HOURS to complete a 40-hour crossfoot.
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TIME CARD

PE FORM 120

This is theclock ring side of the leave replacement's time card. Actual hours worked are recorded daily, totaled for the
week, and carried forward as shown abov e.
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149

149 Postal Service Service Week and Service Day
For administrative, pay, and leave pumposes, the service week and service
day are asfollows:

Service Week — The service weekis a calendarweekbeginning at

12:01 am. on Saturday and ending 12:00 midnight the following
Friday.

a.

Service Day:

(1)
2)

The service dayisa calendarday, 12:01 a.m. to 12:00 midnight.
For a full-time employee whose regular schedule beginsat 8:00
p.m. or later, the service day is the next calendar day. All work
hours (including preshift workhours), as well asleave hours,
must be recorded on that calendar day. If the employee's regular
schedule begins before 8:00 p.m., the service day is the calendar
day on which the schedule began and all work and leave hours
must be recorded on that calendarday.

For all part-time employeeswho begin workorleave at 8:00 p.m.
orlater, the service dayisthe next calendar day and all hours must
be recorded on that calendarday. If such employeesbegin work
or leave before 8:00 p.m., the service dayisthe calendarday on
which they began work orleave and all hoursmust be recorded
on that calendarday.

For casual and temporary employeeswho begin workat 8:00
p.m. orlater, the service dayisthe next calendarday and all
hours must be recorded on that calendarday. If such employees
begin work before 8:00 p.m., the service day isthe calendarday
on which they began work and all hours must be recorded on that
calendarday.
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2 Work and Other Paid Hours

210 Overview

211 Purpose

This chapter describesin detail the procedures that must be used to record
varioustypes of work and other paid hourson the clockring side of an
employee's timecard. The procedures in this chapter deal only with the
timecard entries that must be made each day. The chapter does not deal
with totaling thetimecardsat the end of eachweek (See chapter6.)

212  Procedures

212.1  There are seventeen types of work or paid hours which can be recorded on
an employee's timecard. There is a separate procedure in this chapter for
each ofthese “hourtypes.” The “Overtime” procedure also includesthe

“Guaranteed Overtime” procedure. Each procedure is divided into five
sections:

a. A definition of the “hourtype”in question. The definition providesa

detailed explanation of the conditions which must be met before an
eligible employee may have time “charged’ to the hour category.

b.  Aneligibility chart which indicatesby rate schedule code the
employeeswho are eligible to have time “charged” to the hour category.
Itis important to pay special attention to the footnotesat the bottom of
the eligibility chartin orderto obtain a complete
understanding of exactly who iseligible. (An employee'srate schedule
code can be obtained by referring eitherto PS Form 1230-A or 1230-B
timecard orby referring to the appropriate PS Form 50.)

C. A descriptionofthe authorization and supporting forms which must be
used to support an employee's work and leave entiies on the timecard.
If the employee is not present to sign the supporting form on the day
timecards are submitted to the postal data center, the supervisor must
make the dedision on the entry involved. Timecards will be completed
based on the supervisor's action and forwarded to the DDE/DR site or
PDC as designated without delay. The employee will completeand
sign the supporting documentimmediately upon returning to duty.

d. A descriptionofthe timecard handling procedures whichare required.
In most cases, timekeepers will total the daily entries on a timecard and

return itto the rack. Butoccasionallyitisnecessary to handle a
timecard differently. Thispart of the proceduresexplainswhat to do.
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212.2

213
213.1

213.2

Time and Attendance

e. A descriptionoftimecard recording procedures. Thispart explains

exactly how time in each of the 17-hour categoriesisto be recorded
each day on the timecard. Failure to follow this procedure exactly as
described may cause the employee to be paidincorrectly.

Each of the five sections described abowe is to be followed regardiess of
whetherPS Form 1230-A, 1230-B, or1230-Ctimecard isbeing used. The

procedures apply to employees who are working at their regular position; to
employees working at a higher level; to employeesin a transferred orloaned
status; orto employeesin atraining status.

Hour Types

The “hours types’ are listed below along with the procedure number where
they are discussed.

Hours Ty pe Procedure
Straight Time 221
Guaranteed Time 222
PDC Teletime/Guarantee Teletime/ 223
Guarantee Tele Ov ertime

Beeper Time 224
Training Time 225
Overtime 231
Out-of -Schedule Premium 232
Holiday Scheduling Premium 233
Nonbargaining Rescheduling Premium 234
Penalty Ov ertime 235
Night Differential 241
Sunday Premium 242
Holiday Worked Pay 243
Christmas Worked Pay 244
Meeting Time 251
Steward's Duty Time 252
Travel Time 261

Exhibit213.2hasbeen prepared to help supervisors and timekeepersto
correctly record the time due an employee if the employeeiseligible for more
than one premium pay. Example: Suppose a timekeeperisunclearasto
whetheran employee inan “out-of-schedule” pay statusis at the same time
eligible for “Sunday premium.” The imekeeper would go across the top of the
table and locate the co/lumn labeled OUT OF SCHEDULE. The
timekeeperwould follow thiscolumn down to the row marked SUNDAY
PREMIUM and would see that the answerto hisquestionis “no.” The
timekeeperwould then make appropriate timecard entries.
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bit 213.2

ision Table For SituationsWhen Employee May be Eligiblefor More Than One Type of Premium Pay for the Same Hour of Work

NONBAR

G.
employee is eligible to 1 OUT-OF HOLIDAY | XMAS HOLIDAY |RESCHED
ive/ NIGHT |SUNDAY |OVER- SCHEDULE |GUAR. |[WORKED [WORKED |SCHED. CONT.
5o eligible to receive: DIFF'NT |PREM TIME OVERTIME |TIME PAY PAY PREMIUM [PREMIUM |OF PAY TRNG. TRVL
HT DIFFERENTIAL N/A YES YES YES YES YES YES YES YES YES YES YES
IDAY PREMIUM YES N/A NO NO YES YES YES NO NO YES YES YES
RTIME' YES NO N/A NO YES NO NO NO NO NO YES YES
ALTY OVERTIME YES NO NO NO YES NO NO NO NO NO YES YES
-OF-SCHED. OVERTIME | YES NO NO N/A YES NO NO NO NO NO NO NO
\RANTEED TIME YES YES YES YES N/A YES YES YES NO NO NO NO
IDAY WORKED PAY YES YES NO NO YES N/A NO YES YES NO YES YES
AISTMAS WORKED PAY | YES YES NO NO YES NO N/A NO NO NO YES YES
IDAY SCHED. PREMIUM | YES NO NO NO YES YES NO N/A NO NO NO NO
\BARGAINING YES NO NO NO NO YES NO NO N/A NO NO NO
CHEDULING PREMIUM
\T. OF PAY YES YES NO NO NO NO NO NO NO N/A NO NO
INING YES YES YES NO NO YES YES NO NO NO N/A YES
WVEL YES YES YES NO NO YES YES NO NO NO YES N/A

To be paid at applicable postal or FLSA overtine rate.
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Time and Attendance

220 Basic Paid Hours

66

221

221.1

221.2

221.3

221.4

221.5

Straight Time

Definition

Straight time work hours are all hours worked by an employee at his basic
rate of pay during his scheduled workweek. All full-ime employees and part
time regularemployees working on their regular schedule will receive straight
time hours pay for all work hours not exceeding 8 in a dayor 40in a week. All
hours not exceeding 40 in a workweek are straight time hours for casual and
temporary employees. Forexample, a full-time regularemployeeis
scheduled from 0800 until 1650 on Saturday through Wednesday. All hours
worked by thisemployee duringthisschedule will be straight time work
hours. (The hours worked on Sunday will be considered straight ime work
hours, even though Sunday premium will be paid inaddition to the
employee'sbasic hours.) A part-time regular scheduleemployee is
scheduled from 1700 until 2300 on Sunday through Friday (33 hours);
therefore, all hours worked by this employee during this schedule will be
considered straight timeworkhours. (These hours are considered straight
time work hours even though a night differential and a Sunday premium will
be paid in additionto the employee'sbasic hours.)

Eligibility
All Postal Service employees are to have their time recorded as “straight
time”work hours on the timecard exceptforthose listed in 141.3.

Authorization and Supporting PS Forms
There are no special authorization procedures required for “straight time”
work hours otherthan those described in chapter1andin 210.

Timecard Handling
There are no special imecard handling procedures required for “straight
time” work hours.

Timecard Recording

The timekeeper will compute the straight time work hours from the daily
clockrings (or written entries) and enterthe amount of clocktime in the
space provided. The timekeeper will then check the employee's scheduled
touragainst the timecard entries. Any addition, subtraction, orother
deviation to an employee's posted daily schedule of more than 0.08 hours (5
minutes) must be approved by the employee's supervisor as described in
chapter 1. Exhibit 221.5 isan example of properly calculated “straight time”
work hours.
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Work and Other Paid Hours
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Exhibit 221.5

Example of How Straight Time Work Hours Should Be Recorded

This timecard shows how straight time hours should be recorded for afull-time
regular employ ee. Part-time regular schedule, part-time flexible, casual, and

221.5

temporary employees will record their time in a similar mannerfor the time they are on
the clock. Note that ev en though the clock rings do not alway s total to exactly 8.00
hours, they fall between 7.92 and 8.08 hours and consequently are recorded as 8.00.
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222

68

222

2221
22211

222.12

222.13

222.14

222.2

Time and Attendance

Guaranteed Time

Definition

“‘Guaranteed time” is paid time not worked under the guarantee provisions of
collective bargaining agreements for periods when an employee has been
released by the supervisor and has clocked out priorto the end of a
guaranteed period. Forexample, most full-time regularemployeesin the
bargaining units are guaranteed 8 hours work or pay in lieu thereof if called in
on their nonscheduled day to work. If such an employee works 6 hours and is
then released and told by the supervisorto clock out because of lack of
work, the remaining2 hoursofthe employee's8-hourguarantee would be
recorded as “guaranteed time.” Guaranteed overtime isrecorded asstated in
231.52.

It is not possible for an employee to earn “guaranteed time” aslong as he is
on the clock

As a general principle, when an employee istold to “clockout” by
managementpriorto the end of the guarantee period, such employee will be
compensated forthe remaining hoursof the guarantee period at the rate of
pay he would have received had he actually worked such hours. There are,
however, conditionsunderwhich employeeswill not be compensatedforthe
remaining hours of the guarantee period. Generally, thiswould occurwhen an
employeerequeststo leave the postal premisesbecause of anillnessorfor
personal reasons or leaveswithout properauthorization.

Guaranteed timeforall employeesexceptingregular carriers(see 222.53)
appliesonlyin an overtime situation. When a part-time flexible schedule
employee istold to clockout by management priorto the end of the
guarantee period, and itisnot an overtimesituation, thenadministrative
leave ischarged forthe remainder of the guarantee period.

Eligibility

Exhibit222.2indicatesby rate schedule code and employee classifications
those persons who are eligible to receive pay for “guaranteedtime.” If an
employeeiseligible formore than one time guarantee, the guarantee forthe

highest number of hours will apply. Forexample, if an employee is eligible for
either2 or4 hours of guaranteed pay, the 4-hour guarantee will apply.
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222.51

Exhibit 222.2

EmployeesWho Are Guaranteed Time— Pay Eligibility Table

Rate Schedule Code/Employ ee Part-time Part-time

Classification Full-time Regular Flexible Casual Temporary
E—EAS NO NO NO NO
F — EAS A-E PMs NO NO
G —NURSE CRAFT YES"* NO

K— HQCRAFT YES"*

L— PMLV. REPL. NO
N —PDC CRAFT YES"* YES"* YES®

P — PSCRAFT" YES'#? YES'® YES®”

S— PCES NO

1

Guaranteed 4 hours work or pay in lieu thereof when called in outside the regular work schedule. Such guaranteed nmininum
shall not apply to an enployee called in who continues working on into the regular schedule shift.

2 Guaranteed 8 hours work or pay in lieu thereof when called in on a nonscheduled day except that PDC, HQ Op. Svcs., and
Security Force personnel are guaranteed 4 hours of work or pay inlieu thereof when called in on a nonscheduled day.

3 Guaranteed 4 hours of work or pay if called back to work on a day when an enployee has conpleted his assignment and
clocked out. This applies to any size office.

4 Includes RSCs M, T and Y.

5 Enployees of the Tool and Die Shop bargaining unit at the Mail Equipment Shop represented by the IAM are guaranteed 4
hours of work or pay on a scheduled day.

6 Enployees represented by APWU, Mail Handlers, or NALC at installations with 200 or nore man-years of enployment are

guaranteed 4 hours of work or pay if requested or schedul ed to work. At installations with |ess than 200 man-years of
enployment, enployees are guaranteed 2 hours of work or pay if requested or scheduled to work.

222.3 Authorization and Supporting PS Forms

The supenisor is to notify the imekeeper whenever “guaranteed time”is to be
recorded foran employee who hasbeen released from duty. The

supervisor will authorize the recording by initialing the timecard afterit has
been totaled forthe day. However, if the employee waivesthe guaranteein
accordance with 222.13,a PS Form 3971 must be submitted by the
employee. If the employee leaveswithoutproperauthorization, the

supervisor must submitthe PS Form 3971.

Timecard Handling
When entering a “guaranteed time” status, the employee must clock out just as
though he were clocking out atthe end of a regulartour.

222.4

Timecard Recording
As shown on Exhibit222.51, thetimekeeperwill compute the straight time

222.5
222.51

August 2009

work hours from the daily dock rings (or written entries) and record themin the
CLOCK HOURS column of the timecard. The timekeeper will also record the
amount of “‘guaranteed time” in hours and hundredths and post it to the
GUARANTEED TIMEbox on thetimecard.
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222.52 Time and Attendance

Exhibit 222.51
Authorizing and Recording Guaranteed Time

The timekeeper will compute the straight time work hours from the daily clock rings (or written entries) and record
them in the CLOCK HOURS column of the timecard. The timekeeper will also recordthe amount of “guaranteed time” in
hours and hundredths and post it to the GUARANTEED TIME box on the timecard. See Exhibit 231.52 for the

recording of Guaranteed Ov ertime.

I. Employee was directed 1o
clock out st 1483,

. Time for day as totaled by
timekeeper was l=35 than the
B hours guaraniesd io the
employees,

i. Supervisor approves clock time ond tells
timekeeper that, per the established
sclwedube, the emploves = 1o be granied
B0 howrs af pay

4, Timekesper subiracts clock thme
feawn K00 and enters difference in
GUARANTEED TIME box wo
identify the time as guarantesd time.

222.52 The 5-minute leeway rule will not apply to any clock rings for an employee
enteling a “guaranteed time” status. The employee will be credited with the
time reflected by hisclockrings.

222.53 Should aregularone, two, orthree trip city carrier complete hisroute on
week daysin less than 8 hours and cannot be assigned to any available work
in the same wage level forwhich the employeeisqualified, the timekeeper
will record actual hoursworked as clock hours and the balance of the 8-hour
touras guaranteedtime (asstated in 222.51)— provided the carrierdoesnot
ring out more than 59 minutesbefore the end of hisnormal tour of duty. (The
same rule appliesto a two or three trip city carrierworking a regular schedule
on Saturday. If Saturday isa nonscheduled day, the overtime rule applies.)

223 PDC-Teletime/Guarantee Teletime/Guarantee Tele
Overtime

223.1  Definition

223.11 Bargaining unitemployeeswho are calledvia telephone orpaged by
management to assist in resolving operational problemswhile in an off-duty
status will be entitledto pay forthe duration of the call(s) or 1 hour of pay,
whicheverisgreater, that occurs during each 24-hourperiod starting at the
end of the employee'sscheduledtour.

223.12 “Teletime” is paid to employees for the actual duration of the call(s) that
occur during each 24-hour period starting at the end of the employee's
scheduled tour.
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Work and OtherPaid Hours 223.51

223.13 “Guarantee Teletime”ispaid to employeesGrade 19 and above in an
amountto equal 1 hourwhen combined with “T eletime” of lessthan 1 hourin
a 24-hourperiod starting at the end of the employee'sscheduled tour.

223.14 “Guarantee Tele Overtime”ispaid to employeesGrade 18 and belowin an
amountto equal 1 hourwhen combined with “T eletime” of lessthan 1 hourin
a 24-hourperiod starting at the end of the employee'sscheduled tour.

223.2  Eligibility
223.21 PDC bargaining unit employees are the only employees eligible to receive
PDC Teletime/Guarantee Teletime/Guarantee Tele Overtime.

223.22 Employees who are called solely for the purpose of being “called-in” to work
outside of theirregular work schedule are not entitled to PDC Teletime for that
telephonecall.

223.23 Teletime hours are to be induded with work hours and will be induded in the
detemination of overtime and night differential. Teletime hours will not be
induded in the determination of out-of-schedule premium, pay for holidays
worked, Sunday premiumorguarantee time.

223.24 Guarantee Teletime and Guarantee Tele Overtime hours are notinduded in
work hours and will not be used in the determination of overtime, night
differential, out-of-schedule premium, pay for holidays worked, Sunday
premium, guaranteed time, orguaranteed overtime.

223.3 Authorization and Supporting PS Forms

223.31  Management will complete PS Form 1232, PDC Record of Telephone Calls
and/or Authorization to Wear Pager, noting the beginning and ending times
for each telephone call with each employee. Time begins with the actual time
management initiates the call or page and ends with the completion of the
call.

223.32 Timesfrom PS Form 1232 will be transcribed on a separate PS Form 1234,
Utility Card, for all eligible employees, with the actual dock rings for each
telephone call.

223.33 Afterthe timekeeperhasrecorded “Teletime,” “Guarantee Teletime,” or
“‘Guarantee Tele Overtime” on the timecard, it willbe forwarded forapproval.
Management responsiblewill approve the entriesby initialing the initialsbox
on the clockring of the timecard.

223.4 Timecard Handling

There are no special imecard handling procedures for employees who are in
a PDC Teletime status.

223.5 Timecard Recording
223.51 PDC Teletime isto be recorded for the actual telephone conversation time
and isidentified by the code number“32.” If the telephone call(s) to the
employee total less than 1 hourin the 24-hour period, the balance of the hour

isrecorded asGuarantee Teletime (code 33) or Guarantee Tele Overtime
(code 36)as applicable.
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223.52

Time and Attendance

Timekeepers will be responsible for totalling the amount of PDC Teletime and
Guarantee Teletime or Guarantee Tele Overtime foreach employee on a daily
basis and entering the amountin the OTHER PREM column on the clock ring
side of the timecard. All ime (Teletime, Guarantee Teletime, Guarantee Tele
Overtime)will be posted to the day of the tourforeach 24-hourperiod,
regardless of the time the call was made. The 24-hour period starts at the end
of the employee'sscheduled tour. If the call(s) were made on the next FLSA
workweek, the Teletime and Guarantee Teletime will still be posted on the day
of the tour. However, the time that the employee was called, in the new FLSA
workweek, will also be posted and includedin the workhours for that week.
The Guarantee Teletime will be paid inthe original FLSA

workweek. In essence, if the calls made in a 24-hour period occurin a new
FLSA workweek, the employee will be paid in the old FLSA week and in the
new FLSA week for the actual work hours (Teletime) that occurred in the new
FLSA week.
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Exhibit 223.52 (p. 1)
Recording Teletime—PS Form 1234, Utility Card

Clock rings for Teletime are transcribed from PS Form 1232. The timekeeper will
record Teletime hours worked and use the PS Form 1234 to complete the entries on
the employ ee's regular timecard. In this example, a Grade 18 employ ee received
three telephone calls totaling 30 minutes on a Saturday . The timekeeper records the
individual calls on the PS Form 1234, totals the clock hours, and enters the same
amount in the OTHER PREM column as code “32.” On a daily basis, the timekeeper
will total the individual Teletime calls, and if the resulting total is less than 1 hour, then
makes an additional entry in the OTHER PREM column to equal 1 hour when
combined with Teletime. In this example, the entry is code “36,” Guarantee Tele
Overtime for the Grade 18 employee. If the employee was a Grade 19 and abov e, the
entry would be code “33,” Guarantee Teletime, since no ov ertime could be receiv ed
until 40 hours were worked. Note that the PS Form 1234 is annotated “Teletime” at
the top when completing the indicativ e entries and that the clock hour entries are in
hours and hundredths.
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223.53 Time and Attendance

Exhibit 223.52 (p. 2)
Recording Teletime, Recording Teletime on Timecard

This is the timecard for the same example. The telephone call total of 30 minutes is
recorded in the OTHER PREM column as code “32.” It is also included with work
hours. In this example, the employee was also called in and worked 4 hours, which
results in a total of 4.50 clock hours for the day. To complete the day's entries, an
entry of .50 hours is made inthe OTHER PREM column as code “36,” Guarantee Tele
Ov ertime since this is a nonscheduled day for this Grade 18 employ ee. If the

employ ee was a Grade 19 and abov e, the same entry would be made as code “33,”
Guarantee Teletime, since this employee cannat receive overtime until 40 hours are
worked.
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223.53 The amount of PDC Teletime is also induded in work hours and isin addition
to any hours worked that day. Exhibit 223.53 shows a propery completed PS
Form 1232, which authorizesthe payment of PDC Teletime. Exhibit
223.52 shows properly completed timecards for an employee who wasin a
PDC Teletime status.
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Exhibit 223.53
Authorizing Teletime — PS Form 1232, PDC Record of Telephone Calls
and/or Authorization to Wear Pager
PS Form 1232 is to be completed by management when a telephone call is made to
an eligible employ ee to resolv e a PDC operational problem while the employee is on
of f-duty status. The beginning and ending times for each telephone call with each
employ ee will be noted. After completion, the form is forwarded to the timekeeper for
recording the appropriate timecard entries on a PS Form 1234, Utility Card.

223.53
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224 1

224.2
224.21

224.22

224.3
224.31

224.32

224.4

224.5
224.51

224.52
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Time and Attendance

PDC Teletimeisnot subject to the 5-minute leeway rule.

Beeper Time

Definition

Employees who are engaged in computer programming or system analyst
assignments at the data centers may be required to be in a “Beeper Time”
status. In such circumstances, these employees will be issued an electronic
pagerifatelephonecallisanticipated, thusfreeing the employeesfrom
having to remain at their home telephones. Selection of “Beeper Time”
personnel and the time petiod required shall be at the discretion of local
management.

Eligibility

PDC bargaining unit employees who are engaged in computer programming
or systems analyst assignments are the only employees eligible to be placed
ina“BeeperTime”status.

Eligible employees will be paid 1 hourat their base straight time rate foreach

24-hourperiod orfraction thereof spentin a “Beeper Time” status. The
period will begin withthe timethe employee isinstructed to wearthe
electronic pager. Thismay not necessarily be when the pagerisissued. For
convenience, a pagermay be issued to an employee on a Friday with
instructionsto begin wearing it laterduring the weekend.

Authorization and Supporting PS Forms

Management will complete PS Form 1232 noting the beginning and ending
timesfor each “BeeperTime”period.

Management will provide the completed PS Form 1232 to the timekeeper for
recording of appropriatetime card entries.

Timecard Handling
There are no special imecard handling procedures for employees who are in
a “BeeperTime” status.

Timecard Recording

Beeper Time isto be recorded for each 24-hour period or fraction thereof. A
1-hourentry will be recorded and identified by the code number“34.”
Timekeepers will be responsible for recording “Beeper Time” on a daily basis
and entering the amount in the OTHER PREM oolumn on the clockring side
of the timecard. Exhibit 224.53a shows a propelly completed PS Fom 1232,
which authorizes the payment of “Beeper Time,” and Exhibit 224.53b shows
a properly completed timecard for an employee who wasin a “Beeper Time”
status.
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224.53 BeeperTimeisnotsubjecttothe 5-minute leeway rule.

Exhibit 224.53a
PS Form 1232, PDC Record of Telephone Calls and/or Authorization to
Wear Pager

PS Form 1232 is to be completed by management when an employ ee, engaged in a
computer programming or system analyst assignment at a data center, is required to
be in a “Beeper Time” status. The beginning and ending times f or each “Beeper Time’
period for each employee will be noted. After completion, thefom isforwarded to the
timekeeper for recording the appropriate time card entries on PS Form 1234, Utilty

Card.
ub Bram Badess
POC Record of Tedephone Calls and/or
Authorization 1o Wear Pager
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225

Time and Attendance

Exhibit 224.53b
PS Form 1230, Recording BeeperTime on Time Card

The “Beeper Time” entry of 1 hour is recorded inthe OTHER PREM column as code
“34" In this example, a Grade 19 employee was also called in and worked 4 hours,
which has no effecton the “Beeper Time” entry .

—— 2 B |
SCHED) GUAR OT | GUAR Tih
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LwoE | oL sL AL oF T ‘ ot m.-d:fs

{ k /7
ECHED R GUAR OT | GUAR TIME i
- L1 1™
TOTALED BY VERIFIED BY

A
START &

EOM 750238
Mg

Training Time
Trainingtime requiresthe use of PS Form 1234, Utility Card, andis
discussed in424.

230 Overtime and Compensatory Time

231
231.1

231.11

231.12

78

Overtime

Definition

Postal overtime isa premium paidto eligible employeesforwork performed
after 8 paid hours in any one service day or 40 paid hours in any one service
week

The FairLabor Standards Act also requiresthe payment of overtime wages

to employees who workin excess of 40 hoursin an FLSA workweek. (It will not
be necessary for timekeepers to identify FLSA overtime as the computer has
been programmed to do this automatically. This is one reason why it is so
important to complete the timecardscorrectly.)
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231.2
231.21

Eligibility

Two exhibits have been prepared which identify those employees who are

231.21

eligible to receive overime pay. Exhibit 231.21a indicates the employees
who are eligibleto receive postal overtime pay for paid hoursserved in
excess 0f 8.00 in a day (see 145). Exhibit 231.21b describeswhich
employeesare eligible to eam FLSA overtime pay for paidhoursserved in
excess of 40.00 perweek.

Exhibit 231.21a

EmployeesEligible for Postal Overtime

Pay Eligibility Table

Rate Schedule Code/ Part-time Part-time

Employ ee Classification Full-time Regular Flexible Casual Temporary
E—EAS YES' YES' NO NO
F —EAS A-E PMs NO NO
G —NURSE CRAFT YES YES

K— HQCRAFT YES

L— PMLV. REPL. NO
N —PDC CRAFT YES*® YES*® YES*®

P — PSCRAFT YES YES YES

S— PCES NO

W —WASC-DAD YES™® YES™® YES™®

Note: This grid indicates the employ ee classifications that are eligible to hav e daily overtime recorded on their

timecards.

1 FLSA nonexenpt enployees only. During the designated Christrras period, exenpt enployees in Grade 23 and below are
eligible only ifthey directly supervise bargaining unit enployees in Mail Processing and Delivery Service functions.
Postrasters, officers-in-charge, and management associates are not eligible.

2 Grade 18 and below only.

w

4 Includes RSCs M, T, and Y.

Exhibit 231.21b

EmployeesEligible for FLSA Overtime

Pay Eligibility Table

Enployees in Grade 19 and above are eligible only on hours worked in excess of 40 in a workweek.

Rate Schedule Code/ Part-time Part-time
Employ ee Classification Full-time Regular Flexible Casual Temporary
E —EAS YES' YES' YES YES'
F — EAS A-E PMs YES YES
G —NURSE CRAFT YES YES
K— HQCRAFT YES
L— PMLV. REPL. YES
N —PDC CRAFT YES®” YES®” YES®”
P—PSCRAFT YES YES YES
S— PCES NO
W — WASC-DAD YES®® YES®® YES®®
1 FLSA nonexenpt enployees only.
2 Grade 18 and below only.
3 Enployees in Grade 19 and above are eligible if FLSA nonexenrpt.
4 Includes RSCs M, T, and Y.
79
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231.22

231.3
231.31

231.32

231.33

231.34

Time and Attendance

Note that eligible part-timeregularand part-time flexible schedule
employeescan receive overtime only forwork hours in excess of eight paid
hoursin adayor40 paid hoursin a week Casual and temporary employees
receive overtime only forhoursworked in excess of 40 in a workweek as
provided by the FLSA.

Authorization and Supporting PS Forms

Atthe end of each tour, timekeeperswill extend the clockrings. When
extending the clockrings, the timekeeperwill separate the time cardsforall
employeeswhose service totalsmore than 8.08 hours. When the timekeeper
has completed extendingthe clockringsforall time cardsassigned to him,
the timekeeperwill take the timecardsof employeeswith more than 8.08
hours and distribute them to the appropriate supervisor.

It will be the supervisor's re sponsibility to review these cards and to either
approve ordisapprove the overtime. The supervisorsthat approve the
overtime are required to place their initialsin the INITIALS box on the dock
ring side of the time card. If the supervisor wishes to disallow the overtime,
the proceduresdescribed in 146.2 in chapter 1 should be followed.

After approving or disapproving the overtime hours, the supervisor must
return the time cards to the timekeeper.

Overtime forhoursin excess of 8 inadayor40in aweekforCAG L
postmasters is to be recorded on PS Form 1377 by entering the total of
actual hoursand minutesworked in the appropriate daily block. Exhibit
231.34 isan example of a properly completed PS Form 1377,Requestfor

Payment of Postmaster Replacement and/or Postmaster (CAG L) Overtime,
where a CAG L postmaster worked overtime hours.
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Exhibit 231.34

Example of Properly Completed PS Form 1377, Request for Payment of
Postmaster Replacement and/or Postmaster (CAG L) Overtime

This PS Form 1377 is being submittedfor week 2 of pay period 10-86. The postmaster
is anRSCF Level 55 who had an emergency in his office. The hours worked, Thursday
and Friday, exceed the amount authorized for the office. The actual hours and minutes
worked are entered in each daily block.
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231.4 Time Card Handling

Other than the procedures described above, there are no special ime card
handling requirements.
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Time and Attendance

231.5 Time Card Recording

231.51

There are two different time card reporting procedureswhich must be
followed according to the type of overtime to be paid to the employee. If the
overtime isfortime actually worked, then timekeepersshould complete the
time card as shown on Exhibit231.51.

Exhibit 231.51

Authorizing and Recording Overtime

This is an example of a properly completed time card entry for an employee who was
authorized to work one hour of overtime. First, the timekeeper calculates the total
daily clock time. Since the total time was greater than 8.08 hours, the timekeeper
separated this timecard from the others. Second, at the first opportunity the
timekeeper giv es the card to the supervisor for his approval. (Supervisor approval is
indicated by having the supervisor initial the INITIALS box.) Third, the timekeeper
enters the ov ertime amount in the OT column.

If the supervisor approves none, oronly a portion, of the overtine, the amount that he
does not approv e must be “Disallowed.” The procedures for disallowing time was
discussedin chapter_1.

Toted cleck e = greaier fhar
E.OE.

Sapervoes apjeoves clock e

Timekeeper enters the overime
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231.52 If the overtime is guaranteed time for ime not worked, then timekeepers
should follow the examplein Exhibit 231.52.

Exhibit 231.52
Authorizing and Recording Guaranteed Overtime

This is an example of a properly completed timecard entry for a full-time employee
who worked on his scheduled day of f and was entitled to 1 hour of “guaranteed
overtime.”

The employ ee's regular schedule was Sunday through Thursday. The employ ee
agreed to report to work on his scheduled day of f. Because it was his scheduled day
off, he was guaranteed 8 hours work or pay .

All work was completed in 7 hours at which the superisorinstructed the employee to
clock out. The employ ee thus earned 1 hour of “guaranteed overtime” because the
additional time was needed to ensure that the employ ee received the guaranteed 8
hours pay . “Guaranteed ov ertime” is identified with the code “68.”

Supervisors must approv e all “guaranteed ov ertime” by initialing the INITIALS box.

i. Employee's doct thra
T.000 hivare.

. Employes guaeainon] §.00 kot
wink & piy G0 Sehcleoper calen
138 beur in SIUAR, TIME b,

Sircy ereplayes had alrewdy worked
d} boury doriag che weedr, pll work
o this day s evertime. Therelare,
cmtiiesper enten 180 in OLUAR.
T o thow fkat snphoress was
enililed 10 one howr of " puananieed
averime ™

231.53 Exhibit 213.2 should be used ifitappears that two ormore premium rates
may apply to “overtime.”

231.6 Entries for Dual Rate Employees
Dual rate employeesare employeeswho have received appointmentsto
more than one Postal Service position. A dualrate employee covered by the
FLSA can combine hisservice in both positionsforovertime pay purposes.
Overtime forhoursin excess of 8 perday orover 40 in a weekare to be
recorded on the timecard which isforthe position in which the overtime
service was performed.

232 Qut of Schedule Premium

232.1  Definition
232.11  “Out of schedule premium” is paid to an eligible full-ime bargaining unit
employee fortime worked outside of, and instead of, the employee's

regularly scheduled workday or workweek when the employee is working on
atemporary schedule atthe request of management.

23212 “Out of schedule premium” hours cannot exceed the unworked portion of
the employee'sregularschedule. Any hoursworked which resultin paid
hours in excess of 8 hours per service day or40 hours per service week are to
be recorded asregularovertime —see 231.
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232.13

Exhibit 232.15

232.13

232.14

232.15

Time and Attendance

If notice of a temporary schedule change isgiven to an employee by
Wednesday of the preceding service week, the employee can be limited to

8 hours per service day but would be paid “out of schedule premium” for
those hours worked outside of, and instead of, his regular schedule.

If the employeeworks his full regular schedule, thenany hoursworked in
additionthereto are not “instead of” hisregularschedule and are not
considered as “out of schedule premium” hours. Forany hours worked in
excess of his full regular schedule, the employee would be paidregular
overtime forhoursworked in excess of 8 hours per service day or 40 hours
perservice week.

Examples: If an employee isnotified by Wednesday of the preceding service
week to work a temporary schedule the following service weekfrom 6:00

a.m. to 2:30 p.m., instead of hisregular schedule from 8:00 a.m. to 4:30 p.m.,
then the employee is to be paid 2 hours “out of schedule premium” for the
hours worked from 6:00 a.m. to 8:00 a.m. and 6 hours straight time for the
hours worked from 8:00 a.m. to 2:30 p.m. If, in this situation, the employee
continues to work into or beyond the balance of his regular schedule (2:30
p.m. to 4:30 p.m.), then he is to be paid for hours worked in accordance with
Exhibit232.15.

Out-of-Schedule Overtime Hours

Hours Worked

Total Work Hours

“Out of Schedule” Regular Ov ertime
Hours Straight Time Hours |Hours

6:00 AM — 2:30 PM

8

2 6 0

6:00 AM — 3:30 PM

9

6:00 AM — 4:30 PM

10

6:00 AM — 5:30 PM

11

1 7 1
0 8 2
0 8 3

84

232.16

23217

If notice of a temporary change is given to an employee by Wednesday of the
preceding service week even if this change is revised later, the employee an
be limitedto 40 hoursforthe service week but he would be paid “out of
schedule premium” forthose hoursworked outside of, and instead of, his
regularschedule. If an employee'sregular schedule isMonday through
Friday and he isgiven a temporary schedule of Sunday through Thursday,
then the hoursworked on Sunday are “out of schedule premium” hours
provided they are worked instead of the employee'sregularly scheduled
hourson Friday. If, however, the employee also works hisregular schedule on
Friday, then there can be no “out of schedule premium” hours; the hours
worked on Sunday would be paid asregularovertime hoursworked in
excess of 40 in the service week

If notice of a temporary schedule change is not given to the employee by
Wednesday of the preceding service week, then the employee is entiied to
work his regular schedule. Therefore, any hours worked in addition to the
employee'sregularschedule are not worked “instead of” his regular
schedule. Such additional hoursworked are not considered as “out of
schedule premium”hours, but ratherthe employee would be paid regular
overtime forhoursworked in excess of 8 hours per service day or 40 hours
perservice week.
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232.18

232.2
232.21

Exhibit 232.21

232.23

If a temporary schedule change is made at the request of the employee for
his personal convenience and hasbeen agreedto by the employee's
collective bargaining representative, orisforanotherreason stated in
232.23, then the workoutside of, and instead of, the employee'sregular
schedule would be paid at straight time.

Eligibility
Exhibit 232.21 indicates those employees who are eligible to receive “out of
schedule premium.”

EmployeesWho are Eligible for Out-of-Schedule Premium

Pay Eligibility Table

Employ ee Classification & Rate Part-time Part-time

Schedule Code Full-time Regular Flexible Casual Temporary
E—EAS NO NO NO NO
F —EAS A-E PMs NO NO
G —NURSE CRAFT YES NO

K— HQCRAFT YES

L— PMLV. REPL. . NO
N —PDC CRAFT YES ™ NO NO

P — PSCRAFT’ YES” NO NO

S— PCES NO

W —WASC-DAD YES"* NO NO

Note: See also “Holiday Scheduling Premium” and “Nonbargaining Rescheduling Premium.”

Grade 18 and below only.

Includes RSCs M, T, and Y.
Full-time carriers with flexible

A WN =

232.22

232.23

August 2009

Linited eligibility, see 233.23f

hours are not eligible.

All leave paidto an employee who isin an “out of schedule” status will be
paid atthe employee'sstraight time rate.

An employee may request a schedule change for personal reasonssubject to
approval by the employee'sunionsteward and supervisoras shown on
Exhibit232.23. In thissituation, the employee will notbe eligible for “out of
schedule premium.” Otherexceptionsto the obligation to pay “out of
schedule premium”to full-time employeesforwork performed outside of
schedule include:

a. Where the employee'sschedule istemporarily changed for detailsto
(1) postmaster or officer-in-charge; (2) rural carrier positions; or (3)
positionsatgrade 19 and above.

Where the employee'sschedule istemporarily changed because he
was given alight duty assignment pursuant to Article Xlll of the
National Agreementorasrequired by the Federal Employee
Compensation Act, asamended.

Where the employee'sschedule istemporarily changed to allow the
employee to make up timemissed due to tardinessin reporting for
duty.
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232.23 Time and Attendance

d. Where an employee'sschedule istemporarily changed, but such
change was in accordance with and permitted by the termsof hisbid.

e. Where the employee'sschedule istemporarily changed so that the
employee may attend recognized training sessions. Such training
sessions must be planned, prepared, and coordinated programs or
courses.

f. Where the employee'sschedule istemporarily changed at the request

of management, foremployeesat postal data centers, provided the
changeis1 hourorless and the change isfor 1 week orless duration.

Exhibit 232.23
PS Form 3189, Request for Temporary Schedule Change for Personal Convenience

This form is used by employees to request a temporary schedule change for their personal conv enience. By
submitting a properly approv ed form to his supervisor, the employee agrees (if the request is approved by the
supervisor) to forfeit any out of schedule premium to which he would otherwise be entitled during the period
requested. The union steward (or certified union representative in smaller offices) must agree to the temporary
change before the change is presented to the supervisor.

The supervisor approv es the form by initialing the SUPERVISOR Text if present, will f ollow — The supervisor
approv es theform by initialing the SUPERVISOR OK box. The form should then be givento the timekeeper who will use
it in extending daily clock time.

VS POSTAL SERVICE
Request For Temporary Schedule Change For Personel Convendence

Fas my own persoasl comrenbeacs, |
barvby mubmit thiz written requeri for & tempomry ehangs ko my repulisc seladule froe

fdate) tnroaugh
From Megular Schaduls: Changs Schachle Ta:
BT= BT=
T ET—
D0 = B0 -

I enderstand thai chould this request be pranted, [ will not be entitied to the paryment of
oiat af ehedule premium For boun worked cutside of snd iastesd of my raguler schedule,

Ermipdoyes's Shpnasure oo k! Sacurity Mo, ~Joate Pay Location]
I hersby comdones snd sgres to the showe requetl.
[ Ewward's Sognatere Gute Signad
O aremoven Frocasmng Cace |PSD Tach initiai
O cizarPROVED (Give reason)
Bosarvisor's Blgnanirs 1Gats Eignad
P Form 3180, Februsry 1986 L5 GUEVEFMMENT PRINTIHG CFFICE. §I-B42-527/ T

*This form will o be used by Security Force bargaining umt smpioyess.
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232.3
232.31

232.32

232.32

Authorization and Supporting PS Forms

When a timekeeperisextending the clockrings, he must separate the
timecardsforthose employeeswho have clockringswhich are outside of the
employee'sregularschedule.

The timekeeperisto give these timecardsto the supervisor who is
responsible for approving the “out of schedule” clock rings by initialing the
INITIALS box on the clockring side of the timecard. Exhibit232.32isan
example of an employee who had “out of schedule” clock rings which were
approved by a supervisor.

Exhibit 232.32

Authorizing and Recording Out of Schedule Premium

This is an example of a properly completed timecard entry for an employ ee who
worked outside of his regular schedule.

The supervisor must approv e the “out of schedule” clock rings after the timekeeper
has extended them by initialing the INITIAL box. The timekeeper mustenter the
amount of premium time in the appropriate column only after the supervisor has
approv ed the clock rings. Because “out of schedule premium” is different from

ov ertime, the timekeeper will record the amount of “out of schedule” time in the
OTHER PREM. column using the code “73" to properly identify the time. Any night
work hours will be recorded in the NW column.
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232.4

232.4

232.5
232.51

232.52
232.53

233

233.1

233.2
233.21

233.22

233.23

233.24

88

Time and Attendance

Time Card Handling

There are no special imecard handling procedures for “out of schedule
premium”hours.

Time Card Recording

Timekeepers will record “out of schedule” time in the OTHER PREM column
of the timecard. Out of schedule time will be identified with the code “73.
Exhibit 232.32 isan example of a properly completed timecard foran
employee who had “out of schedule”time.

“Out of schedule” premium isin addition to basic work hours.
Exhibit213.2should be used ifitappearsthat two ormore premium rates
apply to “out of schedule premium.”

Holiday Scheduling Premium

Definition

“Holiday scheduling premium” is paid to eligible employees for time actually
worked on a holiday oron the employee'sdesignated holiday (except
Christmas) when the holiday schedule is not posted in accordance with the
National Agreement.

Eligibility

If the schedule is not posted as of Wednesday preceding the service weekiin
which the holiday falls, an eligible full-ime bargaining unit employee required
to work on his holiday or designated holiday, or who volunteers to work on
such day, shall receive “holiday scheduling premium” for each hour of work,

not to exceed 8 hours. This premium isin addition to both holiday leave pay
and holiday worked pay.

In the eventthat, subsequent to the Wednesday posting period, an
emergency situation aftributable to Act(s) of God arise which requires the use
of manpoweron that holiday in excessof that scheduled in the Wednesday
posting, full-time regularemployeesrequired to workor who volunteerto
work in thiscircumstance(s) shall not receive “holiday scheduling premium.”
When a full-time regularemployee scheduled to workon a holidayin
accordance with 223.21, isunable to orfailsto work on the holiday, the
supervisor may require anotherfull-timeregularemployee to worksuch
schedule, and such replacementemployee will not be eligible for “holiday
scheduling premium.”

Exhibit 233.24, indicates those employees who are eligible to receive holiday

scheduling premium.
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Exhibit 233.24
EmployeeskEligible for Holiday Scheduling Premium
Pay Eligibility Table
Employ ee Classification & Rate Part-time Part-time
Schedule Code Full-time Regular Flexible Casual Temporary
E —EAS NO NO NO NO
F —EAS A-E PMs NO NO
G —NURSE CRAFT YES NO
K— HQCRAFT YES
L— PMLV. REPL. NO
N —PDC CRAFT YES NO NO
P — PSCRAFT YES NO NO
S— PCES NO
W — WASC-DAD YES NO NO

1 Includes RSCs M, T, and Y.

August 2009

233.3

233.4

233.5

Authorization and Supporting PS Forms

The supervisor must review all imecards for bargaining unit employees who
worked on a holiday and identify those employeeswho qualify to receive
“holiday scheduling premium.” The supervisor will then send a memo to the
timekeeperindicating whichemployeesshould be credited with “holiday
scheduling premium.”

Timecard Handling

Other than the procedures described above, there are no special imecad
handling requirements for employees who are eligible to receive “holiday
scheduling premium.”

Timecard Recording

Timekeepers are to record “holiday scheduling premium”in the OTHER
PREM column of the timecard asshown on Exhibit233.5. “Holiday
scheduling premium” will be identified with the code number“48.”
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Exhibit 233.5

Time and Attendance

Authorizing and Recording Holiday Scheduling Premium

This is an example of a properly completed timecard for an eligible bargaining unit employ ee who worked in a
“holiday scheduling premium” pay status.

The timekeeper will extend the clock rings and enter the number of “holiday scheduling premium” hours in the
OTHER PREM column and identify them with the code “48.” Since the timekeeper has written authorization from the
supervisor, the timekeeper should initial the timecard unless the total time deviates from the schedule by more than

0.08 hours (5 minutes).

234

2341

234.2

234.3
234.31

234.32

234.4

90
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- Holiday Worked Pay
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55
I 0 Holiday Scheduling Premium

Holiday Leave

Nonbargaining Rescheduling Premium

Definition

“Nonbargaining reschedulingpremium”ispaid to eligible nonbargaining
employeesfortime actually worked outside of and instead of theirregularly
scheduled workday or workweek when less than 7 calendardaysnotice of
the schedule changewasgiven.

Eligibility

All full-ime nonbargaining unit employees grade 18 and below who are FLSA
nonexempt are eligible for “nonbargaining rescheduling premium.” Full-time
nonexempt postmastersand officersin charge, however, are only eligible
when theirschedule ischangedbecause theirreliefisnot available to work
the sixth day.

Authorization and Supporting PS Forms

The supervisor must review the imecards for nonbargaining unit employees
who were given less than 7 day's notice of a schedule change andwho
qualify to receive “nonbargaining rescheduling premium.” The supenisor will
then send a memo to the timekeeperindicating which employees should be
credited with “nonbargainingrescheduling premium.”

Charges to “nonbargaining rescheduling premium” should not extend beyond
the first 7 days of a schedule change since the employee would have received
notice of the change forany succeeding weeks.

Time Card Handling
Other than the procedures described above, there are no special timecard

handling requirementsforemployeeswho are eligible to receive
“nonbargaining rescheduling premium.”
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234.5 Time Card Recording

234.51 Timekeepers will record “nonbargaining rescheduling premium” in the

OTHERPREM column of thetimecard asshown on Exhibit234.51.
“‘Nonbargaining rescheduling premium”will be identified with the code “88.”

Exhibit 234.51

Authorizing and Recording Nonbargaining Rescheduling Premium

This is an example of a properly completed timecardfor an eligible nonbargaining
employ ee who worked in a “nonbargaining rescheduling premium” pay status.

The employ ee's supervisor will write a memo telling the timekeeper that a given
employ ee is entitled to “nonbargaining rescheduling premium” and paperclip the
memo to the employ ee's timecard.

The timekeeper will extend the clock rings and enter the number of “nonbargaining
rescheduling premium” hours in the OTHER PREM column and identify them with the
code “88.”

(If the employee were required to record four daily clock rings instead of just two, the
procedures for entering “nonbargaining rescheduling premium” on the timecard are

the same.)
I,.-"" S ——
i
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234.52 The five-minute leeway rule appliesto “nonbargaining rescheduling
premium.”

235 Penalty Overtime

235.1  Definition

235.11  Penalty overtime is a premium paid to eligible employees at the rate of two
times the base houly straight time rate for overime work as specified in
235.12and 235.13.

235.12  Full-ime regular employees must receive penalty overtime pay for all
overtime worked, including the following:

a. More than 4 of the employee's5 scheduled daysin a service week.

b More than 10 hourson a regularly scheduledday.
C. More than 8 hours on a nonscheduled day.
d More than 6 daysin a service week
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235.13

235.13

235.14

235.2
235.21

Exhibit 235.2

EmployeesEligible for Penalty Overtime

Time and Attendance

Part-time flexible and part-time regularemployeesmust receive penalty

overtime forovertime worked:

a. Morethan 10 hoursin a service day.

b. More than 56 hoursin a service week

Paid leave hoursare included withworkhours in determining the entitlement
to penalty overtime.

Eligibility

Exhibit 235.2indicatesby rate schedule code and employee classification
those personswho are eligible to receive pay for penalty overtime.

Penalty overtimeisnot paid to eligible employeesduring a designated period
each yearthatisrelated to the Christmasperiod butisnot necessarily the

identical period asfaras datesand duration are concerned.

Pay Eligibility Table

Employ ee Classification & Rate Part-time Part-time

Schedule Code Full-time Regular Flexible Casual Temporary
E — EAS NO NO NO NO

F — EAS A-E PMs NO NO

G —NURSE CRAFT NO NO

K—HQCRAFT NO

L —PMLV. REPL. NO

N — PDC CRAFT YES YES YES

P —PS CRAFT YES YES YES

S —PCES NO

1 Includes PSC M.

92

235.3
235.31

235.32

235.33

Authorization and Supporting PS Forms

Atthe end of each tour, timekeepersmust extend the clockrings. When
extending the clockrings, the timekeeperwill separate the timecardsforall
employees whose service totals more than 8.08 hours. When the timekeeper
has completed extending the dock rings for all timecards, the timekeeper
must take the timecardsof employeeswith more than 8.08 hoursand
distribute them to the appropriate supervisor.

Supenvisors must review these cards and either approve or disapprove the
overtime and/or penalty overtime entry. Upon approvingthe entry, the
supervisor must initial the INITIALS box on the dockring side of the
timecard. If disallowing the entry, the supervisor should follow the
proceduresdescribed in 146.2 in chapter 1.

After approving or disapproving the overtime and/or penalty overime hours,
the supervisor must return the timecardsto the timekeeper.
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235.4 Timecard Handling

Other than the procedures described above, there are no special timecard
handling requirements.

235.5 Timecard Recording

235.51 Timekeepers must record “penalty overtime” in the regular overtime column
of the timecard. Since regular overtime and penalty overime are reported in
the same overtime column, they must be identified separately. Use the code
“563" to identify regular overtime hours and the code “43" to identify penalty
overtime hours. Exhibit 235.51aisan example of a properly completed
timecard for an employee who had both regular and penalty overtime on the
same day. Exhibit 235.51b isan example of paid penalty overtime for
overtime hoursin excess of 10 paid hours and payment for overime hours
worked in excess of 4 scheduled days.

Exhibit 235.51a
Example of How Penalty Overtime Is Recorded

Weekly Todals,

_ Regular overtime hours type **53"" and penalty over-
time hours type 43" are both reporied in the daily
overtime Block,
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Exhibit 235.51b

Example of Penalty Overtime Paid for Overtime Hours in Excess of 10 Paid
Hours

Work plus paid leave hours on Monday through Thursday were in excess of 10 hours
each day.

On Monday, penalty overtime rate is paid for overtime hours which are a result of
work and paid leave combined whereby the paid hours are in excess of 10 hours,

ev en though the employ ee did not hav e “work” hours in excess of 10, on a scheduled
workday. In the event the leave charge isfor “LWOP,” 4 hours of regular overtime would
be paid, with no penalty overtime due.

The “In excess of 4 scheduled days” rule applies on Friday (for this employee), in
which case, all overtime hours are paid at the penalty rate because the employee
worked ov ertime on all 5 regular scheduled day s.
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235.52

235.52

Exhibit 235.52a and Exhibit 235.52b are examples of paid penalty overtime
forovertime hoursworked over 6 daysin a service week.

Exhibit 235.52a

Example of Penalty Overtime Paid for Overtime Hours Worked Over 6
Days in a Service Week

Work plus paid leave hours on Monday through Thursday were in excess of 10 hours
eachday.

On Monday, penalty overtime rate is paid for overtime hours which are a result of
work and paid leav e combined whereby the paid hours are in excess of 10 hours,

ev en though the employ ee did not hav e “work” hours in excess of 10, on a scheduled
workday . In the ev ent the leave charge is for “LWOP,” 4 hours of regular overtime
would be paid, with no penalty ov ertime due.

The “In excess of 4 scheduled days” rule applies on Friday (for this employ ee), in
which case, all overtime hours are paid at the penalty rate because the employ ee
worked ov ertime on all 5 regular scheduled day s.
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235.52

96

Time and Attendance

Exhibit 235.52b

Example of Penalty Overime Paid for Overtime Hours Worked Over 6
Days in a Service Week

Employ ee worked all 7 day s of the week which included a holiday . Penalty overtime is
paid for the second nonscheduled workday, for hours worked on a sev enth day
(Sunday ). By virtue of working the holiday the employee is paid for holiday work hours
as well as holiday leav e. However, these are not added together to determine

ov ertime hours inasmuch as they are for the same hours, with holiday work paid as a
premium.
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235.53 Exhibit235.53 isan example of paid penalty overtime to an employee who
worked in a higherlevel, nonexempt position fora portion of the week.
Exhibit 235.53

Example of Penalty Overtime Being Paid for Overtime Hours Worked in a Higher Level Nonexempt
Position

Card Type 2—Higher Level Time Card

E *‘*’Ll t
He=rar s EE e

ol

2SS

AL

Employ ee worked all 7 day s during week 1. The first 5 day s were on a higher lev el in a nonexempt position. 1.
The employ ee worked ov ertime on more than 4 regularly scheduled days, thereby making the fifth day
(ov ertime hours only ) payable at the penalty overtime rate.

2. The employ ee worked in excess of 8 hours on a nonscheduled day, thereby making those hours on the first
nonscheduled day (ov ertime hours in excess of 8) pay able at the penalty overtime rate.
3. The employ ee worked in excess of 6 days for the sewvice week, thereby making all of the hours worked on the

second nonscheduled day pay able at the penalty overtime rate.
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240

Time and Attendance

235.54 Use Exhibit213.2ifitappearsthattwo ormore premium ratesapply to

‘penalty overtime.”

Premium Hours

241

2411

241.2
241.21

Exhibit 241.21
EmployeesWho Are Eligible for Night Differential

Night Differential

Definition

“‘Night differential” isa premium paid to eligible employeesforall work
performed between 6:00 p.m. and 6:00 a.m. “Night differential” is paid in
additionto any otherpremiumsearned by the employee.

Eligibility
Exhibit 241.21 indicatesthe employeeswho are eligible to receive night
differential.

Pay Eligibility Table

Employ ee Classification & Rate Part-time Part-time

Schedule Code Full-time Regular Flexible Casual Temporary
E—EAS YES' YES' YES YES'

F — EAS A-E PMs NO NO

G —NURSE CRAFT YES YES

K— HQCRAFT YES

L— PMLV. REPL. NO

N —PDC CRAFT YES* YES® YES

P — PSCRAFT YES YES YES

S— PCES NO

1 Grade 23 and below, except for officers-in-charge, postal inspectors, postmasters, and managenment associates.
2 Grade 18 and below only.

3 Includes RSCs M, T, and Y.

98

241.22 Eligibleemployeeswho are regularly assigned to a night tour of duty are

241.23

entited to receive an equivalent amount of night differential when
rescheduled to day work due to:

a. Participation incompensabletraining.

b.  Court orjury duty.

C. Placementincontinuation of pay status.

d.  Service on military leave.

Eligibleemployeeswhose established tourincludesany timebetween6:00

p.m.and 6:00 a.m. receive the same amount of night differential time for
training even if the training occursduring the day.
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241.3 Authorization and Supporting PS Forms

Since “night differential” is paid in addition to the straight ime work hours
and any premium hoursworked by the employee, there are no special
authorization procedures required. If an employee works overtime between
6:00 p.m.and 6:00 a.m., the fact that the supervisor approves the overtime is
sufficient authorization for the timekeeper to credit the employee for night
work.

241.4 Timecard Handling

Other than the timecard handling procedures described in chapter 1, there
are no special requirementsfor night differential.

2415 Timecard Recording
241.51 The timekeeper will compute the total hours of work occurring between 6:00
p.m. and 6:00 a.m. and credit eligible employees with an equal number of
night work hours. The timekeeperwill record the amount of “night
differential” hoursin the NW column of the timecard. Exhibit 241.51 isan
example of a properly completed timecard for an employee who worked
between 6:00 p.m.and 6:00a.m.

Exhibit 241.51

Authorizing and Recording Night Differential

This is an example of a properly completed timecard for an employ ee who was
eligible to receiv e night differential. Refer to 145.15a. for application for the 5-minute
leeway rule.

oy

241.52  *Night differential’isin addition to basic work hours.

241.53 The fiveiminute leeway rule applies to “night differential” only as described in
145.15ain chapter1.

241.54 Exhibit 213.2 should be referenced ifit appears that two or more premium
rates apply to “night differential.”

242  Sunday Premium

2421  Definition

“Sunday premium” is a premium paid to eligible employees for all hours
worked during a scheduled tour thatindudes any part of a Sunday. An
employee may not be credited with more than 8.00 hoursof Sunday
premium pertourand with no more than 16.00 hoursper service week.
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2

242.2
242.21

Exhibit 242.21
EmployeesWho Are Eligible for Sunday Premium

Time and Attendance

Eligibility

Exhibit 242.21 describesthose employeeswho are eligible to receive
“Sunday premium.” Itisimportant to note that only those employeeswho
have been scheduledto workon a Sunday are eligible to receive the
premium. If the employee hasnot been scheduled, thenhe isnot eligible for
“Sunday premium.”

Pay Eligibility Table

Employ ee Classification & Rate Part-time Part-time

Schedule Code Full-time Regular Flexible Casual Temporary
E —EAS YES' YES' NO NO

F — EAS A-E PMs NO NO

G —NURSE CRAFT YES YES

K— HQCRAFT YES

L— PMLV. REPL. NO

N —PDC CRAFT YES YES YES

P — PS CRAFT" YES” YES” YES

S— PCES NO

1

3

100

Grade 23 and below only. Postal inspectors, postmasters, officers-in-charge, and management associates are not eligible.

Includes RSCs M, T, and Y.

Enployees of the Tool and Die Shop Bargaining Unit at the Mail Equipment Shops, represented by the Machinists Union (IAM),

are not eligible.

242.22

242.3

242.4

242.5
242.51

If on leave forany part of the tour, the employeeisnot entitled to “Sunday
premium”forthe leave hours. The only exceptionto thiscondition isforleave
granted forcourt or military duty on a scheduled Sunday tourorto an
employee ina continuation of pay status. Then the employee isentitledto
“Sunday premium”just asthough he had worked. However, if on leave
during the actual Sunday hoursportion of the tour, the employee will be paid
“Sunday premium” only for the actual hoursworked during the tour.

Authorization and Supporting PS Forms
There isno authorization procedure for “Sunday premium” hours.

Timecard Handling
There are no special timecard handling proceduresfor “Sunday premium”
hours.

Timecard Recording

The timekeepermust record the amount of “Sunday premium” worked hours
in the OTHER PREM column of the timecard. “Sunday premium” hoursare to
be identified withthe code “72.” Exhibit 242.51 isan example of a properly
completed timecard foran employee who waseligible to receive “Sunday
premium”hours.
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242.52
242.53

242.54

243

243.1
243.11

243.11

Exhibit 242.51
Authorizing and Recording Sunday Premium Hours

This is an example of a properly completed timecard for an employee who worked a
portion of his tour on Sunday .

Since a portion of the tour included Sunday, the employee is eligible to receive
Sunday premium on all hours worked up to a maximum of 8.00.

This employ ee also received night work hours for the time worked between 2200 and
0600.

Supervisors are not required to approv e Sunday premium hours.

“Sunday premium”hoursare in additionto basic work hours. The
five-minuteleeway rule appliesto “Sunday premium” hoursonly as
described in 145.15b in chapter 1.

See Exhibit 213.2 if it appears that two or more premiums apply to “Sunday
premium.”

Holiday Worked Pay

Definition

“Holiday worked pay” is a premium paid to eligible employeesforhours
worked on a recognized holiday (other than Christmas) or for hours worked on
the employee'sdesignated holiday. (See 342 forrecognized holidaysand
definition of designated holidays.)
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243.12

Time and Attendance

243.12 Eligible employeeswho are required to work on theirholiday ordesignated
holiday will be paid (in additionto any pay for holiday leave to which they
may be entitled) their base hourly straight time rate for each hour worked up to

8. Any work beyond 8 hourswill be treated asovertime.

243.2 Eligibility

243.21 Anemployee who isscheduled to work on a holiday but who doesnot
actually workshall not receive holiday leave pay unlessthe absence isbased
on an extreme emergency situation and isexcused by the employee's
supervisor. Such employees who are to be denied pay should be charged with

Leave Without Pay asdescribed in procedure 340.

243.22 Exhibit243.22 indicateswhich employeesare eligible to receive “holiday

worked pay.”

Exhibit 243.22
EmployeeskEligible for Holiday Worked Pay

Pay Eligibility Table

Employ ee Classification & Rate Part-time Part-time

Schedule Code Full-time Regular Flexible Casual Temporary
E —EAS YES' YES' NO* NO*“

F —EAS A-E PMs YES' NO*

G —NURSE CRAFT YES NO*

K— HQCRAFT YES

L— PMLV. REPL. NO*

N —PDC CRAFT YES® YES® YES*

P — PSCRAFT" YES YES NO*®

S— PCES NO

FLSA nonexenpt enployees only, including nonexenpt postmasters and officers-in-charge.

Grade 18 and below only.
Includes RSCs M, T, and Y.

A W N

243.3 Authorization and Supporting PS Forms

Time worked on a holiday by part-time flexible, casual, and tenporary enployees should be recorded as work hours only.

243.31 Otherthan the posted schedule, there isno authorizingform required to

directemployeesto work on a holiday.

243.32 Afterthe timekeeperhasextended the clockringsforemployeeswho
worked on a holiday, the supervisoristo approve each employee'swork time
by initialingthe INITIAL box on the clockring side of the timecard. Exhibit
243.32 isan exampleof a properly completed timecard foran employee who

worked on a holiday.

102
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Exhibit 243.32
Authorizing and Recording Holiday Worked Pay

This is an example of a properly completed timecardfor an eligible employee who worked 8.00 hours on a holiday or the
day designated as a holiday . The timekeeper extends the clock rings and then giv es the timecard to the

supervisor so that he can approv e the clock time by initialing the timecard in the INITIALS box. The timekeeper then
records the time in the OTHER PREM column as shown.

i B
- . Clock time is approved by supervisor
i f |- after timekeeper exiends the rings.
z E
i [ w | oo | "
' -’ﬁ.- el 1.1 PY Holiday work time 15 entered in

the OOTHER FREM column.

Gl

TisiL
%_ 3. Employes receives 8.00 holiday
leave hours even though he

wiorked

5"!" ."aﬂdﬁn

243.4 Time Card Handling

There are no special timecard handling procedures for employees who work
on a holiday.

243.5 Time Card Recording
243.51 Timekeepers must record all time worked on a holiday in the OTHER PREM

box on the clockring side of the timecard asshown on Exhibit 243.32.
“Holiday worked pay” isidentified with the code “57.”

243.52 The 5-minute leeway rule applies to “holiday worked pay” for full and patt
time regularschedule employees.

243.53  Exhibit 213.2 should be used if it appears that two ormore premium rates
apply to “holiday worked pay” hours.

244 Christmas Worked Pay Hours

2441 Definition

244.11  “Christmas worked pay” isa premium paid to eligible employees for hours
worked on Christmas Day or the day designated asthe employee's
Christmasholiday.(See 370.)

24412 Eligible employeeswho are required to work will be paid at 150 percent of
the base hourly straight time rate forhoursworked up to 8, in additionto any
holiday leave pay to which they may be entitled under 370. Workin excess of
8 hoursisovertime.

244.2 Eligibility

244.21 Part-time flexible schedule employeesreceive “Christmasworked pay” only if
they work on December 25.
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Exhibit 244.23

244.22

244.23

Time and Attendance

An employee who isscheduled to work on Christmas but who does not
actually workshall not receive holiday leave pay unlessthe absence isbased
on an extreme emergency situation and isexcused by the employee's
supervisor. Such employees who are to be denied pay should be charged with
Leave Without Pay asdescribed in 340.

Exhibit 244.23 indicatesthe employeeswho are eligible for “Christmas
worked pay.”

EmployeeskEligible for Christmas Worked Pay

Pay Eligibility Table

Employ ee Classification & Rate Part-time Part-time

Schedule Code Full-time Regular Flexible Casual Temporary
E —EAS YES' YES® NO NO

F — EAS A-E PMs NO

G —NURSE CRAFT YES YES*

K —HQCRAFT YES

L —PMLV. REPL. NO

N — PDC CRAFT YES YES YES™®

P —PS CRAFT" YES YES YES®

S —PCES NO

Note: Time worked by casual and temporary employees on Christmas Day should be recorded as work hours only .

A WN =
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2443

244.31

244 .32

244.4

244.5
244 .51

FLSA nonexenpt enployees only, excluding nonexenpt postmasters and officers-in-charge.
Receives Christmas Worked Pay for all hours worked on December 25, up to 8 hours.
Grade 18 and below only.
Includes RSCs M, T, and Y.

Authorization and Supporting PS Forms

Otherthan the posted schedule, there isno authorizingform requiredto
direct employees to work on Chiristmas Day or the designated Chiistmas
Day.

Afterthe timekeeperhasextended the clockringsforemployeeswho

worked on Chiistmas Day or the designated Christmas Day, the supenisor
must approve each employee's work time by initialing the INITIAL box on the
clockring side of the timecard.

Time Card Handling
There are no spedial imecard handling procedures for employees who work
on Christmas Day or theirdesignated ChristmasDay.

Time Card Recording

The timekeeperwill computethe total hoursworked on Christmas Day or the
designated ChristmasDay and enter the totalin the OTHER PREM column of
the time card and will identify the “Christmas worked pay” by the code “74.”
Exhibit 244.51 isan example of a properly completed timecard foran
employee who worked on Christmas Day.
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Exhibit 244.51

251.13

Authorizing and Recording Christmas Worked Pay

This is an example of a properly completed timecard for an eligible employee who worked 8.00 hours on Christmas Day
or the day designated as Christmas Day. The timekeeper extends the clock rings and then gives the timecard to the
supervisorso that he can approv e the clock time by initialing the INITIALS box. The timekeeper then records the time in
the OTHER PREM column as shown.

Clock time is approved by the
supervisor after the timekeeper
extends the rings.

e

2. Christmas work time iz entered in
—the OTHER PREM column.
i

Employee receives B.00 hours

holiday leave even though he

244 .52
244.53

244.54

worked,

The five-minute leeway rule appliesto “Christmas worked pay.”
Exhibit213.2should be used ifit appearsthat two ormore premium rates
may apply to “Christmas worked pay.”

“Christmas worked pay” hours for part-time flexible employeesare not
includedin crossfooting (see Appendix A).

250 Work Related, Nonproductive Hours

August 2009

251

251.1
251.11

251.12

251.13

Meeting Time

Definition

Officialsin charge of installationsmay authorize employeesto attend
meetings, conferences, hearingson official business, etc. Absence from
regularduty assignmentsis to be charged both as work hours and as
meeting time. The time spentin informal operational meetings such as safety
talks, stand-up sessions, etc.conducted on the workroom flooris not
considered “meeting time.”

If voluntary attendance occursoutside the employee'sscheduled workday or
the hours when the employee normally would be required to work, no time is
to be recorded on the timecards. Attendance is not voluntary if the employee
is given to understand or led to believe that his present working conditions or
the continuation of his present employment would be adversely affected by
nonattendance.

If voluntary attendance fallswithin the definition of frainingasused in

section IV of Publication 118, FairLabor Standards Policy and Instructions,
issued June 1978, and section438.2 ofthe Employee & Labor Relations
Manual (ELM), thattime shall be recorded on the timecard as“training” time.
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251.14

Time and Attendance

251.14 Meeting time isintended to record certain workhours formanagement
information purposes. Itisintendedto separately identify and record time
which employeesspend away from theirnormal assignment and at
management-authorized meetings. AsExhibit 251.22 shows, participation by
managerson behalf of the Postal Service isconsidered to be part of their
normal duty, and isnotrecorded as“meeting time.”

251.2  Eligibility

251.21 All employeesare eligible to have time recordedas“meeting time.”

251.22 Exhibit251.22hasbeen preparedto assisttimekeepersand supervisorsin
determiningwhich timeisproperly considered “meeting time.”

Exhibit 251.22

Decision Table for Determining How to Record Certain Types of Meetings
This table is intended to assist timekeepers and supervisors in identifying “meeting time.”

Ty pe of Activity Hours

Hours to be Recorded As
“Meeting Time” And As Work

Hours

Hours to be Recorded Only As
Work Hours

Griev ances by Bargaining Unit
Employ ees

Griev ant

Employ ee Witnesses

Management Representativ es

Management Witnesses

Griev ances and Discipline Appeals by
Nonbargaining Unit Employ ees

Griev ant/Appellant

Employ ee Witnesses

Appellant's Representatives (if a
Postal Employ ee)

X[ X[ X

Management Representatives

Management Witnesses

Civil Service Commission Appeal
Hearings

Appellant

Employ ee Witnesses

Appellant's Representative

X[ X| >

Management Representatives

X

Management Witnesses

X

Other Meetings

Time spent by bargaining unit employ ees during regular working hours at management-authorized meetings
such as Equal Employment Opportunity Committee, Employee Social and Recreational Committee, Labor
Management, and Safety and Health Committee meetings will be recorded as both “meeting time” and work

hours. Time spent at such meetings by nonbargaining unit employ ees will be recorded only as work time. 1

Union Stewards representing grievants will have their time charged to steward’s duty tine. (See 252).
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251.3
251.31

251.32

251.4

251.5

Exhibit 251.5

251.5

Authorization and Supporting PS Forms

The supervisorwill prepare a PS Form 7020, Authorized Absence From
Workroom Floor, for each employeewho isauthorized to attend a meeting.
Atthe end of the tour, the supervisor will give the timekeeperall of the PS
Forms 7020 used to document employee attendance at meetings.

It will notbe necessary to require employeesto clockout to attend a
meeting. The supervisor-prepared PS Form 7020 isall the authorization that
will be required. Exhibit 251.5isan example of a properly completed

PS Form 7020.

Time Card Handling
There are no special timecard handling requirements for employees who
attend meetingscalled at the request of local management.

Time Card Recording

At the end of each tour, the imekeepers will total the amount of meeting time
for each employee, based on PS Form 7020, and post the amount to the
OTHER PREM column identified with the code number “65.” Exhibit 251.5 is
an example of a properly completed timecard for an employee who attended
an offidally recognized meeting. Note that “meeting time” can never exceed
the total work hours reported forthe employee forthe day.

Authorizing and Recording Meeting Time

PS Form 7020, Authorized Absence From Workroom Floor

This form is completed by the supervisor whenever he has authorized an employ ee to attend a meeting called by
Postal Service management. The supervisor will enter the time the employee left the workroom floor to attend a
meeting in the LEAVE UNIT box as shown abov e. When the employee returns, the supervisor will enter the time in the
RETURN TO UNIT box. The employ ee in this example left the workroom floor at 0802 to attend a meeting which
ended at 1650. If practical to do so, the employee should clock out and in for meal periods while attending meetings.
The supervisor will complete the rest of the form by following the example below and then paperclipping the form to

the employ ee’s time card.

MAME OF EPLOYEE DR HD. OF EMPLOYEES DAT
AT LIt A MAXETIN ?Lif g6
BOCIAL SECURITY MUMBER SUPERVISOR'S
/33 Y3 6789 INITIALS TME s
g 1. Employes was direer
LEAVE UNIT P Jem O ¥ bt 10 aniend meeting.
ARRIVE =
LEAVE h'
TN TO AR -" : M 'b Sﬂ- i Z E:Eﬂﬂ returns from
[J sTEWARD'S DUTY TIME bd MEETING TIME O oTHER TIME
REASCRLF O R ABSENCE "
SEE REVERSE SIDE FOR INSTRUCTIO —

PE Foemi
Jan. 1978 Tozo
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AUTHORIZED ABSENCE FROM WORKRODOM FLOOR
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252

Recording Meeting Time on Time Card
Whenev er a timekeeperfinds a PSForm 7020 paperclippedto an employ ee’s timecard and the PS Form 7020 has the
“meeting time” box checked, the timekeeper will total and record the time as shown below.

252

252.1

252.2

Exhibit 252.2
Steward's Duty Time

Steward's Duty Time

Definition

Time and Attendance

. Employes clocks i

beginning of tour.

. Employee not reguired 1o

chock if he is directed 1o
attend a mesting.

. Total clock time for the day.
4, Todal mesting time.
. Timekeeper's inigals.

“Steward's duty time” is the time spent by certified union stewards during
their scheduled tour for investigating, presenting, and adjusting grievances
as authorized by the applicable collective bargaining agreement.

Eligibility

Exhibit 252.2 indicatesgeneral eligibility.

Pay Eligibility Table

Employ ee Classification & Rate Part-time Part-time

Schedule Code Full-time Regular Flexible Casual Temporary
E —EAS NO NO NO NO

F — EAS A-E PMs NO NO

G —NURSE CRAFT YES YES

K— HQCRAFT YES

L— PMLV. REPL. NO

N —PDC CRAFT YES YES YES

P — PSCRAFT' YES YES YES

S- PCES NO

1 Includes RSCs M, T, and Y.
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252.3 Authorization and Supporting PS Forms

252.31  Whenitisnecessary for a steward to investigate and adjust grievances, he
shall request permission from his immediate supervisor. Upon granting
approval, the supervisor will complete PS Fom 7020, Authornzed Absence
from Workroom Floor. The supervisor will note the time at which the steward
begins investigating oradjusting a grievance. When the steward retumns from
investigating and adjusting the grievance, the supervisor will note the retum
time (in hoursand hundredths)on PS Form 7020.

252.32  The use of PS Form 7020 makes it unnecessary for the steward to dockin or
outto enterorleave “steward'sduty time” status. Further, the steward will not
be required to clockout on PS Form 1234, Utility Card.

252.33  The supenisor must check the box indicating STEWARD'S DUTY TIME. A
separate PS Form 7020 must be completed for each case of steward's duty
time.

252.34 At the end of each tour, the supervisor will collect all PS Forms 7020 which
have been completed for “steward's duty time” activities and paperdip all of
the PS Forms 7020 to the appropriate steward'stimecard.

252.4 Timecard Handling
There are no timecard handlingrequirementsfor “steward's duty time.”

252.5 Timecard Recording

The timekeeper will total the amount of each employee's “steward's duty
time”recorded on all PS Forms7020 each day and record the time in the

OTHER PREM column of the dockring side of the timecard identified by the
code number“70.” Exhibit 252.5 isan example of a properly completed

timecard showing steward's duty time. Note that “steward's duty time” can
neverexceed the total workhours reported forthe employeeforthe day.
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252.5 Time and Attendance

Exhibit 252.5
Authorizing and Recording Steward's Duty Time

PS Form 7020, Authorized Absence PS Form Workroom Floor

This form is completed by the supervisor after granting a steward’s request to leave the workroom floor in order to
handle a grievance. The supervisor records the time the steward leaves and the time when the steward returns. The
supervisormust also be sure to check the box indicating STEWARD’S DUTY TIME. A separate PS Form 7020 must be

completedfor eachcase of steward’s duty time. Atthe end of the tour, the supervisor is to paperclip all of the PSForms
7020 to the appropriate timecard.

A OF Em EOR ND, DOF EMPLOYEES

LA B mni“"‘{ﬂ'&

SOCiAL SECURITY NUMBER SUPERVISOR'S TIME

123 45 L78% PNITIALS
LEAVE LINIT > JE m ﬂﬂ] 1 : 1. mmir liaT:wl steward’s
ARRIVE B ficor
LEAVE B
o I 'Lm tﬂn.'h-:-: Seewand returms o workToom

l(ﬂewn.nn's DUTY TIME [ MEETING TIME O other Time floor
REARDN FOR &ABSEMCE

SEE REVERSE SIDE FOR INSTRUCTIONL

o, o7 7020 AUTHORIZED ABSENCE FROM WORKRODOM FLOOR

Recording Steward’s Duty Time on Timecard

Whenev er a timekeeperfinds a PSForm 7020 paperclippedto an employ ee’s timecard and the PS Form 7020 has the
“steward’s duty time” box checked, the timekeeper will total and record the time as shown below.

Steward clocks in sl beginning
of Lowar.

Sweward is not required to
clock out if ke s called
UpOn O aEsist in @ grievance
and the supervisor awthorizes
steward sbsence from
workroom floor,

LEDE
Ewiesd| OL

Total clock time for the
day.

Timekeeper's initials,
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Work and OtherPaid Hours 261.161

260 Travel Time

261  General

261.1  Definition

261.11 Travel time is compensable time spent by an eligible employee moving
between one work facility and another, orbetween home and a workfacility
otherthan the employee'sofficial duty station during which no productive
work is performed and excluding thenormal mealtime ifit occursduring the
period of travel.

261.12 Travel time may occur on a scheduled ornonscheduled day during or outside
of regularscheduled work hours depending on the type of travel andon the
eligibility of the employee.

261.13  Travel time performed by eligible employeeswill be considered workhours.

261.14 Local commuting area isthe suburban area immediately surrounding the
employee'sofficial duty station and withina radiusof 50 miles.

261.15 Commuting to and From Work

261.151 Commuting ime before or after the regular workday between one's home
and offidal duty station, or any other location within the local commuting
area, is a normal incident of employment and is not compensable. Itis not
compensable regardlessof whetherthe employee works at the same
location all day or commutes home after the workday from a location
different from the one where the workday started.

261.152 Commuting timeto and from workis also not compensable when an
employee iscalledbackto work afterthe completion of the regular workday,

but such commutingtimeiscompensableifthe employee iscalledbackto
work at a location otherthan hisregularworksite.

261.153 When an employee is employed to work on a permanent basis at more than
one location in the same service day, the time spent commuting between the
locations is not compensable travel time, provided there is a break in duty
status between the work performed in the different locations. A break in duty
status occurs when an employee iscompletely relieved from duty fora
period of atleast one hourthat may be used forthe employee'sown
purposes. Thisone houror greaterperiod must be in additionto the actual
time spentin travel and the normal meal period, if thenormal meal period
occurs during the timeinterval between the workat the different locations.
(See 261.162 fortravel time between joblocationswhen there isno breakin
duty status.)

261.16 Types of Compensable Travel Time
261.161 General

The determination of whethertravel time iscompensable ornot depends
upon (1)the kind of travel involved, (2) when the travel takesplace, and (3)
the eligibility of the employee. (See Exhibit 261.21.) The three situationsthat
may involve compensabletravel time are described below.
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261.162

261.163

261.164

Time and Attendance

Travel From Job Site to Job Site
a. Rule.

Time spent at any time during a service day by an eligible employee in travel
from one job site to anotherwithout a breakin duty status within a local
commuting area iscompensable. (See 261.153, which makesthe travel time
noncompensable ascommuting timewhen there isa breakin duty status
between the work performed in different locations.)

b.  Eligibility.

Thistype of travel time iscompensable forallemployeesduring their
established hoursof service on a scheduled workday. At all othertimes, this
type of travel time iscompensable only foremployeesentitled to receive
overtime pay.

One-Day Assignment Outside the Local Commuting Area

a. Rule.

Except as stated in the next sentence, time spent at any time duiing a single
service day by an eligible employee in travel on Postal Sernice business to
one or more locations outside of the local commuting area and back to the
home community is compensable. Time spent commuting in either direction
between home and an airport, busterminal, orrailroad station within the
local commuting area, if it occurs outside of established hours of service on a
scheduled workday, and the usual meal time, must be deductedfrom
compensable travel time.

b.  Eligibility.

Thistype of travel time iscompensable forallemployeesduring their
established hoursof service on a scheduled workday. At all othertimes, this
type of travel time iscompensable only foremployeesentitied to receive
overtime pay.

Travel Away From Home Overmnight

a. Rule.

Travel timespent by an eligible employee in travel on Postal Service
business to and from a postal facility or other work or training site which is
outside the local commutingarea and at which the employeeremains
ovemightiscompensable if itcoincideswith the employee'snormal work
hours at the home installation, whetheron a scheduled ora nonscheduled
day, subjectto 261.171and 261.172. Forinstance, if an eligible employee
with a regularschedule of 8:00 a.m. to 4:30 p.m., Monday through Friday,
travelsfrom 2:00 p.m. to 5:00 p.m.on any day of the week, 2.50 hourswould
be compensable. If the same employeetravelsfrom 5:00 p.m. to 8:00 p.m.
on any day of the week, no hours would be compensable. Compensable
travel time includesthe time spentin goingto and from an airport, bus
terminal, orrailroad station.

b.  Eligibility.
This type of travel ime is compensable for all employees on their scheduled

workdays. On nonscheduled days, this type of travel time is compensable
only fornonexempt employees.
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261.17
261.171

261.172

261.173

2
Exhibit 261.21

Eligibility for Travel Time

261.2
61.21

261.21

C. Intermediate Travel Home.

Employeeswho are on an extended assignmentaway from home may be
given the opportunity during the assignment to return home for personal
convenience. The traveltime involvedin such intermediate travelhome and
return is notcompensable.

d. Schedulingof Travel.
Travel away from home ovemightis to be scheduled by managementon a

reasonable basis without a purpose either to avoid compensation for the
travel time orto make the travel time compensable.

Special Travel Provisions

Use of Private Automobile for Personal Convenience

If an eligible employee traveling away from home overnight is offered public
transportation but utilizesa personally owned conveyance for personal
convenience, only the lesser of the time spent actually driving or those
creditable hourswhich would have been spentin travel by public
transportation will be compensated.

Required Use of an Automobile

All ime spent actually diiving an automobile while traveling away from home
overnight because no public transportation is available is compensable travel
time for an eligible employee whether the time occurs within or outside of the
employee'sestablished hoursof service.

Work Performed While Traveling

Any time spentin actual work by an eligible employee thatis required or
suffered or permitted to be performedwhiletravelingiscompensable.

Eligibility
Eligibility fortravel timeisshown in Exhibit261.21.

Ty pe of Travel

Scheduled Day Nonscheduled Day

Job Site to Job Site

Within
Within Established
Established Outside of Established Hours of Outside of Established
Hours of Service |Hours of Service Service Hours of Service
(Use code 82) (Use code 83) (Use code 82) | (Use code 83)
All employ ees Employ ees entitled to Employ ees Employ ees entitled to
receiv e ov ertime pay . entitled to receiv e ov ertime pay .
receive

overtime pay .

One-Day Assignment
Outside Local

Commuting Area

All employ ees

Employ ees entitled to
receiv e ov ertime pay .

Employ ees

entitled to
receive

overtime pay.

Employ ees entitled to
receiv e ov ertime pay .

Away from Home
Ov ernight

All employ ees

None.
Exception (see 261.17)

All nonexempt
employ ees.

None.
Exception (see 261.17)
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261.22

261.22

261.23

261.24

261.25

261.3
261.31

261.32

261.33

262

262.1

262.2
262.21

262.22

114
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Compensable travel time is counted as worktime for pay purposes and is
induded in hours worked inexcess of 8 hoursin a day, 40 hours in a week, or
on a nonscheduled day for a full-ime employee, for the determination of
overtime foreligible employees.

Out of schedule overtime, nonbargaining rescheduling premium, and
guaranteed time are not payable to employeeswhile travelingaway from
home overnight.

Night differential ispaid to eligible employeesduring those hours of
compensable travel between 6 p.m.and6 a.m. on eithera scheduled or
nonscheduled day.

Effect on Other Travel Reimbursement
The rules stated in 261.1 do not affect the entitement of employees to other

types of reimbursement underapplicable regulations, such as
reimbursement of certain travel expensesand perdiem.

Authorization and Supporting PS Forms

Whenever an employee isto be in a “travel” status, the employee's
supervisor is to complete PS Form 7020, Authorized Absence from
Workroom Floor. The supervisor should note the beginning travel time and
the ending travel time on the form.When the form iscompleted, the
supervisor should give itto the timekeeper. Itisrecognized that the
employee isnot officially absent from workroom floor, but thisform isthe
most convenient method available to document that the employeewasin a
“travel” status.

The supervisor will give this copy of PS Form 7020 to the timekeeper. The
timekeeperwill use the form asthe basis for making appropriate hours
entrieson the timecard.

It is the responsibility of the supenisor at the employee's official duty station
to approve mode and hoursof travel. Any necessary deviationsmust be
documented by the employee and reported to the supervisor for verification
and authorization.

Timecard Procedures

Timecard Handling
There are no special imecard handling procedures for employees who are in
a “travel” status.

Timecard Recording

Timekeepers will be responsible for totaling the amount of time spent by an
employee ina “travel” status, as documented by PS Form 7020. The
timekeepers are to enter thistime in the OTHER PREM column of the
timecard.

If the “travel” ime occurs within the employee's established work schedule
thenitisto be identified by the code number “82.” If the “travel” ime occurs
outside the employee'sestablished work schedule thenitisto be identified by
the code number“83.”
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262.23 Exhibit 262.23 isan example of a properly completed timecard for an
employee who traveled. Note that for each hour of “travel” there is a
corresponding hourentered asa work hour.

Exhibit 262.23
Authorizing and Recording Travel Time

PS Form 7020, Authorized Absence From Workroom Floor
This form is completed by the supervisor to authorize the number of hours an employee is to spend in a “travel”
status.

MAME
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Recording Travel Time on Timecard

When a PS Form 7020 is paperclipped to an employ ee’s timecard and it indicates thatthe employee was in a “trav el”
status, the timekeeper will total and record the number of hours spent in “travel” as shown. If thetrav el occurs during the
employ ee’s established work shcedule, it is identified by the code number “82.” If it occurs outside the

employ ee’s established work schedule, it is identified by the code number “83.”
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262.24  All authorized “travel” to and from training sessionsisto be recorded on
PS Form 1230-Ctimecard used to record the training time.

262.25 As shown on Exhibit213.2 the provisionsof out of schedule premiumand
guaranteed time do not apply to employeesfortime spentin a travel status.
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310 Overview
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311

312
3121

Purpose

This chapter describes in detail the procedures that must be followed in
requesting, approving, and recording time forleave. Definitionsin this
subchapter are intended to assist in carrying out the timekeeping function.
For detailed leave procedures, referto the Employee & Labor Relations
Manual (ELM). Proceduresin thischapterdeal only with the timecard enfries
that must be made each day. Thischapterdoesnot deal with totaling the
timecardsat the end of each week. (See chapter6.)

General Procedures

There are many types ofleave to which an employee may be entited. There is
a separate procedure in this chapter for each of these “leave types.” Each
procedure isdivided into five sections:

a. A definition of the “leave type”in question. The definition providesa

detailed explanation of the conditions which must be met before an
eligible employee may have time “charged’to the leave category.

b.  Aneligibility chart which indicates, by employee classification (i.e., full-
time, part-ime, regular, etc.), the employees who are eligible to have
time “charged” to the leave type. It isimportant to pay special attention
to any footnotes at the bottom of the eligibility chart in order to obtain a
complete understanding of exactly who iseligible. (An employee's
classification can be obtained by referring to the designation activity
code found on eitherPS Form 1230-A or1230-B timecard or by
referring to the appropriate PS Form 50.)

C. A description ofthe authorizationand supporting forms which must be
used to support an employee's work and leave entries on the timecard.
If the employee is not present to sign the supporting form on the day
that imecards are submitted to the Designated Distributed Data Entry/
Distributed Reporting (DDE/DR) site or postal data center (PDC) as
designated, the supenisor must make the dedision on the entry
involved. Timecards will be completed based on the supervisor's
action and forwarded to the DDE/DR site or PDC as designated
without delay. The employee will complete and sign the supporting
documentimmediately upon returning to duty.
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312.2

312.3

312.4

312.5

312.6

312.7

118

Time and Attendance

d. A descriptionofthe timecard handling procedures.In most cases,

timekeepers will total the daily entiies on a timecard and retum it to the
rack. Butoccasionallyitisnecessary to handle a timecard differently.

e. A descriptionoftimecard recording procedures. Thissection explains
exactly howtime in each of the many leave categoriesisto be
recorded each day on the timecard. Failure to follow this procedure may
cause the employeeto be paid incorrectly. All leave isto be recorded
and charged in hoursand hundredths, except postal
inspectorsand rural carrierswhose leave ischarged infulldays. CAG L
postmasters' leave recording isdescribed in 314.

Each of the five sections described above is to be followed regardless of
whether PS Form 1230-A, 1230-B, or 1230-C timecard isbeing used.

If an employee takesleave while ina higherlevel status, the amountofleave
taken should be recorded on PS Form 1230-C timecard. (T hisappliesonly
when the employee returmnsto the same statusafterthe leave. Otherwise, the
leave should be recordedon PS Form 1230-A or 1230-B timecard.) Unless
stated otherwise in the Procedure, employeeson leave are not entitied to
Sunday premium, night differential, orany othertypesof premium pay.

All leave requestsmust be verified in writing using one of two forms:

a. PS Form 3971, Request foror Notification of Absence.

b. PS Form 7020, Authorized Absence From Workroom Floor.

When an employee works foronly a part of a tourand takes leave forthe
remainder, itisthe supervisor's responsibility to ensure that the employee
clocks in and out. Theamountof leavetaken by an employee eachday
cannot exceed the number of hoursscheduled forthe position(s).

Full-and part-timeregularemployeesmay be granted up to 8 hoursleave on
days when no portion of the tourisworked, provided thatitisa normal
scheduled workday. Part-time flexible employeesmay also be grantedleave
on days up to an amount equal to the hoursthey would normally be required
to work, exceptthat Annual Leavemay be grantedup to 8 hours. Annual
Leave forpart-time flexible employeesmay also be granted on daysthe
employee isnot scheduled to work. In no case may the total of straight time
hours and all paid leave hoursexceed 8 hoursperservice day or 40 hours
perservice week, nor can leave be granted that would put the employee in
an overtime situation.

Unless specifically directed by a supervisor, timekeepers are prohibited from
making any paid leave entrieson the timecard if the PS Form 3971 or

PS Form 7020 supporting the entry is noton file. If aPS Fom 3971 or a

PS Fom 7020 is not on file supporting a leave entry, the supenvisor is
required to initial the appropriate daily blockon the timecard.
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313.2

313.3

313.4

313.5

313.6

314
3141

314.1

FLSA Exempt Procedures

FLSA exempt EAS employees are subject to spedal procedures regarding

how leave can be charged as they are paid on a salary basis. That is, they

receive a fixed salary for the week, regardless of the number of hours worked

or the quality of the workperformed. However, the following stipulations

apply:

a. Theymaybe charged withannualleave, sickleave, LWOP, or AWOL,
or any combination thereof, when they are absent from work for 1 or
more full days.

b. Theycannotbe charged withannual leave, sickleave, LWOP, or AWOL
on any service day in which they have work hours, court leave, military
leave, holiday leave, administrative leave, continuation of pay, or
injury-on-duty leave.

Nonbargaining exempt employeesmay be granted a personal absence

during a service day of up to, but not to exceed, 4 hours without charging

such absence to official leave. Exempt employeesdesiring time off from

work for more than 4 hours must not report for work on that day and must
take a full day of official leave.

When an exempt employee is directed to work a full day on a holiday orother
full day in addition to normal workdays, the supenisor may grant a full day of
personal absence without chargingit to official leave.

When an emergency occurs after an employee's arrival at work, personal
absence of greaterthan 4 hoursmay be granted.

Full-time exempt employees are expected to work a full day, and part-time
exempt employeesare expected to workthe full orpartial day specified
when they were hired. Except for postmasters and installation heads, exempt
employeesmust obtain the approval of their supervisorforall absences,
whether or not such absences are to be charged to the employee's leave
account. Postmasters and installationheadsmust (1) promptly report
emergency or planned absences exceeding 5 working days to their
managersand (2) maintain accurate recordingsof leave taken. At the
discretion of the installation head, PS Fom 3971, Request for or Notification of
Absence, may be used for requests of personal absences not charged to
leave. When used for personal absence, the PS Form 3971 must indicate in
Remarks: “Do not charge to Leave.”

Each full day of approved absence isto be charged to official leave.
However, absences on court leave, military leave, holiday leave, injury on
duty, continuation of pay, and all kindsof administrative leave are to be
approved and recorded on exemptemployees' timecardsin hoursand
hundredthsof hours.

CAG L Postmaster Procedures

In caseswhere a CAG L postmaster wishes to take leave, the postmaster or
leave replacement must complete the top section of PS Fom 1377, Request
forPayment of Postmaster Replacement and/or Postmaster CAG L Overtime.
Entries must be made in all blocks, including the postmaster's rate schedule
code and scheduled workweek daily hours.
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314.2 The special absence orleavecodesused on PS Form 1377 are listed below:

314.3

314.4

Absence/Leave Ty pe Code
Annual Leave A
Continuation of Pay C
Holiday H
Leav e Without Pay L
Meeting M
Other Leave' oL
Sick Leave S
Training T
Work” W

1. Court leave, nilitary leave, and the various administrative leaves described in
350, 360, and 380, respectively, of this chapter are treated as other leave, code
“OL” for reporting purposes.

2. Work code “W” is used to indicate days or partial days worked during the
remminder of the week when absence or leave entries are made.

The postmasterorleave replacement must enterthe appropriate absenceor
leave code in the daily blockwhen the postmasteris absent or on leave that
day. The code blockissplitwith a diagonal lineand the appropriate entries
made when the postmasterisabsent oron leave fora partial day. Absence
and leave used by Rate Schedule CodeF postmasterscan only be charged
in full orhalfdays. The words“full day” or “half day” must be entered in the
hours block Exhibit426.31b isan example of a postmasterwith both fullday
and halfday annualleave. Absence and leave used by Rate Schedule Code
E postmasters must be recorded in hours and minutes in the hoursblock
Exhibit426.31cisan example of a postmaster who worked 5-1/2 hours and
used sick leave forthe remaining 2-1/2 hours. These entrieswill be
converted to hours and hundredths when the datais entered into the
computer system.

When a Rate Schedule CodeF postmasterison an extended period of leave,
no leave ischarged to the employee fora Saturday absence when itfalls
within the period of leave. Otherleave ischarged in thissituationusing the
entry code “OL.” If the period of leave includesthe previousday (the Friday
of the previousweek), the appropriate blockmust be checked on

PS Form 1377, Request forPayment of Postmaster Replacement and/for
Postmaster CAG L Overtime. Exhibit426.31bisan example of a postmaster
on annual leave where the Saturday ischarged to otherleave.

320 Annual Leave (See ELM 512)

120

321

Definition
Annual leaveisprovided to employeesforrest, for recreation, and for
personal and emergency purposes.
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322.1

322.2

322.3

322.4

323

323.1

323.2

323.2

Eligibility
Eligibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

New Employees

New eligible employees are not credited with, and may not take, annual leave
until afterthey have beenemployedwith the Postal Service fora minimum of
90 calendar days and have maintained continuous employment underone or
more appointments without a break in service during the 90-day period. A
breakin service of one ormore workdays breaks the continuity of

employment, and any subsequent employment with the Postal Service
beginsa new 90-day calendarperiod.

Transfers

The granting of annual leave to employees transferring into the Postal
Service from otherfederal agenciesorfrom the Armed Forcesisa
complicated procedure depending on a number of variables. Timekeepers or
supervisors who are involved in such a leave situation should contact their
field divisionor MSC forguidance.

Rural Carriers
Annual leave forrural carriersisdiscussed in chapter5.

Authorization and Supporting PS Forms

Requests

Applicationforannualleaveismade in writing, in duplicate, on

PS Form 3971, Request foror Notification of Absence. Supervisorsare
responsible forapproving ordisapprovingapplicationsforannual leave by
signing the PS Form 3971,a copy of which isgiven to the employee. Itisthe
timekeeper'sfunction to ensure thata PS Form 3971 iscompleted forevery
period of annual leave taken. The supervisor may askthe timekeeperto verify
the fact that the employee hassufficient annual leave to coverthe period
requested. Exceptforemergencies, annual leave forall employees, except
postmasters and installation heads, must be requested on PS Form 3971 and
approved in advance by the appropriate supervisor.

Emergencies

In emergency situations, employees must notify appropriate postal
authoritiesassoon as possible as to the emergency and the expected
duration of the absence.Assoon as possible afterreturn to duty, employees
must submit PS Form 3971 and explain the reason for the emergency to their
supervisor.
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323.3

323.4

323.5

323.6

324

325
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Absences of More Than 5 Days

Postmasters and installation headsmust promptly report emergency or
planned absencesexceeding 5 working daysto theirpostal managersand
maintain accurate recordsof theirleave.

Granting Leave

Eligible employees may be granted up to 8 hours annual leave during their
scheduled daysor days normally worked.

Part-time Regular

A part-ime employee who is granted annual leave and performs service on
the same day is not allowed to work more hours than would total 8 hours
when combined with leave hours.

Part-time Flexible

a. A part-time flexible employee who hasbeen credited with 40 hoursor
more of paid service (work, leave, ora combination of workand leave),
in a service week is not granted paid annual orsickleave duringthe
remainderof that service week. Absencesin such cases are treated as
nonduty time, not chargeableto paid leave of any kind. Supervisors
should avoid grantingleave resultingin the requirement for overtime
pay.

b. Part-time flexible employeeswho request leave ondaysthat they are
scheduled to work, exceptlegal holidays, may be granted leave
provided they can be spared. Leave charged cannot exceed 8 hourson
anyone day. The installationhead may also consider a request for
annual leaveon any day a part-time flexible isnot scheduled to work.
The 40 hourspaid service in a service weekmay not be exceeded.

Timecard Handling

There are no spedal timecard handling procedures in cases where
employeesrequest annual leave.

Timecard Recording

Annual leaveisto be entered each day in the properdaily blockof the
timecard in the PAID LEAVE AL column. Exhibit325a explainsthe partsof
PS Form 3971 to be used when authorizingannual leave and showsa
properly completed PS Form 3971 foran employee who hasrequested
annual leave. Exhibit325b showsthe corresponding timecard entry.
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Exhibit 325a
Authorizing Annual Leave — PS Form 3971, Request for or Notification of Absence

PS Form 3971 is used to indicate the leav e category to which an employ ee's absence from duty is to be charged.
This is an example of a properly completed PS Form 3971 for a full-tine employee who requested in advance that he
be granted 40 hours of “annual leave” during his regularly scheduled service week. In this case, the PS Fom 3971 is
initiated by the employee and approved in advance by the superisor in accordance with the installation's v acation
planning program.

Date given o Mumber of houars and
supervisor, date of leave requested.
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325 Time and Attendance

Exhibit 325b
Recording Annual Leave on Timecard

Example 1 - Full Day of Annual Leave

This is an example of a properly completedtimecardfor afull-timne employee who has taken approv ed annual leav e. Note
that the timekeeper has recordedthe amount of leave taken in hundredths of an hour rather than in minutes. The
timekeeper has also drawn a diagonal line through the clock ring section of the timecard and has initialed the
INITIALS box of the timecard indicating that it was he who made the entry . Leave for all other employee
classifications is recorded in the same manner.

g 3 1, Code number identifying
H__—l—-_--- i Hﬂl‘llﬂl I“WH-
1 i N g T
2 rrmaaan 2. Timekeeper's initials.
.& T 7T e — 3, Amount of “annual leave"
T taken,

e

TRF| o | o | [k 1

Example 2 - Partial Day of Annual Leave

This is an example of a properly completed timecard for a f ull-time employee whose paid service during a tour
included both “annual leav e” and work hours. Note that the “annual leav e” is recorded in hundredths of an hour. It is
computed by subtracting the number of hours worked from the scheduled hours and recording the difference as
“annual leave.”

| |8 :
."l._, ey | W | oT ﬂ
1. Timekeeper's initials,
ﬁ _h%h ‘9“ — 2. Total clock time for the day.
- “ *
!2' ofe 3. Night differential hours.
R R | | o | EE
A 4. Amount of “annual leave'
taken.
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330 Sick Leave (See ELM 513)

331 Definition

Sick leave ensures employees against loss of pay if they are incapacitated
for the performance of dutiesbecause of illness, injury, pregnancy and
confinement, and medical (nduding dental or optical) examination or

treatment.
332 Eligibility

332.1  Eligibility Chart
Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

332.2 Rural Carriers
Sickleave forrural carriersis discussed in chapter5.

333 Authorization and Supporting PS Forms

333.1 Sick leave cannot be granted until itis eamed, except as provided in 336.
333.2 Application for sick leave is made in writing, in duplicate, on PS Form 3971.
Supenvisors are responsible for approving or disapproving applications for

sick leave by signing the PS Form 3971, a copy of which isgiven to the
employee.

333.3 Sickleave must be requested on PS Form 3971 and approved in advance by
the appropiiate supervisor, except for unexpected iliness/injury situations, in
which case employeesmust submit a request forsick leave on
PS Form 3971 as soon as possible afterreturn to duty.

333.4 Ifsickleave isappmoved, but the employee doesnot have enough sickleave to
cover the absence, the difference is charged, at the employee's option, to
LWOP or annual leave,if the employee hasannual leave to hiscredit.
(See 336.) LWOP so charged cannot later be converted to sickorannual
leave. IfLWOP in lieuof sickleave ischarged, the supervisorapproving the
PS Form 3971 must complete the leave type code entry. Thisensuresthat
the timekeeperisprovided with the correct code forthe timecard entry.

333.5 Exhibit 333.5 is an example of a properly completed PS Form 3971 for an
employee who has requested sick leave. Exhibits 142.31 and 142.32 are
examples of propelly completed PS Forms 3971 for employees “Call-In” or
“No-Call” requests for sick leave.
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333.5

Exhibit 333.5

PS Form 3971, Authorizing SickLeave
This is an example of a properly completed PS Form 3971 for an employee who has called in to request sick leave.
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334 Timecard Handling

There are no special timecard handling requirements for employees who
request sick leave otherthan those requirementsdescribed in 310.

335 Timecard Recording

Sickleave isto be recorded in the PAID LEAVE SL column of the timecard for
each day that sick leave hasbeen taken. Exhibit335 showsseveral
examplesof properly completedtimecardsforemployeeswho were absent
onsick leave.

Exhibit 335
Recording Sick Leave on Timecard

Example 1 - Full Day of “Sick Leave”

This is an example of a properly completed timecard for an employee who has been granted a full day of “sick leave.”
The amount of approv ed “sick leave” is recorded in the PAID LEAVE SL column of the timecard. The timekeeper is to
draw a diagonal line through the clock ring section of the timecard and is to place his initials in the INITIALS box of
the timecard. Prior to approv ing “sick leav e” requests, supervisors may wish to confirm that the employee has a
sufficient amount of “sick leave” to cover the time requested. This can be done by referring to the “LEAVE BALANCE

LISTING.”

.’

i - i I. Amount of “sick leave"

s ™8 .3 E:: LLJ oT :ﬂw: 1 ..-—"--'-- taken.
2. Timekeoper's initials,

ol — — 3. Code identifying “*sick
n Y
[r] B OT | GUAR TINE

leave'",
Example 2 - Partial Day of “Sick Leave”

il

This is an example of a properly completed timecard for afulltime employ ee whose paid service during a tour
included both “sick leave” and work hours. Note that the “sick leave” is recorded in hundredths of an hour. It is
computed by subtracting the number of hours worked from the scheduled hours and recording the difference as

“sick leave.”

T
i

I. Total clock tHme for the day.

1, Might differential hours.

1. Amount of **sick leave"
taken.
4. Timekesper's initials.

5:1'1.- F—
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336

Time and Attendance

336 Advance Sick Leave

336.1

336.2

Exhibit 336.2

Sickleave notto exceed 30 days (240 hours) may be advanced to employees
in cases of serious disability orailmentsif there isreason to believe the
employee will return to duty. Sick leave may be advanced whether or not the
employee has annual leave to his credit. Every application for advance sick
leave must be supported by medical documentationasto illness.

Officialsin charge of installationsare authorized to approve sickleave
advanceswithout reference to higherauthority. PS Form 1221, Advanced
Sick Leave Authorization, iscompleted and forwarded to the PDC when
advanced sickleave isauthorized. However, PS Form 1221 isto be routed
through the appropriatefield divisionor MSC, which will send it to the PDC.
Exhibit 336.2isan example of a properly completed advanced sickleave
request.

PS Form 1221, Advanced Sick Leave Authorization

PS Fom 1221 isto be prepared only by the postmaster or official in charge of the installation. It is important to notethat
employ ees cannot be granted “adv anced sick leave” for more than 240 hours at any one point in time. This form isto be
completed and sent directly to the division or MSC intime to reach the PDC during the pay period bef orethe “advanced

sick leave”is to be used.

UL FOETAL SR L
ADVANCED BICE LEAVE AUTHORIEATHN

entries al employes pay Jocation,

INSTRUCTIONS: Origina! 1o Mansgement Ssctiona) Cesvter; Copy 4o smploywe personnel Folder alfue: completion of thae
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Keith Millar,

336.3

128

Mot o excesd 240 houwrs
cumulative at any poinl in
time,

In order forthe employee to be assured of receiving the full benefit of the
advance sick leave program,itisessential that therequest forthe advance

sick leave be received by the PDC before the dose of the pay period prior to
when the employee actually beginsto draw the advance sick leave.
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336.4

336.5

336.6

343.2

Atno pointintime may the total amount of advance sick leave exceed
30 days (240 hours).

Effective the first full pay period inwhich the employee isnot charged with
sick leave, the remaining balance of advanced sick leave is removed from the
employee's records and is no longer available, except for adjustments to the
priorauthorized advanced sickleave period.

Entrieson timecardsforapproved advancedsickleave are made inthe same
mannerasforregularsickleave.

340 Leave Without Pay (See ELM 514)

August 2009

341

342

3421

342.2

343
343.1

343.2

Definition
Leave without pay (LWOP)is an authorized absence from dutyin a nonpay

status. LWOP may be granted upon the employee's request and covers only
those hours which the employee wouldnormally be paid.

Eligibility

Eligibility Chart

Employ ee Category Eligible

Full-time yes

Part-time regular yes

Part-time flexible yes

Casual no

Temporary no

* Except Injured on Duty/Office of Workers' C ompensation Prograns (IOD/
OoWCP).

Rural Carriers
LWOP for rural carriersis discussed in chapter5.

Authorization and Supporting PS Forms

The granting of LWOP is a matter of administrative discretion. LWOP is not
granted on an employee'sdemandexceptin thefollowing cases:

a. Disabled veteranswho require LWOP formedical reasons.

b. Reservists and membersof the National Guardwho require LWOP to

perform military training duties.

C. Employees who sustain traumatic job-related injuries while on duty.
A request for LWOP is submitted by the employee on PS Fom 3971. If the
request indicates the LWOP will extend over 30 days, a written justification

and statement of reason forthe desired absence isrequired. When the
LWOP isin excess of 30 days, a PS Form 50, Notification of Personnel
Action, isprepared.
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130

343.3

343.4

343.5

344

345
345.1

Time and Attendance

In cases of extended LWOP, installation headsmay approve requestsfor
LWOP which are notin excess of 1 year, and Regional Postmasters General
(or theirdesignees) may approve requestsfor LWOP which are not in excess
of 2 years.

The supervisor approving the PS Form 3971 must complete the leave type
code entry. This ensures that the timekeeper is provided with the correct
code forthe timecard entry.

A PS Fom 3971 isrequired for each period of union official LWOP. A
supervisor's signature on PS Form 3971 isthe authority required by
timekeepers to make daily entries on the employees'stimecard. Itisup to

the employee to ensure thata PS Form 3971 isinitiated, and itisthe
supervisor's responsibility to ensure thatitis properly completed.

Timecard Handling

In most cases, timecardsshould be handled according to the procedures
required in 310. However, in caseswhen an employeeison extended LWOP,
the timekeepermay wish to notrack the timecard. If timekeeperselect to do
this, they must be careful to ensure that the timecardsare still sent to the PDC
atthe end of each week.

Timecard Recording

“Leave without pay” is to be posted in the appropriate daily block of the

LWOP column ofthe timecard. The enties in this column are to be coded

with one of the following numbers:

a. “49"for all LWOP taken by employeeswho sustain a job-related injury
orillness while on duty and are receiving compensation for wage loss
from the Office of Workers Compensation Programs (OWCP).

b. “59"for partdayleave without pay (when the employee isabsent for
only a portion of the day or tour he was scheduled to work and incurs
paid hoursfor the remaining portion of the day ortour).

C. “60" forfull day leave without pay (when the employee isabsent forthe
entire day ortourhe was scheduled to work).

d. “84" for all LWOP taken for “union official’ reasons. See Exhibit 345.1
for an example of a properly completed timecard for an employee who
isin a “union official” LWOP status.
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August 2009

345.2

345.3

345.3

Exhibit 345.1
PS Form 3971, Authorizing LWOP-“Union Official”

Employ ees who are to be on “leav e without pay” for “union official” reasons must
initiate a PS Form 3971 for supervisor approval.

Recording LWOP-“Union Official” on Timecard

This is an example of a properly completedtimecardfor a union official who is on leave
without pay. The amount of leave to be granted is entered in the LWOP column and is
identified with the code number “84.”

It isnot necessary to show the reason on the timecard for leave without pay
because these absences are supported by a completed PS Form 3971 in the

filesof the installation.

Leave without pay must not be charged (a) on a nonscheduled day or (b) on a
holiday unlessthe employee isto be deniedpay asdescribed in 243.21.
Exhibit 345.3 is an example of a properly completed timecard for an
employee whoisin a “leave without pay” (non-union official) status.
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Exhibit 345.3
PS Form 3971, Authorizing and Recording Leave Without Pay

All “leav e without pay” is to be supported by a PS Form 3971.
Recording Leav e Without Pay on Timecard
Example 1 - Full-time LWOP

This is an example of a properly completed timecardfor a full-timne employee who was in a “leave without pay ” status for
his entire scheduled tour.

— —— .m
a 1IN
abaifa I
i or | Suotx sl o1, Amount of “LWOP" for
o] the day.
1 Q= 4+ & ———lge—— 2 Timekeeper's initials.
w | G 3 S
1
=3 e

Example 2 - Part-time LWOP

This is an example of a properly completed timecardfor a full-time employee who was in a “leave without pay ” status for
a portion of his scheduled tour.

1. Total clock time.
2. Timekeeper's initials,

1. Amount of "part day
LWOP" for the tour.

345.4 Employees who were injured on duty (IOD) and are receiving compensation
from the Office of Workers Compensation Programs (OWCP) will be charged
with LWOP/IOD-OWCP. Exhibit 345.4 is an example of a propedy completed
timecard foran employee who isin a LWOP/IOD-OWCP status.
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352.2

Exhibit 345.4

PS Form 3971, Authorizing and Recording Leave Without Pay/
IOD-OWCP

Employ ees who are to be on leav e without pay for IOD-OWCP reasons must initiate a
PS Form 3971 for superv isor approval.

Recording LWOP-IOD-OWCP on Timecard

This is an example of a properly completed timecard for an employee who is on leave
without pay after being injured on duty (I0D) and is receiving compensation from the
Office of Workers Compensation Programs (OWCP). The amount of leave to be
granted is entered in the LWOP column and is identified with the code number “49.”
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350 Court Leave (See ELM 516)
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351

352

352.1

3562.2

Definition

Court leave isthe authorized absence (without lossof or reduction in pay,
leave to which otherwise entitled, credit fortime orservice, orperformance
rating) of an employee from workstatus for jury duty or for attendingjudicial
proceedingsin a nonofficial capacity asa witnesson behalf of a state orlocal
govemment, orin a nonofficial capacity asa witness.

Eligibility
Eligibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible no
Casual no
Temporary no
Noneligibles

Employees not eligible for court leave must use annual leave or LWOP to
coverthe period of absence from duty for such court service.
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134

352.3

352.4

353
353.1

353.2

Time and Attendance

Other Factors

Court leave is granted only to eligible employees who, but forjury duty or
service as a withessin a nonofficial capacity on behalf of a state or local
government, wouldbe in a workstatus or on annual leave. Eligible
employees who are summoned for such court service while on annual leave
are placed in a court leave status for the duration of the court service. Eligible
employeeson LWOP when called for such court service are not granted
court leave, but may retain any fees or compensation incident to such
service.

Rural Carriers
Courtleave forrural carriersis discussed in chapter5.

Authorization and Supporting PS Forms

Installation heads (or their designees) are responsible for ascertaining the
exact nature of court service in order to determine whether the employee is
entitled to court leave. If a summonsto witness service is not specificor
clear, the installation head contacts appropriate authoiities to determine the
party on whose behalf the witness service isto be rendered. (Forinformation
as to court service which constitutes “official duty” status, see ELM 5164.)
When itis detemined that the court service is of such a nature asto entilie an
eligibleemployeeto courtleave, the employee should initiate a

PS Form 3971 and presentit to hissupervisor for action. The supervisor
approving the PS Form 3971 must complete the leave type code entry. This
ensures that the timekeeperisprovided with the correct code forthe
timecard entry. (Employeeswho are not eligible for court leave forsuch
service also use a PS Form 3971, requestingannual leave or LWOP, to cover
theirabsence from duty.)
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353.3 PS Form 1224

Exhibit 353.3

PS Form 1224, Court Duty Leave-Statement of Service

When an employ ee is summoned for jury duty or as a witness in a nonofficial capacity on behalf of a state or local
government, or in a nonofficial capacity as a witness on behalf of a private party in a judicial proceeding to which the
Postal Service is a party or the real party in interest, the employee must initiate a PS Form 3971 so that the supervisor
may approv e the absence. At the time the supervisor grants the employee the leave, the supervisor should also

prov ide the employ ee with the completed PS Form 1224. The example below shows a properly completed

PS Form 1224.
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Recording Court Leav e on Timecard

This is an example of a properly completed timecardfor an employee who was on ‘court leave.” The amount of leave to
be granted is entered in the PAID LEAVE OL column and is identified with the code number “61.”
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136

353.31

353.32

353.33
353.34

354

355
355.1

Time and Attendance

Afterapproving the PS Form 3971 foran employee who isto be on court
leave, the supervisormust obtain a copy of PS Form 1224, Court Duty Leave
Statement of Service, complete the requiredinformation on the form and give
itto the employee. The supervisormustinform the employeethatthe PS
Form 1224 isto be completed by an officer of the court asa meansof
verifying that the employee didin fact perform the service required by the
summons. Thisisto ensure thatthe employee isnotimproperly charged with
annual leave, sickleave, orleave without pay.
Two copies of PS Form 1224 are to be prepared and the following steps
taken:
a. Theoriginalcopyisgiven to the employee so thatit can be completed
by an officer of the court.

b. The second copyisgiven to the timekeeperforreference purposes.
The timekeeper is responsible for making entiies on the reverse of the
PS Form 1224 to show each day the employee was absent for court
leave purposesand to post PS Form 1224 entriesto the timecard.

C. When the employee returnsto work, the completed PS Form 1224 is
compared to the timekeeper's copy to ensure that the time of the
employee's court-approved absence agrees with the timekeeper's
records.

d. Afterthe timekeeperisfinished with the employee'scopy of the
PS Form 1224, he should forward it to the person or unit responsible
for collecting and accounting for postal funds so that an appropriate
accounting of the jury or witness fees paid to the employee can be
made.

Exhibit 353.3 isan example of a properly completed PS Form 1224.

Even though an employee hasa properly completed PS Form 1224 on file, he
must also have a properly approved PS Form 3971 on file.Itisimportant to
note that the supervisor must verify that he has reviewed the summons
calling the employeeintoservice by checking the box underthe
DOCUMENTATION section of the PS Form 3971.

Timecard Handling

Otherthan the proceduresdescribed in 310, there are no special provisions
fortimecard handlingwhen an employeeison court leave. However, if the
employeeisgoing to be in a court leave statusforan extended period of time,
the imekeeperisnotrequired to rackthe timecard. If the imekeeperelectsto
notrack the card, then the timekeepermust ensure that the

timecard is not lost or misplaced. The timecard should be submitted to the
PDC at the end of each week so that the employee continues to receive the
pay to which entitled.

Timecard Recording

“Court leave”isto be posted in the PAID LEAVE OL columnin the
appropriate daily blockof the timecard and isidentified by using the code
number“61.” Exhibit 353.3isan example of a properly completed timecard
foran employee who ison court leave.
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362.4

355.2 Employeeswho perform court service in an “official duty” status(See ELM

516.4) will not have their time charged to “court leave” even if eligible for
court leave under 352.1 above. Such court time is considered work hours
and need not be separatelyidentified on the timecard.

360 Military Leave (See ELM 517)
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361

362

362.1

362.2

362.3

362.4

Definition
Military leave is autholized absence from postal duties without loss of pay,

time, or performance rating granted to eligible employees who are members
of the National Guard or Reservists of the Armed Forces.

Eligibility

Eligibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

Armed Forces Categories

Eligible employees must be members of the following components of the
Armed Forces:

The Army National Guard of the United States.
The Army Reserve.

The Naval Reserve.

The Marine CorpsReserve.

The AirNational Guard of the United States.
The Coast Guard Reserve.

The Air Force Reserve.

@ ~0o a0 T O

Other Factors

Generally,an employeemust bein apay statuseitherimmediatelyprior to the
beginning of military duty orimmediately after the end of military duty in order
to be entited to military leave. Approving officers determine whether the
employee fulfillsthe pay status requirement.

Non-work Days
Non-workdays falling within the period of military duty specified by the
official military ordersare charged against the military leave allowance.

Non-workdays falling at the beginning and end of such military duty period
are not charged.
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362.5 Time and Attendance

362.5 Reference

For determinationsasto the typesof military duty covered andthe allowable
amount of military leave, see the ELM 517.12 and 517 5.

362.6 Rural Carriers
Military leave forrural carriersisdiscussed in chapter5.

363 Authorization and Supporting PS Forms

363.1 The officialresponsibleforapprovingthe attendance record also approves
military leave.

363.2 Employeesmustinitiate a PS Form 3971 at the time they receive ordersto
report for duty. Upon return from military duty, the employee furmishesa
copy of military ordersproperly endorsed by appropriate military authority to
show the duty was actually performed. Exhibit 363.2 showsan example of a
properly completed PS Form 3971 foran employee on military leave. Itis
important to note that supervisors must check the box in the
DOCUMENTATION section, indicating that they have reviewed the military
orders. The supervisorapproving the PS Form 3971 must complete the leave
type code entry. Thisensures that the timekeeperisprovided with the
correct code forthe timecard entry.

Exhibit 363.2
Authorizing and Recording Military Leave — PS Form 3971, Request for or Notification of Absence This

is an example of a properly completed PS Form 3971 for an employee who was required to attend summer camp for
military training.

REQUEST FOR OR NOTIFICATION OF ABSENCE
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Recording Military Leave on Timecard

363.3

This is an example of a properly completed timecard for an employ ee who is absent on “military leave.” The amount of
leav e is entered in the PAID LEAVE OL column and is identified with the code number “67.”

Exhibit 363.3
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363.3 PS Form 3973, Military Leave Control, isused to provide installationswith an
official record of the amountof “military leave” used and ismaintained by the
timekeeperorotheroffical responsible for processing timecards. Exhibit 363.3
shows a properly completed PS Form 3973.

PS Form 3973, Recording Military Leave
When an employ ee receives orders to report for duty, a PS Form 3973, Military Leave Control, is prepared as an

official record of leave used. The PS Form 3973 will be used tov erify that the employ ee was in fact on activ e duty for the
time specffied. The example shows a properly completed PS Fom 3973 for afull-timne employ ee. In addition, a PS
Form 3971 must be initiated by the employ ee and approv ed by the supervisor.
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364

Time and Attendance

364 Timecard Handling

There are no spedial imecard handling procedures other than those outlined
in310.

365 Timecard Recording

Military leave is to be entered in the PAID LEAVE OL column of the timecard in
the appropriate daily blockand isidentified by the code number“67.” Exhibit
363.2 shows an example of a properly completedtimecard foran employee
who is absent on military leave.

370 Holiday Leave (See ELM 518)

140

371 Definition
371.1  The following 10 daysare observed asholidaysforemployeesof the Postal
Service:
New Year's Day.
Martin LutherKing Day.
Washington'sBirthday.
Memorial Day.
Independence Day.
LaborDay.
ColumbusDay.

S@ ™ o0ao0 oo

VeteransDay.

Thanksgiving Day.
j. Christmas Day.

371.2 Onthese holidays, eligible employeesreceive holiday leave pay fora number
of hours equal to their regular daily work schedule, not to exceed 8 hours.
This holiday pay is instead of other paid leave to which an employee might
otherwise be entitled on hisholiday.

371.3 Ifa holidayfallson an eligible employee'sregular scheduled workday,
induding Saturday or Sunday, the employee observes the holiday on that
day.

371.4 When a holiday fallson an employee'sscheduled nonworkday, the first
scheduled day precedingthe holiday isdesignated the employee'sholiday.

371.5When a holiday fallson a Sunday which isa nonscheduled workday foran
employee, Monday isdesignated asthe employee'sholiday. However, if
Mondayisalso a nonscheduled workday, then Saturday isdesignated asthe
employee'sholiday.

371.6 For all full-timepostmasters, if a holiday fallson a Saturday which isa
nonscheduled workday, the preceding Friday isdesignated asthe
postmaster's holiday. Where necessary, additional work hour allowances are
authorized for those post offices without a senior supervisor to provide relief
coverage during the postmaster'sabsence on holiday leave.
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Leave Hours

371.7

371.8

371.9

372

3721

372.2
372.21

372.22

372.23

372.3

373

374

August 2009

374

FSLA nonexempt postmasters, who supervise less than two full-time
equivalent employees, are entitied to holiday leave pay, butonly to the extent
thatthose hours exceed any hours actually worked.

Holiday leave paid to an employee who isin a continuation of pay (COP)
status should be recorded as holiday leave andiscounted asone of the 45
calendardaysof COP for OWCP purposes.

Holiday leave pay should not be confused with Holiday worked pay and
Christmas worked pay discussed in 243 and 244, respectively.

Eligibility

Eligibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular (see 372.2)
Part-time flexible no

Casual no
Temporary no

Other Factors

Part-time regularemployeeswho are regularly scheduledto worka minimum
of 5 daysperservice weekare eligible forholiday leave payin accordance with
371.5. Part-timeregularemployeeswho are regularly scheduled to workless
than 5 daysin a service week are ineligible unlessthe holiday fallson their
scheduled workday.

If a full-time or part-time regular employee is scheduled to work on a holiday
or on adesighated holiday and does not work, the employee will not receive
holiday leave pay (unless the absence is based on extreme ememgency and is
excused by the supervisor). Part-time flexible employees are not eligible for
holiday leave even when serving as officersin charge or in other higherlevel
positions.

To be eligible for holiday leave pay, the employee must be in a pay status
(either work hours or paid leave) for the last hour of his scheduled workday
priorto, or the first hourof the employee'sscheduled workday afterthe
holiday ordesignated holiday.

Rural Carriers

Holiday leave forrural carriersisdiscussed in chapter5.

Authorization and Supporting PS Forms

Employees eligible for holiday leave pay require no specific authorization to
be absent from work on a holiday or a designated holiday.

Timecard Handling

There are no special requirements regarding the handling of imecards for
employeesentitiedto holiday leave pay.
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375 Time and Attendance

375 Timecard Recording

375.1 Holiday hoursforemployeeseligible to receive holiday leave pay are entered
in the properdaily block of the PAID LEAVE OL column of the timecard and are

identified by using the code number “58.” Exhibit 375.1 demonstrates how
holiday leave hoursshould be recorded on the timecard.

Exhibit 375.1
Recording Holiday Leave

Example 1-Holiday Leav e Pay

This is an example of a properly completed timecard for an employ ee who receiv ed paid time off during a holiday. The
amount of hours to be paid is recorded in the PAID LEAVE OL column of the timecard and is identified by the code

number “58.” An employ ee must receive the same number of hours of holiday leave pay as he was scheduled to work on
the holiday (or the designated holiday ).

Example 2-Denial of Holiday Leave Pay

In those instances where an employ ee was scheduled to work on a holiday and did not report for duty, the employee is
not entitled to receiv e pay for holiday time off. This is an example of a properly completed timecard for such an
employ ee. The amount of time entered inthe LWOP (REASON) column of the timecard is equal to the number of hours

of holiday leav e pay thatthe employee would hav e received had he reported for duty as scheduled. These hours are
identified with the code number “60.”

1. Supervisor's
itials.

2, Total amount of
it be dended.
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Leave Hours

381.22

375.2 Exhibit 375.1also shows how to record time foremployeeswho were

scheduled to work on a hoaliday, but who failed to report for duty. (These
employees are not entited to holiday leave pay and are to be placed in a
leave withoutpay status.) The supervisoris required to initial the timecard.

380 Administrative Leave (See ELM 519)

August 2009

381

381.1

381.2

381.21

381.22

“Acts of God”

Definition

Administrative leave is absence from duty authorized by appropriate postal
offidals without charge to annual or sick leave and without loss of pay. “Acts
of God” involve community disasters such asfire, flood, orstorms. The
disaster situation must be general ratherthan personal in scope andimpact. It
must prevent groups of employeesfrom working or reporting to work.

Eligibility

Higibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

When employees are dismissed from duty before the normal completion of
their scheduled tour or are prevented from reporting to work due to an “Act
of God,” the following rulesapply:

a. Full-time and part-time regularemployeesreceive administrative leave
to complete or cover their scheduled tour of duty (not to exceed 8
hours).

b. Part-time flexible employeesare entitled to credit for hoursworked
plus enough administrative leave to complete their scheduled tour. The
combination of straight-time worked and administrative leave may not
exceed 8 hoursin a service day. If there isa question about the
scheduled work hours, the part-time flexible employee is entiled to the
greater of the following:

(1)  The numberofhoursthe part-time flexible employee worked on
the same service dayin the previousservice week.

2)  Thenumberofhoursthe part-time flexible employee was
scheduled to work.

3) The guaranteed hours, asprovided in the applicable national
agreement.

C. Part-time flexible employeesprevented from reporting to workreceive

administrative leave, subject to the 8-hour limitation, for their
scheduled work hours as provided in the above section (b).
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381.23

144

381.23

381.3
381.31

381.32

381.33

381.4

381.5

Time and Attendance

Employees on annual leave, sick leave, or LWOP remain in such status. They
are not entitled to administrative leave.

Authorization and Supporting PS Forms

Field division GMs/PMsand otherinstallation headshave authority to
approve administrative leave forup to 1 day. MSC and BMC managersmay
authorize administrative leave beyond 1 day, but not to exceed a total of 3
days fortheirinstallation andthose reporting to it. Postmastersand headsof
installationsthat report directly to a district ora region may authorize
administrative leave notin excessof 3 days.

Postmasters and otherappropriate officialsdetermine whetherabsences
from duty allegedly due to “Actsof God” were, in fact, due to such cause or
whetherthe employeeoremployeesin question could, with reasonable
diligence, havereported forduty.

APS Form 3971 will be preparedforeach employeewhoisin an
administrative leave statusdue to an “Act of God.” If an entire tourisabsent,
one PS Form 3971 can be prepared to coverthe entire tour. Itisthe
supervisor's responsibility to ensure that thisform is prepared as soon as
possible afterthe employeesreturn to work. The supervisor approving the
PS Form 3971 must completethe leave type code entry. Thisensuresthat
the timekeeperisprovided with the correct code forthe timecard entry. Itis
the timekeeper'sfunction to calculate the actual amount of leave granted to
each employee.

Timecard Handling

Timecards for employees who are unable to report to work because of an
“Act of God” should be handled in the mannerprescribed in 310. Ifan
employee is dismissed from work early due to an “Act of God,” the employee
should clockout before leaving the installation.

Timecard Recording

Administrative leave due to an “Act of God”is posted in the PAID LEAVE OL
column of the timecard for each time thatitis used and is identified by the
code number“78.” Exhibit 381.5 shows a properly completed timecard for an
employeewho wasin such administrative leave status.
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382

382.1

382.2
382.21

382.22

382.23

382.23

Exhibit 381.5

PS Form 3971, Authorizing Administrative Leave-"Acts of God”

All instances of administrative leave due to “Acts of God” are to be documented with a
PS Fom 3971. Normally PS Form 3971 should be preparedfor each employee who is
in an administrativ e leave status, but when the circumstances warrant, one form may
be prepared for the entire tour. If leave is approved for the entire tour, the

superv isor writes in ‘full tour” on the PS Form 3971.If the leav e is for a pattial tour, the
superv isor writes in the time that the leav e officially started. It is up to the
timekeeper to calculate the actual amount of leav e to be granted to each employ ee.
The timekeeper's calculation will depend on whether the individual affected is a full-
time employ ee, a part-time regular employ ee, etc.

Recording Administrative Leav e-“Acts of God”

This is an example of a properly completed timecard for a fulltime employ ee who
received administrative leav e due to “Acts of God.” The amount of leave is recorded
in the PAID LEAVE OL column and is identified with the code number “78.”

."'h,,|
|
¥ 1. Employee clocks out.

=T G 2. Total clock time for the day.

.g'ﬂ —t . Amount of Administrative
d | T Leave—Acts of God.

@ || . o

0 Rt (Y

Civil Disorders

Definition

During time of civil disordersin communities, the postmasterorinstallation
head determineswhether conditionsare such that postal operationsshould
be curtailed orterminated. The decision shouldtake into accounttheneeds
of the Postal Service, local conditions, and the welfare of postal employees
In the event of such curtailment ortermination, employees absencesare
charged to administrative leave asprovided below.

Eligibility
Higibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

Administrative leave due to dvil disordersis granted in the same manner as
administrativeleave due to “Actsof God.” See 381.22.

Rural Carriers
Administrative leave for Rural Carriers in the event of civil disordersis
discussed in chapter5.
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382.3 Time and Attendance

382.3 Authorization and Supporting PS Forms

382.31 Installationheadscan grant up to 3 days (24 hours) of administrative leave on
a day-to-day basis to employees who, through no fault of their own, are
prevented from reporting to workdue to the disorder.
382.32 Supervisors will be responsibleforpreparing a PS Form 7020, Authorized
Absence From Workroom Floor, foreach group of employeeswho were
absent due to a civil disorder. Thisform should be prepared assoon as
possible afteremployeesreturn to work Exhibit 382.32showsa properly
completed PS Form 7020 forabsencesdue to civil disorders. As an
alternative, eachemployee cansubmita PS Form 3971. The supervisor
approving the PS Form 3971 must complete the leave type code entry. This
ensures that the timekeeperisprovided with the correct code forthe
timecard entry.
Exhibit 382.32
PS Form 7020, Authorizing and Recording Administrative Leave Due to Civil Disorder
This is an example of a properly completed PS Fom 7020 which is used to authorize administrative leave in
instances of civil disorder. The supervisor is to record the time the tour was dismissed in the TIME column.

—
A OF EMPLOYEE OR . OF EMP VF“ “ bﬂTl'?Jf,"fi?E,
SOCEAL R MUMBER ' ""T:ﬁflﬂ““ TIME

LEAVE UNIT e L 121k
ARRIVE B T

LEAVE fiee-

RETURN TO UNIT B

[] STEWARD'S DUTY TIME [ meeTING TIME O otHeER TIME

REASOMN ‘_AESE‘ ]

SEE REVERSE SIDE FOR INSTR UCTIONS.
PS Form  ap2p AUTHORIZED ABSENCE FROM WORKROOM FLOOR

Jam. 197H

Recording Administrative Leave Due to Civil Disorder on Timecard

This is an example of a properly completedtimecardfor an employ ee who is absent on administrative leav e due to civil
disorder. The amount of time off is recorded in the PAID LEAVE OL column of the timecard and is identified with the code
number “81.”

E_§ Emploves clocks out when
=1, entering Adminisirtive Leave
: ﬁ due o Civil Dhsoeder.

a3 ™= Tonal clock time for the
i day
x|

Totdl Adrmomstrabive Leave
dus to Civil Disorder time.

Timekeeper's initials
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382.4

382.5

383

383.1

383.2
383.21

383.22

383.3
383.31

383.32

383.32

Timecard Handling

Other than those outlined in 310, there are no special timecard handling
provisionsfor employeeswho were absent due to civil disorder.

Timecard Recording

Administrative leave due to civil disorderisrecorded in the PAID LEAVE OL
column of the timecard in the appropriate daily block and is identified by the
code number “81.” Exhibit 382.32 shows a properly completed timecard for
an employee who isabsent due to administrative leave due to civil disorder.

Civil Defense

Definition

Eligible full-ime employees who volunteer and are selected by state orlocal
authoritiesfor civil defense assignmentsare authorized to participate in
pre-emergency training programs and test exercises conducted by the state
or local government. Participation in these activities duiing the employee's
regularly scheduled tour of duty cannot exceed more than 40 hours in any
one leave year.

Eligibility

Higibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular no
Part-time flexible no
Casual no
Temporary no

Rural Carriers

Administrative leave for civil defense assignments for rural carriersis
discussed in chapter5.

Authorization and Supporting PS Forms

Availability for civil defense assignmentsis subject to the following three

conditions:

a. Theemployee'sparticipationhasbeen requested by the state orlocal
civil defense authorities.

b. Theemployeecan reasonably be expectedto be available for
assignment to civil defense activitiesin the event of an emergency.

C. The employeecan be spared from hisregulardutiesforthe required
periodsof participation.

Employees are responsible for initiating PS Form 3971 for each period of
time that they expect to be absent from work while participatingon an
approved dvil defense activity. The supervisor approving the PS Form 3971
must complete the leave type code entry. This ensures that the timekeeperis
provided with the correct code for the timecard entry.
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383.33

148

383.33

383.4

383.5

384

384.1

Time and Attendance

Upon return to duty, the employee will be required to submit a written
statement from the state or local civil defense authoritiesto hissupervisor
showing the days or hours of his participation. If the employee doesnot
provide thisstatement orif the statement doesnot support the leaverequest
that was approved on PS Form 3971, the employee must be charged with
annual leave orwith leave without pay.

Timecard Handling
There are no special timecard handling requirements other than those
described in 310.

Timecard Recording

Administrative leave for civil defense assignmentsisto be entered in the
properdaily blockof the PAID LEAVE OL columnand isidentified by using
the code number “77.” Exhibit 383.5 shows how such leave isto be propeily
recorded on the timecard.

Exhibit 383.5

PS Form 3971, Authorizing and Recording Administrative Leave for Civil
Defense

Eligible employ ees who are absent from duty because of participation in acivi
defense activity are required to complete a PS Form 3971.

Recording Administrative Leav e for Civil Defense on Timecard

This is an example of a properly completed timecard for an employ ee who is absent
on administrative leaveforcivil defense. The amount of leave is entered in the PAID
LEAVE OL column and is identif ied with code number “77.”

Voting and Registration

Definition

So far asis practicable without seriously interfering with postal operations,
eligible employees who desire to vote or register in any election orin any
referendum on a civic matterin theircommunity are excused fora
reasonable time forthat purpose on a day they are scheduled to work.
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384.2
384.21

384.22

384.23

384.3
384.31

384.32

384.4

384.5
384.51

384.52

August 2009

384.52

Eligibility
Higibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

Other Factors

Eligible employeesare not allowed administrative leave for voting and
registration during a period of absence onsickleave, annualleave, or LWOP.

Rural Carriers

Administrative leave for voting and registration for rural carriersis discussed
in chapter5.

Authorization and Supporting PS Forms

Postal officialsin charge of installations obtain necessary information
concerning the hours during which the polls are open in the political
subdivisionsin which theiremployeesreside. They then make an
administrative determination regarding the amount of excused absence
necessary. (See ELM 519.24.)

All employees are responsible for iniiating PS Form 3971 for each period of
time that they expect to be absent from workto vote orto registerto vote. PS
Form 3971 should be approved by the supervisor. The supervisor

approving the PS Form 3971 must complete the leave type code entry. This

ensures that the timekeeperisprovided with the correct code forthe
timecard entry.

Timecard Handling
There are no spedal imecard handling requirements for employees who are
absent on administrative leave forvoting and registration.

Timecard Recording

Employees are to dock out at the time they leave an installation to vote and
clockin when they return. Where necessary, PS Form 1234, Utility Card,
should be used.

Administrative leave for voting and registration is to be entered in the proper
daily block of the PAID LEAVE OL column of the timecard and is identified by
the code number “85.” Exhibit 384.52 is an example of a properly completed
timecard foran employee who usesadministrative leave forvotingand
registration.
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385

Exhibit 384.52

Time and Attendance

PS Form 3971, Authorizing and Recording Administrative Leave for Voting and Registration

Employ ees who wish to take time off for the purpose of voting or registering to vote must intiate a PS Form 3971 and
obtain the supervisor's approval.

Recording Administrative Leav e for Voting and Registration on the Timecard

This is an example of a properly completedtimecardfor an employ ee who was granted permissionto clock out one hour
early for purposes of ‘voting or registering to vote.” Administrative Leave for Voting and Registration is recorded in the
PAID LEAVE column of the timecard and is identified with the code number “85.”

150

. Empiovee clocks out when
leaving installation.

- Total elock time for the day.

»Amount of time charged 1o
Administrative Leave for
Voting and Registration.

. Timekeeper's injtials.

385

385.1

385.2
385.21

385.22

385.3

Blood Donations

Definition

Eligible employeesmay be excused forthat period of time deemed
reasonable necessary to coverany absence from regulartoursof duty to
make voluntary blood donations, withoutremuneration, to the Red Cross, or
the community, orothernonprofit blood bank.

Eligibility
Eligibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

Rural Carriers

Administrative leave for rural carriers who donate blood is discussed in
chapter5.

Authorization and Supporting PS Forms

Eligible employees who wish to receive administrative leave to donate blood
should prepare PS Form 3971 for supervisoraction. The supervisor
approving the PS Form 3971 must complete the leave type code entry. This
ensures that the timekeeperisprovided with the correct code forthe
timecard entry. Upon return to work, the employee should provide the
supervisor with a PS Form 3971 which hasbeen endorsed by an official at
the place of donation.
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385.4

385.5
385.51

385.52

386

386.1
386.11

386.11

Timecard Handling

Other than those described in 310, there are no special timecard handling
requirementsforemployeeswho take time off to donate blood.

Timecard Recording

Administrative leave for blood donationsisto be recorded in the PAID LEAVE
OL column of the timecard in the appropriate daily block and is identified by
the code number “69.” Exhibit 385.51 is an example of a properly completed
timecard foran employee who used administrative leave for blood donations.

Exhibit 385.51

PS Form 3971, Authorizing Administrative Leave forBlood Donations
Employ ees who wish to take Administrative Leave for Blood Donations mustinitiate a
PS Form 3971 in order to obtain supervisor approval.

Recording Administrative Leav e for Blood Donations

This is an example of a properly completed timecard for an employ ee who has been
granted 1 hour of Administrative Leave for Blood Donations. The amount of leave is
recorded in the PAID LEAVE OL column of the timecard and is identified with the
code number “69.”

1 1 | I. Emplover clocks oat before
i ﬁ leaving installation,
it =i 2
e Ll (N I. Towl clock time for the
I e day.
3. Amount of Administrative
Leave for Blood Donation,

" 4, Timekesper's inftsals,

Supervisors are to require employeesto clockout when leaving the
installation to donate bloodand when returning to the installation from

donating blood. If by docking in and out the employee will have more than
fourclockrings for the day, he should record the clockrings on
PS Form 1234.

Funeral Services

Definitions

Absence of Veterans to Attend Funeral Services

Full-time employees(except rural carriers)who are veterans of any war,
campaign, orexpedition (forwhich a campaign badge hasbeen authorized),
or who are membersof honororceremonial groupsof such veterans, may be
granted administrative leave, notto exceed 4 hoursin any one day, to
participate infuneral ceremoniesformembersof the Armed Forces of the
United Stateswhose remainsare returned from abroad forfinal intermentin
the United States. Such participation islimited to service asactive
pallbearersoras membersoffiring squadsor guards of honor.
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386.12

1562

386.12

386.2
386.21

386.22

386.3

386.4

386.5
386.51

386.52

Time and Attendance

Funerals of Immediate Relatives Who Died in Combat Zone

Administrative leave, notto exceed 3 days, is granted to employees to make

arrangementsfororto attend the funeral of, ormemorial service for, an

immediate relative who died as a result of wounds, disease, orinjury incurred

while serving asa memberofthe Armed Forcesof the United Statesin a

combat zone. An immediate relative isdefined as:

a. Spouse and spouse's parents.

b Children and their spouses.

C. Parents.

d Brothers, sisters, and brothers-in-law and sisters-in-law (brothers and
sisters of spouses and spouses of brothers and sisters).

Eligibility
Eligibility for administrative leave to participate in funeral services as set forth
in 386.11 islimited to full-time employees.

Administrative leave for funeral services for rural cariersis discussed in
chapter5.

Authorization and Supporting PS Forms

Eligible employees are required to obtain approval for administrative leave to
cover their absence from duty for funeral services (as set forth in 386.1) by
using PS Form 3971. The supervisorapproving the PS Form 3971 must

complete the leave type code entry. This ensures that the timekeeper is
provided with the correct code for the timecard entry.

Timecard Handling

Other than those outlined in 310, there are no special timecard handling
requirements for employees absent on administrative leave for funeral
services.

Timecard Recording

Administrative leave for funeral servicesisto be recorded in the appropriate
daily block of the PAID LEAVE OL column of the timecard and is identified by
the code number“79.”

Exhibit 386.52 shows a properly completed timecard for an employee who
took administrative leave forfuneral services.
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387.1
387.11

387.12

387.2
387.21

387.21

Exhibit 386.52

PS Form 3971, Authorizing Administrative Leave for Funeral Services
Eligible employ ees who intend to take Administrative Leave for Funeral Services are
toinitiate PS Form 3971 in order to obtain supervisor approv al for the leave.

Recording Administrative Leav e for Funeral Services on Timecard

This is an example of a properly completed timecardfor an employ ee who has taken
Administrative Leave for Funeral Services. The amount of leave is recorded in the
PAID LEAVE OL column and is identified with the code number “79.”

Postmaster Conventions and Organization
Business

Definitions

Postmaster Conventions

Administrativeleave, notto exceed 10 working days, isauthorized for
postmasters and officers-in-charge forthe purpose of attending organization
conventions, asfollows:

a. A maximumof5 working days perleave yearforactual attendance at
the annual national convention of one postmasterorganization.

b. A maximumof 3 working days perleave yearforactual attendance at
the annual state or multi-state convention of one postmaster
organization which isheld forthe state in which the postmaster's (or
OIC's) installation islocated.

C. A maximum of 2 working days perleave yearforthe travel time which
is actually required by a postmaster (or OIC) to attend the national and/

or state conventions, provided such travel time isalso during a
regularly scheduled workday.

Postmaster Organization Business

A maximum of 50 daysof administrative leave isauthorized each leave year
for each association, foruse by national officersand the national editor to
conduct organizationbusiness. The national president designatesin advance
the amount of the combined maximum total of 50 daysto be distributed
individually amongthe officersand the editor.

Eligibility
Only postmasters and officers-in-charge are eligible for administrative leave
to attend postmasterorganization conventions.
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387.22

387.3

387.4

387.5

Time and Attendance

Only those national officers and editors of the postmaster organizations who
have been designatedin advance are eligible foradministrative leave to
conduct organizationbusiness.

Authorization and Supporting PS Forms

Application for the intended absence on administrative leave (as provided)
must be approved in advance by the postal managerto whom the
postmaster (or OIC) reports. Any requests for annual leave or LWOP to
supplement administrative leave granted for such absences must also be
approved in advance by the same postal manager. The postmasteror
officer-in-charge should complete a PS Form 3971 priorto taking such leave.
The supervisorapproving the PS Form 3971 must complete theleave type
code entry. Thisensures that the timekeeperisprovided with the correct
code for the timecard entry.

Timecard Handling

There are no special timecard handling requirementsfor persons using
administrativeleave to attend postmaster conventionsorto conduct
postmaster organization businessotherthan those described in 310.

Timecard Recording

Administrative leave to attend postmaster organization conventions or to
conduct organizationbusinessisto be recorded in the PAID LEAVE OL
column in the appropriate daily block on the timecard and isto be identified
by using one of the following codes:

a. “66"forattendingconventions. (See Exhibit 387.5a.)

b.  “89"for conducting organizationbusiness. (See Exhibit 387.5b.)

Exhibit 387.5a
PS Form 3971, Authorizing Administrative Leave to Attend Postmaster
Conventions

Postmasters who wish to take Administrative Leave to Attend Postmaster
Conv entions must obtain the approv al of the manager to whom they normally report.

Recording Administrative Leav e to Attend Postmaster Conv entions on Timecard

This is an example of a properly completed timecard for a postmaster who took
Administrative Leav e to Attend Postmaster Conventions. The amount of leave is
entered in the PAID LEAVE OL column and is identified with code number “66.”
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388.21

388.22
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388.31

Exhibit 387.5b
PS Form 3971, Authorizing Administrative Leave to Conduct Postmaster
Organization Business

Postmasters must complete a PS Form 3971 prior to taking Administrative Leave to
Conduct Postmaster Organization Business.

Recording Administrative Leave to Conduct Postmaster Organization Business
on Timecard

This is an example of a properly completed timecard for a postmaster who is on
Administrative Leave to Conduct Postmaster Organization Business. The amount of
leav e to be granted is entered in the PAID LEAVE OL column and is identified with the
code number “89.”
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Relocation

Definition
An eligible employee who is transferred or relocated in the interest of the
Postal Service from one offidal station to anotheris entiied to 5 days of
administrative leave. The leave may be taken before or after the move and
may be taken one day or more at a time, but not in less than whole-day
increments.

Eligibility
Higibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual no
Temporary no

An actual physical move of the employee's household is a requirement for
eligibility foradministrative leave forrelocation.

Administrative leave forrelocationforrural carriersisdiscussed in chapter5.

Authorization and Supporting PS Forms

Ifanyleave is granted by the losing duty station, the number of days allowedis
noted on Item 88 of the reassignment PS Form 50, Notification of
Personnel Action. Before granting administrative leave forrelocation, the
gainingduty stationreviewsthe losing station'sPS Form 50 to determine the
additional leave which may be allowed.
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388.51
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388.53

Time and Attendance

Employees requesting leave must prepare PS Form 3971 for supervisor
approval in advance of takingthe leave.

The PS Form 3971 must be presented to the supervisor at the installationto
which the employeeisassigned at the time leaveistaken. The supervisor
approving the PS Form 3971 must complete the leave type code entry. This
ensures that the timekeeperisprovided with the correct code forthe
timecard entry.

Timecard Handling

Other than the procedures described in 310, there are no spedal tmecard
handling provisions foremployees who are absent on administrative leave for
relocation purposes.

Timecard Recording

Administrative leave for relocation is to be recorded either on the timecard
that the employee will use at the installation to which he is being transferred
or on the employee's current timecard if the leave is granted prior to the date
of transfer.

Administrative leave for relocation is to be recorded in the appropriate daily
block of the PAID LEAVE OL column of the timecard and is identified with the
code number“80.” Exhibit 388.52isan example of a properly completed
timecard foran employee using administrative leave forrelocation.

Exhibit 388.52

PS Form 3971, Authorizing Administrative Leave for Relocation
Purposes

Employ ees who request Administrative Leav efor Relocation Purposes are to initiate a
PS Form 3971 in order to obtain supervisor approval.

Recording Administrative Leav e for Relocation Purposes on Timecard

The example below shows a properly completed timecard for an employee who took
Administrative Leav efor Relocation Purposes. The amount of leave is recorded in the
PAID LEAVE OL column of the timecard and is identif ied with the code number “80.”

HI. E (5

In the eventthe employeelaterdecidesnot to transfer to the new location,
any administrativeleave taken forrelocation purposesmust be charged to
annual leaveorto LWOP. The MSC should be contacted so that proper
proceduresmay be followed in makingthisadjustment.
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389.4
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389.5

Other Paid Leave

Definition

“Other Paid Leave”is an administrative leave with pay category which will be
used onlyin those situations when the types of leave described elsewhere in
this chapter are not applicable or where spedial leave has been authorized by
the management sectional center, district, regional headquarters, or national
headquarters.

“‘Other Paid Leawe” isto be recorded whenever an employee dies on one of
his or her scheduled workdays. If on that day the employee dies prior to the
time atwhich he orshe was scheduled to report to work, the entire
scheduled tourforthat dayis charged to “OtherPaid Leave.” If the
employee'sdeath occursduring hisorherscheduled tour, the balance of
such tourfor thatdayis charged to “Other Paid Leave.” However, the
employee must have beenin a paystatus, eitherworkhours or paid leave, on
the last scheduled day priorto the day of death.

Eligibility
There are no eligibiliies for “Other Paid Leave.”The eligibilities depend on the

situation at hand. Questions regarding eligibility should be referred to the
appropriate field divisionor MSC.

Authorization and Supporting PS Forms

All cases of “Other Paid Leave” must be documented on a PS Form 3971.
The reason forusing “Other Paid Leave” should be thoroughly explained in
the REMARKS block of the PS Fom 3971. The supervisor approving the
PS Form 3971 must complete the leave type code entry. This ensures that
the timekeeperisprovided with the correct code forthe timecard entry.

Timecard Handling
The installation head of the field divisionor MSC may specify special
timecard handling ininstanceswhere “Other Paid Leave”isauthorized.

Timecard Recording

Exhibit 389.5 is an example of how “Other Paid Leave” should be properly
recorded on an employee's timecard. It is identified by the code number
“86.”

157



390

Time and Attendance

Exhibit 389.5

PS Form 3971, Authorizing and Recording Other Paid Leave
Authorizing Other Paid Leave

PS Form 3971 is used to authorize “Other Paid Leave.”

Recording Other Paid Leav e on Timecard

This is an example of how “Other Paid Leav e” should be recorded on the timecard.
The amount of leav e to be granted is entered inthe PAID LEAVE OL column and is
identified with the code number “86.”
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391.1

391.2

392

392.1
392.11

392.12

Absence for Maternity/Paternity Reasons

Absence for Maternity Reasons

Absence for maternity reasonsisnot a separate type of leave. Such absence
may be covered by using sick leave, annualleave, and LWOP. Thesame
leave policies, regulations, and proceduresapply to absence formatemity
reasons as apply to requestsforleave generally. (See ELM 515.1.)

Absence for Paternity Reasons

A male employee may request only annual leave or LWOP for purposesof
assisting or caring forhis minor children orthe motherof hisnewbom child
while she isincapacitated for maternity reasons. Approval of leave forthese
reasons is consistent with Postal Service policy forgrantingleave in any
othersituation where leave isrequested due to the incapacitation of an
employee'sspouse. Each such leave requestisconsidered on its own
merits. (ELM 515.2))

Continuation of Pay/Injury on Duty

Definition

Employeeswho sufferdisabling, job-related traumatic injuriesare entitled to
continuation of pay (COP)forthe length of theirdisability, up to a maximum
of 45 CALENDAR days.

The 45 calendardaysbeginwith the earlier of (a) the employee'sfirst full tour
afterthe onset of the disability, or (b) the first calendarday afterthe onset of
the disability andend 45 calendar daysthereafter.
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392.13 Continuation of pay applies only to employees suffering traumatic injuries.
Persons disabled as a result of occupational illnesses (those illnesse s which
are the result of continued exposure to a condition of the work environment)
do not receive COP and are eligible for injury compensation benefits from the
Office of Workers' Compensation Programs, U.S. Department of Labor
(OWCP) under the Federal Employees Compensation Act, or sick leave or
annual leave asappropriate.

392.2  Eligibility
392.21 Higibility Chart

Employ ee Category Eligible
Full-time yes
Part-time regular yes
Part-time flexible yes
Casual yes
Temporary yes

392.22 Continuation of pay forrural carriersis discussed in chapter5.

392.3 Authorization and Supporting PS Forms
392.31  Promptly upon being advised that an employee has claimed continuation of
pay, a supervisor must ensure that PS Form 3971 iscompleted. The
supervisor approving the PS Fom 3971 must complete the leave type code
entry. This ensures that the timekeeper is provided with the correct code for
the timecard entry.

392.32  An employee is entiled to continuation of pay for the same number of hours
as the employee would have worked but for the injury, exduding overtime. A
part-time flexible schedule employee receivescontinuation of payin an
amount equal to the average weekly number of paid hours that the employee
had overthe prior52 weeks, excluding overtime. A casual ortemporary
employee, or other intermittent employee, not part of the regular work force,
receivescontinuation of pay in anamount equal to the average weekly
number of paid hours the employee had over the prior 52 weeks excluding
overtime, butin no event may the employee's continuation of pay for a full
week be less than 24 hours. For a part-time flexible schedule, casual,
temporary or otherintermittent employee who has not worked 1 full year, the
average hoursper week, for purposes of calculatingthe amountof
continuation of pay, is the average for the most recent period of
appointment, ratherthan the average overthe prior 52 weeks.

392.33 If an employee is excused from work because of a disabling, job-related,
traumatic injury where the disability occurred during the employee's
scheduled tour, the remaining portion of the tour should be charged to Other
Leave, code number“86,” ratherthan Continuation of Pay, code number
“71.” But when the employee is directed by management to an on or off-site
medical unit, due to injury orillness, see 146.27. If the employee is disabled
and excused from work on a nonscheduled day where a guarantee period
applies (see 222 and 231), the remaining portion of the employee's tour must
be charged to Guaranteed Time or Guaranteed Overtime asapplicable.
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Time and Attendance

It isthe responsibility of the employee and the immediate supenisor to
properly completetheirrespective sectionsof Form CA-1, Federal
Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/
Compensation.

Timecard Handling
The timecard for employeesin a COP status must be propety totaled and
sent to the DDE/DR site or PDC as designated at the end of each week.

Timecard Recording

On the day that the employeeleavesthe workarea due to a disabling
traumatic job-relatedinjury, the employee isto be paid forthe entire regular
tour of work that was scheduled. The timekeeper must subtract the total
number of hoursworked during the day from the total number of hours
scheduled to be worked. The balance ischarged asprovided in 392.33 or
146.27, where applicable.

Full-time and part-ime regular schedule employees must be paid the same
number of hours (excluding overtime) that they would nomally have received
had they remained in work status. Part-time flexible schedule, casual, and
temporary employeesare to be paid asdiscussed in 392.32.

The hours to be paid to an employee who is on continuation of pay are to be
recorded in the PAID LEAVE OL column in the appropriate daily block on the
timecard, and are identified using code number71.

Employeeswho normally would have been eligible to receive Sunday
premium or night shift differential will continue to receive these premiums
while in a continuation of pay status. The timekeeperisto record the number
of hours that an employee normally would have received for Sunday
premium and for night shift differential in the appropriate imecard block each
day. Exhibit 392.54 isan example of a properly completed timecard foran
employee who isin a continuation of pay status.

Exhibit 392.54

PS Form 3971, Authorizing Continuation of Pay

If it is not possible for the employ ees to initiate the PS Form 3971 to request
continuation of pay, then the supervisor will be expected to perf orm this function.
COP should not be entered on the timecard unless there is a Form CA-1 onfile.

Recording Continuation of Pay on Timecard

This is an example of a properly completed timecard for an employ ee who was ina
COP status. The COP is entered inthe PAID LEAVE OL column and idenrtified with the
code number “71.”

kil A
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392.55

Exhibit 392.55

393.31

The supervisor, in conjunctionwith the injury compensation control office for
thatinstallation,isresponsible formonitoring the hoursof continuation of
pay credited to each employee.No employee may receive continuation of
pay formore than 45 calendardaysforany one injury. Report ANNO70P1
“Worker's Compensation-Injury on Duty” will be produced each pay period
for each installationwhich hasemployeesin a continuation of pay statusto
assist supervisors in monitoring thisactivity. Exhibit 392.55isan example of
this report.

Worker's Compensation-Injury on Duty Report
This report lists those employ ees who are in a continuation of pay status. Supervisors and timekeepers should be
careful not to allow any employ ee more than 45 calendar day s of COP.
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393 Absence Without Leave
393.1 Definition
Absence without leave (AWOL)isa nonpay statusresulting from a
determination that no kind of leave (including LWOP) can be granted, either
because the employee did not obtainadvance authorization forthe absence
or the employee'srequest forleave was denied.
393.2 Eligibility
Anyemployeecan be charged AWOL.
393.3 Authorization and Supporting PS Forms
393.31 All employeeswho are absent without notification or permission are

August 2009

considered AWOL pending thereceipt of the factsin each case. AWOL isan
administrative matter which is to be handled by the head of theinstallation for
purposes of making a final time recording disposition.In all casesof

AWOL which come to the attention of the timekeeper, he should notify the
appropriate supervisor. The matterthen becomesthe responsibility of the
supervisor to resolve.
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If an employee does not report for scheduled duty or is absent from duty
during the scheduled duty period without proper prior nofification, or if the
timekeeper is the first person to determine thatan employee is AWOL, they
are to prepare a PS Form 3971 to the extent possible pending receipt of
additional facts. If the supervisor or other responsible employee determines
thatan employee isAWOL, they should initiate the preparation of

PS Fom 3971 by notifying the timekeeper. PS Form 3971 is to be prepared in
all cases of AWOL to whatever extent it can be completed. The supervisor
approving the PS Form 3971 must complete the leave type code entry. This
ensures that the timekeeperisprovided with the correct code forthe
timecard entry.

“Absence Without Leave” covers only those hours which an employee would

otherwise work or for which he would nomally be paid. It does not include
days on which the employeeisnot scheduled to work.

Timecard Handling

In most cases, timecardsshould be handled asthe proceduresrequire in
310. However, in some cases when an employee ison extended AWOL, the
timekeepermay wish not to rack the timecard. If the timekeeperelectsto do

this, he must be careful to see to it that the timecards are still sent to the PDC
atthe end of each week.

Timecard Recording

Because there is no special code for “Absence Without Leave,” use the
“Leave Without Pay-Regular’ codes. (See 345.)
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412

413

413.1

Purpose

The purpose of this subchapteristo provide a summary of the major
proceduresdescribed in thischapter.

Procedures

This chapter describes in detail the following procedures to use whenever an
employee:

Works in a higherlevel position.

Works in a “transferred hour” status.

Is “loaned”to anotherinstallation.

Participatesin a training session.

Works as a postmasterrelief and/orleave replacement.

Is newto the Postal Service and hasnot received a timecard from the
postal data center.

S0 0o 0 T W

Has alost or damaged timecard.
h. Is a dual-appointment employee.

Other Duty Card

Special Situations

Some of the situationsdescribed above require the supervisorand/orthe
timekeeper to prepare a PS Form 1230-C, Time Card-Other Service, which is
to temporarily replace PS Form 1230-A or 1230-B timecard. When an
employee is assigned to a higher level position, forexample, the employee is
to discontinue using the computer-prepared PS Form 1230-A or 1230-B to
record clockrings and begin using the PS Fom 1230-C. This “other service”
card will not only be used to record the employee time, but it will also be sent to
the postal data center where it will be used in computing the employee's pay.
The procedures for recording service hours on a PS Form 1230-C are the
same as the proceduresfor recording service hourson a

PS Form 1230-A or 1230-B and are described in chapters 1, 2, and 3. The
proceduresfor totaling a PS Form 1230-C at the end of the weekare
described in chapter 6. Some of the situationsdescribed above require the
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preparation of PS Form 1234, Utility Card, for recording time which is then
copied onto the employee's1230-A or 1230-B timecard.

Procedures

The “otherservice” card, PS Form 1230-C, performsseveral functions
dependingon the “card type.” There isa separate procedure in thischapter
for each of these functions. Each procedure isdivided into the following five
sections:

a. A definition of the “function”in question. The definition providesa
detailed explanation of the condition which must be met before an
eligible employee is required to use PS Fom 1230-C to record and
report time.

b.  Aneligibility sectionthatindicatesthe employeeswho are required to
use PS Form 1230-C.

C. A descriptionofthe authorization and supporting forms which must be
used to support an employee'swork and leave entrieson the
PS Form 1230-C. Ifthe employee isnot present to sign the supporting
form on the day timecardsare submitted to the DDE/DR site or PDC as
designated, the supervisormust make the decision on the entry
involved. Timecardswill be completedbased on the supervisor's
action and forwardedto the DDE/DR site or PDC as designated,
without delay. The employee will complete and sign the supporting
documentimmediately upon returning to duty.

d. A descriptionofthe timecard handling procedures whichare required.
In most cases, timekeeperswill total the daily entrieson PS
Form 1230-C and return it to the rack. Butoccasionallyitis
necessary to handle he “C” card differently. Thissection of the
procedure explainswhat to do.

e. A descriptionoftimecard recording procedures. Thissection explains
exactly howtime in each of the several functionsisto be recorded
each dayon the timecard. Failure to follow thisprocedure exactly as
described may cause the employee to be paid incorrectly. (Procedures
for totaling PS Form 1230-C at the end of the week are described in
chapter6.)

Racking of Timecard

If the employee is to be using PS Form 1230-C, Time Card-Other Service, for
a full tour, the supervisor may find it useful to remove the employee's regular
timecard from the rackjust to be sure thatthere is no mix-up asto which
card the employee is to use to record dockrings. If the employee is working
part of a tour while using PS Form 1230-C and part of a tour using PS From
1230-A or1230-B and itisnot practical to remove PS Form 1230-A or
1230-B from the rack, then the supenisor should emphasize to the employee
the importance of clocking in and out on the propertimecard.
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413.4 Recording of Premium Pay and Leave
If an employeeis entitled to premium pay ortakes leave while using PS

Form 1230-C, the premiums and leave must be recorded on PS Fom
1230-C, noton PS Form 1230-A or 1230-B.

413.5 Marking PS Forms 1230-A (and 1230-B)
Exhibit413.5illustrateshow the clockring side of PS Form 1230-A or
1230-B timecard should be noted toindicate that the employee isusing PS
Form 1230-C card.

Exhibit 413.5
Indicating on PS Form 1230-A That Time HasBeen Recorded on PS Form 1230-C

This exhibit shows how timekeepers should mark the PS Form 1230-A (or 1230-B) timecard to indicate that an
employ ee is recording clock time on a PS Form 1230-C, Tine Card-Other Service.
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Familiarity with Procedures

Supervisors and timekeepersmust be thoroughly familiar with the
proceduresin this chapter. Failure to follow the procedurescould possibly

cause an employee to be paid incorrectly.

Adjustment Procedures

The adjustment proceduresforthe topicscovered in thischapterare
discussed in chapter?.

420 Procedures

421

421.1

421.2
421.21

421.22

421.221

421.222

421.223

166

Higher Level

Definition

As the needsof the Postal Service require, management may temporarily
assign an employee to perform the dutiesand/orto assume the
responsibiliies of a ranked or evaluated position whichis at a higherlevel than
that of the employee'sofficial position. A temporary assignmentto a
nonbargaining unit position must be to an established position thateitheris
vacant, orfrom which the incumbentisabsent from duty.

Eligibility
Employeesare eligible forhigherlevel pay applicable to the higherlevel
position to which assignhed, asshown in Exhibit421.21.

Employeesare paid base pay and premiumsunderthe rulesand regulations
which apply to the higher level position in which service is performed.
However, the following apply:

A part-time flexible employee remainsa part-time flexible employeeand is
paid atthe higherlevel flexible rate.

Bargainingunitemployeesretain theirpermanent workschedule when
temporarily assigned to another position. If eligible, they receive
Out-of-Schedule Overtime for a schedule change upon accepting the
assignment.

Nonbargaining Rescheduling Premium isnot authorized for nonbargaining
employeesupon acceptingthe initial assignmentinto a higherlevel
nonbargaining position whichrequiresa schedule change.
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Exhibit 421.21
Higher Level Pay Eligibility
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1. To cwrrentd full-time base salary, add 2 steps of the current
Erade (add ¥ steps for detail to & positiom 3 or more grades
higher), Advamsee 10 the next higher base salisy sbep i e higher
Erade,

I, Adjust ibe carres) basic slery by the amount of COLA in the
permninent posivion lexs the COLA of the higher level position.
Add | sep of the carresl grade 1o the adjusied basic salary. Ad-
vames 00 the Bexl higher salary ibep in the higher level grade. Add
the highett fevel positlon OOLA For the base salary 1o be paid
durisg the higher fevel saignment,

1. Adjust the current basic sabary by the amousd of OOLA ke
permanen position less the COLA of the higher level position.
Add 5% of the minimum basic salary of the higher level grade to

the adjusted current basic salary, Advance o the next higher
b ialary sbep in the higher bevel grade, if appropeiate. Add the
higher level position COLA for the bage salary 1o be paid during
the higher beved assignment.

4. Add B% of the minimum basic salary of 1he higher level grade
to the current full-time base mlary. Dho pol &0vance o The nexi
higher siep.

5. To carrest base salary, add 5% of the cumrent basic salary.
Advance 10 the next higher hase salary step in the higher hevel

. Advence the current base salary (o Uhe equivalent base salary
step im the higher bevel grade.

T daterming ihe new bheslc salary, subirsci the COLA of the permanant lower grade posilion from the adjusisd base salary,
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421.224

421.23

421.24

421.25

421.26

421.27

Time and Attendance

When an employee performs a combination of exempt and nonexempt work

within an FLSA workweek, the following applies:

a. If the employee'spermanent position iseitherexempt ornonexempt
and 50% ormore of the actual workhours are spentin nonexempt
work, the employee isnot eligible for personal absence, but must be
paid eitherpostal or FLSA overtime, whicheverisgreater, forall hours
worked in excess of 8 paid hoursin a day or40 hoursin the week The
employee is eligible for other premiums as applicable to the assigned
position in which the premiumisearned.

b. If the employee'spermanent position isnonexempt and more than
50% of the actual workhoursare spentin exempt work, the employee is
eligibleforeither postal overtime, personal absence, orother
premiums as applicable to the assigned position in which the overtime
service is performed orthe premium earned.

C. Ifthe employee'spermanent position isexempt and more than 50% of
the actual work hours are spent in exempt work, the employee remains
exempt for the entire week and is not entitled to receive overtime or
otherpremiums, except asprovided forthe permanent position.

Nonbargaining field employees at BMCs, field divisions, MSCs, and their
subordinate unitsare eligible forimmediate higherlevel compensation
provided the higherlevel service is for a tour of 8 hours or more. Higherlevel
assignments which exceed 30 consecutive working days require approval of
the appropriatedistrict manager (orequivalent level of management) on

PS Form 1723, Assignment Order.

For short-term assignmentsof 29 or fewer consecutive workdays,
employeeson higherlevel bargaining unit assignmentsare entitled to a
maximum of 24 hoursof approved sickand annualleave at thehigherlevel
rate aslong asthey resume the higherlevel dutiesupon return from leave.
However, if a replacementisrequired whilethe employee ison leave, the
higherlevel assignment forthe absent employee iscancelledandthe leaveis
recorded on the PS Form 1230-A or 1230-B timecard.

For long-term assignmentsof 30 ormore consecutive workdays, employees
on higherlevelbargaining unitassignmentsare entitled to approved sickand
annual leave at the higherlevel rate provided they workin the higherlevel
assignment on the workdays immediately before and afterthe period of
absence, and even if a replacementis required while the employee is on
leave.

When a full-time nonbargaining employee is absent on approved annual, sick,
or other paid leave falling within a period of temporary assignment to a higher
level position, the employee will be paid at a rate forthe higherlevel position
provided that he orshe serves both on the workday immediately preceding
and the workday immediately following the period of absence. However, if a
replacementisrequiredwhilethe employee ison leave, the higherlevel
assignment forthe absent employee is cancelled and the leave is recorded on
the PS Form 1230-A or1230-B timecard.

A full-ime employee is paid for the holiday at the rate of the higher level
position providedthe employee performshigherlevel service both on the
workday preceding and on the workday following the holiday. Otherwise, the
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employee ispaid forthe holiday at the rate appropriate forthe employee's
regularposition.

421.3 Authorization and Supporting PS Forms

421.31  When an employeeisto be temporarily assigned to a higherlevel position,
the supervisor is to complete PS Fom 1723, Assignment Order, in duplicate
and forward the duplicate copy to the timekeeper. (See Exhibit421.31.)

Exhibit 421.31
Assignment Order Directing Employee to Perform Higher Level Duties

A properly completed PS Form 1723, Assignment Order, must be prepared in duplicate by the supervisor whenev er an
employ ee is directed to perform the duties of a higher lev el position. Immediately after preparing PS Form 1723, the
supervisor will give the duplicate copy to the timekeeper. The timekeeper will use it to prepare PS Fom 1230-C, Time
Card-Other Service, to be used by the employee to record clock time and leave while in the higher lev el

position. The timekeeper will give the PS Form 1230-C timecard to the supervisor who may, depending on the
location of the higher lev el work, give PS Form 1230-C to the employ ee.

(The supervisor would probably be more inclined to gve PS Form 1230-C to an employee who is assigned towork at a
remote location than he would to an employ ee who was to work nearby, in which case the supervisor would give PS
Form 1230-C directly to another supervisor.)
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Time and Attendance

Upon receipt of the PS Form 1723, thetimekeeperwill prepare a

PS Form 1230-Ctimecard foruse by the employee whilein the higherlevel
position and return it to the supenvisor. The duplicate PS Form 1723 isfiled in
the employee'sofficial personnelfolder (OPF). If the assignmentisforan
officer-in-charge position, the PS Form 1723 must be filed on the right side of
the OPF as a permanentrecord.

The supervisor will give the original PS Form 1723 to the employee as a
written order of the beginning and approximate ending of the higherlevel
assighment. (Failure to provide this written order is not grounds for denial of
higherpayifthe employee isdirected to performthe duties.)

The supervisor will retain the prepared PS Form 1230-C, or forward it to the
new supervisor if a relocation isinvolved, for use by the employee during the
week in the higherlevel position.

Exhibits Exhibit 421.35a and Exhibit 421.35b are examples of properly
prepared PS Form 1230-C timecardswhich must be used wheneveran
employee is serving in a higherlevel position. The imekeepermust fill out the
indicative dataacross the top of the card by simply copying it from the
employee's preprinted PS Fom 1230-A or 1230-B timecard. A “2" must be
entered in the card type column. The information across the bottom is copied
from the PS Form 1723 that the supervisor completed. The timekeeper must
complete blocks90, 91, and 93. Failure to complete these blockscould
possibly cause the employee to be paid incorrectly.

A detailed explanation of the importance of each of these blocks follows:

a. Block90isthe “rate schedule code”forthe higherlevel position in
which the employeeisworking. Thisblockmust be completedeven if
the higherlevel positionisin the same “rate schedule code” as the
base position.

b.  Block 91 shows the “level orgrade” of the new position in which the
employeeisserving.

C. Block 93 isused to indicate whetherthe employee wasserving or paid
in a higherlevel position at the endof the last scheduled tourin the
workweek Do NOT report the employee'sstatus during any overtime
worked following the end of the last scheduled tour. If the employee
wasin a higherlevel pay status at the end of the last scheduled tour of
the workweek, mark “Y” in block93, if not, mark “N” in block93. Block

93 must have either a “Y” or an “N.” Failure to indude this information
may cause the employeeto be paid incorrectly.
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Exhibit 421.35a

Example of a Properly Prepared PS Form 1230-C, Time Card-Other Service, for a Bargaining Unit
Employee Assigned to a HigherLevel Position

This is an example of a properly prepared PS Form 1230-C, Time Card-Other Service, for a bargaining unit employ ee
assigned to a higher lev el position. The “indicative” information across the top is copied directly from the preprinted PS
Form 1230-A to 1230-B timecard. The information in blocks 90, 91, and 93 is copied directly fromthe

PS Form 1723, Assignment Order. Note that timekeepers must enter “card ty pe” in the proper column.
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Exhibit 421.35b

Example of a Properly Prepared PS Form 1230-C, Time Card-Other Service, for a Nonbargaining
Employee Assigned to a HigherLevel Position

This is an example of a properly prepared PS Fom 1230-C, Time Card-Other Service, for a nonbargaining employ ee
temporarily assigned to a higher lev el position. The “indicative” information across the top is copied directly from the
preprinted PS Form 1230-A or 1230-B timecard. The information in blocks 90, 91, and 93 is copied directly from the PS
Form 1723, Assignment Order. Note that timekeepers must enter “card ty pe” in the proper column.
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421.43

421.44

421.45

421.5
421.51

421.51

Timecard Handling

When an employee is serving in a higherlevel position, a detemination must
be made as to whether the employee will bein a higherlevel for the full touror
for a partial tour.

When an employee is temporarily assigned to a higherlevel position for a full
touror more, the supervisor or timekeeperisto remove the employee's
regular imecard (PS Form 1230-A or 1230-B) from the timecard rack and
replace it with the PS Form 1230-C, Time Card-Other Service. The
employee's regular imecard will be filed by the timekeeper in alphabetfical
order by pay location pending return of the employee to his regularposition. It
is the supervisor's responsibility to ensure that the employee's

PS Form 1230-A or 1230-B timecard is in the rack and available to the

employee forclocking purposeswhen the employee'shigherlevel
assignment expires.

If an employeeis temporarily assigned to a higherlevel position forless than a
full tour, the supervisorortimekeeperwill place PS Form 1230-Cin the
timecard rackalong with the employee'sPS Form 1230-A or 1230-B
timecard. The employee'ssupervisor will be responsible formaking certain
thatthe hours recorded on PS Form 1230-C are only the hours that were
actually served in the higherlevel position. In the event thatthe employee
serving in the higherlevel positionwill be required to make more than four
clockrings on PS Form 1230-C, the supervisor must prepare a

PS Form 1234 forthe employeeto use to record the clock rings. Exhibit
421.43 isan exampleofthe PS Form 1234 whichhasbeen preparedforuse
by an employee who hasbeen temporarily assigned to a higherlevel
position.

An employeewho servesin the same higherlevel position off and on during
any given day or week will not need a new PS Form 1230-C for each time that
he serves in the position. The employee can continueto use the same PS
Form 1230-C aslong as it correctly indicates the rate schedule code and level
of the higherlevel position.

When an employee terminates his temporary assignment to the higherlevel
position, PS Form 1230-C will be pulled from the timecard rackby the
supervisor and given to the timekeeperwho will holdit pending weekly
closeout and dispatch to the DDE/DR site or PDC as designated. ltis the
supenvisor's responsibility to ensure thatno PS Forms 1230-C remain in the
timecard rack beyond the time for which they are to be used.

Timecard Recording

PS Form 1230-C, Time Card-Other Service, isto be used to record time
exactly as PS Forms 1230-A and 1230-B. Employeeswill clockin on
PS Form 1230-C when they temporaiily enter a higherlevel position; if
appropriate, the employee will clockout and in from lunchon

PS Form 1230-C; and, if necessary, the employee will dock out atthe end of
the scheduled touron PS Form 1230-C.
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Exhibit 421.43
Example of a HigherLevel PS Form 1234, Utility Card

This is an example of a properly prepared PS Form 1234, Utility Card, to be used by an employ ee working in a higher
lev el posttion. Its use and purpose is identical to that served by a PS Form 1234 used by an employee working in his
regular position. That is, it is used whenev er an employ ee will hav e more than four clock rings in a day .
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421.6
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421.62

421.63

422

422.1
422.11

422.12

422.2
422.21

422.22

422.22

Each day, timekeepers will extend the dockring totals just as they would for
PS Form 1230-A or 1230-B. In short, PS Form 1230-Cis a substitute
timecard which is used by an employee in a higher level position just like the
employee would use PS Form 1230-A or 1230-B in a regular position. See
chapter6 for instructionson totalingand completing PS Form 1230-C.

Special Situations

If an employee is serving in a higher level position in a different D/A code
and/or LDC, he isin a higherlevel/transferred pay status. From a timecard
standpoint, there is no difference; but for accounting purposes, the total
work and overtime hourson the PS Form 1230-C must be reported on

PS Form 1236, for the correct distribution of hours. The procedures given in
425 provide guidelinesfor proper completion of PS Form 1236.

PS Form 1723 should be used to assign an employee to perform dutiesin a
“higherlevel/transferred” position.

If an employee is serving in a higher level position at a facility with a different
finance numberthanhishome facility, he isin a higherlevel/oaned pay
status. Inthiscase, itis necessary to accomplish the following:

a. Complete PS Form 1234 asoutlinedin 423.32.
b. Complete PS Form 1230-C forthe payment of higherlevel hoursas
outlinedin 421.32.

C. Record straight and overtime hourson PS Form 1236 for proper
distribution of hoursas outlined in 425.32.

Transferred Hours

Definition

“Transferred hours’ is any period of time that is charged to a designation/
activity (D/A) code or labor distribution code (LDC), which is different from
the employee's established D/A code, LDC or both. Forexample, a carrier
temporarily assigned to work as a distribution clerkwould have hours
transferred from D/A code (134) and LDC (21-carrier) to D/A code (11-0)and
LDC (14-clerkmailhandler-directman).

“Transferred hours’ will be recorded by using PS Form 1234, Utility Card. All
hours and premiumsrecorded on PS Form 1234 are copied ontothe

employee's PS Form 1230-A or 1230-B for pay purposes. The total work and
overtime hours are also transcribed from PS Form 1234 to the PS Form 1236
for properfinancial reporting asoutlinedin these instructions.

Eligibility
There is no eligibility requirement because “transferred hours’ is simply an
accounting of the hourscharged to different designation/activity codes.
There are, however, two conditionswhen a transfer of hoursis not required:
a. Whenemployeesare detailedorloaned to otherinstallations.

b.  When employeesperform service withinan installationin the same
position, designation, and activity, but at a differentpay location.
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Time and Attendance

CAGH, J, K, and L officesare not required to transferhours. When an
employeein a CAG H, J, orK office ispaid higherlevelin a Rate Schedule
Code (RSC) E position the hoursare automatically transferred by the PDC
computerto D/A 090 and LDC 01. Any non-higherlevel transfer of hoursin
CAG H-J officesmay be made at the discretion of the MSC manager.

Authorization and Supporting PS Forms

It isthe supervisor's responsibility to see that time worked in D/A codes or
LDCs otherthan the base codes foremployee isrecorded on a

PS Form 123n an employee works outside his base codes the supervisor
should direct the timekeeperto prepare a PS Form 1234.

Exhibit 422.32 is an example of a properly prepared PS Form 1234. This

form isused by the employee for docking purposes aslong as the workis
outside of the designation, activity, orlabordistribution area.

Timekeepers should also note that the card type must be wiritten in the

column marked “card type.” Failure to do so could possibly cause the
employee to be paid incorrectly.

Timecard Handling

When an employee has hours that are to be transferred, there are two
possibilitiesfortimecard handling:

a. Theemployeemay have allhoursforthe day transferred. In thiscase,
the supervisor or timekeeperisresponsible forremoving the
employee'sPS Form 1230-A or 1230-B from the timecard rackand
replacing itwith a properly completed PS Form 1234 Utility Card. The
employee'sPS Form 1230-A or 1230-B will be filed by the timekeeper
in alphabetical orderby pay location pendingthe retumn of the
employee to the regular position. When the employeereturnsto the
regularposition, the timekeeperwillremove PS Form 1234 from the
timecard rackand replace it with PS Form 1230-A or 1230-B.

b. Whenan employeeworks forpart of a dayin a transfer hoursituation,
the imekeeper will leave the employee's PS Form 1230-A or 1230-B in
the timecard rackand also put PS Form 1234 in therack The
supervisor will be responsible for seeing to it that the employee
properly clocks in and outon PS Form 1234 when appropriate.

Ifan employeeworks in the same “transferred hour” position more than one

time during the week, itisnot necessary to prepare anew PS Form 1234. Only

one PS Fom 1234 should be used by each employee for workingin the same
position during a week.

Timecard Recording

Time should be recorded on the PS Fom 1234 for an employee whoisin a
“transferred hour” status just as though the employee were using

PS Form 1230-A or 1230-B timecard. Each day, timekeepers will extend the
clockring totalsjust as they would for PS Form 1230-A or 1230-B. After
extending the dock rings, timekeepers add the totals to the corresponding
daily dockring totals on 1230-A (1230-B) or 1230-C and enter the combined
total in the appropriate space on the 1230-A (1230-B)or 1230-C.
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Exhibit 422.32

Example of a Properly Completed PS Form 1234, Utility Card, for an Employee Who Has Been
Transferred to a Different Craft

This is an example of a properly completed PS Form 123 for employ ees who are directed by the supervisor to
temporarily work in a different craft at the same level. The supervisor will tell the timekeeper about thetransfer and the
timekeeper will prepare PS Form 1234. The “indicativ e” information on the top is copied directly fromthe

preprinted PS Form 1230-A or 1230-B timecard. The supervisor will supply the timekeeper with the “indicative”
information for the transfer position. The timekeeper should give the PS Form 1234 card to the supervisor after it is
prepared. The supervisorin turn will giv e it to the employ ee. The employ ee will use the clock ring portion of

PS Form 1234 just as he would use the clock ring side of PS Form 1230-A or 1230-B.
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Complete the following information on Form 1234 for
Transfer Hours as shown shove:

I. Emploves name and Sockal Security Mumber.

2. Check off “"Transfer’' box,

3. Titke, Base Designation Activity Code, Base Labor
Distribwtion Code, and Bass Payv Location Code of
the empioyee in the employes's regular assigned
oD

4. Tighe, Designation Activily Code, Labor Distribution
Codbe, and Fayroll Location Code of Temporary
Assigned Posinen o which the employes is being
transferned.

5. Year, pay perend. amdf week of the iranafer.
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If the employee is required to make more than four clockrings on the same
day whilein a “transferred hour” status, the employee's supervisor will issue a
PS Form 1234 to the employee to be used to record the excess clock

rings.

Special Handling

All PS Forms 1234 used to record “transferred hours’ (and any PS Forms
1234 used for overflow clockrings) must be returned to the timekeeper of the
employee'shome pay locationat the end of the weekso that the timekeeper
can total them and transcribe all hoursand premiumsrecorded on

PS Form 1234 to the employee's PS Form 1230-A (1230-B) or 1230-C for
payment. The total work and overtime hours recorded on PS Form 1234 are
also recorded on PS Form 1236 asoutlined inthese instructions. All PS
Forms 1234 timecards used are maintained by the timecard custodian with
the timecards retured from the postal data center for that respective pay
period.

Loaned Hours

Definition

“Loaned hours’ istime worked at a postal facility other than the employee's
offidal duty station. With the exception of installation heads, the employee's
official duty station is normally the facility which keeps the employee's official
personnel folder. Loaned hours do not include work at stations or branches
within the same finance number.

Eligibility
There are no eligibility requirements because “loaned hours’ is simply an

accounting of the hourscharged to payroll accounts.

Loaned hours should not be recorded when employees are assigned to a
regional office orotherinstallationto instruct orto receive training.

Authorization and Supporting PS Forms

Whenever an employee is temporarily assigned to a faclity other than his
official duty station (or to another government agency) a PS Form 1723,
Assignment Order, must be prepared in duplicate by the employee's
supervisor directing the employee to perfom the duties of the assigned
position. Exhibit423.31 isan example of a properly completed

PS Form 1723.
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Exhibit 423.31

Assignment Order Directing Employee to Report for Duty on a Temporary Basis at a Different
Installation

A properly completed PS Form 1723, Assignment Order, is to be prepared in duplicate by the supervisor whenev er
an employ ee is loaned to another installation. Immediately after preparing the PS Form 1723, the supervisor will give
both copies to the timekeeper. The timekeeper will use it to prepare PS Form 1234, Utility Card, to be used by the
employ ee to record clock time and leav e while in a “loaned” status. The timekeeper will giv e the original

PS Form 1723 and PS Form 1234, Utility Card, back to the supervisor who in turn gives the PS Form 1723 and

PS Form 1234 to the employ ee. The employ ee must presentboth PS Form 1723 and PS Form 1234 to the supervisor
at the borrowing installation.
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423.32 Upon receipt of the PS Form 1723, the timekeeper prepares a PS Form 1234
to be used at the temporary duty station for recording loaned hours. If the
employee is being loaned to a higher level/loaned position, the timekeeper
also preparesa PS Form 1230-C, card type 2, forhigherlevel; thiscard
remains at the employee's home office. The PS Fom 1230-C card is used to
pay the hours worked at higherlevel by the employee in the loaned position.
See 421 for procedures on the use of this card. The original PS Form 1723
and the newly prepared PS Fom 1234 are sent to the supervisor, who gives
the PS Form 1723 to the employee asan order of the beginningand
approximate ending of the loaned assignment. The supervisor forwards the
prepared PS Form 1234 to the new supervisorforuse by the employee
during the loaned assignment.

423.33 Exhibit 423.33 is an example of a properly completed PS Form 1234 for an
employee who has been loaned to anotherfadility. The imekeeper enters the
information across the top of the timecard by copying it from the employee's
preprinted PS Form 1230-A (or 1230-B)and PS Form 1723.
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Exhibit 423.33

Time and Attendance

Example of a Properly Completed PS Form 1234, Utility Card, for an

Employee Who Has Been Loaned During the Week

UTILITY CARD
“T. TAMES
1as-45-LTH

E:n Cimaes [Pl :um-mL

RELILAN ARSOWED POfITH® | TEWPORAEY ARMAVED SORITION

Complete the following information on Form 1234 for
Loaned Hours as shown above:

. Employee name and Social Security Mumber,

2. Check alff “*Losned’ box.

3. Titde, Base Designation Activity Code, Base Labor
asribution Code, and Base Fay Location Code of
the emplovee in the emplovee’s regular assigned
position.

4. Title, Designation Activity Code, Labor Distribation
Code, and Fayroll Location Code of Temporry
Assigned Position 1o which the emploves & being
ransferned.

5. Finance Mumber of Borrowing Office, Enter number
in blamk spece above temporary assipned position
hlock,

G. Year, pay penod, and week of the loan
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423.5
423.51

423.52

423.53

423.6
423.61

423.62

August 2009

423.62

Timecard Handling

When an employee ison “loan” to anotherinstallation, the timekeeperor
supervisor is to remove the employee'sPS Form 1230-A or 1230-B from the
timecard rackand file it until the employee returns. AlIPS Form 1234
timecardsused for loaned hoursare maintained by the timecard custodian
with the timecardsretured from the postal data centerforthat respective
pay period.

Timecard Recording

The employeewill record time on PS Form 1234 just ashe would record time
on PS Foms 1230-A or 1230-B. Timekeepers will extend the dockringson a
daily basisjust as they would if the employee were clocking on PS Forms
1230-A or 1230-B and supervisors are to approve clock time and disallow
time just asthey would on PS Forms 1230-A and 1230-B. After extending the
clockrings on the 1234, timekeepersadd them to corresponding daily clock
ringson the 1230-A (1230-B) or 1230-C and enterthe combinedtotalin the
appropriate space on the 1230-A (1230-B)or 1230-C.

If an employee who isin a 1oaned” status has more than four clock rings per
day, then the supenisor should provide him with an additional PS Form 1234
to handle the overflow clockrings.

If an employee isin a 1oaned” status and desires to take annual, sick, or any
otherleave, the leave amount taken isto be recorded on PS Form 1234
which the employeeisusing at the time. Supervisorsat borrowing
installationsshould contact the employee'sofficial duty station to verify the
fact the employee hasa sufficientleave balance available to coverthe time
requested.

Special Handling

All PS Forms 1234 forloaned hoursmust be returned to the employee's
home office atthe end of the week. All hoursand premiumsrecorded on the
PS Forms 1234 are transcribed to the employee'sPS Form 1230-A (or
1230-B)orto a PS Form 1230-C, card type 2, forhigherlevel, if the loaned
position wasat a higherlevel. If the PS Forms 1234 cannotbe returned to the
employee'shome office for proper posting of these hours to

PS Form 1230-A (or1230-B)orPS Form 1230-C, then the borrowing office
callsthe lending office withthe hoursrecorded on PS Form 1234. The
borrowing office then sendsthe PS Forms 1234 to the employee'shome
office to document the calledin information. Thisensuresproperpayment to
the employee.

The total work and overtime hours recorded on PS Form 1234 must also be
reported on PS Form 1236 foraccurate financial reporting. See the
proceduresgiven in these instructions.
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424 .1

424.11
424.111

424.112

424.12
424.121

424.122

424.13
424.131

Time and Attendance

Training

Definitions

Job Training

Training required by management to qualify an employee forassigned duties
or to improve the employee'sperformance of assigned duties.

Injob training all of the fourfollowing conditionsare met:

a. Management requiresattendance at the training.
b. Thetrainingisjob related,i.e., itisrelatedto the performance of one's
current job.

C. The skill orknowledge learnedisrequired forthe currentjob and NOT
for qualification orpromotionto anotherjob.

d. Refusal to attend the training orless than satisfactory performance in
the training might jeopardize the person's pre sent position or condition
of employment.

Developmental Training

Traininggiven an employee who hasbeen identified through a formal
selection process in which he/she was an applicant fora definite or potential
future assignment, subject to satisfactory completion of training and/orjob
performance examination. The training isprimarily designed to qualify the
employeeto perform official dutiesof a position to whichthe employeeisnot
officially assigned. All developmental training, related study and/orlaboratory
work time iscompensable.

In developmental training all of the fourfollowing conditionsare met:

a. Management requiressatisfactory completion of the training forall
individuals who have been identified through some selection process
and wish to qualify fora promotion or definite future assignment.

b. Thetrainingisnotdirectly related to employee'spresentjob.

C. The skill orknowledge learmedisintendedto qualify a person fora
promotion ordefinite future assignmentotherthan the currentjob.

d. Refusal to attend the qualification training programorless than
satisfactory performance in the training program would not jeopardize
the person's present position orcondition of employment.

Senior Bidder Scheme Training

Scheme training alternatives for a senior bidder require spedal procedures to
ensure proper processing and control of imekeeping entiesand fomsforthe
scheme training, testing, and qualifying alternativesand the related
compensabletravel time. Managementisresponsible to ensure the
completion and correctnessof the variousentriesand forms required by
these procedures. Normally, management personnel responsible for scheme
training, testing and qualifying will also be responsible for completing and/or
authorizing certain timekeeping entriesand formsasoutlined below. Thisisin
additionto any formsand proceduresthat are required for scheme

training, testing and qualifying.
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424.132

424.2
424.21

424.22

424.23

424.24

424.25

424.3

424.4
424.41

424.41

The annotation STTQ isused for form enties to represent Scheme Training,
Testing, and Qualifying.

Eligibility
The detemination of whether time spent in training is compensable depends
upon (a) when the training takes place; (b) the category of training, subject to

applicable limitations on paid training hours (see ELM 711.5 and 712); and (c)
the eligibility of the employee.

All employees are eligible for compensation for any training time occurring
during theirestablished hoursof service on a scheduled work day. For
purposes of the preceding sentence, any leave time isnot considered
established hours of service on a scheduled work day. However, when a
senior qualified employee, pursuant to a voluntary bid, engages in scheme
study, training, testing, and qualifying, or in directly related travel that would
be compensableunder ELM section 438.132, that employeemay elect to use
annual leave forsuch purpose, provided thatthe employee hasa

sufficient annual leave balance, in accordance with I.P. 118, Section 412.1.
The study, training, testing, and qualifying time will be recordedon

PS Form 2432. Where the senior bidder passe s the appropriate examination
and accepts the position, annual leave (including compensable travel) will be
converted to hours worked, and the employee'sleave balance will be

recredited a like number of hours. If the adjustment resultsin hours worked
over 40 in the workweek then FLSA premium pay will be paid on such hours.

No employeesare eligible forcompensation forany type of
self-developmental training occurring outside their established hours of
service on a scheduledwork day.

If an employee on his own initiative attends an independent school, college
or independent trade school after hours, the time is not hours worked for his
employer even if the courses are related to his job. Management agreement
to fund wholly or partially the tuition and related costs of a course or courses
given by an accredited educational institution when such agreementis made
at the request of an employee does not cause the training to become job or
developmental training so as to make the training time compensable.

Attendance attraining courses sponsored by the various management
associationsor laborunionsisnotcompensable.

Compensation for Exempt Employees

Time spentin authorized training by FLSA exempt employees has no effect on
their compensation regardless of whetherthe trainingis during or outside their
scheduled work hours.

Compensation for Nonexempt Employees
Nonexempt employees are eligible for compensation for job training time and
for developmentaltraining time suffered or permitted outside their

established hours of service on a scheduled workday as well as any time
suffered or permitted on a nonscheduled workday.
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424.5
424.51

424.52

Time and Attendance

Job Training

a. Alljobtrainingisdesigned to make the employee handle hisjob more
effectively asdistinguished from training him foranotherjob, ora new or
additional skill. Attendance at such training, therefore, is required by
management.

b. Timein attendance at such trainingand all related study time, practice
time, laboratory work, etc., authorized, suffered, or permitted by
managementisconsidered ashours worked. All such training and
related study will be accomplished under postal supervision and on
postal premises.

Developmental Training

Developmental training is primarily intended to provide an employee with a
new or additional skill ratherthan improve skillsin the presentjob. Itis
intended to qualify an employee for a future definite assignmentor
promotion. Time spentin developmental training iscompensable at the
appropriate rate.

Authorization and Supporting PS Forms

When an employeeisassigned to training, timekeeperswill prepare a

PS Form 1234 to be used by each affected employee forrecordingtime
spent in training. (PS Form 1230-A (or 1230-B) should not be used to record
training ime.) The information across the top of PS Form 1234 is recorded by
copying the same information from the employee'spreprinted

PS Form 1230-A or 1230-B timecard. All PS Forms 1234 must be annotated
with the applicable training LDC across the top of PS Form 1234. Exhibit

424.5isan example of a propery completed PS Form 1234 foran employee
who isreceiving compensable “training time.”

Seniorbidderswill request scheme training, testing, and qualifying by
preparing a memorandum, in duplicate, listing the necessary information.
Thismemorandumisto be produced locally until an official form isissued.
The senior bidder and supernisor must agree on a suitable time period forthe
STTQ and related compensable travel time depending on the alternative
elected. Thismust be coordinated with the PEDC supervisor to allow
scheduling in the training facility.
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Exhibit 424.5

424.52

Example of a Properly Completed PS Form 1234, Utility Card, to Be Used While Receiving Training

This is a properly completed timecardf or an employee who was assigned from the mail handler craft tothe clerk craftfor
training. The timekeeper prepares a PS Form 1234, Utility Card, training timecard upon receiving a PS Form 1723,

Assignment Order. The “indicative” information across the top of the PS Form 1234 is copied directly fromthe

PS Form 1723. Exhibit 424.52a.

=1

|
&
3. Title, Base Degignation Activity Code, Base Lsbor

UTILITY CAmD
0. E. Do
QUT—le T2

==
k:lﬂl-“m Ot  [Ee™hL Siies Gkl
REDULAN ARS8 POSITAON | TONPORARNY ASSIGNED POSITION

ma. ANADLER Tml:'mﬂmn-

EE AL AL I IR R 1B

Complste the following information on Form 1234 for
Loamed Howrs as shown above:

Employes name and Social Secuarity Mumber.
Check off ““Trining'" box,

Disribution Code, and Base Pay Locstion Code of
the employee in the employes's regular assigmed
pasithon.

. Enter the womd “*Traiming™" in the emporary assigmed
posithon biock.
Designation Activity Code and the Training Labor
Dhstribution Code of the Temporary Assigned Position
i which the employee is being assigned for
training.

- Year, pay period, amd week of the iraining.
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Exhibit 424.52a
Scheme Study, Training, Testing, and Qualifying Memorandum

101 Cratk Kenr DATE |-3-5Fe

UpEIViSQIr 'S Name)

I, . ,5“5 -&umﬁﬂﬂ , reguest to engage in

scheme study, training, testing, and gqualifying at the
GoTrAM Ciry, N.Y. eeoc from __ [-[0-86 at

(Installation) [Date]
B0 PM until z?".l'f" e at &30 PM My Social
Time | iDate (Time)
Seacurity Number is S-432I , and I am employved

ocial Security Number)

£ &IH#H '!f..:l'!""l"J N. ,H F.o. ., where my regular tour

official Duty Station)

is from [D.00AM o P4 and my days off are SATURDA
Time (v} Day

and S’UMP“? . I have elected the AnvnvAL LeEAve
[OFf Day) {Annual Leave or Hours

Cutside of Schedule)

/@M Y57

(Signature)

alternative.
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Exhibit 424.52b
Scheme Study, Training, Testing, and Qualifying Memorandum

TO: A.B. Cee DATE | -3 -8k

(Supervisor's Name)

I, 3 .I-}EEE, 'EF'-' ; raguest to engage in
scheme study, training, testing, and gualifying at the
Bigrown, N-Y. PEDC from (= -8l  at
(Installation) {Date)
5.30 P yneil o2 [ |- 8l at é:!ﬂFH. My Social
(Time) {Date) {Time
Security Number is JrQ'B" '!‘-5"'6'79? , and I am emploved

[Social Security Number)
at _BFWMH. N . Y. P.o ‘ , where my regular tour

lOfficial Duty Station)

is from F.00 AM +o5:30 FH, and my days off are Eﬁ?ﬁfu:r!

Time {Time 5

and SUNI:‘H‘.I' . I have elected the Hﬁh’tﬁ(ﬂﬂfﬁr.ﬂf OF .Q'.‘.HEI'ULET

[Off Day) {Annual Leave or Hours
Cutside of Schedule)

Bl Dore o

(Signature)

alternative.

424.53 The senior bidder must sign and date both copies of the memorandum. The
seniorbidderretains the duplicate memorandum form.The originalis given to
the supenisor. The timekeeper uses it to prepare a PS Fom 1234, Utility
Card, which will be used for recording dock rings while in a scheme training,
testing, and qualifying status. The timekeepergivesthe original
memorandumand PS Form 1234 to the seniorbidder. The seniorbidder
must present both the memorandum and PS Form 1234 to the supervisor at
the scheme training, testing, and qualifying site. The supervisorat the
training site initialsthe memorandum andretumnsit to the timekeeper. The
timekeeperusesthe originalmemorandum to prepare additional PS Form(s)
1234 asrequired. Sample completed memoranda are shown in Exhibits
424.52a and 424.52b.
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424.8
424.81
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Time and Attendance

Timecard Handling

Employees will record their time while in a training status (including travel for
which they are eligible to be paid) on PS Form 1234 in the same manner as
they would record their time on PS Form 1230-A or 1230-B by following the
proceduresdescribed in chapter2.

Timecard Recording

Hours spentin Job Training and Development Training, are to be reported as
training hoursif all of the following conditionsare met:

a. The hoursare on-the-clock(paid)hours.

b.  The hoursoftraining are performedin a classroom orsimulated
work-area environment.

c.  Thehoursare noton-the-job training.

All hours spent performing required duties, or on-theqjob training, are to be
reported as workhours under the operation number and LDC assigned to the
functional activity being performed.

The employeerecordstime spentin training sessionson the PS Form 1234,
Utility Cards, ashe would record work hourson PS Form 1230-A (or1230-B)
timecard. Timekeepersextend the clockringson a daily basisjust as they
would ifthe employee were clocking on PS Form 1230-A or 1230-B. After
extendingthe clockringson the PS Form 1234, timekeepersadd themto the
corresponding daily clockringson the 1230-A (1230-B)or 1230-C and enter
the combined total inthe appropriate space on the 1230-A (1230-B) or
1230-C.

Compensable trainingtimeiscounted aswork time for pay purposes,
induding the determination of overtime foreligible employees. Itisindudedin
hours worked in excess of 8 hoursin adayor40 hoursin a week, as well as
those hours worked by any nonexempt employee on a nonscheduledday.
Management may change eithera nonexempt oran exempt employee's
regularly scheduled working hoursto coincide withthe scheduled hoursof
training. In such cases, out of schedule overtime ornonbargaining
rescheduling premiumisnot authorized.

If an employee would have received night differential on hisregular work
tour, then he isentitledto receive an equal number of night differential hours
while in a training status, as shown on Exhibit213.2, evenif the training
occurs during the day. These hoursare to be entered on the PS Form 1234,
Training Utility Card, in accordance withthe proceduresdescribed inchapter
2. Eligible employees are not enfifed to Sunday premium unless the training
occurs on Sunday and the employee isscheduled to attend the training
session.

Timecard Recording for Scheme Training

Time spenton scheme training, testing, qualifying and compensable time,
spentin travel to/from STTQ at thetraining site isrecorded on the PS Forms
1234 carried by the employee to each session. Timeclocks, if available, will
be used forclockring entries. If not, the supervisor at the site will enterthe
clockrings. A separate block should be used for the related compensable
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travel time to segregateit from the STTQ time entries. In both cases, the
supervisor will certify the daily entriesby initialing the appropriate block. The
annotation AL (annualleave)or TOS (time outside of schedule) at the top of
the card indicatesthe alternative the seniorbidderhaselected, and provides
the necessary data for processing adjustments. Regardlessof the alternative
elected by the employee forthe training, testing, and qualifying, these hours
will be recorded on the PS Form 1234.

424.82 The important point to remember is that, while the scheme training, testing
and qualifying are taking place, no work hour entries are made on the regular
timecard, PS Form 1230-A, 1230-B, or 1230-C. Annual leave entriesare
made for the training, testing, qualifying, and related compensable travel
time when Alternative 1is elected. No entry at all is made if the training,
testing, qualifying, and related compensable travel time isoutside the
employee's regularly scheduled hours when altermnative 2 (described below)
is elected. Itisonly afterthe employee haspassed the examinationand
accepted the position that pay adjustments are processed to reflect the
election made by the employee fortraining, testing, and qualifying.
Therefore, itis most important that PS Forms 1234 be completed correctly
and retained in a secure manner for later use in processing adjustments,
afterthe scheme qualification andjob acceptance criteriaare met.

424.83 In most situations, the timecard forthe weekin which the employee
completesthe STTQ andacceptsthe positioncan be corrected before
submission to the DDE/DR site or PDC as designated. In such cases, the PS
Form 1234 should be used to correct that week's timecard entries, as
appropriate, to avoidthe submission of a PS Form 2240 adjustment form. If

424.84 situationsoccurwhere the employee isrequired to make additional clock
rings not connected with scheme training, testing, and qualifying, additional
PS Forms 1234 are prepared and used following established procedures
givenin 142.3and 621.22.

424.85 Management must determine that the employee has a sufficient annual leave
balance if this method of scheme training, testing, and qualifying is elected.
A PS Form 3971 must be submitted and approved forevery two pay periods
in which annual leave is granted for this alternative. In addition, the remarks
block should be annotated to reflect the purpose of the annual leave, which
is for scheme training, testing, and qualifying. The normal proceduresfor
completing PS Form 3971 andtimecards, PS Forms1230-A, 1230-B, or
1230-C, are contained in 325. If the scheme training, testing, qualifying,and
related compensable travel time session islongerorshorterthan the amount
of annual leave requested, thenthe PS Form 3971 must be corrected to
agree with PS Form 1234 entry which reflectsthe actual time spentin the
session.

August 2009 189



424 .85 Time and Attendance

Exhibit 424.8a
Sample TimecardsUsed for AL Alternative on STTQ

UTILITY CARD e&- Ef
Sve Fermann ' i T
F87-65- 4331

i

P

' "L
FE| K & e

"i-z-mni

.
L ey

]

-
[0 il

\-E.".".‘.‘.""""" i --""J

I, The regular tmecerd, Form [230-4 or 1230-B, is completed In i normal mannes during e schesse maining, testing,
and qualifying period. Sinee the employee hes elecred 1o use annusl leave, 8 Form 3971 must be sabenined g appooved
|:|'l"i:rl'2 E:\-u“ mrl-‘d of lrmining. tesing, or gualifying for wee in posting the daily annuel leave emries, (ono Fom 387]

perinds. |

- ﬁrl indicarve information ai the of the Fomm 1234, Uhitiy Card, is c?ud direcily from the emphovee's re
tmecerd. Remember o check off the *“Traineng'™ Box and 1o emter “5.7.T.0.7 abve i (he same box. r
the wonds “*Senior Bidder'" in the nale box of the temporary assigned pasicion, Also enter “A.L." at the top of the
and ko indiciie the altemative selecied for sraining, Wesling, snd gealifying

3. The actuel scheme craining, iesting, and qualifying time is recorded os e Forms 1234, Uiy Card, which ane retained
by the sdjomment clerk until the employee passes the examinsion asd accepts the position. At thes time, the Farm
12¥0-A or L2HME entries ane adpested based om the Porm 133 catres by converting the ongingl annasd leave entrics
i work hours. Anention siust be given to ascertain if additonal entries such as night differential sdior Sweday premiusn
hours gre reqaired, The adjusiment clerk will maie the corecling eniies in red ink and &lso annolsse The wands “See
Form 12347 om the applicable days. See the examples above, On this sample Foem 1234 various times ane used 1o
illumrate the variations that may occur (for different emplovees). Normally, the senice biddes would wiilize the same
harors each day for scheme maiming, sesting, and qualifying. The siustion on Moaday shows the krRining, testing, amd
qualifying tete moved to 1000 theough 110K} hours, which is charged as annusl leave on the regular timecard. At 1550
'«"fl‘f'“]ll"'tl':l'ﬂﬂI imkes 2 howrs sick lesve for @ Gocior's appoistmest retemisg @ 1750 o woek | hour o the end of the
shediilo at [B50. These addivionsd rings kv recorded on a separate Form | 234 (oflowing established timekesping procedures

4, The sdjusied Formisy LXH-A of 1230-B is uiilized myﬁpﬂ‘t Formes 2240, Pay. Leave, or (ther Howrs Adjsstment
Reguest, i the oomwal manner Tor sobmission o the See Section 722,31 and Exhibi 722 31c for detals aboul
adjuszing ennual leawe beowrs uged on 5.T_T.Q
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Exhibit 424.8b
Sample TimecardsUsed for TOS Alternative on STTQ

424.85
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pericd. Smmwmm-ummwmwm
u.l':r:h..nm:mm:n regueszing the assignment.

1. The indicslive information ar the of the Form (234, Uirniliey Card, is directly from the employes’s
timecurd. Bemember o check off “Training"' Box and 10 eter ‘iT {l." 1 abowe in the sume box
the words "'Senior Bidder"' mﬂullﬂ:hmnflh:t:w enler *“TOS" &L the oD
urdmrﬂmrh:umuw:mmfwrrﬂnm: testing, lrldqull ;

3, The achual scheme irmining, esting, mdquhrhqllu:h on the Forms 1234, Ditiry

by the adjesiment cherk uniil the e paises the examinstion and accepts the .
1234 eniries are wdded 1o the Form | & or 1250-B ewaries and other swiries sech oz overtime

| hour oraining period.

E%

aboul adjusting hours used ouside schafale on ST.T.0

I Thnghnnmnd Form 133-A or 1I3-B, B complesd s the normal monner dering the scheme training, iesting

§
!

nmﬂuﬁlﬁdﬂam umudﬂtwulmﬁ:mluminmﬂlﬂt-ﬂdmmw_m
rule"

VEes Form | the applicable days. ARemtion must be given fo the ““S-misee beeway rule In:an
of overtime and nighi differemial. Ses the exampies above. Om this sample Form 1234, variows Gmes are used 10 1Hasires
the variations the may oocus (for dafferent employees). Meosmally, the semior bicder woold utilize the same hours

util
day for scheme maining, testing, and qualifying. The Wednesdsy sessbon inclodes a 15-minuse iesiing period afier

4, The MM}M&MIEBHMUF“MMMMHFW&HMWW
roemmal maser for sdmission o the DDEDR gt of PDC a desiprated. See Section TEL3 end Exhibit TR 3c for
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424.9
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424.92

424.93

424.94

Time and Attendance

If the employee eleds to take the scheme training, testing and qualifying
outside hisregularly scheduled hours, then no entriesare required onthe
timecard, PS Form 1230-A, 1230-B, or 1230-C, during the period of scheme
training, testing, and qualifying. Thisalternative must only be used on the
employee'sregularly scheduled workdays.

Sample completed PS Form(s) 123PS Fom(s) 1230-A, 1230-B, or 1230-C
are shown in Exhibit424.8a and Exhibit 424 8b.

Special Handling

When an employee is assigned to training formore than an 8 hour period, the
timekeeper will remove the employee's regular timecard PS Form 1230-A or
1230-B from the timecard rackand replace it with PS Form 1234. The
employee's regular imecard will be filed by the timekeeper in alphabefical
order by paylocation, pending return of the employee to his regular position
at which time the employee assumes using PS Form 1230-A or 1230-B. All PS
Forms 1234 fortraining hoursmust be returned to the employee's
timekeeper before the end of the week so that the hours and premiums
recorded on these cards are transcribed to the employee's 1230-A or
1230-B for pay purposes.

Ifan employeeisattending a training session outside of his official duty
station and there isa possibility that the employee may not be able to retumn to
his duty station before the timekeeperbeginshisweekly timecard totaling
activities, then the timekeeper will be responsible forrecording an 8 hour
entry each dayin the appropriate blockof the PS Form 1230-A (or 1230-B)
timecard. The supervisor'sinitialsmust be obtained forthisentry. Itis
necessary to report the total work and overtime hoursrecorded on PS Forms
1234 fortraininghourson PS Form 1236. By using PS Form 1236the hours
are properly distributed to the training accounts. Proceduresfor use of

PS Form 1236 are outlined inthese instructions.

Upon the completion of the scheme training, passing of the examination, and
acceptance of the positionby the employee, adjustmentsare made to
properly charge the time spent in scheme training, testing, qualifying, and
related compensable travel time. The adjustment clerk or timekeeper must
adjust timecards PS Foms 1230-A, 1230-B, or 1230-C, based on the PS
Forms 1234 prepared during the scheme training, testing, and qualifying
periods, and complete PS Forms 2240. Sample completed and adjusted PS
Forms 1230-A, 120-B, or 1230-C are shown in Exhibit413.5, Exhibit 421.35a
and Exhibit421.35b.

If the employee elected to use annual leave during the scheme training,
testing, and qualifying periods, the periods must be adjusted by changing
annual leave to work hours and by including night differential and Sunday
premium hours, if applicable.
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If the employee elected to take the scheme training, testing, and qualifying
outside hisregularly scheduled hours, these periodsmust be adjusted by
adding to work and overtime hours, and byinduding night differential hours, if
applicable.

If the employee fails the testing or does not accept the position, adjustments
are not necessary.

Normal pay adjustment procedures required for processing PS Forms 2240,
are contained in chapter 7. Sample completed PS Forms 2240 are shown in
ExhibitsExhibit 722.31c and Exhibit 723.31c.

PS Form 1236, Loan, Transfer, and Training Hours

Definition

PS Form 1236 is used to propery allocate work and overtime hours recorded
on PS Form 1234, Utility Card, (fortransfer, loans, and training), or

PS Form 1230-C, Time Card-Other Service (forhigherlevel/transferhours),
and any local formsused to record a group of hours being transferred or
shown astraining. The information on PS Forms 1236 reallocatesto the
properaccountsthe work and overtime hourscharged to the payroll
accountsby the timecard that are submitted. CAG A-G and CAG M-Z
timecard officesare to report transfer, loan, and traininghours. CAG H-L
officesare to reportloan and training hours. Also, at the discretion of the
MSC manager, CAG H-J officesmay report non-higherlevel transfers
between craft (D/A) and LDC-a type of transfer which should be very
infrequentin these offices.

Preparation and Submission

At the end of each week, required offices summarize all work and overtime
hours that are to be transferred, loaned, orrecorded astrainingon a

PS Form 1236. At the end of the pay perliod, the totals from the

PS Form 1236 forweek 1 are combined withthe totalsfrom the

PS Form 1236 forweek2 and posted on PS Form 1236 forthe pay period. PS
Form 1236 is prepared in triplicate at the end of each pay period by those
offices having hours to reallocate. One copy is maintained by the preparing
office. The original anda copy are sent to the budget office at the field
division or MSC no later than the Saturday after the dose of the pay period.
The fielddivisionor MSC will batch all of the original PS Forms 1236 and
forward them to arrive at the DDE/DR site or PDC as designated no later than
close of business the first Monday afterthe close of the pay period. Itis
permissible forthe field division orMSC to make two mailingsin case some
PS Forms 1236 are not available intime forthe initial dispatch. Associate
offices must not submittheir PS Forms 1236 directly to the DDE/DR site or
PDC as designated. The fielddivisionor MSC should ensure that only one
copy ofthe PS Forms 1236 for their offices is submitted each pay period. (In
the past, both the original and copy have beensubmitted for some offices.)
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Facilities not reporting to a field division or MSC complete PS Form 1236 in
duplicate. The original is submitted to the DDE/DR site or PDC as designated
in accordance with the above schedule.

PS Forms 1236 being submitted to the DDE/DR site or PDC as designated
should be placed inan envelope or other suitable container. The forms
should be batched, unfolded, and in finance number order. The container
should be clealy marked in the lower left comer “PS Form 1236.” Do not
place PS Forms 1236 in the same envelope orbox astimecards.

PS Forms 1236 which do not arrive atthe DDE/DR site or PDC as designated
in time to be processed for the applicable periodwill be processed by the
DDE/DR site or PDC as designated in a subsequent periodasa priorperiod
adjustment. In addition,a report of field divisionsor MSCswhose forms were
late will be madeto the regional office.

Duplicate copies of PS Form 1236 should be retained by the originating
office and field divisions or MSCs for 60 days or until the PDC Report of
Hours Transferred, Loaned, or Training is received and verified-whichever
comes first.

Recording of Hours

Recording Transfer Hours

a. Atthe end ofthe week, arrange all PS Form 1230-C cardsforhigher
leveltransfer hoursinto groups by the employee's base designation/
activity (D/A) codesand labordistribution codes (LDCs).

b.  Take each group and further separate by the D/A code and/orLDC
where the hoursare to be transferred.

C. Total the workand overtime hoursforeach group and post on the
weekKs PS Form 1236. In the From blockin the statistics section, post
the D/A code and/or LDC from which the hours are to be subtracted.
Keep in mind the fact that when an employee in a CAG H, J or K office
is paid higher level in a Rate Schedule Code E position, the hours are
automatically transferred to D/A 09-0, LDC 01. Post the total work
hours (including overtime) and the overtime hoursin the proper block.
In the To blocks, post D/A code and/or LDC to which the hours are to
be added.

d. Arrange and total thehourson all PS Forms 1234 fortransferhoursin
the same manner asthe PS Fom 1230-C timecards, and post entiies
to the week's PS Form 1236.

Recording Loaned Hours
a. Atthe end ofthe weekarrange all PS Form 1234 timecardsforloaned
hours into groupsby the employee'sbase D/A codes and LDCs.

b. Take each group and separate by the D/A codes, LDCs, and finance
numberswhere the hoursare to be loaned.

C. Total the workand overtime hoursforeach group and post on the
weeKs PS Form 1236.
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d. In the From blockin the statistics section, post the D/A code and LDC
from which the hoursare to be subtracted. Post the total number of work
hours (with overtime hours induded)in column C and the total overtime
hoursin column D. In the To blocks, post the D/A codes, LDC and
finance number to which the hoursare to be added.

Recording Training Hours

a. Atthe endofthe weekarrange all PS Form 1234 timecardsfortraining
into groupsby the employee'sbase D/A codes and LDCs.

b.  Take each group and further separate by the function (LDC 90-97) for
which the training wasreceived.

c.  Total the workand overtime hoursforeach group and post on the
week's PS Form 1236.

d. In the From blocks of the statistics section, post the D/A code and LDC
from which the hours are to be subtracted. Post the total work and
overtime hoursin the properblocks. In the To section, alwayspost 999
in the D/A code block Trainingcodes(D/A 999 and LDCs90-97)
should neverappearin column A orB (the From side). Thisis the
unique codewhich identifiesthisentry as training. In the To LDC block,
post the LDC (90-97) which identifiesthe functionforwhich the training
was received. Itisnot permissible to report the same entry as training
and loaned.

Totaling of Pay Period From PS Form 1236

Summarizing Entries

At the end of the pay period the office summaiizes all like entries from the PS
Forms 1236 for each weekin the pay period and from anylocal foms used
to record group reallocation of transfer and training hours for the pay period
into one PS Form 1236. Only whole hours are posted to the PS Form 1236
forthe pay pernod. A half-hour ormore isrounded up; less than a half-hour is
rounded down. Fractions and decimals should never be entered. Total work
hours (column c)includesovertime hours(columnd). ThisPS Form 1236
shows all the hoursto be reallocatedforthe entire pay period.

Special Considerations

a. Itis not permissible to report the same entry as training and loaned. If
99 is posted to the To D/A block to signify a training transaction, the
loaned to finance number (column g) must be left blank.

b.  When transferring customer service clerical hoursfrom LDC 47 (CAG
H-L), LDC 48 (all others)to otherLDCs based on PS Form 3499,
Operations Analysis Report, the Fromand To D/A blocks (columnsa
and e) may be left blankifitisnot feasible to separate the hours
between full-time, part-time, and casual clericalhours. The procedure
may also be used when transferring hoursfrom LDCs 11, 12, 13, or 14.
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The appropriate From and To D/A and LDC must alwaysbe provided
for loaned hours transactions. This system will not acceptblank From
and/or To D/A and LDC codes for loaned hours.

The appropriate FromD/A and LDC must be provided fortraining hours

transactions. The To D/A will alwaysbe 999 if workhoursare to be
reduced and traininghoursincreased or 888 if traininghoursare to be
reduced and workhoursincreased (see 425.53).

Adjusting Hours for Prior Pay Periods

Adjustment Section

The adjustment section (section 6) of PS Form 1236 is used to correct any
hours that have been improperly allocated.

Adjusting Transfer Hours

a.

Post the D/A code and LDC from which the hours are to be subtracted
in the From block of the adjustment section. Post the number of total
work and overtime hours to be adjusted. In the To blocks post the D/A
code and LDC to which the hours are to be charged. In the pay period
and year columns(columnsh and i of section 6) enterthe pay period and
year being adjusted. Reme mber that the current pay period and year
must be entered in blocks 3 and 4.

For example:In pay period 20, CY 85, a transfer of 80 total workhours
and zero overtime hourswas made from D/A 13-4, LDC 22 to D/A
11-0, LDC 13. Later, it was determined thatonly 60 hoursshould have
been transferred. The adjustment entry would be for 20 hoursfrom D/A
11-0,LDC 13 to D/A 13-4,LDC 22. The prior pay periodand year
would be 20-85 and would be entered in columnsh and i of section 6.
The pay period and yearin which the adjustmentisbeing submitted
would be entered in the upperright hand corner of the PS Form 1236
(blocks 3 and 4).

Adjusting Loaned Hours

The posting of adjustments for loaned hoursis handled in the same manner
as transfer hours with the following additional considerations:

a.

Block 2 must contain the finance number from which the hourswill be
subtracted.

Column g of the adjustmentssection must contain the finance
numbersto which the hours are to be added. The financenumberin
column g and the finance numberin block2 should neverbe the same.

Thus, if the adjustment entry isforthe initial reporting of loaned hours
or additional loaned hours, the adjustment section of the regular pay
period PS Form 1236 may be used. In the From blocks post the D/A
code and LDC from which hours are to be subtracted. Post the total
work and overtime hours to be adjusted. In the To blocks, post the D/A,
LDC, and finance number to which the hours are to be added. In the
pay period and year block, enter the pay period and year to which the
hours are related.
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d. In the eventloaned hourswere previously charged to an improper
office ortoo many hourswere charged to an office, a special
PS Form 1236 must be prepared. The finance number of the improper
office orthe office charged with too many hoursmust be entered in
block 2. The adjustment section of the form would be completed as
described above except column g (Loanedto Finance Number) must
contain the finance number of the office makingthe initialincorrect
report ofloaned hours. When thisprocedure isused, the Regional
Accounting and Revenue Protection Division must be notified so that
the propercoordination with otherregions, field divisionsand MSCs
may be accomplished if necessary.

Adjusting Training Hours

a. Post the D/A code and LDC for which work hours are to be increased
or decreased in the From blocks of the adjustment section. Number
999 cannot be used as the D/A code in the From block of the
adjustment section nor can LDCs 90-97 be used on the From side. A
valid D/A and LDC code must be used. Post the number of total work
(training) and overtime hoursto be adjusted.

b. Inthe To section, post 999 in the D/A code blockto identify the entry
as an adjustment reducingworkhours and increasing traininghours. If
the adjustmentisto reduce traininghoursand increase workhours,
888, is posted in the D/A code blocks. In the To LDC blockpost the
applicable training LDC (90-97)to which hoursare to be added (D/A
code 999)orsubtracted (D/A code 888).

C. In the pay period and yearblockenterthe pay period and year to which
the hoursare related.

Submitting Adjustments

Adjustments should be submitted each pay period on the PS Fom 1236
used to reallocate the transfer, loan, and training hours for the current pay
period except forthe special conditionsdescribed forloaned hours.

Postmaster Relief and Leave Replacement

Definition

Postmaster relief service consists of an employee assuming charge of a post
office in the absence of a postmasteron the postmaster's nonscheduled
day. Postmaster replacementinvolves an employee assuming charge when
the postmaster is on official leave during a scheduled day.

Temporary assignments as a postmaster relief or postmaster replacement are
not required for each and every absence of the postmaster. Assignments
should be made only when the proper operation of the post office mandates
such action.
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For timekeeping purposes, postmaster relief and/or replacement is treated
as a higherlevelassignment (exceptfor426.23).

Eligibility

A postmasterreplacementisan individual hired from outside the Postal
Service who isemployed asa relief orleave replacement during the absence
of a postmaster in an EAS-A through EAS-15post office. Theappointmentis
made two gradesbelow the established grade of the postmasterbeing
relieved. At an EAS-A through E office, the appointmentisasan EAS-3.
Postal employee may be temporarily assigned asPostal Operations
Administrators (POA)to perform relief orleave replacementfor postmasters
in EAS-A through EAS-18 offices. The grade of the POA positionistwo
grades below the established grade of the postmasterbeing relieved.
Postmasters who have a senior supervisor in their post office whose regular
duties, as described in the official position description,includerelief and
leave replacement dutiesfor the postmasterare not authorized a POA or
relief and leave replacement.

Authorization and Supporting PS Forms

If the postmaster being relieved isin charge of a CAG L office and if the
replacementisnoton the rollsof the Postal Service, PS Form 1653,
Postmaster Relief/Leave Replacement Employment Data, must be completed
and processed through ELRIC to establish the replacement as an employee.
CAG L postmasters will not be required to complete a PS Form 1230-C.
When a CAG Lpostmasterisabsent oron leave,a PS Fom 1377, Request for
Payment of Postmaster Replacement and/or Postmaster CAG L Overtime,
must be completed at the end of the week and sent to the DDE/DR site or
PDC as designated. Exhibits 426.31a, 426.31b, and 426.31c are examples of
properly completed PS Form 1377.
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Exhibit 426.31a
Example of a Propedy Completed PS Form 1377, Request for Payment of Postmaster Replacement
and/orPostmaster (CAG L) Overtime
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Exhibit 426.31b
Example of a Propedy Completed PS Form 1377, Request for Payment of Postmaster Replacement
and/or Postmaster (CAG L) Overtime

This PS Form 1377 is being submitted for week 2 of pay period 12-86. The Postmasteris a RSC F level 53 and was on
annual leav e beginningFriday of week 1 (note: previous Friday item is checked) through 1/2 day on Tuesday. The Leave
Replacement is being paid for the actual hours worked.
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Exhibit 426.31c
Example of a Propedy Completed PS Form 1377, Request for Payment of Postmaster Replacement

and/or Postmaster (CAG L) Overtime

This PS Form 1377 is being submitted for week 1 of pay period 12-86. The postmaster is a RSC E level 11 and left
early Thursday onsick leave for the remainder of the week. Both the postmaster's leave and hours worked by the
Leav e Replacement are entered in each daily block showing actual hours and minutes.

UK, Pl e

REQUEST FOB PAYMENT OF POSTMASTER REPLACEMENT ANDIOR POSTMASTER (CAGQ L) OVERTIME

Uew this Eorm, [1) Fov perwich By Pomtessansy spiscemant. Sutwir 3 mparste Epom (375 for sach mesd sereed by aech peepon.
{37 To cherpe Farfmanter i (3 87 POsimaaTir Diming preTime

Portmarer Tims snd Anendancs information

Foat (s, Bam pag Tib=a =y Farimmre s o, e, R Towr e Peel] e |
Coed PUAT, ¥A Seave 9191 | ST-aesy | ¥5e-Ti-Fesa Be |ra |
Fosamemiers Hiree REC (Lo | Ponpmaviers Scheduted | W | Wes | Twr | e | Tew | Fo
ke Week.
NACy T RAMIEY | £ |1t | homSomaieg o0 | £ | foo | gos!| Lo
B Dinity Biock,

Complein 4 molicebde dally Blosig ary time the postmster i sbent from Pe olfics, o replscamend i wed o e poriserie?
WOk OO RDWe Ar whER pEYENT (8 Jul enoe e Fae Lebor Stesdards A, When sdoaanal ok boper e, show

fsta! hour ard mingym sorked thet day [ in ey T!.. Ve ™ [
Fo' poiffimte abersce, inciuding Seturday, anqar the apersprass stesrce I )
& Iiwe cade, Enter ligws dee M5S0 F pow=aster in full &4 Ralf devi. Enfer ! Kl e 5
[ o] TN AT e — i 3
A= hrous Lue OL— Other Liee L = Laiws Withaut Pay T
B = Bick Lawwd H — Hulidey £ = Contimation ol Pay ! §:00 a0 guae
M = bl T =~ Tralaing W= Werk B

=71 Ehwck hare if prrbmmser w60 Mres The o Sin ]

ERZibin GOv Inees, Trmnimg, mawng andiar pmimmee: ot

I CERTIFY the ovarbms chorress baenin sut steked

[ Fem— [T
| Fox Poaal Dt
[F] [7] [
Portrnerte Feplecement Tima and Atterclescs Informetion
Furmamany i Higisorrasnry 3¢ e e, Toar Fn-mi-t
RobBear (. adviilii) Ly B B Ve g lay
B | Baen | Tes | Pmad | TR | Fu
EPu #ctusd hours and minsim, sored asch dey ERA AR

TEERTIFY thai this peaimeites replicement kaa pesfammed srrvice and i entitled bo paymant for the hour shown

g, s T

- -[E rnmhmmw-mmﬂiﬁ -

PE P 1377, Om tema

August 2009 201



426.31 Time and Attendance

Exhibit 426.31d
Example of a Propedy Completed PS Form 1377, Request for Payment of Postmaster Replacement

and/or Postmaster (CAG L) Overtime
This PS Form 1377 is being submitted for week 1 of pay period 12-86. The postmaster is a RSC F level 54 and
attended a meeting at the Management Sectional Center on Friday. The Leav e Replacement is being paid for actual

hours worked.
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Exhibit 426.32

426.35

Wheneveran employee istemporarily assigned to workas a postmaster
replacement orasa postal operationsadministrator, theinstallation head will
complete a PS Form 1723, in duplicate, and forward both copiesto the
timekeeper. Exhibit 426.32 isan example of a properly completed

PS Form 1723.

Properly Completed Assignment Order for a Postal Operations Administrator
This is properly completed PS Form 1723 for a POA replacing an EAS-15 postmaster.
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426.33

426.34

426.35

August 2009

Upon receipt of the PS Form 1723, thetimekeeper will prepare a

PS Form 1230-Ctimecard foruse by the employee while performing the
dutiesof postmaster relief orleave replacement and retumn it, with the
original PS Form 1723, to the installation head. The duplicate PS Form 1723 is
filed in the employee's OPF.

The installationhead will, whenthe form isreturned, give the original

PS Form 1723 to the employee asa written order of the beginning and
approximate ending time of the relief assignment. (Failure to provide this
written order is not grounds for denial of higherlevel pay if the employee is
otherwise directed to perform the duties.) The employee isexpected to
record his clock time on PS Form 1230-C aslong ashe isserving asa
postmaster relief orreplacement.

Exhibit 426.35 is an example of a properly completed PS Form 1230-C
timecard which must be used whenever an employee is working as a
postmaster relief or leave replacement. The timekeeper is to fill out the
information acrossthe top of the card by simply copying it from the
employee'spreprinted PS Form 1230-A or 1230-B timecard. The information
across the bottom iscopied from the PS Form 1723 which theinstallation
head has completed. The timekeepermust complete blocks90, 91 and 93.
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426.4

Exhibit 426.35
Example of PS Form 1230-C to Be Used by a POA

This is an example of a properly prepared PS Form 1230-C, Time Card-Other Service, for an employ ee who is
temporarily replacing an EAS Grade 15 postmaster. Note that special higher level rules described in usually apply in
postmaster relief and replacement situations.

This employ ee is to record his time on PS Form 1230-C until he is no longer a POA or urtil the end of the week,
whichev er comes first.

204

Time and Attendance

Failure to complete these blocks could possibly cause the employee to be

paid incorrectly. Note also that the number“2" is to be entered in the card type
column because thisisa situation where the employee isserving ata higher

level in a differentrate schedule code.

This emplovee is to record his time on Form 1230-C wndil be is mo longer o POA or until the
end of the week, whichever comes firsi. All of this information is copied by the

timekeeper from the top of the 1230-A ar

/

SRS | LT

1230-B timecard, ““

- HGHER LEVEL

O
TR0 IR 1888

CARD TYPE

= MU FEIFLOVEE OR
ekl Tisl SASS

cart Tree MUST
Bl ENTERID

TIME CARD

fibdpi iR RN AN SO DA PO D FO O NS R,
'\_ T

F-1I-III"I-l-lIIIII'Il-EIIIFIIILHF'II1HEHI‘IFII‘-IIIII

Emter the ““card type." Fallure (o db g0 may
ciuiss the employes (0 be paid incorrectly.

-

426.4

426.5
426.51

Timecard Handling

When an employee servesas a postmasterrelief orreplacement, the
timekeeperwill remove the employee'sregulartimecard from the timecard
rack and replace it with the PS Form 1230-C.

Timecard Recording

Individuals who are hired as a postmaster relief or leave replacement must
have theirwork hoursrecorded on PS Form 1377 in the Postmaster
Replacement Time and Attendance Information section in lieu of a timecard.
The actual hoursand minutesworked each day must be recorded. If
available, the postmaster must sign the form certifying that the service was
performed. Otherwise, the replacement must sign. Exhibits426.31a,
426.31b, and 426.31c are examples of propelly completed PS Forms 1377
where a replacementhasperformed service when the postmasterwas
absent from the office.
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426.52

427

427.1
427.11

427.12

427.13

427.2

427.3

427.4

427.4

Employeeswho are temporarily assigned asPOAs must record their clock
ringson the PS Form 1230-C. Timekeeperswill continue to extend the clock
ringson a daily basisand will forward PS Form 1230-C to the DDE/DR site or
PDC asdesignated at the end of the weekalong with the othertimecardsfrom
the installation inaccordance with the proceduresdescribed in

chapter6.

New Employees and Replacement Timecard

Eligibility
Employees who are hired atthe beginning of the pay period may not have
received a preprinted timecard from the PDC. If they have not, the
timekeeper will be responsible for accurately completing PS Form 1230-C,
Time Card-Other Semice, which will serve as a “replacement” imecard. This

process should be completed asoften as necessary until the employee
receivesa preprinted timecard from the PDC.

Any employee who does not receive a preprinted PS Form 1230-A or 1230B
from the PDC or whose preprinted timecard was lost or damaged must also
have a PS Form 1230-C “replacement” timecard prepared.

A PS Fom 1230-C, Time Card-Other Service, must be prepared when a PS
Form 50 action has corrected an employee's social security number or
changed the finance number.

Authorization and Supporting PS Forms

If an employee fails to receive a preprinted From 1230-A or 1230-B from the
PDC, the timekeeperwill obtain the necessary information to complete

PS Fom 1230-C by referring to the employee's PS Form 50. Exhibit427.3is
an example of a propelly completed PS Fom 1230-C replacement timecard.
Note thatinformation is only entered across the top of the imecard. Entering
any datain blocks 90, 91, 92, 93, or 95 may possibly cause the employee to
be paid incorrectly. Note also that itis essential to enter the card type “1" in
the card type column.

Timecard Handling

PS Form 1230-C will be handled in the same manner as would a preprinted
PS Form 1230-A or 1230-B.

Timecard Recording

An employee using a replacement timecard will record clockrings or write in
entriesin the same manner as he would if he were using PS Form 1230-A or
1230-B timecard. Timekeepers will extend clock rings in the same manner
and will record leave and other nonworkhourinformation inthe same
mannerastheywould if they were using PS Form 1230-A or 1230-B. This
“replacement” card should be totaled at the end of the weekand sent to the
DDE/DR site or PDC as designated in accordance with the proceduresin
chapter6.
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428 Time and Attendance

Exhibit 427.3
Example of a Properly Prepared PS Form 1230-C, Time Card-Other Service

This is an example of a properly prepared timecardfor an employee whose timecard did not arrivefrom the PDC,; or for
an employ ee whose PS Form 50 has not y et been processed by the PDC.

Indicative [ata
from Form 5.
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428 Dual Appointment Employee Timecards

428.1 Definition

Dual employees are employees who have received appointments to more
than one Postal Service position. They are established in the payroll system
with two positions, a primary and a secondary. The secondary position is
eitheralowerorhighergrade than the primary position.

428.2  Eligibility

Part-time employeesare the only employeeseligible fordual appointments.

428.3 Authorization and Supporting PS Forms
428.31  An employee is authorized a dual appointmenton a PS Form 50, Notification
of Personnel Action.
428.32 The PS Form 1230-Cforthe secondary position isprepared asfollows:
a. Complete the top indicative dataline, using the designation activity

code (D/A), the rate schedule code (RSC), and the level of the
secondary position.

b. Enter“1"in the Card Type block
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428.33

428.4

428.5
428.51

428.52

428.53

428.53

C. Enterthe RSC of the secondary positionin block90. Thisshould bethe
same as the RSC code in the indicative data line at the top of the card.

d. Enterthe level of the secondary position inblock91. Thisshould be the
same as the level on thetop line.

e. Enterthe D/A of the secondary position in block95. Thisshould be the
same as the D/A code on the top line.

f. Print DUAL EMPLOYEE underthewords CARD TYPE on the left side
of the 1230-C card.

Exhibit 428.33 is an example of properly completed PS Forms 1230-A and
1230-C timecardsfora dual appointment employee.

Timecard Handling
The PS Fom 1230-C timecard for the secondary position will be handled in

the same mannerasthe preprinted PS Form 1230-A or 1230-B forthe
primary position.

Timecard Recording

The recording of the preprinted PS Form 1230-A or 1230-B for the primary
positioniscompletedin the normal manner.

An employee using a 1230-C timecard for the secondary position will record
clockringsor write in entriesin the same mannerashe would if he were

using PS Form 1230-A or 1230-B timecard. Timekeeperswill extend clock
ringsin the same mannerand will record leave and othernonworkhour
informationin the same mannerastheywould if they were using

PS Form 1230-A or 1230-B.The PS Fom 1230-C timecard should be totaled
atthe end of the week, and sent to the PDC in accordance with the
proceduresdescribed in chapter6.

Employees with a dual appointment to a rural carrier secondary position are
covered separately in chapter5.
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428.53 Time and Attendance

Exhibit 428.33
Example of Properly Completed Timecards for a Dual Appointment Employee

In this example the employ ee's primary position is a level 03, RSC-P, Designation/Activity 36-6 with a dual
appointment (secondary position) as a lev el 05, RSC-P, Designation/Activity 41-0.

This employ ee worked 20 hours in the primary position. The employee also had 28 hours work, 8 hours ov ertime and
8 hours night work in the secondary position.
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5 Rural Carrier Procedures

510 Introduction

511

511.1

511.2

511.3

512

August 2009

Purpose

Recording Time and Attendance

The proceduresforrecording time and attendance forrural carriersare
described in thischapter. The elementsdiscussed include the formsto be
used (520); designation codesand examplesof time certificates (530); the
FairLabor StandardsAct (FLSA), including the guarantee period and
overtime (540); rural routes(550); computation of compensation (560);
equipment maintenance allowance (570); leave types(580); and
adjustments(590).

Instructions

The instructionsforrecording the official time and attendance forrural
carriers at all Postal Senice installations are intended to be consistent with
the applicable provisions of the collective bargaining agreement between the
Postal Service and the National Rural Letter Carriers' Association (NRLCA).

System Integrity

The rural payroll system ensures that all employeesare properly paid.
Paymentisin compliance with the requirementsofthe FLSA. Theintegrity of
the system dependsupon the degree to which postmasters, supervisors, and
timekeeperscomply with these instructionsin 511.2.

System Overview

The rural time certificates are entered into the Rural Time and Attendance
Collection System (RTACS). All time and attendance edits are performed
online as the data are entered. As the data are edited, the system displays
messages and highlights incorrect data. The facility administrator should
contact the appropriate office when clarification isneeded.
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520

520 Forms Used

210

Time and Attendance

The following chart lists timecards and supporting forms that are used for
time and attendance and forthe collection of rural route data to determine the

carrier's salary:

Timecards
Exhibit PS Form Title
520a PS Form 1314 Regular Rural Carrier Time Certificate
520b PS Form 1314-A Auxiliary Rural Carrier Time Certificate
520c PS Form 1314-F Rural Carrier FMLA Certificate

Supporting Forms

Exhibit PS Form

Title

520d PS Form 4240 Rural Carrier Trip Report

520e PS Form 2240-R Rural Pay or Leav e Adjustment Request -
PS Form 1314

520f PS Form 2240RA Rural Pay or Leav e Adjustment Request -
PS Form 1314A

5209 PS Form 4241 Rural Delivery Statistics Report

520h PS Form 4003 Official Rural Route Description

520i PS Form 4241-A Rural Route Ev aluation

520j PS Form 8127 Rural Carrier Supplemental Pay ment

Additional Supporting Forms

PS Form Title

PS Form 3971 Request for or Notification of Absence
PS Form 1723 Assignment Order

PS Form 1221 Adv anced Sick Leav e Authorization

PS Form 1224 Court Leav e Duty-Statement of Service
PS Form 3973 Military Leav e Control
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Rural Carrier Procedures 520

PS Form 1314, RegularRural Carrier Time Cettificate, ispreprintedandissued to each regularrural carrier
each pay period. Time creditsand equipment maintenance information are transferred to thisdocument
from PS Form 4240, Rural Carrier Trip Report, forboth the regularrural carrierand any replacement
carriers. The certificate isthen submitted to the designated site for processing.

Exhibit 520a
PS Form 1314, RegularRural Carrier Time Certificate
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520 Time and Attendance

PS Form 1314-A, Auxiliary Rural Carrier Time Certificate,ispreprinted each pay periodforall auxiliary
rural carriers (Designation 77)and rural carrier associates (Designation 79). Substitute rural carriers
(Designation 73), rural carrier relief (Designation 75), rural carrier associate (Designation 78), PTF rural
carriers (Designation 76) and temporary relief carrier (Designation 70) employeesreceive a preprinted
card only when time hasbeen entered forthem the previouspay period. The pay period, yearand route
number are left blankon the preprinted certificatesfor Designations73, 75, 76, 78, and 70 to allow the
postmaster or timekeeperto use the certificate forany pay period inwhich service isperformed. Payroll
data are transferred to thisform from PS Form 4240, Rural Carrier Trip Report, or PS Form 1234, Utility
Card.

Exhibit 520b
PS Form 1314-A, Auxiliary Rural Carrier Time Certificate
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Rural Carrier Procedures 520
PS Form 1314-F, Rural Carrier FMLA Certificate, is used to record FMLA hours. The certificate is
processed with the otherrural certificates.
Exhibit 520c
PS Form 1314-F, Rural Carrier FMLA Cetrtificate
Fairng of Assianed Caemier | Finanoe Mumbar Bociad Securfty Mumber | Desfdol | Foade Mo, ¥iear FF
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P% Form 1314-F, Jhune 1550 Rural Carrier FMLA Certificate
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520 Time and Attendance

PS Form 4240, Rural Carrier Trip Report, isthe official timekeepingdocument forrural carrierswho do not
use a time clock On the last day of the pay period, the postmaster ordesignee transfers all payroll
information forthe regularand replacement carriersfrom thisdocumentto PS Forms1314 or1314-A as
appropriate. Instructionsfor completing thisform are printed on the reverse side.

Exhibit 520d (page 1)

PS Form 4240, Rural Carrier Trip Report
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Rural Carrier Procedures

Thisside of PS Form 4240 providesinstructionsforcompleting the form.

Exhibit 520d (page 2)
PS Form 4240, Rural Carrier Trip Report
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520 Time and Attendance

PS Form 2240-R, Rural Pay or Leave Adjustment Request for Form 1314, to correct an employee’s pay,
leave ordeductions.

Exhibit 520e
PS Form 2240-R, Rural Pay or Leave Adjustment Requestfor PS Form 1314
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Rural Carrier Procedures

520

PS Form 2240-RA, Rural Payor Leave Adjustment Request for Form 1314-A, to correct an employee’s

pay, leave ordeductions.
Exhibit 520f

PS Form 2240-RA, Rural Pay or Leave Adjustment Requestfor PS Form 1314-A
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520 Time and Attendance

Use PS Form 4241, Rural Delivery Statistics Report, to submit data from the national or spedal count to
determine the standard hours and minutes of the route. The standard hours and minutes are converted to
evaluatedhoursto determine the salary provided the carrier (see exhibit 554.2).

Exhibit 520g
PS Form 4241, Rural Delivery Statistics Report
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Rural Carrier Procedures 520

PS Form 4003, Official Rural Route Description,recordschangesto route data otherthan changes
resulting from a mail count. Data to be recorded on thisform can include changesto boxes(centralized
and regular), stops, weekly dismounts, weekly dismount distance, lockpouch allowances, extension
(temporary route deviationsformore than 30 days), remeasurements, amended counts, new routes
created, and adjustmentsfor seasonal routesand detours.

PS Form 4003 isalso used to record the conversion of regularboxesto centralized boxes, weeky
dismounts, and weekly dismount distance associated with the conversions. A changeto route (otherthan
converted to centralized box data) must amount to 60 minutes(1 hour)to initiate a change in route
compensation. The converted centralized box data are stored in the system until a 1-hourchange is
triggered. Atthattime, the converted centralizedbox data are applied to the base route data. If the net
changeislessthan 1 hour, no change in compensation will result. Exercise extreme cautionwhen
submitting PS Form 4003 with a base hourchange. All stored data accumulated toward the next 1-hour
change will be dropped, andin some cases the banktime must be restored.
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520

Exhibit 520h

PS Form 4003, Official Rural Route Description

Time and Attendance
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Rural Carrier Procedures 520

The Integrated Business Solutions Services Center (IBSSC) prints and issues Form 4241-A, Rural Route
Evaluation, to personnel on rural routes as a result of national counts, special counts or a change in route
data initiated by the submission of Form 4003. In addition to the route data, the regular carrier's salary,
equipment maintenance allowance, and time credits (plus or minus) toward the next 1 hour change are
identified.

Exhibit 520i

PS Form 4241-A, Rural Route Evaluation
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520 Time and Attendance

PS Form 8127, Rural Carrier Supplemental Payment, wasdesigned to fulfill the requirementsin article

9.2.N of the agreement with the National Rural Letter Carriers' Association. Aride 9.2.N requires carriers to

be paid forviewing trainingfilms, slides, orothertraining presentationsnotincidental to normal daily rural

carrier perfomance. This training indudes events such as the annual Combined Federal Campaign talk, the

annual SavingsBond Drive film, and special projectfilms, or othertraining during the yearforwhich time

may not have been includedin the route evaluation.

PS Form 8127 hasbeen authorized forthe one-time payment for fulfillingthe Carrier Label Address

Sequence System (CLASS), forthe Postal Service employee survey, and for conducting the

undeliverable-as-addressed bulkbusiness mail survey. Thisform isalso used to report the completion of

work associated with the Federal Home LoanBankBoard survey, Consumer Service Index (CSl) talks,

and automation and Corporate Automation Plan talksor meetingsthatlocal management requiresrural

carriers to attend.

Although no exact definition exists, functions that are proper for supplemental payment should meet the

following criteria:

a. Anactionortaskthatis notdirectly relatedto normal daily workfunctions(casing and delivering the
mail).

b.  Anaction ortaskthat doesnotoccuron a daily orweeky basis.

C. An action ortask for which no time hasbeen allotted inthe rural route standards.
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Exhibit 520j
PS Form 8127, Rural Carrier Supplemental Payment
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530

Time and Attendance

530 Designation Codes and Time Certificates

224

531

531.1
531.11

531.12

Designation Codes

The following payroll designation codes (with the exception of Designation

99)are used on all PS Forms 50, Notification of Personnel Action, and on all
payroll documentsto identify employment statusof an individual rural carrier.

Des/Act Code Title

70 -0 Temporary Relief Carrier (359 day appointment)

70 -1 Temporary Relief Carrier (359 day appointment, not to exceed
180 day s worked in a calendar y ear)

71-0 Regular rural carrier

72 -0 Substitute rural carrier serving a v acant route, or serving the

route in the absence of the regular carrier in excess of 90
calendardays

73 -0 Substitute rural carrier

74 -0 Rural carrier associate serving vacant route, or serving the route
in the absence of the regular carrier in excess of 90 calendar
days

75-0 Rural carrier relief

76 -0 Part-time flexible

77 -0 Auxiliary rural carrier

78 -0 Rural carrier associate

79 -0 Rural carrier associate assigned to an auxiliary route in excess
of 90 calendar day s

99 -0 City employee serving as emergency replacement carrier (due

equipment maintenance allowance only)

Temporary Relief Carrier

Designation/Activity Code 70 — 0

Thisis a nonbargainingemployee who providesservice on a regularor
auxiliary route. Hisorherappointment may notexceed 359 days. The
employee must have at least a 6-day break in service before he or she can be
appointed to another 359 days.

Designation/Activity Code 70 — 1

These employeesare hired from the annuitant ranks, and the appointment
may not exceed 359 days. The employee islimited to 180 workdayswithin
each calendaryear. When the employee reacheshisorher 180 workday

limit, processSF 50, Notification of Personnel Action, to terminate
employment. Theemployee may be rehired at the beginning of the next
calendaryear (pay period 01-XX)to begin another 359-day appointment with
alimit of 180 workdays.

When completingPS Form 1314-A fortemporary relief carrier (TRC)
annuitants who work auxiliary assistance on a route, the office must indicate
the number of days to be counted toward the 180 days worked. If the carrier
works on a regular oute HO01 on Monday and perfoms auxiliary assistance
forroute JOO6 for2 hours on Monday, you must indicate on PS Form 1314-A
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Rural Carrier Procedures

Exhibit 531.12a

531.2

that “0” daysis added toward the 180 days worked. The day was captured
on the regularroute and should not be countedasanotherday worked
because the work was performed on the same day (see Exhibits 531.12a
and b).

The eamingsstatement (PS Form 1223) will reflect the number of days
worked to assist the carrier in keeping trackof days forthat calendaryear.

PS Form 1314, RegularRural Carrier Time Certificate
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Exhibit 531.12b
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PS Form 1314-A, Auxiliary Rural Carrier Time Cetrtificate
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531.2

RegularRural Carrier (Career) — Designation 71

The regular rural carrier (career) is the only full-ime regular rural employee
entiled to benefits such as retirement, leave, and life insurance. Regular rural
carriers serve on routes with pay route types H, J, K, and M.
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531.3
531.31

531.32

531.4

531.5

531.6

Time and Attendance

Substitute Rural Carrier

Designation 72

A substitute rural carrier (Desighation 73) can be appointed via SF 50 to serve
full time on a vacant regular route orin the absence of a regular carrier for
more than 90 days. The substitute rural carrierearmns annual and sick leave on
the assigned route only and is compensated for the balance of his or her
annual leave upon return to the Designation 73 position. Sickleaveis
handled inaccordance with Employee and Labor Relations Manual (ELM)
513.712. Designation 72employeeshave FICA deductionswithheldandeam
step increases(see 581.2 foradditional information).

A substitute rural carrier (Designation 72) may workas a substitute
(Designation 73)on a regularrural route otherthan the assigned route.
However, the substitute rural carrier (Designation 72) may not workon an
auxiliary route orprovide auxiliary assistance on a regularroute.

Work performed as a Designation 73 must be recorded on the assigned
regularcarrier'sPS Form 1314. Leave Without Pay (LWOP) must be charged
to the assigned route.

Designation 73

Entered on duty date must be before July 21, 1981. Designation 73
employeeshave bidding privilegeson regularrural carrier positions, have
FICA deductions, and earn step increases, but do notearn leave.

Rural Carrier Relief — Designation 75

Entered on duty date must be on orafterJuly 21, 1981. Employeeshired
between July 21,1981, and November 12, 1986, are without time limitation.
After November 12, 1986, employees not hired from a competitive register of
eligibles as a result of an open competitive examination have a limited time
appointment. Designation 75 employees are not entitted to step increases,
leave, orcost ofliving allowance (COLA), nor are they eligible forlife
insurance, Civil Service Retirement System (CSRS), or Federal Employees
Retirement System (FERS).

Part-Time Flexible Carrier — Designation 76

Thisis a career employee and the entered on duty date must be on or after
September9, 2000. All qualified substitute rural carriersand rural carrier
associates (RCAs) that have completed their probationary period are eligible
to bid on PTF assignments. PTFsare only assigned to K routes. Designation
76 employees have bidding privileges on regular rural carrier positions, have
FICA deductions, earn step increases, and leave.

Auxiliary Rural Carrier — Designation 77

Entered on duty date must be before July 21, 1981. An auxiliary rural carrier
may perform service on an auxiliary route only. Designation 77 employees
earmn step increasesand leave, and have FICA deductions. When the auxiliary
route is converted to a regular route oris consolidated with another route, the
auxiliary rural carrier (Designation 77) should be terminated. Any auxiliary
rural carrierthat becomes a multi-employee Designation 77/78 will be hired at
the current RCA hourly rate.
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531.7
531.71

531.72

531.8

531.9

531.91

531.91

Rural Carrier Associate

Designation 78

Entered on duty date must be on orafter April 11, 1987. Designation 78
employees have bidding privileges on regular rural carrier positions underthe
USPS/NRLCA national agreement, Article 12,section 3B. Rural carrier
associates (RCA) are not entitled to step increases, leave,or COLA. In
addition, they are not eligible forlifeinsurance, CSRS, or FERS. RCAs hired
beginning 8/24/1991 are paid under Schedule 1 and carriershired priorto
8/24/1991 are paidunder Schedule 2.

Designation 74

An RCA (Designation 78) can be appointed via SF 50 to serve full ime ona
vacant route or in the absence of the regular carrier for more than 90 days.
Effective January 21, 1988, Designation 74 employees began earming annual
and sick leave on their assigned routes only and will be compensated for the
annual leave balance on return to their Designation 78 position. Sick leave is
handled in accordance with ELM 513.712. Designation 74 employees have
FICA deductions withheld, do not earn step increases, and are notentitied to
COLA.

A Designation 74 employee may work as a replacement carrier on a regular
route and on an auxiliary route. Leave will be earnedat a maximum of 4
hours perpay period only on theroute assigned asa Designation74.

Work performed on a regularroute asa Designation 78 must be recorded on
the assigned regularcarrier'sPS Form 1314, Regular Rural Carrier Time
Certificate. LWOP must be charged to the assigned route. All work
performed on an auxiliary route must be recorded on PS Form 1314-A,
Auxiliary Rural Carrier Time Certificate.

Designation 79

An RCA (Designation 78) can be appointed, via SF 50, after being assigned to
the auxiliary route for more than 90 calendardays. Leave is earned only on the
assigned auxiliary route. The carrierisin leave category 4, earning 1 hour of
sick leave and annualleave forevery 20 hoursworked on the assigned
auxiliary route.

Miscellaneous

Multipos itions

Appointments to the position of substitute rural carrier (Designation 73) or
auxiliary rural carrier (Designation 77) were made on orbefore July 21, 1981.
All rural appointmentsafterthisdate are restricted to regularrural carrier

(Designation 71), rural carrier relief (Designation 75), or rural carrier associate
(Designations78, 79,0r74).

When an employee's current designation is 73, a Designation 77 may be
added, creating a dual Designation 77/73. However, when an employee's
currentdesignation is77, a Designation 73 cannot be added.

Under the conditions of the Memorandum of Understanding between the
Postal Service and the NRLCA, certain auxiliary rural carriers (Designation
77)may also be established asrural carrier associates (Designation 78).
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531.92

531.93

532

Time and Attendance

These employeeswill be compensated at their attained step of the
Designation 77 position and earn leave for providing service on auxiliary
routes only. All other service iscompensatedasa rural carrier associate
(Designation 78).

Rural carrier associates (Designation 78) assigned to an auxiliary route will be
a multi Designation 79/78.

Dual Employees

Dual employees are those employees appointed to positions as Designations
3X,4X,or6X (cty),and 7X (rural), where X =any number. An example would
be 41/73. This is a dty part-ime flexible derk and a rural substitute carrier.
New appointmentsto substitute rural carrier (Designation 73) or auxiliary
rural carrier (Designation 77) have been discontinued since implementation
of the 1981 Postal Service/NRLCA agreement. Therefore, only current
Designations 73 and/or 77 are permitted additional appointments of 3X, 4X,
or 6X.

Designation/Act 75 — 0, 78 — 0, and 70 — 0 employees may have a dual
appointment asa 58 (postmasterrelief) or6X (city).

All service as a Designation 3X, 4X, 58 (postmaster relief), or 6X must be
recorded on PS Form 1230-A, Time Card — Week 1, or PS Form 1230-B,
Time Card — Week 2. All service as a Designation 7X must be recorded on
PS Form 1314-A, Auxiliary Rural Carrier Time Certificate,orasthe
replacement carrier on PS Fom 1314, Regular Rural Carrier Time Certificate.
When the combined weekly workhours are greater than 40, all hour credits
and remuneration are combined, and a FLSA overtime calculationis
generated. The FLSA overtime payment due (if any)ismade the following
pay period, and a message isprinted on the employee'seamingsstatement.
The FLSA calculation formulaisprovidedin HandbookF-18, Payroll Journal
Guide.

Nonrural Postal Employee

Designation 99 employees do not require a SF 50. Designation 99 is used by
the payroll system when making payment for Equipment Maintenance
Allowance (EMA) to employees other than rural carriers. Therefore, no
employeesare carried on the rollsasDesignation 99. The workhours of
postal employeesotherthan rural carriersare reported on PS Forms 1230.

Time Certificates

When transcribing data ontoPS Form 1314, Regular Rural Carrier Time
Certificate,andPS Form 1314-A,Auxiliary Rural Carrier Time Certificate, all
fieldsused must be zero-filled. Forexample,when recording8’2hoursin a
4-digitfield such asActual Weekly Work Hours, enteritas 0850; when
recording 3 milesin a 3-digit field such asMilesOmitted, enteritas003.
Exhibits532a and 532c use Xsto show the size of each field onPS

Forms 1314 and 1314-A, respectively, andthen show how the formslook
with actual data enteredin Exhibits532b and 532d, respectively.
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Exhibit 532a
PS Form 1314, RegularRural Carrier Time Certificate
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Exhibit 532b
PS Form 1314 with Data Filled In
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In the top form, the Xs show the size of each field on the form; the bottom
form shows actual data entered.

August 2009 229



532 Time and Attendance

Exhibit 532¢
PS Form 1314-A, Auxiliary Rural Carrier Time Certificate
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Exhibit 532d
PS Form 1314-A with Data Filled In
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In the top form, the Xs show the size of each field on the form; the bottom
form shows actual data entered.
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533 Days Assigned Carrier Absent Codes
PS Form 1314
A — Annual Leave
B — Holiday Work - Nonrural
C — Continuation of Pay
D — Donated Leave
E — Limited Duty
H — Holiday Leave
J — 11-Day Route
K — 10-Day Route
L — Leave without Pay
M — Military Leave
N — Military LWOP
O — OtherLeave
P — Work Hours other than rural
R — Relief Day Worked (No relief available) S
— SickLeave
T — Training
U — AWOL (Absent withoutleave) V
— Holiday Work
W — I0D/LWOP
X — Relief Day Taken (Worked an “R” or “3” day) Y
— Relief Day Worked on non rural assignment Z —
Steward Duty
2 — HQ Authorized Administrative Leave
— Carrier works reliefday - paid additional 50%

3

4 — Day of Reflection

5 — Carrier works relief day - paid additional 150%
6

— Court Leave

PS Form 1314-A

2 — HQ Authorized Administrative Leave H
— Holiday

N — No Service
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540 Time and Attendance

540 Fair Labor Standards Act

541 Application

Sections 7(a)and 7(b)(2) of the Fair Labor Standards Act (FLSA)apply to rural
carrier compensation.

541.1  Compensation Under FLSA, Section 7(a)
The following employees are compensated in accordance with FLSA,
section 7(a):
a. Regularrural carriersassigned to evaluated routeshaving lessthan
35 hours of required service per week or mileage routes having less
than 31 paid milesperweek.
b. Employeesappointed asregularrural carriersto routescovered under

7(b)(2) after the beginning of the guarantee period who do not agree in
writing to terminate the guarantee agreement at the end of the

guarantee period. At the beginning of the next guarantee period, the
carrier shall be compensated under the provisions of section 7(b)(2) of
the FairLabor StandardsAct.

C. Substitute rural carriers (Designation 72) serving a vacant route or route

where the regular carrieris on extended leave, who do not agree in
writing to terminatethe guarantee agreement at the end of the
guarantee period.

d.  Substitute rural carriers(Designation 73), relief rural carriers
(Designation 75), rural canier associates (Designations 74 and 78), part
time flexible (Designation 76) auxiliary rural carriers (Designation 77),
rural carrier associates assigned to an auxiliary route (Designation 79),
and temporary replacementcarriers (Designation 70).

e. Aregularrural carriercompensated pursuant to FLSA section7(b)(2)
who actually works more than 2,240 hourswithin the guarantee period.

541.2 Compensation Under FLSA, Section 7(b)(2)

The following employees are compensated in accordance with FLSA,

section 7(b)(2):

a. Regularrural carriersassigned to evaluated routeshaving 35 ormore
standard hours or mileage routes having 31 or more paid miles per
week.

b.  Substitute rural carriers (Designation 72) serving a vacant route or route
where the regular carrieris on extended leave. The substitute must be
assigned to a route that qualifiesfor compensation under section
7(b)(2) of the FLSA and must agree in writing to teminate the guarantee
agreement at the end of the guarantee period.

C. An employee appointed asa regularrural carrier duringthe guarantee
period, as set forth in paragraph (a), and who agrees in writing at the
time of appointment to terminate the guarantee agreement on the last
day of the guarantee period.
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542

543

543

Guarantee — Evaluated Compensation Schedule

Regularrural carriersreceiving evaluated compensation receive a
guaranteed annual wage for 2,080 hoursof actual work. The followingrules
apply to Guarantee — Evaluated Compensation Schedule:

a.

The guaranteed salary forthe respective routesisthe annual salary,
attained step, in effect at the beginning of the guarantee period. The
period continues for 52 consecutive weeks beginning and ending with
pay periods. This salary must not be for less than 35 hours and cannot
exceed the salary for 40 hours. The guarantee of compensation differs
foreach route evaluationbetween 35 and 40 hours.

The salary cannot be reduced below the guaranteed salary set forth at
the beginning of the guarantee period. The employee’s step is locked
and step increases earned after the guarantee salary does not affect
the guaranteed salary. The salary may be adjusted upward, except that
any compensation paid above 40 hours is not considered guaranteed
annual wages. Adjustmentsin compensation may be made upward or
downward, between 40-and 48-hourlevels, without affecting the
annual guarantee. However, the salary cannot be reduced below the
40-hourcompensation level during the guarantee period.

Seasonal Routes— The last mail countisused to determine the
guarantee salary for the new guarantee year. The seasonal data from
the last mail countisused to compute the evaluated hours when the
route is notin season to establish the guarantee salary. Routes
evaluated less than 35 hours do not have a guarantee salary. Routes
evaluated between 35 and 39 when notin season will be guarantee at
evaluation of the route at the employee’s step duiing the establishment
of the guarantee salary. Routes evaluated over 40 when out of season
will be guarantee at 40 hours. The guarantee salary does not change
once it’s established at the beginning of the guarantee year.

Guarantee — Nonevaluated Compensation -
Mileage Schedule

Regularrural carriersreceiving nonevaluated compensation receive a
guaranteed annual wage for 2,080 hoursof actual work. The followingrules
apply to Guarantee — Nonevaluated Compensation:

a.

The guaranteed salary forthe respective routesisthe annual salary,
attained step, in effect at the beginning of the guarantee period. The
period continues for 52 consecutive weeks beginning and ending with
pay periods. This salary must not be forless than 31 miles and cannot
exceed the salary for 42 miles. The guarantee of compensation differs
for each route length between 31 and42 miles.

The salary cannot be reduced below the guaranteed salary set forth at
the beginning of the guarantee period. It may be adjusted upward,
exceptthat any compensationpaid above the42-milelevelisnot
considered guaranteed annual wages. Adjustmentsin compensation
may be made upward ordownward without affecting the annual
guarantee. However, the salary cannot be reduced below that of a
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42-mile route during the guarantee petiod. Most carriers would qualify
for salary protection above the 42-mile level unless the carrier failed to
sign an agreement to use sufficient annual leave earned duringthe
guarantee period to ensure that the actual workhours will not exceed
2,080. In this situation, the saved salary for the rural carrier is limited to
the salary guarantee.

Maximum Actual Workhours

During the guarantee period, the assigned regular carrierreceives
compensationbased on the route evaluation (evaluated or mileage rate, as
appropriate)forall hoursactually worked through 2,080.

For all hours actually worked over 2,080 to 2,240, the assigned carrier will be
compensated at the FLSA overtime rate. Leave will continue to be paid at the
daily evaluated rate. If the rural carrier exceeds 2,240 hours of actual work,
section 7(b)(2)is void, and the carrier will receive payin accordance with
section 7(a), which requiresovertimeto be paidforall workhoursin excess of
8 hours per day or 40 hours per week, less any bona fide overtime already
paid during the guarantee period.

To recompute the pay, notify the Eagan Accounting Service Center (ASC)
that the carrierwent over2,240 hoursin the guarantee year.

Bona Fide Overtime

Definition

Bona fide overtime is not subject to additional pay if the carrier exceeds
2,240 hoursof actual work during the guarantee period. Overtime
compensation is paid to rural carriers covered under FLSA section 7(b)(2) for
hours actually worked in excess of:

a. 12hoursperday.

b. 56 hours perweek.

C. 2,080 hoursin the 52 consecutive weekguarantee period.

Recording Overtime in Excess of 12 Hours a Day

Any hours over 12 a day must be listed under the Daily Overtime block for
that particular week (see Exhibit 545a). Exhibit 545b is an example ofa PS
Form 1314 reflecting that the carrier worked the relief day the first week. It
also shows the hours for the first week

Exhibit 545a
Recording Daily Overtime

Day s of the Week Worked Hours OT Hours
Saturday 12.12 00.12
Monday Relief day taken

Tuesday 12.05 00.05
Wednesday 10.80

Thursday 10.52

Friday T0.45

Total hours 55.94 00.17
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Exhibit 545b
PS Form 1314, RegularRural Carrier Time Certificate
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For Saturday and Tuesday, the carrier is entited to overtime. PS Fom 1314
must be completed with a 17 in the hundredths section of the Daily Overtime
block for the first week. A compailison is made between Actual Weekly Work
Hours (over 56) and Daily Overtime (over 12 in a day). Payment is made on
the greater of the two.
545.3 Payment of FLSA Overtime Compensation
Overtime compensation is payable at 150 percent of the carier's regular rate
of pay. The regular rate is the total amount of compensation earned, divided
by the total hoursactually worked since the beginning of the guarantee
period (FLSA overtime).
Note: Previous overtime and leave hours as well as compensation for
these hours are excluded from thiscomputation.
s46 FLSA Codes
546.1 Purpose

August 2009

FLSA codes are used to determine payroll calculations for rural carriers. In
most cases, thiscode is automatically determined andincluded on the
preprinted PS Form 1314. Code B is the only code used to identify coverage
undersection 7(b)(2) of FLSA. All othercodes (A, N, L, and P)identify
coverage under section 7(a) of FLSA (see Exhibit 546).
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546.2
546.21

546.22

546.23

546.24

546.25

546.26

546.26

Types of Codes

FLSA Code B

FLSA code B applies to newly appointed regular rural carriers (De signation
71)and substitute rural carriers (Designation 72)who agree in writing to
terminate the guarantee agreement at the end of the guarantee period. In
addition, this code applies to all regular rural carriers (Designation 71) who
were on the rolls at the beginning of the guarantee period assigned to rural
carrier schedule (RCS) (mileage) routes having 31 ormore paid miles or to
evaluatedrouteshaving 35 ormore standard hours.

Designation 72 FLSA Code B

A substitute rural carrier (Designation 72)iscompensated on the RCS
(mileage)orevaluated schedule, whicheverisappropriate. The carriermust
agree in writing to terminate the guarantee agreementon the last day of the
guarantee period, upon thefilling of the vacancy, orupon the return of the
regularrural carrierto the route, whicheveroccursfirst. Thissigned
documentisirrevocable; if the substitute isstill assigned to such a route at
the end of a guarantee period, the agreement to terminate isrenewed
automatically. These carrierswill be compensated under FLSA

section 7(b)(2).

FLSA Code A

FLSA code A applies to newly appointed regular and substitute rural carriers
(Designation 72) appointed after the beginning of the guarantee period to a
route having 35 or more standard hours per week who do not agree in writing
to teminate the guarantee at the end of the guarantee period. The regular

rural carrier will automatically be converted to FLSA code B at the beginning
of the next guarantee period.

Designation 72 FLSA Code A

When the substitute carrier (Designation 72)doesnot agree in writing to
terminate theguaranteeagreement on thelast day of the guarantee period,
the carrierwill be compensated under section 7(a) of FLSA. The substitute
carrier (Designation 72)isprovided the opportunity to sign the agreement at
the beginning of each guarantee period.

FLSA Code N
FLSA code N applies to regular rural carriers (Designation 71) only, assigned

to routes having lessthan 35 standard hoursperweek, or RCS (mileage)
routes having lessthan 31 paidmilesperweek

FLSA Code L

FLSA code L applies to substitute rural carriers (Designation 72) assigned to
routes where the assigned regular carrier (Designation 71) on the route has a
FLSA code N (lessthan 35 standard hours or 31 paid miles). This code also
applies to all substitute (Designation 73) and part-time flexible (Designation
76)rural carriers performing service on alltypesofregularrural routes.
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FLSA Code P

FLSA code P appliesto auxiliary rural carriers (Designation 77), part-time
flexiblerural carriers (Designation 76), substitute rural carriers

(Designation 73), rural carrier reliefs (Designation 75), rural carrier associates
(Designations74, 78, and 79), andtemporary replacement carriers
(Designation 70— 0).

550 Route Types

551

551.1

5561.2

5561.3

551.4

552

553

238

Rural route types(classifications) are determined by the route evaluationas
developed from the national mail count orinterim adjustment.

Regular Rural Routes

M — Mileage (Rate Schedule Code — RSC) Route

The regular carrier's salary is based upon 12 days per pay period, 312 days per
year, or 2,496 hoursperyear. Mileage routeswere established when the
compensation forthe route mileson the mileage chart wasgreaterthan the
evaluated hoursmethod of compensation. However, mileage routescan no
longerbe established. When they become vacant, they are automatically
converted and posted underthe evaluated hoursmethod.

H — Evaluated Hour Route

The regular carrier's salary is based on 12 days per pay perliod, 312 days per
year, or 2,496 hours peryear. Evaluated pay hours onan H type route may vary
from 12 to 46 hoursper week.

J — Evaluated Hour Route

The regularcarrier'ssalary isbased on 5 days during 1 weekand 6 daysthe
otherweek, for a total of 11 days perpay period, 286 daysa year, or

2,288 hoursperyear. One relief day perpay period isauthorized. Evaluated
pay hours vary from 41 to 46 hours perweek.

K — Evaluated Hour Route
The regularcarrier'ssalary isbased upon 5 days each week, 260 daysper

year, or 2,080 hoursperyear. One relief day isauthorized each week.
Evaluated pay hoursvary from 40 to 48 hoursperweek.

Auxiliary Route

An auxiliary route hasinsufficient evaluated hoursto become a regular
route, usually lessthan 39 evaluated hours. A rural carrier associate
(Designation 79) or auxiliary carrier (Designation 77) is assigned to this type
of route.

L Route Classification

L routes have a density of 12 or more boxesper mile. Effective with the
1981 National Agreement, any route type H, J, K, M, or A that meetsthis
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554.1

554.2

554.2

criterion, asdeteminedby the 1980 mail count orany future mail count will be
converted to an L route. The L classification on a mileageroute doesnot
affect the compensation provided the carrierson those routes. An L route
may convert backif the density fallsbelow 12 boxesper mile asindicated by
an official national or special mail count.

Route Classifications/Option

Determining Classification
Route dassification is based on the standard hours and minutes of the route.
When the standard hoursand minutesare 44:11 orhigher, but lessthan

50.43, the rural carrier has the opportunity to choose high orlow option. If
high optioniselected, the carrier must work an additional day in the pay

period. For example, ifthe standard hours and minutes of a route are 46:42,
the carrier can elect to work 11 days (low option) or 12 days (high option) in
the pay period. Any rural carrier whose route may be classified in more than
one evaluated dassificaton may elect the higher route dassification if the
followingrequirementsare met:

a. It must be demonstrated that the rural carrier'sactual workhours will
not exceed 2,080 during the guarantee period. Such determination
should be based on, but not be limited to, the rural carrier's
performance during the previousyear.

b.  Therural carrieragreesin writing to use sufficient annualleaveto
assure that the total actual hours worked will not exceed the
2,080 annual guarantee.

C. The rural carriermustbe in a 6 or8-hour (20-or 26-day)leave
category.

Comparison

This comparison applies only to routes that are eligible to be a mileage route.

In those instances when the standard hours and minutes of a route fall into a

high/low option category, the RSC (mileage) salary iscompared to the

evaluated hour salary to determine the properoption, ifany. The basic salary

(salary without COLA)isused forcomparison purposes. The following

example illustratesthe stepsin making a comparison:

Example:

a. Ifthe evaluated hoursand minutesare 48:08 and the pay milesare 111,
the evaluated hours of 48:08 fall between 47:28 and 48:32 on the
Classification Chart (see Exhibit 554).

47.28 ....48.32RCS Morethan44 hrs. HD J-44
Less than 44 hrs. HD K-40 J-44
b. Todetermine theproperoption, the salary for44 evaluated hours

(appropriate evaluated schedule)iscomparedwith the salary for
111 pay miles(appropriate RCS - mileage schedule) at the employee's

attained step.

44 evaluatedhrs. Step 12 = $56,518 (basic salary)
111 pay milesStep 12 =$51,552 (basic salary)
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C. Since RCS pays less than 44 evaluated hours, the low option isK-40
and the high option isJ-44.

Exhibit 554 (page 1)
Regular Classification Chart

Ev aluated Hours and Minutes (Reported on

From | To PS Form 4241-A, Rural Route Evaluation) Pay Option

00:01 | 24:29 | Blank RCS | blank

24:30 | 25:29 | RCS More than 25 hrs. HD RCS | blank
Less than 25 hrs. HD H-25

25:30 | 26:29 | RCS More than 26 hrs. HD RCS | blank
Less than 26 hrs. HD H-26

26:30 | 27:29 | RCS More than 27 hrs. HD RCS | blank
Less than 27 hrs. HD H-27

27:30 | 28:29 | RCS More than 28 hrs. HD RCS | blank
Less than 28 hrs. HD H-28

28:30 | 29:29 | RCS More than 29 hrs. HD RCS | blank
Less than29 hrs. HD H-29

29:30 | 30:29 | RCS More than 30 hrs. HD RCS | blank
Less than 30 hrs. HD H-30

30:30 | 31:29 | RCS More than 31 hrs. HD RCS | blank
Less than 31 hrs. HD H-31

31:30 | 32:29 | RCS More than 32 hrs. HD RCS | blank
Less than 32 hrs. HD H-32

32:30 | 33:29 | RCS More than 33 hrs. HD RCS | blank
Less than 33 hrs. HD H-33

33:30 | 34:29 | RCS More than 34 hrs. HD RCS | blank
Less than 34 hrs. HD H-34

34:30 | 35:29 | RCS More than 35 hrs. HD RCS | blank
Less than 35 hrs. HD H-35

35:30 | 36:29 | RCS More than 36 hrs. HD RCS | blank
Less than 36 hrs. HD H-36

36:30 | 37:29 | RCS More than 37 hrs. HD RCS | blank
Less than 37 hrs. HD H-37

37:30 | 38:29 | RCS More than 38 hrs. HD RCS | blank
Less than 38 hrs. HD H-38

38:30 | 39:29 | RCS More than 39 hrs. HD RCS | blank
Less than 39 hrs. HD H-39

39:30 | 40:29 | RCS More than 40 hrs. HD RCS | blank
Less than40 hrs. HD H-40

40:30 | 41:29 | RCS More than41 hrs. HD RCS | blank
Less than 41 hrs. HD H-41

41:30 | 42:29 | RCS More than42 hrs. HD RCS | blank
Less than42 hrs. HD H-42

42:30 | 43:29 | RCS More than43 hrs. HD RCS | blank
Less than43 hrs. HD H-43
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Exhibit 554 (page 2)
Regular Classification Chart

554.2

Ev aluated Hours and Minutes (Reported on

From | To PS Form 4241-A, Rural Route Evaluation) Pay Option
43:30 | 44:10 RCS More than 44 hrs. HD RCS | blank

Less than 44 hrs. HD H-44
44:11 | 44:29 | RCS More than 44 hrs. HD RCS

Less than 44 hrs. HD J-41 H-44
44:30 | 45:15 | RCS More than45 hrs. HD RCS

Less than 45 hrs. HD J-41 H-45
45:16 | 45:29 | RCS More than 45 hrs. HD RCS

Less than 45 hrs. HD J-42 H-45
45:30 | 46:21 RCS More than 46 hrs. HD RCS

Less than 46 hrs. HD J-42 H-46
46:22 | 46:29 | RCS More than 46 hrs. HD RCS

Less than 46 hrs. HD J-43 H-46
46:30 | 47:23 | RCS More than43 hrs. HD J-43

Less than43 hrs. HD J-43
47:24 | 47:27 | RCS More than43 hrs. HD J-43

Less than43 hrs. HD K-40 | J-43
47:28 | 48:32 | RCS More than 44 hrs. HD J-44

Less than 44 hrs. HD K-40 | J-44
48:33 | 48:35 K-40 | J-45
48:36 | 49:37 K-41 | J-45
49:38 | 49:47 K-41 | J-46
49:48 | 50:43 K-42 | J-46
50:44 | 50:59 | RCS More than 42 hrs. HD K-42

Less than42 hrs. HD K-42
51:00 | 52:11 RCS More than 43 hrs. HD K-43

Less than43 hrs. HD K-43
52:12 | 52:54 | RCS More than 44 hrs. HD K-44

Less than 44 hrs. HD K-44
52:55 | 53:23 K-44 | blank
53:24 | 54:35 K-45
54:36 | 55:47 K-46
55:48 | 56:59 K-47
57:00 | OVER K-48

Conpare evaluated to nileage salary when a route has not been vacant after PP 26-78.
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Auxiliary Classification Chart
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From To Ev aluated Hours
11:30 12:29 12
12:30 13:29 13
13:30 14:29 14
14:30 15:29 15
15:30 16:29 16
16:30 17:29 17
17:30 18:29 18
18:30 19:29 19
19:30 20:29 20
20:30 21:29 21
21:30 22:29 22
22:30 23:29 23
23:30 24:29 24
24:30 25:29 25
25:30 26:29 26
26:30 27:29 27
27:30 28:29 28
28:30 29:29 29
29:30 30:29 30
30:30 31:29 31
31:30 32:29 32
32:30 33:29 33
33:30 34:29 34
34:30 35:29 35
35:30 36:29 36
36:30 37:29 37
37:30 38:29 38
38:30 39:29 39
39:30 40:29 40
40:30 41:29 41
41:30 42:29 42
42:30 43:29 43
43:30 44:29 44
44:30 45:29 45
45:30 46:29 46
46:30 47:29 47
47:30 48:29 48
48:30 49:29 49
49:30 50:29 50
50:30 51:29 51
51:30 52:29 52
52:30 53:29 53
53:30 54:29 54
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555.1
Exhibit 554 (page 3)
Auxiliary Classification Chart
From To Evaluated Hours
54:30 55:29 55
55:30 56:29 56
56:30 AND OVER 57

Option Election

Option elections are available only at the time of the national count, special
count, or interim adjustment. A high/low option may be elected on an interim
adjustment, PS Fom 4003, Official Rural Route Description, when a 1-hour
change to standard hoursand minutesisin effect. The postmaster must
have a written leave commitment signed by the regular carrier when
checking the High Option block

Submission Procedures

The national count or special countissubmitted to the district on

PS Form 4241, orPS Form 4241-X asappropriate, Rural Delivery Statistics
Report. The Leave Commitment and High Option blocksmust be checked
Yes, and the carrier must sign the leave commitment provided on thisform.
Thisprocedure appliesto Designation 71 only. Designation 72 employees
have no options. However, Designation 72 employeesmay serve a vacant
route within a high option classification until the national count, special
count, orinterim adjustment. Beginning with the effective date of the route
change orthe beginning of the new guarantee period, the vacantroute being
serviced by a Designation 72 employeewill convert to a low option
classification.

Vacant Mileage Routes

All vacant mileage routes are posted and awarded on the basis of evaluated
time.

Vacant Evaluated Routes

All evaluated routesare posted at the option the route waswhen it was
vacated. If the route was posted at high option, the newly assigned carrier
must meet the criteria setin 554.1.

New Route

All new routes are posted aslow option and awarded on the basis of
evaluatedtime.

Phantom Routes

Establishment

Phantom routesare created to hold a regularcarrieron a route butno
paymentismade to the carrier. When theregularrural carrierisunable to
perform all the dutiesof herorhis assigned rural route fora period of 2 years
as a resultof a job-related illnessor injury, the employee must relinquish the
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route and such route will be posted for bid. The bid is in accordance with
Artide 12, Section 3, of the National Agreement Between the USPS and the
NRLCA.

Routes 980-989
Effective PP 20-93, September 18, 1993, rural routes980-989 may be
created forthe assignment of regular rural carrierswho have relinquished

theirroutesand continue to be in an injured on duty/leave withoutpay (IOD/
LWOP) status. An office may establish a maximum of 10 rural routes. The
rural route master (AAQ300) will display thisroute, but summary totalsdo not
include any route data. Do not place any employee on a phantomroute that
isworking on limited duty orisworking in any capacity and being paidfrom
PS Form 1314.

PS Form 4003, Official Rural Route Description

To create thisroute, submit PS Form 4003, Official Rural Route Description,
forprocessing. Enter X for the new route and the route data at the time when
the employee wasinjured. Do not enterthe current data. Information on PS
Form 4003 should contain the route number (starting with 980 for the first

route in the office), route length, regularand/or centralized boxes, stops,
base hours, high orlowoption, if applicable, and vehicle data.

PS Form 1314, RegularRural Carrier Time Certificate

After creating the route, process SF 50 to transfer the IOD/LWOP carrier to
this route. The Eagan Integrated Business Systems Solutions Center (IBSSC)
will issue PS Form 1314 underthe new route number. Officesmust enter
leave without pay in the Days Assigned Absent Code and a replacement
carrier with Sodal Security number 999-99-9999. Enter the correct number
of trips to crossfoot the certificate.

Injured On Duty/Leave Without Pay Routes

Establishment

When a rral carrier relinquishes her or his route as a result of a job-related
illness or injury, and has not yet been placed in a modified job assignment,
and isworking a limited duty assignment, the employee will becomean
unassigned regularrural carrier.

Routes 960-979

Rural route numbers960-979 may be createdasneeded, andthe carrier will
be assigned to one of these routes. The employee will continue to perform the
current limited duty assignment until the appropriate action istaken to have
the carrierreassigned to a modified job. Rural carriersare not eligible fora
light duty assignment. SeeArticle 13, Section 3 of the National Rural Letter
Carriers Association Agreement.

PS Form 4003, Official Rural Route Description

To create thisroute, submit PS Form 4003, Official Rural Route Description,
for processing. Enter X for the new route and the route dataat the time when
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the employee wasinjured. Do not enterthe current data. Information on PS
Form 4003 should contain the route number (starting with 960 for the first
route in the office), route length, regularand/or centralized boxes, stops,
base hours, high orlowoption, if applicable, and vehicle data.

PS Form 1314, RegularRural Carrier Time Certificate

After creating the route, process SF 50, Notification of Personnel Action, to
transfer the IODLWOP carrier to this route. The Eagan (IBSSC) will issue PS
Form 1314 under the new route number. Offices must enter the workhoursin
limited duty block and “E”in the DACA block. If actual weeky workhours are
entered, the DACA blockshould be blank. The replacementcarrier must
have a Socdal Security number of 999-99-9999. Enter the correct number of
trips to crossfoot the certificate.

560 Compensation

561

561.1

561.2

561.3
561.31

August 2009

Rates of Pay

Basic Rate
The basicrate isthe annual, daily, orhourly salary, excluding COLA.

Base Rate
The base rate isthe annual, daily, orhourly rate, including COLA.

Calculating the Rate

Base or Basic Daily and Hourly Rates
Base or basic daily and hourly rates are determined by dividing the base
Annual Rate (BAR)asindicatedin Exhibit 561.

Exhibit 561
Daily and Hourly Rate

Regular Carrier

Ev aluated Daily Ev aluated Hourly
Route Ty pe Rate Rate
H or M (6-day workweek) BAR + 312 BAR + 2,496
J (5.5-day workweek) BAR + 286 BAR + 2,288
K (5-day workweek) BAR + 260 BAR + 2,080

Substitute Carrier

Ev aluated Daily Ev aluated Hourly
Route Ty pe Rate Rate
H or M (6-day workweek) BAR +302 BAR +2,416
J (5.5-day workweek) BAR + 276 BAR +2,208
K (5-day workweek) BAR + 250 BAR + 2,000
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Exhibit 562
FLSA Code A

561.32

562

Time and Attendance

Rounding Up

The daily or hourly rate is calculated from the annual rate to four decimal
places. The fourth place isrounded up to the next higher figure if the fifth
place is5 or more.

FLSA Code A Calculation

Employeesassigned to FLSA code A are compensatedforactual weeky
workhours on an hourly basis. Compensationisthe annual salary attained
step of a 40-hourevaluated route divided by 2,080 forthe regularcarrier
(Designation 71)and 2,000 forthe substitute carrier (Designation 72). This
hourly rate is appliedto the first 40.00 hours, and 150 percent of the hourly
rate is used for overime. Overtime for FLSA code A carriersis paid for hours
worked in excess of 8 hours perday or 40 hoursperweek (see Exhibit 562).
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The assigned carrieriscompensated asfollows:
Week 1 31.50 hoursat RSC R, attained step, and six tripsEMA.

Week2 40hoursatRSC R, attained step, plus1.25 overtime hoursover
40 at 150 percent of the same rate, and sixtripsEMA.

Regular Rural Carrier

Pay

Regular rural carriers are compensated at the base annual rate, attained step
for a 40-hour evaluated route divided by 2,080. The annual rate for RSC B is
also the same salary. Overtime iscalculated at 150 percentof thishourly
rate.

Example:
Base Annual Rate (AR) for 40 hours at step 12 = $49,142

$49,142 +2,080 =$23.63 (hourly rate)
$23.6260 x 150% = $35.4390 (OT rate)

HandbookF-21



Rural Carrier Procedures

August 2009

562.12

562.13

562.2

562.21

562.22

562.23

562.24

562.24

Leave
Compensationforleave isat the daily evaluated rate asdeterminedin 561.3.

Relief Day Worked - X Days

Regular rural cariers under FLSA code A assigned to J or K routes are not
granted days off (X days) for working their assigned relief day (J or K day).
Compensation iscomputedon actual hoursworked. Therefore, work
performed on the relief daysispaid at thattime.

Substitute Rural Carrier (Designation 72)
Pay

Compensation is made at the base annual rate, attained step of a 40-hour
evaluated route divided by 2,000. Add to this rate the annual COLA rate and
divide by 2,080 to detemine the base houily rate. RSC B is the same rate.
Overtime is calculated at 150 percent of the base annual hourly rate (base
annual rate divided by 2,080).

Base AR for 40 hours at step 12 = $49,142
$49,142+2,000=%$24.58

Hourly rate = $24.58

Base AR for 40 hours at step 12 = $49,142
$49,142 + 2,080 = $23.6260 (hoully rate)
$23.6260 x 150% = $35.4390 (OT rate)

Leave
Compensationforleave isthe daily evaluated rate asdetermined in 561.3.

Relief Day Worked - X Days

Substitute rural carriers (Designation 72) under FLSA code A assigned to J or
K routes are not granted days off (X days) for working theirassigned relief day
(J or K day). Compensation iscomputedon actual hoursworked.
Therefore, work performed on the reliefdaysispaid at thattime.

562.24 Combining Service

When the substitute rural carrier (Designation 72) works an assigned route
and providesservice on anotherregularrural route,compensationisas
follows:

a. Compensation forcombinedworkhours under40.

1 For service on the carrier's assigned route, compensation is
RSC B, attained step foractual workhours.

2) For service on a regularrural route, otherthan the assigned
route, compensation ispayable at the daily evaluation.

b. Compensation forcombined workhours over40.

1) For the first 40.00 hours, compensation isat RSC B, attained
step.

2) For all hoursin excess of 40 hours, compensation isat
150 percent of the annual hourly rate.
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Exhibit 563
Rural Carrier Compensation

Time and Attendance

FLSA Code B Calculation

The majority of all regular rural carriersare compensated under FLSA code
B, which isthe only FLSA code pertaining to FLSAsection 7(b)(2).
Regular Rural Carriers

Compensation
Compensation is the evaluated daily rate, as determined in 561.3, times the
number of work and/orleave days(see Exhibit 563).

o
2782
—— o | .l-.- e 1mm I
v | | | lm e | | | le | |
T _|_ fue | T I |
— i ] | A [ | L]
I R T 1 N N o | | e ||
el el N “Hlaofeg | w4 T

BE Form 1194, Cipiohar P (Foags 1 of 1 (00050142044 |

Uriled Hates Posisl Sendce Rigilar Rivsd Camker Time Canlficals

==

The assigned carrieriscompensated asfollows:

Week1  5days atevaluation of the route plus1.12 hoursat the carrier's
regular FLSA hoully overtime rate and five tips EMA. All hours in
excess of 56 per week are paid at the FLSA hourly overime rate
and are compensated inthat pay period.

Week?2 6 days atevaluation of the route plus2.55 hoursat the carrier's
regular FLSA hourly overtime rate and six tipsEMA. Hoursin
excess of 12in 1 day are compensated in that pay period.
Combine all hoursover 12 ina day for the entire week, and enter the
time in the Daily Overtime block.

Note: Comparison is made between actual weekly workhours (over 56)
and daily overtime hours (over 12). Payment is made for the greater of
the two.

The replacement carrieriscompensated asfollows:
Week 1 1 day atthe appropriate daily rate and one trip EMA.
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563.12

563.13

563.2

563.21

563.21

Computation
To compute evaluated rate:

Example: H or M Type Route

Base AR (40 hours or 42 miles)at step 12 = $49,142
$49,142 +312 days=$157.5064 (evaluated daily rate)
$49,142 + 2496 hours = $19.6883 (evaluated hourly rate)
Example:J Type Route

Base AR (41 hours) atstep 12 = $50,982

$50,982 +286 days=$178.2587 (evaluated daily rate)
$50,982 +2,288 hours=$22.2823 (evaluated hourly rate)
Example: K Type Route

Base AR (42 hrs) atstep 12 =$52,826

$52,826 +260 days=$203.1769 (evaluated daily rate)
$52,826 +2,080 hours=$25.3971 (evaluated hourly rate)

Calculating the Overtime Rate

Overtime foremployeescovered under FLSA code B (hoursover 12 a day,
56 a week, or 2,080 per year) is paid at 150 percent of FLSA regular houry
rate. To determine the FLSA regular houily rate, the YTD (year to date) base
dollars and YTD base hours must be obtained. Authorized personnel at the
district may obtain this infomation via the DDE/DR System using the Rural
Hours History Display. Othemwise, the information must be obtained from the
Eagan Accounting Service Center.

Example:

YTD base dollars = $9,749.20 (indudes current pay period data)
YTD base hours = 1,136.60 (includes current pay period data)
$9,749.20+1,136.60=$8.5775 (regular FLSA hourly rate)
$8.5775 x 150%=$12.8663 (FLSA OT rate)

Note: The base hours and base dollars do notindude previous overtime
and leave hoursorthe remunerationforthese hours.

Substitute Rural Carriers (Designation 72)

Compensation

Substitute rural carriers (Designation72) are compensated the same as
regularrural carriersunder FLSA code B except that thenumber of daysand
hours are reduced by 10 and 80, respectively, when calculating the evaluated
daily rate and the evaluated hourly rate.

Example: H or M Type Route

Base AR (40 hoursor 42 miles)atstep 12 = $49,142
$49,142 + 302 days=$162.7219 (evaluated daily rate)
$49,142 +2,416 hours=$20.3402 (evaluated hourly rate)
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563.23

563.24

563.25

563.26

563.3

Time and Attendance

Example:J Type Route

Base AR (41 hours) atstep 12 = $50,982

$50,982 +276 days=$184.7174 (evaluated daily rate)
$50,982 +2,208 hours=$23.0897 (evaluated hourly rate)
Example: K Type Route

Base AR (42 hours) atstep 12 = $52,826

$52,826 +250 days=$211.3040 (evaluated daily rate)
$52,826 +2,000 hours=$26.4130 (evaluated hourly rate)

Overtime

Overtime is compensated at 150 percent of the regular FLSA hourly rate as
illustrated in563.13.

Holidays
Substitute rural carriers are not paid for holiday leave. Compensation for
holiday leaveisbuiltintothe evaluated daily and hourly rate.

Relief Days

Substitutes (Designation 72) who work assigned relief days on J or K type
routes are compensated at thattime and are notentifed to a day off (X day)
forworking the relief day (J or K day).

Combined Service

When the substitute rural carrier (Designation 72) works the assigned route
and providesservice on anotherregularrural route, the carrierreceives
compensation based on the daily route evaluation for each route. FLSA
overtime ispaid on all workhoursin excess of 56 in the service week.

Computation of Overtime Rate

Workhours and compensationforthe workhours reported as a
Designation 72, on the assigned route only, are added to the previouspay
period workhours and remuneration to compute the FLSA overtime rate.

Second Trip Rate

An additional trip(s) is when management authorizes/requiresa carrierto
make deliveriesafterreturning fromtheir standard street duties. Thisisa
three digit field on the rural certificates. The carriers(regularand leave
replacements)will be compensatedat 2 minutespermile foreach mile
involved inthe additional trip(s). Thiscompensation factorforleave

replacements is valid when a leave replacement is compensated based on
the evaluation of the regular or auxiliary route served, and when actual work
hours do not exceed 40 hoursperweek See Exhibit 563.3.

The carrier is authorized to complete a second trip. The carrier is required to
travel 10 miles an takes 8 minutes to load the vehide. The regular route is 38
milesperday.

Computationof second trip time forthe regular carrier:
10 miles X 2 minutes = 20 minutes + 8 minutes loading time =28 minutes.

EMA milesforthe second trip must be calculatedand entered in route
deviation. If the milesforthe assigned route are lessthan 40 perday, add the
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milestraveled for the second trip to the route milesand subtract 40. Thisroute
is 38 miles+ 10 milesforthe second trip =48 miles-40 miles=8 milesof
route deviation forthe second trip.

Computationof second trip time forthe replacement carrier:
6 miles X 2 minutes = 12 minutes + 12 minutes loading time = 24 minutes
EMA milesis38 miles+6 miles=44 miles- 40 = 4 milesof route deviation.

Exhibit 563.3
Second Trip Rate and 8127 Time
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563.4

564

564.1

564.2

PS Form 8127 Rural Carrier Supplemental Payment

The rural certificate wasmodifiedin March 2006 to allow PS Form 8127
minuteson the certificate. The payroll system will accept upto 60 minutesin
a pay period. Thisfield isonly valid for FLSA code B employees.

The carriercompletedan employee survey for 15 minutes. See Exhibit 563.3

FLSA Code N Calculation

Description

FLSA oode Nidentifies compensation coverage under section 7(a) of the Fair
LaborStandardsAct. FLSA code N pertainsonly to regularrural carriers
assigned to evaluated routes having less than 35 hours of required service
perweek or mileage routesthat have lessthan 31 paid miles.

Compensation

Compensationisthe route evaluation (evaluated or mileage rate) plus
overtime forhoursworked over 40 hoursper week at 50 percent of the FLSA
regularweeky rate. Thisrate iscalculated by dividing the regular (evaluated)
weekly pay by the hoursactually worked (includeshoursover40). Therefore,
this rate will luctuate from week to week depending on the total weeky hours
(see Exhibit 564). Compensationisthe evaluated daily rate, as

determined in561.3, timesthe numberof workdays.
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Exhibit 564
FLSA Code N Compensation

Time and Attendance
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The assigned carriertakes 6 days of annual leave inthe second week, but
only 5 days are charged with 1 free Saturday. The first day of payperiod 20-08
isalso a free Saturdayifleaveis recorded on thatday. The assigned carrieris
compensated asfollows:

Week1  Compensationisdue atthe evaluation of the route plus

50 percent of the FLSA regular weekly rate for the .75 hours of
service over 40.00 hours in a week — computed automatically
from the actual weekly workhours — and 6 trips EMA.

5 days of annual leave are charged, and compensation isdue for
6 days (induding 1 free Saturday) at the evaluation of the route
and no EMA.

The replacement carrieriscompensated asfollows:
Week 2

Week 2

40 hours atappropriate RSCB, plus7.18 hours at 150 percent
and 6 tripsEMA.

Example: H Type Route

Base AR (27 hours) atstep 12 = $33,173

$33,173 +312 days=$106.3237 (evaluated daily rate)
$33,173 + 2,496 hours = $13.2905 (evaluated hourly rate)
Example: M Type Route

Base AR (28 miles)at step 12 =$48,382

$48,382 +312 days=$155.0705 (evaluated daily rate)
$48,382 +2,496 hours=$19.3838 (evaluated hourly rate)

Overtime

Overtimeispaid forhoursworked in excessof 40 perweek. The overiime rate
isdetermined by dividing the normal weekly compensation for evaluated hours
by hours actually worked. The resultingrate ismultiplied by 50

percent, timesall hoursin excess of 40 perweek.
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565

565.1

565.2

565.21

565.22

565.22

Example: Using previous H Type Route example

Annual salary $33,173 (heavy duty - 27 hours)

Employee works 41.67 hours at evaluated daily rate of $106.3237
$106.3237 x 6 days= $637.94

$637.94 +41.67 =$15.3093

$15.3093 x 50% = $7.6547 (OT rate)

$7.6547 x 1.67 (hoursover40)=$12.78

$12.78 due for1.67 hours

FLSA Code L Calculation

Description

FLSA code L pertains to substitute rural carriers (De signation 72) assigned to
routes where the assigned regular carrier (Designation 71) on the route has a
FLSA code N. Itappliesto all substitute (Designation73)and part time
flexible (Designation 76) rural carriers performing service on any regular rural
route. FLSA code L does not apply to auxiliary routes.

Compensation

Basis for Compensation

Compensation isbased on the route evaluation, provided the carrierdoes
not work in excess of 40 hours perweek. Such substitutes(Designations72,
73 and 76)who work more than 40 hourswithin the weekwill be
compensated at RSC B, attained step forthe 40 hoursand at 150 percentof
the annual hourly rate forthose workhoursin excess of 40.

Computing Evaluated Rate

Compensation is the evaluated daily rate as determined in 561.3, times the
number of workdays, provided thatactual weeky workhours do not
exceed 40.

Example: H Type Route

Base AR (24 hours) atstep 12 = $29,482

$29,482 +302 days=$97.6225 (evaluated daily rate)
$29,482 +2,416 hours=$12.2028

Example:J Type Route

Base AR (46 hours) atstep 12 = $60,194

$60,194 +276 days=$218.0942 (evaluated daily rate)
$60,194 +2,208 hours=$27.2618 (evaluated hourly rate)
Example: K Type Route

Base AR (48 hours) atstep 12 = $63,885

$63,885 +250 days=$255.5400 (evaluated daily rate)
$63,885 +2,000 hours=$31.9425 (evaluated hourly rate)
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565.4

566

566.1

566.2

566.21

566.22
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Example: M Type Route

Base AR (116 miles)atstep 12 = $51,726
$51,726 +302 =$171.2781 (evaluated daily rate)
$51,726 +2,416 = $21.4098 (evaluated hourly rate)

Overtime

When actual weekly workhoursexceed 40 perweek, compensation isRSC B,
attainedstep forthe 40 hoursand at 150 percent of theannual hourly rate for
those workhours in excess of 40.

Example:

Base AR (RSC B) at step 12 = $49,142

$49,142 +2,000 hours=$24.5815

$24.5815 (Substitute Rate 40 hours)

Base AR (RSC B) at step 12 = $49,142
$49,142 +2,080 hours=$23.6260

$23.6260 x150% = $35.44 (substitute OT rate)

Combined Service

When the substitute rural carrier (Designation 72 - FLSA code L) works the
assigned route and providesservice on anotherregularrural route, the
carrier receives compensation based on the daily route evaluation for each
route, provided that the carrier does not exceed 40 hours per week. If the
total combined workhours exceeds 40 within the week, compensation is
RSC B, attained step for the first 40 hours and 150 percent of the annual
hourly rate forthose workhours in excess of 40.

FLSA Code P Calculation

Description

FLSA code P applies to auxiliary rural carriers (De signation 77), rural carrier
relief (Designation 75), and rural carrierassociates (Designations 74, 78, and
79). Itappliesto substitutes (Designation 73) and part-time flexible
(Designation 76) rural carriers when service isrecorded on PS Form 1314-A,
Auxiliary Rural Carrier Time Certificate.

Compensation

Auxiliary Rural Carriers and Part Time Flexibles
Compensationforauxiliary rural carriers(Designation77)and PTFs
(Designation 76)isRSC B attained step. Overtime iscompensated at
150 percent of the annual hourly rate forhoursworked in excess of

40 perweek
Rural Carrier Relief, Rural Carrier Associate

Compensation for rural carier reliefs and rural carrierassociatesis based on
an houry rate. Overtime is compensated at 150 percent of this hourly rate for
hours worked in excess of 40 perweek.
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566.3

566.31
566.311

566.312

566.32

566.4

566.5

566.51

566.52

566.52

Auxiliary Rural Carriers (Designation 77)

Compensation
Auxiliary Route

Auxiliary rural carriersworking on a valid auxiliary route are compensated at
the daily evaluated hoursof the route at their attained step, timesthe number
of workdays. If workhours for the week exceed 40, the carrier will be paid
under566.312.

Auxiliary Assistance

Compensation for auxiliary rural carniersisthe substitute hourly rate, RSC B,
attained step. Overtimeis 150 percent of the annual hourly rate for hours
worked in excess of 40 perweek.

Example:
Base AR (RSC B) at step 12 = $49,142
$49,142 +2,000 hours=$24.5815

$24.5815 (auxiliary rate)

Base AR (RSC B) at step 12 = $49,142
$49,142 +2,080 hours=$23.6260

$23.6260 x 150% = $35.44 (auxiliary OT rate)

Leave

Auxiliary rural carriers (Designation 77), part-time flexible rural carriers
(Designation 76)and rural carrier associates(Designation 79) may take leave
in incrementsof whole hoursonly and cannot exceed40 hoursperweek or
8 hours perday. Leave cannot be recorded when workhoursfor the week

exceed 40.00. However, a combination of work and leave may be taken up to
48 hours per week. Thisdoesnot constitute overtime payment.

Substitute (Designation 73) and Part-Time Flexible
(Designation 76) Rural Carriers

All hours recorded for a substitute and part-ime flexible rural carrier on
PS Form 1314-A are calculated asexplainedin 565and 566.

Rural Carrier Relief (Designation 75) and Rural Carrier
Associate (Designations 74,78, and 79)

Compensation

Rural carrier relief (RCR) and wral carierassociate (RCA) employees are
compensated on a unique hourly rate: If carrier washired on or after

August 24, 1991, the rate is $17.98 per hour. If the carrier was hired prior to
August 24, 1991, the rate is$21.40 perhour.

The houty rate remains the same until the basic salary changes — for
example, because of contractual increases determined by collective
bargaining.

Calculation

To calculate payment fora rural carrierrelief orrural carrier associate who
performs service on aroute, first determine the daily evaluated hoursforthe
routes serviced each week The weekly evaluated pay hoursof each route
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are divided by 6 days (H, M, or A type route), 5.5 days (J type route), or5
days (Kroute). Some examplesare:

Ev aluated Hours Route Ty pe Daily Evaluated Hours
33 A 5.50
46 H, M, or A 7.67
46 J 8.36
46 K 9.20
41 H, M, or A 6.83
41 J 7.45
41 K 8.20

The daily evaluated hours are then multiplied by the number of days the
employee served the route fora particularweek

Example:

9.20 daily evaluated hoursx 3 days = 27.60

8.20 daily evaluated hours x 3 days = 24.60

Total evaluated hoursforthe week= 52.20

The total of evaluated hours each week is multiplied by the hourly rate to
determine grosswages.

52.20 x $17.98 (hourly rate) = $938.56
$938.56 is the total weekly compensation when the actual weekly workhours
do not exceed 40 hours.

566.53 Overtime

When a rural carrierrelief orrural carrier associate exceeds40 actual
workhours in the week from all certificatescombined, compensation forthe
first 40 hoursis at the straight time rate asexplained above. Forallhoursin

excess of 40, the overtime rate will apply.

Example:

Actual weekly workhours reported on PS Form 1314 =29.73
Actual weeky workhours reported on PS Form 1314-A =27.04
Total weekly hours=56.77

40 hours x $17.98 =$719.20

$17.98 x 150% = $26.97 (OT rate)

16.77 OT hours x $26.97 (OT rate) = $452.29

Total weekly compensation =$1171.49

566.6 Temporary Relief Carrier (Designation 70)

566.61 Compensation

A temporary relief carnier's (TRC) salary is based on a salary range of $9.55 to
$13.05an hour.

566.62 Calculation
TRC calculation isthe same asan RCA. See 566.52.
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567.2

567.21

567.22

567.23

567.23

Christmas Overtime Calculation

General

The Christmasperiod beginson the first Saturday of Decemberand
terminatesas specified in the Postal Bulletin. T he following provisions will
apply, provided thatthe regularrural carrier (Designation 71) or substitute
rural carrier Designation 72)doesnot have a FLSA code A.

Mileage Carriers

Routes of Less Than 35 Hours per Week

Arural carrier schedule (RCS) carrierwhose route evaluateslessthan

35 hours per week does not receive Chiistmas overtime. Sufficient auxiliary
assistance is provided to limit the carrier'sworkweek to 56 hours.

Routes of 35 to 39 Hours per Week

An RCS carrierwhose route evaluatesat least 35 hours, but less than

40 hours, perweekreceives Christmasovertime for hoursworked in excess of
48 through 56, lessany daily overtime (hoursover 12 perday).

To determine workhours when workdays are less than 6, add the appropriate

daily evaluation, timesthe number of paid leave days, to the actual
workhours, as reported on PS Form 1314 forthat week

Example:

Mileageroute with evaluated hoursof 39

39 hours + 6 days = 6.50 evaluated daily hours

42.83 hoursreported for5 workdays and 1 paid leave day
42.83 actual workhours

+6.50 evaluated hoursfor 1 paid leave day

49.33 weekly total

-48.00 subtract from weekly total

1.33 ChristmasOT hours

Routes With 40 Hours or More per Week

For an RCS carrierwhose route evaluates40 hoursor more perweek, a
comparison ismade between the employee'sregularweekly compensation
and RSC B annual hourly rate for hours worked up to 40. Overtime will be 150
percent of the RSC B rate forhours worked over40 up to 56, less any daily
overtime (hoursover 12 perday).

Example:

Annual base salary 64-mile route at step 12 = $49,910
Regularweekly compensation=$959.81

Annual rate RSCB, step 12 =$49,142 Annual

houry rate $49,142 +2,080)=$23.63 OT rate

RSC B, step 12=$35.44

Employeeworked 39.76 hoursin 5 daysand 1 day of AL
Weeky evaluated hours=42 + 6 =6.83 evaluated daily hours
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Hours worked 39.76 + 1 day's evaluation 0of 6.83=46.59

40.00 hoursx $23.63 = $945.20

6.59 OT x $35.44 =$233.55

Total RSC B compensation $1,178.75

Less regularweekly compensationof $959.81

Christmas OT =$218.94

To arrive at OT hours, divide the overtime dollars by the RSC B OT rate.
$218.94 +$35.44 =6.18 ChristmasOT hours

Routes With 40 Hours or More per Week — Designation 72 Only

To determine the computed overtime hoursforan RCS carrier,

Designation 72,whose route evaluatesat 40 hoursor more perweek,
compute the RSC B annual hourly rate forhoursworked up to 40. Overtime
is 150 percent of the RSC B rate for hoursworked perweekover40 up to 56,
Less any daily overtime (hoursover 12 perday). The total amount computed
atthe RSC B rate is compared with the regularweekly compensation. The
difference isdividedby the RSC B overtime rate to determine the computed
overtime hours.

Example:

Annual salary 116-mile route, step 6 = $49,454

Regularweekly compensation=$951.04

Annual rate RSCB, step 6 = $46,869 To

compute the RSC B annual hourly rate:

Basicrate of RSC B = $46,869

$46,869 +2,000=%$23.43

RSC B annual hourly rate = $23.43RSCB

OT rate =$23.43 x 150% = $35.15 Total

amount computed at RSC B

40.00 hoursx 23.43 =$937.20

56-40=16 OT hours

16 OT hoursx $33.79 = $540.64

Total RSC B compensation = $1,477.84

To calculate computed overtime:

Total RSC B compensation of $1,477.84

Minusregularweekly compensation of $937.20=$540.64

$540.64 +$33.79 (RSCB OT rate)=16.00 hourscomputed OT

To determine the calculated hoursforthe pay period, take all hoursup to 56
for each week and subtract the pay period computed overtime hours. When
determining overtime dollars, substitute rural carriers (Designation 72) are not
entitled to the “built-in” postal holidays, so a special factoris computed by
taking 2,000 hoursand dividing by 2,080 hours. Take the resultto 5 decimal
places, 0.96154. Compute the evaluatedrate forthe pay period and multiply
this by 0.96154. Dividethisrate by the calculated hoursto determine the
hourly rate. Multiply the hourly rate by 150 percent to determine the
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567.3
567.31

567.32

567.32

developed OT rate. Multiply this rate by the computed overtime hours to
determine the amount to be paid for Christmasovertime.

Example:

Actual workhours up to 56 hours for both weeks = 112 hours 112 hours
- 26.64 (computed OT forthe PP)=85.36 calculated hours $951.04
(regularweekly compensation) X 2 weeks = $1,902.08 $1,902.08 x
0.96154 (holiday factor)=$1,828.926

$1,828.926 + 85.36 (calculated hours) = $21.4260 per hour
$21.4260 x 150% = $32.139 (developed OT)

$32.139 x 13.97 hours=$577.54

To determine the overtime dollarsfrom 56 to 80 hours

80-56 hours=24 OT hours

$21.4260 x 150% = $32.139

$32.139 x 24 OT hours=$771.34

Evaluated Carriers

Routes of Less Than 35 Standard Hours

Weeky workhours over the evaluation up to 40.00 are used to calculate
Christmas overtime hours. All hoursreported on PS Form 1314 over40 per
week are paid the appropriate FLSA overtimein the current pay period. To
determineworkhourswhen workdays are less than 6, add the appropriate
daily evaluation timesthe number of paid leave daysto the actual workhours
asreported on PS Form 1314 forthat week.

Example:

28-hourroute + 6 days = 4.67 daily evaluated hours

20.73 workhours reported for 4 workdays
+9.34 hours for 2 paid leave days
—30.07
-28.00 weekly evaluated hours
—2.07 hours

The 2.07 hours are straight time hours (hours under40). To determine
overtime hours, divide the 2.07 by 3 and multiply by 2.
(2.07 +3)x2 =1.38 OT hours

Routes of 35 to 39 Hours

All hoursof required service in excessof the evaluated hoursof the route
shall be paid asadditional compensation forthose hourswithin the 40-hour
workweek, and atthe appropriate overtime rate forthose hoursin excess of
40 up to 56 (less any daily overtime hoursover 12 a day).

To determine workhours when workdays are less than 6, add the appropriate

daily evaluation, timespaid leave daysto actual work, as reported on
PS Form 1314 forthat week

259



567.33 Time and Attendance

Example:

37-hourroute + 6 = 6.17 daily evaluated hours

41.33 actual workhours reported for 5 workdays
+6.17 evaluated hoursfor 1 leave day
4750
To convert the 3 hours between the weekly evaluated and 40 OT hours, use
the followingformula: + 3 and then x 2.
3.00 =3 x 2 =2.00 OT hours
OT hoursover 40 =+7.50

Total ChrissmasOT hours=9.50

567.33 Routes of 40 to 48 Hours

Carriers assigned to Jand K type routes may be required to give assistance
to their replacements on their scheduled relief day (J or K day). These hours
are reported in the Christmas Assistant's Work Hours blockon PS Form
1314 forthe appropriate weekand computed asChristmas OT hours.

Normally, only the hoursentered in the Actual Weekly Work Hours block

would be considered forweekly OT, but during the Christmasperiod, the
Actual Weeky Work Hours and the ChristmasAssistant's Work Hours blocks
are added togetherto determine FLSA weekly OT (hoursover 56).

Hours worked over 12 a day or 56 perweek are not calculated toward
Christmas OT hours. These hoursare paid asFLSA OT in the current pay
period.

To determine workhours when workdays are less than the required days of
service, take the appropriate daily evaluation, multiply by the number of paid
leave days, and add to actual workhours, as reported on PS Fom 1314 for
that week.

To determine the daily evaluation, use the following divisors:
H type route = 6

J type route = 55

K typeroute=5

To determine the FLSA overtime and the total Christmas overtime, follow the
examplesbelow:
Example: J Route — 46-Hour Route

46 hourroute + 5.5 = 8.36 (daily evaluation)

47.25 actual workhours reported for 4 days' work
+ 9.16 Christmasassistant workhours performed on J day
56.41

-56.00
.41 FLSAOT
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568.1

568.2

569

569.1

569.1

47.25 actual workhours reported for 4 days' work
+8.36 evaluatedhoursfor 1 paid leave day

55.61

-41.82 (46 evaluatedhrs+ 5.5 x. 5 days)
13.79

+8.75 (9.16 Christmasassistant hoursminus.41 FLSA OT)
22.54 Total ChristmasOT

Salary Protection

Entittement

If a carrier's route isreduced and the carrieris entitled to the guaranteed
salary established at the beginning of the guarantee yearbased upon the
national agreement, the carriermay also be entitled to salary protection for
the remainderof the 2 calendaryears. The guaranteed salary isset at the
employee’sstep at the beginning of the guarantee yearand isentitled to all
Contractual Increases. If the route was reduced forthe benefit of the Postal
Service and if the carrier qualifiesfor salary protection, referto ELM 421.51
and 421.511.

How It Works

As an example, the route is a 44H route, and the annual salaryis $38,889.
The route is reduced to a 38H route in pay period 14 because the Postal
Service added the territory to another route. The carrier is entiied to the
guaranteed salary and COLA of a 40-hourroute untilthe endof the
guarantee period. If at the end of the guarantee periodthe carrierisentitled
to salary protection forthe remainder of the 2 years, the salary protection
would expire in pay period 13, two yearslater. The protected salary would be
the basic salary of a 40-hourroute and the COLA of a 38-hourroute. The
carrier is entited to all salary increases related to the 40-hour route. If the
route exceeds 40 hours during the 2-year protection period, the protected
salary will terminate automatically.

Protected/Salary Code E

Entittement

A carrier who was injured on duty and returns to work on limited duty for an
extended period of ime is entitled to the salary at the date of injury/disability
evaluation. To ensure the salary will be correct, personnel must process a
SF 50 with a special salary code E and the evaluated hoursormiles. The
employee's salary will not be affected by changesin route evaluation. When
the carrierreturns to full duty, processan SF 50 to remove special salary
code E.

261



569.2

Time and Attendance

569.2 How It Works

As an example, the route isa 42-hour evaluated route. Theroute had territory
added toitandisnowa 44-hourevaluatedroute. The local office must
prepare paperwork to have the personnel office processa special salary
code E and to lockthe evaluatedhoursto 42. The carrierisnot entitled to be
paid asa 44-hourevaluatedroute until he orshe returns to full duty status.
Another SF 50 must be initiated to remove the protected salary code.

570 Equipment Maintenance Allowance

Exhibit 571a

571

The rural carrierisresponsible forfurmishing all vehicle equipment needed to
handle the mail safely and promptly unlessa Postal Service owned orleased
vehicle isassigned to the route. Any regularrural carrier orreplacement
carrierassigned to serve a rural route, who isrequired by management to
furnish a vehicle forthat route shall be paid the Equipment Maintenance
(EMA)for the route served. The following provisionswill determine the
payment of EMA.

PS Form 1314, Regular Rural Carrier Time

Certificate

Preceding the regular rural carrier's Employee Identification Number on the
preprinted PS Form 1314 is an EMA code of E, or G (see Exhibits 571a and
571b).

EMA Code E — Rural Carrier Furnishes Own Vehicle
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Exhibit 571b
EMA Code G — Rural Carrier Uses a Government Vehicle
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571.1 EMA Code E

571.11 Description
The EMA code representsthe standard method of computing equipment
maintenance allowance.A daily EMA rate isdevelopedforeach rural route
based on the numberof stops in relationto the number of route miles. This

rate cannotfall belowthe minimum daily trip rate in effect for 260 stopsand
8 miles.

571.12 Compensation
The EMA rate is paid to the regular assigned carier for all days considered
workdays, or to the relief carrier(s) for the number of tiips recorded in the Trip
blockon PS Form 1314 (see Exhibit 571.1).

Exhibit 571.1
PS Form 1314, Compensation EMA Code E
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Exhibit 571.2

571.13

571.14

571.2

571.21

Time and Attendance

The assigned carrier worked 5 days the first week and 4 days the second

week. The carrier is entitled to 10 days’ evaluation of the route and 9 trips

EMA.

The replacement carrierisentitledto 3 daysat the appropriate daily rate and
3 trips EMA.

Government Vehicle Used

Wheneveran assigned carrieruses a government vehicle, enterthe number
of tripsin the Government Vehicle Used (GT Veh. Used)blockforthe
appropriate weekon PS Form 1314. Thiswill reduce the number of tripsfor
the week, and EMA will be reduced at the appropriaterate. Fora relief
carrier, record the appropriate weeky tripsin the No EM blockwhenevera
government vehicle isused. (See 573 formore information onthe GT Veh.
Used block.)

Auxiliary Route

On PS Form 1314-A, Auxiliary Rural Carrier Time Certificate, when the carrier
uses a government vehicle, enterthe tripsin the GT block. No EMA will be
paid.

EMA Code G

Description

Code Gindicates a Postal Senice owned or leased vehicle is assigned fo the
route. The regular assigned carrier and any relief carriers do not receive EMA
(see Exhibit571.2).

PS Form 1314, Compensation EMA Code G
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The assigned carrierworked 2 days the first week and 5 days the second
week The carrier is entitled to 10 days evaluation of the route and no EMA.

The replacement carrier is entiled to 5 days at the appropriate daily rate and
no EMA.
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August 2009

572.2

Employee Vehicle Used

When drcumstances require the regular or relief carrier to provide a vehide,
EMA will be payable at the daily rate. To pay the regular carrier EMA, record
the numberof payable tripsin the GT Veh. Used blockfor that week on

PS Form 1314.

To pay the relief carrier providing a vehicle on the assigned government
vehicle route, record the number of payable tripsin the appropriate weekly
EM Only block. See 573 formore detailson the GT Veh. Used block.

Auxiliary Route

On PS Fom 1314-A, Auxiliary Rural Carrier Time Cettificate, when the carrier
fumisheshis or herown vehicle because the government vehicle was
unavailable, enter the hours, trips, and miles on the certificate. The
appropriate EMA will be calculated.

Temporary Route Deviation

Recording Temporary Route Deviation

When atemporary deviation is necessary, an increase in the EMA will be
authorized if the total daily milestraveled, includingdeviations, exceeds

40 miles per day. Miles recorded in the Route Deviation (Route Dev.) block
must be in whole miles (3-digit field). Paymentis at the current mileage rate
(see Exhibits572aand 572b).

Recording Temporary Route Deviation in Excess of

30 CalendarDays

Any temporary route deviation of more than 30 calendardays shall be added
via PS Form 4003 to the evaluation, andthe salary shall be adjusted
accordingly. Discontinue reportingthe route deviationon PS Form 1314.
Upon termination of the deviation, the route evaluation shall be adjusted to
its formerstatus. No special count shall be made at eitherthe beginning or
ending of the deviation. All salary changes become effective at the beginning
of the first pay period following completion of the first 30 days of the
deviation and at the beginning of the first pay period after the deviation is
terminated.
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Exhibit 572a
PS Form 1314, Route Deviation — Under40 Miles
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Because of construction in the area, the regularcarriermust take a detour.
Thisis a 38-mile route, and the assigned carrier must make a 7-miledetour
every day (milesover40is 5 milesx 6 days = 30 milesa week). Enter 030
milesunder Route Dev. forthe first and second week. Thisprocedure isthe
same for the replacementcarriers. Enterthe number of milesunder Whole
Miles, Dev. (+).

Exhibit 572b
PS Form 1314, Route Deviation — Over40 Miles
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573.1

Exhibit 573.1

573.1

Because of a bridge closing, the carrier must take a detour starting the first

Friday and ending the second Tuesday. This is a 58-mile, 46-hour J route.

The carriermust travel an extra 9.6 milesfor4 days.

Week 1 The regularcarrieriscompensated for 6 days worked, 6 trips
EMA, and 010 milesdeviation.

Week2  Theregularcarrieriscompensated for2 days worked, 3 days’
annual leave, plus 2 tips EMA, and a route deviation of 019 miles.

The replacement carrieriscompensated for4 daysand 4 trips, plus

010 milesdeviation forthe second week.

Note: All route deviationispaid at the current rural carrier mileage rate.

Government Vehicle Used Block

The Government Vehide Used (GT Veh. Used) block on the PS Form 1314
has two uses.

EMA Code E

When a government vehicle isprovided on a route to a carrierwith an

EMA code of E on PS Form 1314, the number of timeswill be notedin the
weekly GT Veh. Used block The carrier'sEMA is reduced by the number of
trips, timesthe current daily EMA rate forthe route (see Exhibit573.1). If the
relief carrierusesa government vehicle, the appropriatetripsare recorded in
the No EM block.

PS Form 1314, Use of Government Vehicle
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The assigned carrierfurmisheshisor herown vehicle. For2 daysduring

Week 1 and 1 day during Week 2, a govemment vehide was provided. The
regular carrier is compensated for 11 days’ evaluation of the route and 8 trips
EMA. The replacement carrieris compensated for 1 day at the appropriate rate
of payand 1 trip EMA.
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573.2

Exhibit 573.2

Time and Attendance

EMA Code G

When a carrier provides his or her own vehide on a route with an EMA code
of G, record the numberof occurrencesin the weekly GT Veh. Used block.

Equipment maintenance allowance ispaid by the number of trips, timesthe
current daily EMA rate forthe route. If the replacement carrier providesa
vehicle in thissituation, record the appropriatetripsin the EM Only block
(see Exhibit 573.2).

PS Form 1314, Use of Employee Vehicle
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573.21
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Route K001 isassigned a government vehicle. Because of an emergency,
the governmentvehicleisnot available for4 daysduring week?2 (2 days
covered by the regularcarrierand 2 days covered by the replacement
carrier). To pay the regularcarrier EMA, enterthe two tripsunder GT Veh.
Used. ThisallowsEMA to be paid atthe current daily rate.

Relief Replacement carrier:
Week1  Oneday’sevaluation,no EMA.

Week?2  Fourdays evaluation and 2 tripsEMA. (Two tripsentered in the
EM blockwill reimburse the carrierEMA.)

Auxiliary Routes
If an auxiliary route is assigned a government vehide, the GT block must be

completed so the carrierwill notbe paidEMA. Tripsare entered in the
GT blockforan Auxiliary route. (See Exhibit 573.21)
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Exhibit 573.21
Auxiliary Route with Assigned Government Vehicle
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Route A045 isassighed a government vehicle. The carrier worked 6 tripsthe
first week and 4 trips the second week The carrieris not entitiedto EMA.
The tripsare entered in the GT field to indicate carrier used a government
vehicle. The replacement carrier (Elias) worked on Tuesday and used the
government vehicle.One trip isentered inthe GT block. On Thursday, the
government vehicle wasunavailable andthe replacement carrierused his
own vehicle. Enterthe hours, trip and milesso the carrierwill be
compensated EMA.

574 Miles Omitted

In completingthe route, if a carrierdoesnot serve any portion of the route
because of lack of properendeavor, properequipment, or otherfailure for
which the carrieris responsible, appropriate deductionsfrom the EMA are
made based on the number of milesomitted. No milesare omitted when
auxiliary assistance isgiven to a route. The following formula isused to
reduce the EMA forthe regularcarrierorthe relief carrier:

a. Theweekymilesomittedthatare recordedon PS Form 1314 are
divided by the route'sdaily pay milesto determine a percentagerate.

Example:

Miles omitted = 49
Pay miles=61

49 +61=.8033

b. Theroute'sdaily EMA rate isthen multiplied by the percentage rate to
determine the amount of EMA to be reduced.

Example:
Daily EMA rate = $19.22
$19.22 x .8033=%$15.44

$15.44 =amountto be reduced
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C. No milesare omitted from the regular carrier when auxiliary assistance
is given to a route.

575 EMA for Nonrural Postal Employee

When a nonrural postal employee servicesthe regularrural route, enterthe
employee'sname and Employee Identification Numberin the Relief Carrier
block. Enterthe numberof tripsin the appropriate weekly Tripsblock

(see Exhibit 575a). If the employee usesa government vehicleandno EMAis
due, enterthe numberoftripsin the appropriate weekly No EM block

(see Exhibit 575b).

Exhibit 575a
PS Form 1314, EMA for Nonrural Employee
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The employee’s workhours are reported on PS Form 1230-A, Time Card —
Week 1, or PS Fom 1230-B, Time Card — Week 2. A separate check will be
issued forthe EMA payment.

Exhibit 575b
PS Form 1314, EMA for Nonrural Employee Using Government Vehicle
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576.2

Auxiliary Rural Certificate

Compensation

A rural carrier craft employee, Designations 70, 73, 75,76, 77, 78, 79, or a
nonrural carrier employee required to provide a vehide is paid equipment
maintenance allowance (EMA)on a per mile orper hour basis, whicheveris
greater, but not to exceed the amount providedforin the current special

chart for the route stops and miles published in the Postal Bulletin whenever
the EMA ratesare changed.

Recording EMA

All three weekly EMA fields of (hours), (trips), and (miles) must be recorded on
all PS Forms 1314-A regardless of route type (except route numbers A990
(leave fora Designation 76), A995 (Training), A996 (FMLA), and A999
(Training)) to calculate EMA correctly. The lesser of the calculated hours or
trips is compared with the calculated miles. EMA is paid on whichever is
greater(see Exhibit 576.2). The fieldsare abbreviated asfollows:

Hrs. — Total route hours used delivering mail (2-digit field).

Tr— Total route tripsperweek (1-digit field).

Miles — Total miles traveled for the week, including any deviation (3-digit
field).

Example:

EMA hours = $6.30 per hour

EMA trips = $22.80 per trip

EMA miles=$ 0.57 permile

EMA will be paid per hour, trip, ormile, not to exceed the amount provided in
the special EMA chart forroute stops and miles.

Week 1 - 28 hoursx $6.30 =$176.40

6 trips x $22.80 =$136.80

The lesser amount ($136.80) is compared with calculated miles:
250 milesx $0.57 =$142.50

The greateramount ($142.50) isthen paid.
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Exhibit 576.2
PS Form 1314, Recording EMA
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576.3 Overburdened Route
An overburdened routeisauthorized temporary auxiliary assistance to
provide relief. Exhibit 576.3 showsa PS Form 1314-A reflecting auxiliary
assistance foran overburdened route.No EMA isdeducted when auxiliary
assistance is given the regular carrier.

EXhibi_t 576.3 .
Auxiliary Assistance On An Overburdened Route
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Route K002 isauthorized auxiliary assistance. Compensation isat the

appropriate RSC B rate. A comparison, as demonstrated below, is made on
the EMA hours, trips, and milesforthe payment of EMA.

Example:
EMA hours= $6.30 perhour
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EMA tips = $22.80 per trip

EMA miles=$ 0.57 permile

Comparison:

20 hours x $6.30 = $126.00

3trips x $22.80 =$68.40

The lesseramount ($68.40)iscompared with calculated miles:
90 milesx $0.57 =$51.30

The greateramount ($68.40)isdue the employee foreach week

580 Leave/Other

581

581.1

581.11

581.12

August 2009

Overview

Regularrural carriersand carriersassigned to a regularroute via PS

Forms 50 (Designations 72, 74) are granted leave in minimum units of 1 day.
Leave must be documented on PS Form 3971, Request for or Notification of
Absence, asoutlined in323.

Exception: Continuation of pay (COP) leave hours are used in conjunction with
limited duty work. These COP hours must be recorded in whole hour
increments. Auxiliary carriersand part-time flexible rural carriersare granted
leave in whole hourincrements.

Regular Rural Carriers

Annual Leave

A newly appointed regularrural carriermay not use annual leave until the
completion of 90 days (7 pay periods) of continuousemployment.
Conversion to regularrural carrier from a Designation 72 or 76 positionsdoes
not require a 90-day qualifying period. Rural carrier associates

(Designation 78) have a 90-day qualifying period forleave.

Sick Leave

Sickleave iscredited at the end of each 2-weekpay period in whichiitis
eamed. When the sickleave recorded isgreaterthan the employee'ssick
leave balance, the office may contactthe employee about the insufficient
leave balance to determine what type of leave to charge.

(see Exhibit581.12).
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Exhibit 581.12
Sick Leave (K Route)
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The assigned carrier on Route K002 is on sick leave the entire pay period.
The carrier's sick leave balance cannot cover the full amount needed; the

carrier requested leave without pay to coverthe remainingdays.

The regular carrier receives 6 days of compensation for the days of sick leave
available, and theremaining4 daysare charged to Leave WithoutPay
(LWOP). The replacement carrieriscompensated a full pay period at the
appropriate daily rate and 12 tripsEMA. No free Saturdaysare granted fora
K route.

581.13 Holiday
581.131 Holiday Leave
The Postal Service currently observes 10 holidays(see 371). On these
holidays, the regularcarrierreceivesthe daily rate for holiday leave pay. The

Days Assigned Carrier Absent (DACA) code His entered on PS Form 1314
forholiday leave.

581.132 Holiday Worked Pay
Carriers are paid for work performed on the designated holiday at the daily
rate, in addition to any pay for holiday leave to which they may be entitled.

DACA code Visentered on PS Form 1314 for holiday worked
(see Exhibit581.132).
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Exhibit 581.132
Holiday Worked
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The holiday falls on the first Monday, which is the carrier's scheduled relief
day. Saturday becomes the holiday, and the rlief day code (K)is entered for
Monday. In this example, the carrier works his or her holiday, and code Vis
entered in the DaysAssigned Carrier Absent (DACA) block.

The assigned carrieris compensated for 9 days’ evaluation of the route,
1 day of holiday leave, 1 day of holiday work, and 10 trips EMA.
The replacement carrieriscompensated 1 day’sevaluation and 1 trip EMA.

581.133 Holiday Fallson ReliefDay

When a holiday falls on a carrier's normal relief day (J or K day), the carrier
shall be granted the preceding workday as the designated holiday. Entera V if
the assigned carrier is required to work the designated holiday. Code V will
pay the carrier a day of holiday worked. Enter the relief day code (J or K) on
the normal relief day. Hoursworked on a designated holiday must be
induded in total workhours for the week in the Actual WKy Hrs block (see
Exhibit 581.133). If Designation 72 or 74 works the holiday, the DACA day is
left blankto indicate the carrier worked the holiday; do not enterV on

PS Form 1314.
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Exhibit 581.133

Holiday on Relief Day

Time and Attendance
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581.14

581.141

581.142

The holiday falls on the first Monday of the pay period, which is the carrier's
scheduled relief day. The preceding Saturday becomesthe designated
holiday, and the relief day code (K)isentered for Monday.

The assigned carrieris compensated for 9 days evaluationof the route,

1 day of holiday leave, and 9 tripsEMA.

The replacement carrieriscompensated 2 days evaluation and 2 tripsEMA.

Relief Days

If the holiday falls on the relief day, and the assigned carrieris a Designation
72 or 74 and she/he works on the designated holiday, thenthe assigned
carrier is compensated for 1 day'sevaluationand one trip,but no holiday
leave. These employeesare not entitledto holiday leave.

Provisionsof Relief Day

Relief days are provided to carriers serving full ime on J and K routes. The
relief day is always Saturday unless the postmaster and rural carrier mutually
agree to change the assigned day orthe reliefdaysare changed in
accordance with Article 9.2.C.5of the National Agreement.

Working a Relief Day

When regular cariers (Designation 71) work their assigned relief day, they are
paid EMA and provided a day off within 12 weeks. Regularrural carriers
(Designation 71) with a FLSA code A, substitute carriers (Designation 72), or

rural carrier associates (Designation 74) are not provided a day off. They
receive salary and EMA forworking theirrelief day (see Exhibit 581.142).
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Exhibit 581.142

Relief Day

581.151
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The assigned carrieriscompensated for 11 daysevaluation of theroute,
2.22 hours of FLSA overtime, and 11 tips EMA. A Designation 72 employee
is paid forworking the relief day.

The replacement carrier is compensated for 1 day at the appropriate daily
rate and 1 day of EMA.

DACA Code 3

DACA code 3 pays an additional 50 percent of the carrier's daily rate of pay
plus one day of EMA if appropriate for working the relief day on the assigned
route. The hours worked on the relief day is entered in the Relief Hours and
the Actual WKy Hrs blockon PS Form 1314. The carrier shall receive an

X day (a day for working a prior relief day) within 12 weeks as scheduled by
the employer. If the weekly work hours exceeds 56 hours in a week, DACA
code 3 must be changed to DACA code 5 because of the overtime situation.
DACA Code 5

DACA code 5 pays the employee 150 percent of the carier's daily rate of pay
plus one day of EMA if appropriate for working the relief day on the assigned
route. The employee isnot entitledto an X day.

Free Saturday

Free Saturday Combined With Annual/SickLeave

A regular rural carrier or substitute rural camer (Designation 72) or a rural
carrier associate (Designation 74)in a leave eaming capacity who hasan

approved absence on Saturday occurring within or at the beginning orend ofa
period of annual orsickleave isnot charged such leave orlossof

compensation, provided the appropriate leave balance on the Form 1223

(Earming Statement) reflectsat least 6 days of leave and the following
conditionsare met:

a. There are more than 5 daysof annual orsick leave within the period; or

b.  There are more than4 daysof annual orsickleave plusa holiday within
the period. If a holiday fallson Saturday, which isa scheduled
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Exhibit 581.152
Free Saturdays

581.152

Time and Attendance

workday, absence on the preceding Friday will not be charged to leave.
If the leave period is for 4 days, or less absence on the Friday will be
charged to leave.

C. Interruption duringthe approved period of annual, sickleave orcourt

leave due to circumstances beyond the employee's control shall not
disqualify the carrierfor coverage asprovidedin a. orb. above.

Maximum Free SaturdaysWithin a Pay Period

Maximum free Saturdayswithin a pay periodinclude the following:

a. 6-dayroutesH or M mayreceive 2 free Saturdayswithin the pay period
(see Exhibit581.152).
5.5-day J routesreceive only 1 free Saturday per pay period.
5-day K routes do not receive free Saturdays.
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The assigned carrier is charged 5 day’s annual leave and is compensated as
follows:
Week1 5days annual leaveand 1 free Saturday at the evaluation of the
route.
Week?2 40.00 hoursat RSC B, grade 5 attained step, plus1.30 hoursat
150 percent of same rate and 5 trips EMA. Saturday is a free
Saturday.
The replacement carrieriscompensated asfollows:
Week 1 6 days at the appropriate daily rate of pay and 6 tripsEMA for
week 1, and 1 day plusEMA forweek 2.
581.16 Military Leave

Military leave is authorized absence for regular rural cariiers (Designation 71)
and parttime flexible rural carriers (Designation 76) from Postal Service
duties without loss of pay, time, or perfformance rating thatis granted to
employees who are members of the National Guard or Reservists of the
Armed Forces(see ELM 517).

HandbookF-21



Rural Carrier Procedures 581.16

Career employees who performed qualifying military service, which is serving
on active military duty for a period of more than 30 days under offidal orders
issued pursuantto Title 10 of the United StatesCode that states the
Reservist or Guardsman is activated for Operation Noble Eagle, Operation
Enduring Freedom, Openmation Iragi Freedom, or any other military operations
subsequently established under Executive Order 13223, are eligible for

5 days of administrative leave when retuming from military duty. Use DACA
code 2 to record the 5 days of administrative leave for the regular and PTF
carrier.

Regular Rural Cariers are not entitled to free Saturdays for military leave.
To complete PS Fom 1314 for the assigned carrier, enter M in the Days
Assigned Cariier Absent (DACA) block. Enter the replacement cariier on
PS Form 1314 asusual (see Exhibit 581.16a).

Exhibit 581.16a

Military Leave
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The assigned carrierwill be compensated for 12 days evaluation of the route
and no EMA. The replacement carriers will be paid at the appropriate rate and

six trips EMA each.

For parttime flexible rural carrier, military leave hoursare entered on
PS Form 1314-A using route number A990. Enter whole hours(maximum
40 hours perweek) in the ML block. (See Exhibit 581.16b)
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Exhibit 581.16b
Military Leave for Part-Time Flexible Rural Carrier
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Enter the military leave hours in the military leave block for each week.
581.161 Military Leave Without Pay

For regular rural carrier, DACA code N is used to capture military leave
without pay. (See Exhibit 581.161a)

Exhibit 581.161a
Military Leave Without Pay for Regular Rural Carrier
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The regular carrier is on military leave without pay. Enter DACA code N for
each day. Replacement carrierisneededto crossfoot the certificate.
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Exhibit 581.161b
Military Leave Without Pay for Part-Time Flexible Rural Carrier

581.17

Forparttime flexible rural carriers, enter Ns in the DACA field on Form 1314-A
using route A990. Military leave without pay hoursare entered in the COP

blockin whole hours. The maximum allowed forthe weekis
40 hours. See Exhibit581.161b
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Exhibit 581.17

581.17

Other Paid Leave

PTF rural carrier Wilson ison military leave without pay. Enter Nsin the
DACA field and the number of hours in COP. The maximum hours accepted for
the weekis 40.

Other Paid Leave

Otherpaid leave is used only in situations where the types of leave described
elsewhere in thischapterdo not apply orwhere specialleavehasbeen
authorized by management. When O (OtherLeave)isrecorded, an
explanation must be given on thebackof PS Form 1314 (see Exhibit 581.17).
Otherleave isnotused in the determinationforfree Saturdays.
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The assigned carrier on Route K003 is on paid leave the entire pay period.
The carrier is compensated for 5 days of annual leave, and 5 days of other
leave (jury duty - which isindicated on the backof PS Form 1314).

The replacement carriers are compensated at the appropriate houty rate up
to 40 hours, at RSC B, attained step forall hoursup to 40, and at

150 percent forallhoursover40 hours, plusthe appropriate EMA (6 tripsand
6 trips respectively) for the pay period.

581.18 Family Medical Leave Act(FMLA)/Sick Leave Dependent Care
Carriersuse PS Form 1314-F, Rural Carrier FMLA Cetrtificate (June 1999), to
identify FMLA and SickLeave for DependentCare hours.

For informationon FMLA, review the Employee and Labor Relations Manual
(ELM)515; Publication 71, Notice for Employees Requesting Leave for
Conditions Covered by the Family and Medical Leave Act (February 2001);
and the Guidelines for Sick Leave for Dependent Care.

Rural carriers (Designations71, 72, and 74) are alwayschargedleavein
8-hourincrements. Enterthe DaysAssigned Carrier Absent Code (DACA)on
PS Form 1314, Regular Rural Carrier Time Certificate. Enter only those hours
taken for FMLA reasonson PS Form 1314-F. FMLA hoursshould never
exceed the numberof hourscharged.

Rural carriers may take up to 80 hours of eamed sick leave for dependent
care in a postal leave year. Enter leave in the DACA blockon PS Form 1314
for rural carriers (designations 71, 72, and 74). Enter 8 hours under sick leave
fordependent care on PS Form 1314-F. If sickleave fordependent care
hours are to be used for an FMLA covered condition, enter only those hours
taken under FMLA sick leave fordependentcare on PS Form 1314-F

(see Examples1-3).

Replacement carriers (designations 76, 77 and 79)in a leave earing status
who have accrued sick leave may take sick leave fordependentcare in
hourly increments. The number of hours taken under FMLA Sick Leave (SL)
dependent care or non-FMLA sick leave for dependent care are recorded on
PS Fom 1314-A, Rural Carier Auxiliary Certificate, and on PS Fom 1314-F.
If a replacement carrieris unavailable and itis due to an FMLA reason, record
the time on PS Form 1314-F underreplacementcarrier unavailable.
Complete PS Form 1314-F using route type and number A996 and submit
with the other time certificates for processing at the end of the pay period
(see Example4).
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Exhibit 581.18a
PS Form 1314, RegularRural Carrier Time Certificate — Example 1
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Exhibit 581.18b
PS Form 1314-F, Rural Carrier FMLA Certificate — Example 1
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Example 1. Ms. Smith on route KOO1 hadto leavethe routewhen her
daughter became ill at school. Ms. Smith requested SL dependent care forthe
day. Even though she worked the route fora short period of time, 8 hoursis
recorded for SL on PS Form 1314, and 8 hoursof SL dependent care is
recorded on PS Form 1314-F.
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Exhibit 581.18c
PS Form 1314, RegularRural Carrier Time Certificate —Example 2
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Exhibit 581.18d
PS Form 1314-F, Rural Carrier FMLA Certificate — Example 2
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PS Form 1314-F. June 1582 Rural Carrier FMLA Certificate

Example 2. Mr. Roberts must go for physical therapy for a serioushealth
condition every Wednesday.PS Form 1314 willindicate SL forthe entire day,
but only the hoursactually requiredfor physical therapy are recorded as

FMLA SL.
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Exhibit 581.18e
PS Form 1314, RegularRural Carrier Time Certificate —Example 3
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Exhibit 581.18f
PS Form 1314-F, Rural Carrier FMLA Certificate — Example 3
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Example 3. Mr. Kane must take his wife forchemotherapy on Friday, week2.
Mr. Kane will be charged 8 hoursof SL on PS Form 1314 since he elected to
take SL dependent care. Since herillnessfallsunder FMLA, the4 hours
spent in chemotherapy plusthe hourstransporting herthere will be entered
under FMLA SL Dependent Care.
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Exhibit 581.18g
PS Form 1314-F, Rural Carrier FMLA Certificate — Example 4

[
Sowes G 24985 | 58900000 T80 | AR | 02 |1k
Magmen ol Adakoresad Carrian Fingrece Mumber | Social Sscurtty Mumber | Desifcl| Rowbe Mo Yoar PF
S Viook 1 | Viook? [ SR Vivex \ | Wesk 2
FRELA AL Hours : FRLA S Hors
_ piovere | 100w | vanurs | 1008 pacvirs | 100w | pivers | 100n
FRALA WGP Mours - FRAL & SL Dapandant Cam
s | 100 | Houra | 180a Howrs | 100w | Hows | 100a
Mor-FILA SL Depandent Carn FALS, Replacamant Cartar Ursenlabla EI":. )
pioers | 1008 | Houes | 100a | Hourn | 100w Itlr.:ﬁﬂlh
FhiLa COF Hours: FSILA, IODVCAWEP Hours
|-|.:u-.-|||mx |1.;.|r|||*;-|;|, I-Im.n|1l}liu I-Im.r-sllﬂlh
Dawnmm H = 1 h_ Camiar's |n
_._'_'_,_,_,-'—'———H-._ | ﬂa oy ﬂ-g-
PS Foma 1314-F, Juna 1099 Rural Carriar FMIA Cartificate

Example 4. Ms. Jonesis areplacement carrier. She isscheduled to work
every Saturday on route KOO1. Herhusband isundergoing treatment for
cancer, and she is unavailable to workforthe next 4 weeks. PS Form 1314-F
is completed to indicate thatshe was unavailable due to an FMLA situation.
Record the evaluated hoursof the route under FMLA replacement carrier
unavailable.

581.19 Regular Rural Carrier — Partial Trip Served

When a regular carier becomes ill or cannot finish the route while on duty,
either in the office or on the route, and is unable to complete service for the
regularly scheduled workday, she or he is granted sick or annual leave for the
entire day. The salary payment for the tiip will be made to the replacement
carrier and will indude equipment maintenance. The regular carrier will not be
entiled to equipment maintenance while on sick or annual leave. When the
regularcarrierdoes not completea trip due to unexpected

circumstances for reasons other than personal iliness or injury, she or he will
be charged annual leave for the entire day. The salary payment will be made
to the replacementin the same manner as above. When the regular carier
does notcomplete a trip due to an on the jobinjury, the entire day is
considered a work day and employee will receive EMAif they provide their
own vehicle. The replacement carrier will be paid foractual hoursworked.
When a regularcarrierisworking a reliefday and becomesill and cannot
finish the route eitherin the office oron the route, the carrier will receive
150% for the actual hoursworked.
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581.2
581.21

581.22

581.23

581.24

581.25

581.25

Substitute Rural Carriers and Rural Carrier Associates

Description
A substitute rural carrier and rural carier associate serve either as a leave

replacement fora regularrural carrieror serve a vacant rural route, as
follows:

Leave replacements (Designations 73, 75, and 78) do not earn annual or sick
leave.

A substitute (Designation 72)and rural carrier associate (Designation 74)
serving a vacant route or serving during the absence of the regular carrierin
excess of 90 calendardayseamsannual andsickleave.

Arural carrier associate (Designation 79) serving on an assigned auxiliary
route in excessof 90 calendardayseamsannual and sickleave based onthe
actual hours worked. The annual leave categoryisalways 4.Total hours (work
and leave combined)forthe weekcannot exceed 48.

Qualifying Period

A qualifying period of 90 days of continuous service is required for a regular
route. A breakin service of 1 ormore workdays breaks continuity of
employment, andthe replacement carriermust begin a new 90-day
qualifying period. Normally, a breakin service will occuronly when the
regular carrier returns or the vacant route is filled by the appointment of a
new regular carrier. A breakin service does not mean absence on the mute

due to a nonscheduled workday orapproved leave, including LWOP, or
when management requiresthe carrierto work on anotherassignment.

Appointments

Appointment to substitute rural carrier (Designation 72)islimited to
employeeswith a current position of substitute rural carrier (Designation 73).
Appointment to rural carrierassociate (Designations74 and 79)islimited to
employeeswith a current position of rural carrier associate (Designation 78).

Change to Leave Earning Status

When the carrier has completed 90 days of continuous service, an SF 50,
Notification of Personnel Action, must be prepared using Nature of Action
(NOA) code 907, Change to Leave Earning Status, and standard remarks
code 515, Rural Carrierhasserved continuously on route since (date
required). The payroll system will credit the employee with accrued annual
and sick leave computedfrom the date supplied in the remarks field. The
earliest date a rural carrier associate can be credited with continuous service
onarouteisJanuary21, 1988.

Change to Nonleave Earning Status

When the regular carrierreturns orthe vacant routeisfilled, an SF 50 must be
prepared using NOA code 908, Change to Nonleave Eaming Status. The
effective date of this action is the day before the regular carrier returns or the
route isfilled by the appointment of a newregular carrier.
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Time and Attendance

581.26 Leave Earned

581.3

Alump sum payment will beissued automatically forunused annualleave
credited duringthe leave eaming periodif a carrierisreturning to a nonleave
earning position. If the carrierreturnsto a leave earning position, no lump sum
paymentismade.

Auxiliary Rural Carrier

Auxiliary rural carriers (Designation 77) eam annual and sick leave. All leave
hours are valid for auxliary cariers only. Total hours (work and leave hours
combined) for the week cannot exceed 48 hours. When workhours equal to or
exceed 40.00, leave cannot be used (see Exhibit 581.3). Sick leave should not
exceed the daily evaluated hours for the auxiliary route (round to whole
number). Annualleave should not exceed 8 ina day.

Auxiliary Rural Carrier Leave
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581.5
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When an auxliary carrier (Designation 77) uses leave, enter whole hoursin
the Leave block

Part-Time Flexible Rural Carrier

Part-ime flexible employees eam annual and sick leave. One hour of leave is
accumulated for every 20 hours work, not to exceed the maximum for the
year. Total hours(work and leave hourscombined) forthe weekcannot
exceed 48 hours. When workhoursexceed 40.00,leave cannot be used. If the
PTF does not have a Form 1314-A with work hours for the pay period,
entered leave on Form 1314-A usingroute number A990. Route A990 will
only acceptleavehoursfora PTF. Work hours are not allowed.

ReplacementCarrier — Partial Trip Served

When a replacement carrier becomes ill or cannot finish the route while on
duty, the carrieris paid on PS Fom 1314-A for actual hours worked and any
EMA. The replacement carrierfillingin will be paid foractual hoursworked and
any EMA.
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582.2
582.21

582.22

Exhibit 582.22

582.31

Administrative Leave

Definition

Administrativeleaveisabsence from duty authorized by the appropriate
postal officialswithout charge to annual orsickleave and without lossof pay.

Court Leave

Regular Rural Carriers

Court leave is granted to regular carriers, Des. 71 in full day increments.
Enter DACA code 6 on PS Form 1314 when recording court leave forthe
day. Courtleave will not disqualify a person fora free Saturday. See581.15.

Part Time Flexible Rural Carriers

Effective December 3, 2008, pay period 25-2008, PTF will be eligible for court
leave. They will be paid the daily evaluation of the day for the route they would
have worked. Enterthe total daily evaluationforeach route andenteron PS
Form 1314-A using route number A990. See Exhibit 582.22.

Court Leave for Part-Time Flexible
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Carrier is scheduled to work on Monday on route KO04 but wascalled to
courtduty. The route isa 44 hourroute. The daily evaluatedhoursis8.80 a
day. Carrieris also scheduled to work on route J0O02 on Wednesday. The
route is a 46 hourroute with a daily evaluationof 8.36. Add the hoursand
enterthe time (17.16)in the court leave field using route number A990.

Acts of God
Definition
An act of God involvescommunity disasters such as fire, flood, orstorms.

The disastersituationsmust be general ratherthan personalinscope and

impact, and must prevent groups of employeesfrom working or reporting to
work.
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Approval

ELM 519.2, explainsauthority to approve administrative leave for actsof God.
Employeeswho are on preapproved annualleave, sickleave, or LWOP during
an act of God remain in such status and are not entitled to

administrative leave.

Rules

The following rulesapply in the given situation forrural carrierswhen
employeesare dismissed from duty before the normal completion of their
scheduled tourorare prevented from reporting to workdue to an act of God.
Situation1

If a rural carrieris scheduled to workand due to an act of God (adverse
weatherconditions, roadsclosed, blizzard, etc.)isunable to report to work,

the followingrulesapply:
a. Thecarriermustcall in and advise the postmaster.
b. Compensation:
1 Designations71,72,74,and 79 receive a fullday's
compensation and no EMA.
2 Designation 76 assigned to a regularroute orauxiliary route will
receive a full day’scompensationand no EMA.

3) Designations70,73,75,77,and 78 are not entifled to
compensation.

C. Preparation of PS Form 1314 for Designations71, 72, and 74:
1) Record an O (Other Leave)on the appropriate day.
2 Annotate the backof PS Form 1314 with the reason for other
leave (act of God).

3) Use areplacement Social Security Numberof 999-99-9999 to
crossfoot PS Form 1314 (see Exhibit 582.331).

d. Preparation of PS Form 1314-A for Designation 76:
1) Record on route number A990.

2 Enterthe daily evaluated hoursof the route to the nearest whole
hour, not to exceed 8 hoursin the Otherleave block

e. Preparation of PS Form 1314-A for Designation 79:
0] Record an O on the appropriate day.
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Acts of God
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On the first Wednesday of the pay period, a severe blizzad prevents regular
carriers from reporting for duty. An O (Other Leave) is entered by the office
for that Wednesday, and the reason is noted on the back of PS Form 1314.
To crossfoot PS Form 1314, enter a replacement with 999-99-9999. The
regularcarrieris compensated for 12 daysevaluation of the route and

11 trips EMA.

Situation2

If a rural carrieris scheduled to work and is contacted by the postmaster not
to report to work because of an act of God, follow the entitiementand
proceduresin 582.331b, ¢, and d.

Situation3

If a rural carrier scheduled to work reports to the office, but no mail is
availableand none isexpectedbecause of an act of God, and the carrier
scheduled to work is sent home, the followingrulesapply:

a. Compensation.

0] Designations71,72,74 and 79are paida fullday's
compensation and EMA.

2) Designation 76 will be paida full day’scompensation and EMA
when assigned to a regularroute.

(3) Designation 76 will receive the full day’scompensation and EMA
when scheduled to serve an auxiliary route.

) Designations70,73,75,77,and 78 are entitled to 2 hours
guaranteed time. No EMA isdue.

b. Preparation of PS Form 1314 for Designations71, 72, and 74. Leave
blank the appropriate daily block on PS Form 1314. The workhours
and/or hundredths must be added to other service for the week and
recorded in the Actual WKy Hrs block. Record the trip for
Designation 76 inthe ReliefCarrierssection on PS Form 1314.
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C. Preparation of PS Form 1314-A for Designation79. Leave the DACA
field blank on PS Form 1314-A. If the employee is not entited to EMA,
put 1 trip in the government vehide block. Designation 76 will receive
the full day’'scompensation and EMAwhen scheduled to serve an
auxiliary route.

d. Preparationof PS Form 1314-A for Designations70, 73, 75,77,and 78.
Complete a manually prepared or preprinted PS Form 1314-A using
route number A999. Enter 2 hoursin the Actual Weekly Work Hours
block.

Situation4

If the rural carriers scheduled for duty report to the Postal Service installation

butare unable to complete full service through no fault of theirown, they
receive compensationaccording to their designation.

a. Designations71,72,74 and 79 receive a full day'scompensationand
EMA.

b. Designations70, 73,75, 76, and 78, when performing service on a
regularrural route, receive a full day'scompensation plusEMA.

C. Designations70, 75,77,and 78, when performing service on an
auxiliary rural route, receive compensation foractualhoursand
hundredthsworked (minimum 2 hours). EMA isonly for route hours,
trips, and milestraveled. Designation 76 will receive thefullday’s
compensationand EMAwhen scheduledto serve an auxiliary route.

Continuation of Pay

Rural carriers who suffer disabling, job-related, traumatic injuries are entitied

to continuation of pay (COP)forthe length of theirdisability, up to a
maximum of 45 calendardays.

Determination of Pay

For a full or part-time worker, either permanent or temporary, who works the
same number of hours each week of the year, or each week of the period of
appointment ifless than one year, the weekly pay rate shall be the hourly pay
rate on the date of injury multiplied by the number of hoursworked each
week, excluding overtime.

For a part-time worker, either permanent ortemporary, who doesnot work
the same numberof hours each week but who does work each week of the
year, or each week of the period of appointment if lessthan one year, the
weeky pay rate shall be the average weekly earmingsestablished by dividing
the total earningsduring the one yearimmediately preceding the date of
injury, exduding overtime, by the number of weeks worked during the one
year period. For the purposes of this computation, if the employee worked
only a part of a workweek, such week is counted asone week.

For all WAE (when actually employed), intermittent and part-time workers,
eitherpermanentortemporary, who do not work each week of the year, or
each week of the period of appointment if lessthan one year, the weekly pay
rate shall be the average weekly earningsestablished by dividing the total
eamingsduring the one yearimmediately precedingthe date of injury,
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Exhibit 583.2
Continuation of Pay

583.3

excluding overtime, by the number of weeks worked during thatone year
period. Forthe purposes of this computation, if the employee worked only a
part of a workweek, such weekis counted asone week. However, the
average weekly earmings may notbe less than 150 times the average daily
wage earned in the employment during the days employed within the one
year period immediately preceding the date of injury divided by 52 weeks.

Regular Carrier (Designation 71), Substitute Carrier
(Designation 72), and Rural Carrier Associate

(Designation 74)

Beginning the day after injury, enter code C in the DACA block for each day
the carrier was scheduled to work. When the following dayis a relief (J or K)
day or a holiday (H day), enterthe appropriate relief orholiday code (see
Exhibit 583.2).
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583.3

The assigned carrier is injured on Fiiday, Week 1 of the pay peiliod. If a
replacement carrier is not called in, this day is entered as a workday. If a
replacementiscalled in, enteran O (OtherLeave)forthat day.

The assigned carrieriscompensated asfollows:
Week 1  Daily evaluation for5 daysof work, plus5 trips EMA.
Week?2  Dailyevaluation for6 daysof COP.

The replacement carrier is compensated for 7 days at the appropriate rate
plus7? trips EMA.

Rural Carriers, Other Than Regular
To determine the number of hours to pay a replacement carrier, review the
WAE portion under583.1. Compensationwill be at theirhourly rate.
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Limited Duty

Regular Rural Carrier
a. EnterE in the DaysAssigned Carrier Absent (DACA)blockforeach day

the employee works on limited duty. This allows the regular rural carrier
to be paid limited duty hoursand continuation of pay (COP)leave

hours that occuron the same day or days within a service week. Whole
hours of COP may be used in conjunction with limited duty hours to
complete the week. COP days cannot exceed 45 calendardays

(see Exhibit584.1).

Determine the number of COP hours to be used in conjunction with
limited duty hours (except K routes):
H or M route = 6 days
J route =5.5days

Example 1:

45 Evaluated Hours- J route

45 +5.5days =8.18 daily evaluated hours

8.18 x 3days = 24.54

Limited duty hours=12.84

COP hours (24.54-12.84)=11.70 hours

Round 11.70 to the nearest whole hours: 12 hours of COP may be entered in

conjunction with limited duty hours.

Example 2:

45 Evaluated Hours- H route

45 + 6 days= 7.50 daily evaluated hours

7.50 x 3days=22.50

Limited duty hours=12.84

COP hours (22.50-2.84)= 9.66

Round 9.66 to the nearest whole number: 10 hours' COP may be entered in

conjunction with limited duty hours.

b. Limitedduty hoursplus COP hours cannot exceed E days(limited duty
days) multiplied by the daily evaluated hours. COP hours may be
rounded to the nearest whole number. Foreach day COP hoursare

recorded, the whole day counts toward completion of the 45 calendar
day allowance period.

C. Record the numberof hours and hundredthsthe employee works in
the Limited Duty Hours block. Do notindude these hoursin the Actual
WKy Hrs block.

d. COP hours are paid at the evaluated hourly rate, and limited duty hours
are paid at the evaluated houilly rate or RSC B attained step whichewveris
greater. Limited duty hours in excess of 40 are paid at 150 percent of the
RSC B rate.

e.  When limitedduty and workhoursare equal to ormore than 40 per
week, no LWOP hours are charged providedno DACA L orW is
entered on the rural certificate. If the hoursare lessthan 40 a weekand

HandbookF-21



Rural Carrier Procedures 584 .1

less than the evaluated hours of the route, LWOP will be charged for
the hours between the actual workhoursand evaluated hours.

f. When regular carrier performs limited duty on his/herassigned route,
the replacement carrieris entited to auxliary assistance for the day.

For K routes, subtract the limited duty hours from 40 hours to determine the

numberof COP hours to enterin the COP hours block

Example 3:

46 evaluated hours - K route

Limited duty hours=30

COP hours (40 - 30)=10 hours

Exhibit 584.1
Limited Duty
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Regular carrier D. E. Johnson is assigned to a 45 J route. Daily evaluated
hours are 8.18.

The assigned carrier suffers a traumaticinjury on Wednesday, Week 1 of the
pay period. The carrier had worked 2.43 hours before he was injured. Enter
code O (Other Leave) on the day of injury and include the 2.43 hours in the
Actual Weeky Work Hours block. Any miles traveled are entered in the Route
Deviation block, but none are due in thisexample.

The carrier is on Continuation of Pay (COP) through Monday of Week 2 and
works limited duty on Tuesday, Wednesday, and Thursday. On Friday, the
carrier returns to full duty on the route. The assigned carrier is compensated
as follows:

Week1 2daysofwork, 1dayofotherleave, and 2 daysof COP atdaily
evaluation of the route and 2 tripsof EMA.

Week2 2 daysof COP, 1 dayofwork atthe daily evaluation, 12 hoursof
COP at the evaluated hourly rate and 12.84 hours of limited duty
at the evaluated houry rate or RSC B attained step, whicheveris
greater, plus1 trip EMA.
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Designations 70,73, 75, 76,77, 78,and 79

Limited duty hours must be entered on PS Form 1314-A in the Actual WKy
Work Hours block. If the carrier used a personal vehide and is entifed to
EMA, use route number A998; otherwise, use route number A999.

Higher Level Assignments

Only regular mwural cariers (Designation 71) may work a higher level
assignment. Part Time Flex carriersare not eligible fora higherlevel
assighment. There are two methods for making payment to rural carriers
assigned to a higherlevel position, determined by the frequency and
duration of the assignment. Regular rural carriers when working higher level
do notaccumulate hoursand are not paid forworking over theirdaily
evaluatedhoursin a day.

PS Form 1723, AssignmentOrder

A rural carrier detailed to a higherlevel assignmentmust be issued a PS Form
1723, Assignment Order, foreach occurrence. PS Form 1723 must state the
beginning andapproximate termination date, and direct the employee to
perform the dutiesof the higherlevel position. A copy of thisorderisfiled in
the employee'spersonnel folder.

Assignments of 30 Days or More

The wral carrieris paid on the rural route by entering a Pin the Days Assigned

Carrier Absent (DACA) blockon PS Form 1314 forthe first 30 days of the

temporary assignment. Afterthe 30 days, the carrier's salary is converted toa

40-hourevaluatedroute, attained step asfollows:

a. Preparea SF 50, Notificationof Personnel Action, to assign the
employee to the higher level position after the first 30 days and
effective the beginning of a pay period.

b.  Whenthe assignmentisterminated, prepare an SF 50 to assign the
employee backto the rural carrier position.

C. Ifthe carrier has anotherhigherlevel assignment, the carrierdoesnot
have to begin a new 30 day waiting period when taking another detail
assignment.

Calculation of Pay
To determine the higherlevel pay of the detailed employee, refer to
ELM 413.2, Promotion Increase.

Assignments of Fewer Than 30 Days — Intermittent
When the assignment is for fewer than 30 days, do not prepare an SF 50.

Reporting on PS Form 1314

The regular rural carrier receives 1 day at the evaluation rate for each P day
worked. This allows a replacement carrier to serve the route and be propeily
compensated. Prepare PS Form 1314 asfollows:
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585.42

585.5

586

587

587.1

587.11

587.12

587.13

587.13

a. Record P (full day assignment otherthanrural)foreach day the
employee performs higher level service. Record the work on
PS Form 1314.

b.  Note onthe backof PS Form 1314 what the assignmentis.

Transferring Hours
For the following pay period, the office should transfer the hours from the
rural craft into the craftin which the carrierperformed the higherlevel

service, using PS Fom 1236-A, Weekly Loan, Transfer, and Training Hours
(September 1998).

Rural Carriers as Trainers

When a wral carrieris a trainer for newly hired replacement carriers, the

workhours should be recorded as follows:

a. Regularrural carriers- record a P (full day assignment — otherthan
rural) on PS Form 1314 for each day the carrier works as a trainer.
The workhours must be included in the Actual WKy Hrs block
(see 585.4). Hours over 8 are not accumulated for day off.

b. Replacement rural carriers- record workhours on PS Form 1314-A

using route number A999. The actual workhours must be recorded in
the Training Hours and Actual WKy Work Hours blocks. No EMA is
due.

(Reserved)
Training

Definition

Purpose

All job training is designed to help the employee handle his or herjob more
effectively, as distinguished from training the employee for another job, ora
new or additional skill. Attendance at such training, therefore, is required by
management.

Time in Attendance

Time in attendance at such training and all related study time, practice time,
laboratory work, etc., authorized, suffered, or permitted by management is
considered as hours worked. All such training and related study will be
accomplished under postal supervision and on Postal Service premises.

Standard Program

The standard training programfor rural carriersconsists of a minimum of
24 hours (3 days) of classroom instruction using simulation, followed by a
minimum of 24 hours of on-the-job training (OJT), which may be conducted
in increments of less than 8 hours but not less than 2 hours per day. Each
office has the option of adding time to allow practice in casing and delivery
and to coverlocal policiesand procedures.
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587.2

Regular Carrier Training

Time and Attendance

Regular Carrier

When a regular carrieris entitled to training, a “T” must be recorded in the
DACA field on PS Fom 1314 for each day of training. The hours must be
entered in the Training Hours block for the appropriate week These hours
are added to those entered in the Actual Weekly WorkHours block. The
carrieris compensated for the daily evaluation for each “T” day if under FLSA
code B (see Exhibit 587.2). The carrieris paid at the appropriate hourly rate if
under FLSA code A.

If the employee is covered under FLSA code B, the employee cannot receive
overtime unless he/she works over 12 hoursin a day or 56 hoursin a week
Travel time to and from the facility if outside the normal schedule isnot
added to workhours. No time is accumulated toward an “O” day. If the
employee iscovered under FLSA code A, time spent at the site isadded to
the workhours. Mileage and perdiem fortravel are covered underthe travel
procedures(see HandbookF-15, Travel and Relocation).
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587.3

Week1  Theregularcarrieriscompensatedfor2 dayswork, 3 days
training at the evaluation of the route, and 2 tipsEMA.

Week?2 Theregularcarrieriscompensatedfor5 daysevaluationofthe
route and 5 trips EMA.

The substitute replacementis compensated for 5 days at the appropriate

rate and five tripsEMA.

Replacement Carrier

Training time is entered on PS Form 1314-A. The hours are recorded in the
Training Hours block and added to the hours recorded in the Actual WKy
Work Hours block. For reporting training hours, the route type and number
must be A998 (due EMA) or A999 (ho EMA due) for training on an auxiliary
route (see Exhibit 587.3). If the replacement carier is training on a regular
route, enterthe regularroute numberon PS Form 1314-A.
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587.32

Replacement Carrier Training
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587.31

587.32

The rural carrier associate isin training on an auxiliary route. Training hours
must be entered in both the Actual WKly Work Hours block and the Training
block Route number A999 must be used for training hours

New ly Appointed Rural Carrier Associate

A newly appointed rural carrier associate (RCA) will be paid the higher of the
two rates (evaluated versus actual hours) for each week for the first five pay
periods of employment. The payroll system will automatically detemine the
greaterof the two paymentsforeach week. Thischange waseffective in

PP 25-2007.

Route Not Served in Past Tw elve Months

When it has been detemined that a Substitute, RCA or RCRhas not served a
particular moute in the past twelve (12) months, the carrier will be paid the
greater of the actual hours worked or the evaluation of the route for that day.
The local office must determine if the actual hours worked is greater than the
daily evaluated hours of the route. To determine the daily evaluation of the
route, complete the appropriate calculation asfollows:

A and H routes - divide the weekly evaluated hours by 6 J

route — divide the weekly evaluated hoursby 5.5
K route —divide the weekly evaluated hoursby 5

If the actual hours worked is greater than the daily evaluated hours of the
route, the evaluated hours are entered on the PS Form 1314, for the route
served. Enterthe numberof hoursoverthe evaluated hourson

PS Form 1314-A and route number A995 will be used to capture the
additional time. (See Exhibits587.32a and 587.32b.)

If the actual hoursworked are lessthan the dailyevaluated hoursof the route,

enterthe work hours of PS Form 1314 only. No additional entriesare
necessary on PS Form 1314-A.
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For auxiliary routes, if the actual workhoursare greaterthan the daily
evaluated hours, enterthe evaluation onPS Form 1314-A forthe auxiliary

route and complete a second PS Form 1314-A, using route number A995 to
capture the additional time.

Exhibit 587.32a
Route Not Served in Past Twelve Months
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Exhibit 587.32b
Route Not Served in Past Twelve Months(continued)
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The rural carrier associate (RCA)worked on route J003, Monday and
Tuesday, in week 1. The RCA has not worked the route in the past twelve
(12) months. The route isa 46 hourroute.

Calculate the daily evaluation of the route. 46 + 5.5 = 8.36 hours a day. The
RCA’s actual work hours for route JOO3 are 9.18 hours on Monday and 9.25
hours on Tuesday. The RCA is entitled to the greater of the actual hours for
Monday only.On the PS Form 1314 forroute J0O03, add 8.36 hoursfor
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588

588.1

588.2

589

589.1

589.2

589.2

Monday and 9.25 hoursfor Tuesday and enterthe total hoursforthe week.
17.61 hourswill be the total timeforweek1.

Prepare PS Form 1314-A with route number A995 and enterthe difference of
the actual work hours and the daily evaluated hoursof the route from
Monday (9.18 - 8.36 = .82). Enter 0082 on the PS Form 1314-A for week 1.
No entriesare to be made forEMA.

Steward Duty

Accumulating DACA Code Z time

Regular rural carriers accumulate time toward a day off (DACA code Z) when
authorized to perform steward duty business on the same day as working on
the route unlessprovided equivalent auxiliary assistance. The carrier will
receive a day off, as scheduled by the Employer, when 8 or more hours are
accumulated by entering DACA code Z on the rural certificate. Alocal recordis
kept to track the accumulated time. DACA code Zwill not have any
workhours.

DACA Code Z

Carriers authorized to work the entire day on union business are coded a
DACA code Z for the day. Enter the hours worked on steward dutyin the
Actual WKy Work Hours block.

Death

Notifying the Eagan Accounting Service Center

Notify the Eagan Accounting Service Center (ASC) as soon as possible when
an employee dies, giving the employee's name and Social Security number.
Make sure that a checkis not issued for a deceased employee. If a checkis
issued, it must be returned to the Eagan Management Support Service
Center (MSSC), Attn: Disbursing.

Preparing PS Form 1314, RegularRural Time Certificate

Prepare PS Form 1314 asfollows:

a. Prepare a duplicate PS Form 1314, copying the indicative datafrom
the deceased carrier'sPS Form 1314. Show Leave Without Pay
(LWOP) in the DaysAssigned Carrier Absent (DACA) block, and enter
the replacementcarrier'sinformation. A substitute replacement carrier
may be needed to crossfoot the card if the regular carrier performed
service during the pay period (see Exhibit589.2a).

b. b. On the deceased carrier'soriginal PS Form 1314, enterthe proper
information and submit it as an adjustment to the Eagan Accounting
Service Center (ASC). Forexample, a regular carrier worked every day
and died at 12:05 a.m., Thursday, week 2 of the pay period. He was
scheduled to work and is entitled to be paid forthe day. An O
(Other Leawve) is entered in the block for Thursday of week 2 (see
Exhibit 589.2b).

C. c. Prepare PS Form 2240-R (see Exhibit 589.2c¢).
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Exhibit 589.2a
Duplicate PS Form 1314 (Deceased Carrier)
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Exhibit 589.2b
Original PS Form 1314 (Deceased Carrier)
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Exhibit 589.2¢
PS Form 2240-R, Rural Pay or Leave Adjustment Request forPS Form 1314 (Deceased Carrier)
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590 Adjustments

304

591

591.1

591.2

592

592.1
592.11

Overview

Pay Adjustment Criteria
If it appears necessary to make a pay adjustmentto adjust an employee's
workhours, leave hours, equipment maintenance allowance (EMA), or

deductions that have been incorrectly inputinto the payroll system, make a
preliminary review to determine the reason for the adjustment. The review

includes:

a. Checking PS Form 1314, RegularRural Carrier Time Certificate, and
PS Form 1314-A, Auxiliary Rural Carier Time Certificate, and related
documentsforerrors or omitted entries.

b. Comparing the appropriate ssgment on the employee'searings
statement with related information on PS Forms 1314 and 1314-A.

C. Determiningifthe adjustmentisrelatedto a document processed
outside the timekeeping system, such as delivery forms(PS Forms
4003 and 4241), personnel action, health benefits, union dues, savings
bond, orothersimilarforms.

Methods for Pay Adjustments

When an adjustmentis necessary, it must be handled by one of two

methods:

a. Referincorrectroute data from processing PS Forms 4003 or4241 to
the Delivery Senices section for corrective action. When these forms
are processed correctly, the regularassigned carrierand all
replacement carriers will be retroactively adjusted from the effective
date of the document.

b. Ifthe adjustmentisnecessary because of incorrect submission of data

on PS Forms 1314 or 1314-A, late personnel actions, health benefits,
etc., then the adjustment clerkmust prepare and submit a properly
approved PS Form 2240-R, Rural Pay orLeave Adjustment Request.

Preparing and Submitting PS Form 2240-R, Rural
Pay or Leave Adjustment Request

Preparation

Corrected Data

For all typesof adjustments, enterthe indicative data of the assigned
carrieron PS Form 2240-R. Enterthe corrected data and complete all other
segmentsas originally submittedon PS Forms 1314 or1314-A (see
Exhibits592.11a,592.11b, and592.11c¢c). Attach a copy of the employee's
PS Form 1223-A, Earings Statement, orPS Form 1223-B,Earming
Statement — Net to Bank, if available.
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Exhibit 592.11a
Original PS Form 1314
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Exhibit 592.11b
Original PS Form 1314-A
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592.11 Time and Attendance

Exhibit 592.11¢c
PS Form 2240-R, Rural Pay or Leave Adjustment Request for PS Form 1314
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Exhibit 592.11d

592.11

PS Form 2240-RA, Rural Pay or Leave Adjustment Requestfor PS Form 1314-A
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592.12

308

592.12

592.13

592.2

Time and Attendance

Outside the Timekeeping System

Ifthe adjustmentisrelatedto formsoutside the timekeeping system, such as
late personnel actions, union dues, savingsbonds, etc., only the indicative
data must be completed with a description of the problemin the remarks
section. Attach a copy of the form that was in error.

Signatures Required
PS Form 2240-R must be signed by the employee and the employee's
supervisor. In the event the camrierisunavailableto sign the form, the

supervisor or clerk who nofifies the employee of the adjustment may sign his/
hername in the employee'sblock

Submission
Forward all adjustment requeststo the imagingcenter.
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6 Totaling Timecards

610 Overview

611  The purpose of this subchapteristo provide a summary of the major
proceduresdescribed in chapter6.

612 This chapter describesin detail the procedures to be followed in fotaling
timecardsat the end of the week and in sending the timecardsto the

Distributed Data Entry/Distributed Reporting (DDE/DR) site or postal data
center (PDC) as designated for processing.

613 There are three majortasks that must be performed in connection with

sending timecardsto the DDE/DR site or PDC as designated at the end of
each week

a. Collectingthe timecards.

In addition to the properPS Form 1230-A or 1230-B preprinted
timecard, allPS Forms 1230-C and 1234 which theemployee hasused
during the weekmust be collected and used in calculating the number
of hours for which the employeeisto be paid.

b. Totaling the timecards.

The paid hours shown on PS Form 1234 must be combined with the
paid hoursshown on the clockring side of the appropriate

PS Form 1230-A, 1230-B, or 1230-C. The combined total must then be
posted to the front side of PS Form 1230-A, 1230-B, or 1230-C and
entered in the properblock

C. Mailing the timecards.
The timecards should be mailed as soon as possible after the dose of
the last tour on Friday. Timekeepers must not total the timecard of any
employee who is on the dock Only after the employee has clocked out
can histimecard be totaled.
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620 Procedures

310

621

621.1
621.11

621.12

621.13

621.14

Preparing Timecards for Totaling

Collecting Cards from Racks

The supervisor will remove from the racks the 1230-A, 1230-B, and 1230-C
timecards of all employees not remaining in an authorized overtime status at
.08 hours (5 minutes) after the scheduled ending time of Friday's tour. At the
end of any overtime period, thetimecardsof employeesin an approved
overtime status will be removed from the imecard racks by the supervisor on
duty. The supervisorwill give the timecardsto the timekeeperso that the
timekeeper can total them, obtain necessary supervisor approval, and
prepare them forsubmission to the DDE/DR site or PDC as designated.

The timekeeperis to verify thathe has a timecard for all employees that are on

the rolls of the office even if the employee performed no service during the

week. The timekeeper should give careful attention to the daily entries on the
timecards to see that they have been properly recorded and calculated.

Hours should be recorded in hours and hundredths. Leave and other paid

houridentification codesshould appearwhere required.

The timekeeperisto be sure that both the timecard dockrings and the daily

extensionsare legible and have notbeen mutilated.

If a imecard is missing, illegible, or otherwise damaged, the timekeeper will

reconstruct the employee'stimecard entrieson a PS Form 1230-C. If

necessary, the timekeeper should contact the employee's supervisor to
determine the proper missing timecard entries. If the supervisoris
unavailable, the timekeeper should reconstruct the employee's timecad
entriesfrom any formal orinformal tourrecordsmaintained by the
employee's supervisor. If no tour records are available, the timekeeper will
reconstruct the employee's timecard entries on a PS Form 1230-C in the
followingmanner:

a. All indicative data (such asname, Social Security number, pay location,
etc.) must be entered. If the imecard is damaged or mutilated, the
timekeeper should transfer any legible entries and extensions to PS
Form 1230-C.

b. Record any leave forthe employeebased on the PS Forms3971 on
file.

C. Record any exceptions(such as overtime, out-of-schedule, etc.) forthe
employee from any authorization lists prepared by the employee's
supervisor.

d. Record any “travel on nonschedule day” time forthe employeefrom
the authorization asdescribed in chapter 2.

e. Record anyholidayleaveforthe employee from the official work
schedule.
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621.17

Record the remaining timecard entriesfrom the official workschedule
and obtain a crossfoot balance. Forexample, ifan employee was
scheduled for40 hours, the timekeeperwill record a total of all of the
hours of paid leave orguaranteed time and subtract the total from 40.
The difference will be entered as“work hours.”

When a through f above have been completed, the timekeeper must
have the entries reviewed and veiified by the employee. The employee

must sign the PS Form 1230-C to indicate concurrence with the
entries.

621.15 The timekeeper should document all reconstructed entriesin duplicate on a
PS Form 13, Routing Slip, asfollows:

621.16

621.17

a.

The “To” section should include the name of the employee'ssupervisor
and the timecard custodian.

The “From” section should have the name of the timekeeper.

The “Date” section should have the date of the preparation of the

PS Form 13.

The “Remarks” section should include the type of entry, the

employee's name, date(s) of reconstructed entry, and amount(s) of
reconstructed entry.

The original PS Form 13 is to be forwarded to the employee's supervisor and
the duplicate to the timecard custodian. To approve the imecard entiies, the
employee's supervisor will initial the PS Form 13 next to the reconstructed
amounts and forward it to the custodian. To change the timecard entry, the
employee's supervisor is to line out the incorrect entry and initial the correct
entry. The timecard custodian or adjustment derk will make any necessary
adjustmentsin the following pay period.

Exhibit 621.17 isan example of a propely completed PS Form 13 for an

employee whose timecard ismissing or mutilated.
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Time and Attendance

Exhibit 621.17
An Example of How to Reconstruct Missing Timecards

This is an example of how a timekeeper should document the reconstruction of
timecard entries for employ ees whose timecards are missing or mutilated. The
timekeeper should also prepare a PS Form 1230-C so that these hours may be
recorded and submitted to the DDE/DR site or PDC as designated.
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621.2 Collecting PS Form 1234, Utility Cards

621.21

The supenisor will remove from the racks the PS Foms 1234, Utility Card, of
all employees not in an authorized overime status at .08 hours (5 minutes)
after the scheduled ending time of Friday's tour. (At the end of the overtime
period, the PS Forms 1234 of employeesin an approved overtime status will
be removed from the timecard racks by the supervisor on duty.) The
supervisor is to give these timecards to the timekeeper so that the
timekeepercan use them fortotaling an employee'swork hours.
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621.22

621.3

621.4

622

622.1

622.2

622.2

The timekeeperisto ensure that all PS Form 1234 tmecards are received for
totaling. Since theemployee'sPS Form 1230-A, 1230-B, or1230-Cis
marked with “1234" for each day a PS Fom 1234 is used, the timekeeper
will make certain that at least one PS Form 1234 is received for each day so
marked.

Calculating Daily Clock Rings

On any timecard which the daily clockringshave not previously been totaled,
the timekeeperwill extend the daily clockringsand record the time in hours
and hundredths. These extensionsare to be completed assoon as possible
afterthe end of the employee'sFriday tour.

Arranging Timecards

The timekeeper will collect each employee's PS Forms 1230-C, PS Foms
1234, and 1230-A (or 1230-B) and group them together. This will aid the
timekeeperin the totaling and crossfoot procedure.

Totaling Timecards

Reviewing Daily Totals

The timekeeperis to review the daily enties and extensions on the timecards

to see thatthey have been properly recorded and totaled. All timecard

entries should be in hours and hundredths. Leave and other hours codes

should be recorded on the timecard when required. If the timekeeper feels

thatan entry isincorrect or out of the ordinary, even though the supervisor

has authorized it, the timekeepershould:

a. Checkthe employee'swork schedule.

b. Check any authorizationlistsprepared by the employee'ssupervisor.

C. Check any formal orinformal tourrecordsmaintained by the
employee'ssupervisor.

d. Contactthe employee'ssupervisor.

Reviewing Documentation Supporting Timecard Entries

The timekeeper will verify that all timecard entries requiring documentation
have been propedy documented, induding those entries requiring supervisor
approval. Thetimekeeperwill verify that:

a. APS Form 3971 ison file foreach employeeforall paidleave and
leave withoutpay (LWOP)timecard entries.

b. APS Form 3189ison file foreach employeerequest to work
out-of-schedule.

C. A PS Form 7020 ison file forall steward'sduty time, meeting time, and
Civil Disorderleave entries.

d. APSFom 1723 ison file foreach employeeforeach period of higher
level hoursorloaned hours.
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622.3

Time and Attendance

622.3 Totaling the Timecard

622.31 As soon as possible afterthe close of the employee'sFriday tour, the
timekeeperwill total each individual entry in each column of the timecard.
These entriesare to be added and the totalsrecorded in the propertotals
block, as shown on Exhibit622.31. AlIPS Forms1230-A, 1230-B, and
1230-C will be totaledin the following manner:

a.

314

DISALLOWED Column: Time amountswill be totaled from the daily
blocks and entered in total boxes“1" and “12.”

LWOP Column: Time amountswill be totaled from the daily blocksand
entered with the propercode in total box “2.” Two different
identificationcode entriescan be entered, one abovethe other, in this
block. If there are more than two different identification code entriesin
thiscolumn, the time will have to be recordedin another box which will
not be used (see below).

OL Column: Time amountsformiscellaneousleave categorieswill be
totaled from the daily blocks and entered with the proper code in total
box “3.” Two different leave codes can be entered in this box. If there
are more than two leave code entries, the time will have to be recorded
in anotherbox which willnot be used (see below).

SL Column: Sickleave time will be totaled from the daily blocksand
entered in total box “4.”

AL Column: Annual leave time will be totaled from the daily blocksand
entered in total box “5.”

OTHER PREMIUM Column: Sunday premiums, out-of-schedule
premiums, etc., will be totaled from the daily blocksand entered with
the propercode in total box “6.” Two different premium codescan be
entered in thisbox, one above the other. If there are more than two
different premium codes, the time will have to be recorded inanother
box which will notbe used (see below).

NW Column: Night differential hourswill be totaled from the daily
blocks and entered in total box “7.”

OT Column: Overtime hoursand penalty overtime hoursmust be
totaled separately from the daily blocks and entered with the proper
code in total box “8,” for each type of overtime.

GUARANTEED OT boxin OT Column: Guaranteed overtime will be
totaled from the daily blocksand entered in total box “10.”

CLOCK HOURS Column: Total clockhourswill be totaled from the
daily blocks and entered in the total box “11.”

GUARANTEED TIME in CLOCK HOURS Column: Guaranteed time
hours will be totaled from the daily blocksand entered in total box “9.”
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Exhibit 622.31
TotalingPS Form 1230-A, Timecard

This is an example of how timekeepers are to total timecards at the end of the week.

-
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622.32

622.32

622.33

622.4
622.41

Exhibit 622.41

Time and Attendance

The timekeeperwill total the employee'stimecard entriesby adding the
entrieson all PS Forms 1234 to the appropriate daily entrieson the
employee'sPS Form 1230-A (or 1230-B). The total will be recorded on the
1230-A (or 1230-B). Forinstance, the timekeeper will total the DISALLOWED
column of the employee'sPS Form 1234 and add it to the entriesin the
DISALLOWED column of PS Form 1230-A. Thenthe total disallowedtime on
both timecardswill be recordedin blocks“1" and “12" on PS Form 1230-A.

The timekeepertotaling the timecard will enter hisinitialsin the space at the
bottom of the clockring side of the timecard.

Transferring Totals to Face of Timecard

Aftertotalingthe timecard, the timekeeperwill transferthe entriesin the total
boxes on the clockring side to the properblockon the front of the timecard.
As each entry in the total boxesisposted to the front, the timekeeperwill
place a check mark next to it, to show that the entry has been properly
posted. If an entry to be posted does not have a printed coded blockon the
front of the timecard, then the timekeeper must enterthe code and the time
in one of the blankblocks. Exhibit622.41 isan example of a timecard with
propercoding in the blankblocks.

Posting Time on the Front ofthe Timecard

By kil
123 EAYH

WEEK

""“"'rq-n. C N

\_ tsttssem

TIME CARD |

% /

Code numbers musi Four numbers must always be %S;E?;Dﬂ:ﬁihh
alwgps be used Lo report iased in reporting hours, even B s from
hours. if some of the numbers are box 13 on the clock ning side.
leading reroes,
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622.51

622.42 The information contained in the total boxesof the clockring side of PS
Form 1230-A, 1230-B, or 1230-C is to be posted to the front (n hours and
hundredths)in the followingmanner:

622.5
622.51

a.

Total box 1: The amountin thisbox will not be transferred to the face of
the timecard.

Total box 2: The amount of the coded entriesin thisbox will be posted
to the block on the front of the timecard with the same identification
code. For example, a coded entry “569" would be posted to the “59"
PART DAY LWOP blockon the front of the timecard.

Total box 3: The amountofthe codedentriesin thisboxisto be posted
to the block on the front of the timecard with the same identification
code. For example, a coded entry “85" would be posted to the “85"
VOTING LEAVE blockon the face of the timecard.

Total box 4: The amountinthisboxisto be posted to block“56" SICK
LEAVE on the front of the timecard.

Total box 5: The amountin thisboxisto be posted to block “65"
ANNUAL LEAVE on the front of the timecard.

Total box 6: The amountofthe codedentriesin thisboxisto be posted
to the block on the face of the timecard with the same identification

code. For example, a coded entry “72" would be posted to the “72"
SUNDAY PREMIUM blockon the front of the timecard.

Total box 7: The amountinthisboxisto be posted to the “564" NIGHT
WORK blockin the right-hand column on the front of the timecard.

Total box 8: The amount of overtimein thisboxisto be posted to the
“63" OVERTIME blockin the right hand column on the front of the

timecard. Penalty overtime hoursare to be posted to the “43"
PENALTY OVERTIME blockon the leftside of the timecard.

Total box 9: The amountin thisboxisto be posted to block “62"
GUARANTEED TIME on the frontof the timecard.

Total box 10: The amount of thisbox is to be posted to block“68"
GUARANTEED OVERTIME onthe front of the timecard.

Total boxes 11,12, and 13:In orderto determine the correct amount of
work hours to post to the front of the timecard, the timekeeperisto
subtract the amountoftime inbox 12 from the amountinbox 11 and
enterthe difference in box 13. The amountinbox 13 isto be posted to
the “562" WORK HOURS blockin the right columnon the front of the
timecard.

Figuring Crossfoot Balances

The timekeeper should calculate the crossfoot balance from the totalsin the
blocks on the front of the timecard. All entrieswith a plus(+) sign will be
added, and all entries with a minus (-) sign will be subtracted in the crossfoot
calculation. Boxes without a plus (+) or minus (-) sign are notinduded in the
crossfoot calculation. (See Exhibit 622.51 and Appendix B.)

317



622.52

Time and Attendance

Exhibit 622.51
Nonscheduled Crossfoot Worksheet

This worksheet can be used to assist in totaling each employ e€'s timecardfor purposes of computing the amount to be
entered in PS Form 1230-A (or 1230-B) NON-SCHED. X-FT block.

1. Enter total of all {+) bours, o

3. Enter total of all (—) bours.

3. Subiraci Lise “b° from lne ‘a’ and enter the crossfoot total .

4, Enter the amount from line ‘¢’ bere f the amount 13 $0.00
less tham 40,00 d

. Bubtract d from 40,00 and enter the difference in block

76" MOMN-SCHED. X-FT. HRS. & shown on Exhibit
522.52

622.52 Wheneveran employee'stotal weekly hoursdo not equal 40 hours, the
timecard must be “forced” to crossfoot (postal inspectors crossfoot to 48
hours). Full-time employeesare expected to work5 days perweek These
employeesshould be charged LWOP forall nonpay statusabsencesunless
newly appointed orseparated during the pay period. Because part-time
employees, casuals, and temporariesare notrequired to work 40 hours per
week, they would receive nonscheduled hours to crossfoot the timecard. Enter
thisdifference in block“76" NON-SCHED. X-FT HRS. on the
PS Form 1230-A or 1230-B (See Exhibit 622.52).

Exhibit 622.52
Recording Nonscheduled Crossfoot Hours

In this example, a part-time regular's hours did not crossfoot to 40.00. Therefore, it was necessary to compute the
difference between the part-time regular's service hours and 40.00 and to enter the difference in block “76"
NON-SCHED. X-FTHRS.
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622.55

622.56

622.6
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622.61

Total hours for employees who have not been on the payrall for a full week
because of an appointment or separation (including deceased cases), which
do not crossfoot to 40 hours, should also have the numberof hours
necessary to crossfoot to 40 hours entered in block “76" NON-SCHED. X-FT
HRS. For example, if an employee is separated after being in a pay status for
16 hours, 24.00 hours would be entered in block “76" to make the timecard
crossfoot to 40 hours.

If an employee hasseparated (includingdeceased cases)or terminatedin a
priorweek, return the pre-punched timecard with 40 hoursentered in block
“76" NON-SCHED. X-FT HRS. on the PS Form 1230-A or 1230-B. Boldly
annotate the timecard with the Nature of Action (i.e.,terminated, separated,
etc.)and date. Enter“999" in block“98" PAY LOC. CHANGE. These entries
will alert the personnel at the DDE/DR site or PDC as designated. A losing
office ora Change Appointing Office (CAO)will make similarentriesand
annotate the timecard with “CAQO” and the effective date. Itisimportant that
ALL pre-punched timecards sent to offices be returned to their PDC with a
40-hourcrossfoot, even if no hours are worked.

The hours used to “force” an employee's time to crossfoot to 40 hours are
not pay hours; they are needed to help the PDC computersprocess
timecardsin the most efficient manner possible.

Timecardsfor PDC and Engineering Support Center (RSCsN and W)
bargainingunitemployeesmay require special crossfooting procedures.
Note that Teletime (code 32), Beeper Time (code 34), Guarantee Teletime
(code 33), and Guarantee Tele Overtime (code 36)do not enterintothe
crossfoot calculation.Under certain conditions, employeesmay be entitled
to straight time pay forpaid hoursover40 hoursin the service week. If all
entrieswith a plus(+) sign are added and all entrieswith a minus(-) sign are
subtracted, resulting in a total greaterthan40 hours, an Xtra Straight Time
minus(-) entry (code 35)is made in an amount sufficient to effecta 40-hour
crossfoot. Thisentryis made only on the front of the timecard in a blank
block.

Verification of Completed Timecards

Where possible, the installation head should review and veiify the imecards
afterthey have been totaled and before they are submitted to the DDE/DR site
or PDC as designated. Thisreview and verification function may be
delegated to another employee if the installation head is not available. When
anotherperson is not available, the verification should be done by the person
who totaled and checked the enties. The person verifying the imecard will
enterhisinitialsin the space at the bottom of the clockring side of the
timecard asshown on Exhibit 622.61.
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622.61 Time and Attendance

Exhibit 622.61
Verifying Timekeeper Totals

Whenev er possible, the installation head (or his designate) should rev iew the
timecards and verify the entries prior to dispatching them to the MSC. The person
v erifying the timecards is to initial it as shown below.
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622.62 Each installation must administratively arrangeitsschedulesand assignment

August 2009

of personnel to perform as much of the review and verification aspossible
without sacrificing the ability to meet the established deadline for submitting
timecardsto the DDE/DRsite or PDC as designated. Smallerinstallations
(less than 50 employees)should review all timecards. Larger installations (50
or more employees)should review asmany timecardsasthey possibly can.
The minimum review and verification will consist of:
a. Crossfoot balancingofthe timecardsto 40 hours. If necessary, block
“76" will be used to make the timecard crossfoot to 40 hours.

b.  Verifying the accuracy of night differential total hours.

C. Verifying that leave totalshave been correctly coded with the proper
identification code and have been recorded in the correct timecard
blocks.

d. Verifying all entriesin work and leave columnsand the accuracy of
column totals.

Persons re sponsible for daily entries and weekly totals on the imecards may

want to use the timecard checklist on Exhibit 622.62 as a guide for reviewing

and verifying. If all answersare “yes,” then the correct procedureshave
probably been followed.
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Exhibit 622.62
Timecard Verification Checklist

Item |Yes |No |Verified by

GENERAL

1. Are daily blocks initialed by proper individual?

2. Are weekly totals initialed by person totaling timecard?

3. Are weekly v erifications initialed by person verifying timecard?

4. Are corrections properly initialed?

TIME ENTRIES (CLOCK RING SPACES)

5. Aretime entries recorded mechanically orin blue or black ink?

6. Is employ ee excused from clocking if there is no time entry?

7. Is proper certification used for excused officials?

8. Is only one clocking method used during a pay period?

9. Is diagonal line through space for non-workday s?

10. Is the meal period excluded from total elapsed work hours?

11. Is unauthorized clock time excluded and properly disallowed?

12. Is daily elapsed work time computed correctly ?

NIGHT DIFFERENTIAL

T3. Ts night work time computed only Tor hours befween© p.m.and6a.m.?

14. Is the employ ee eligible f or night differential?

15. Is the night work time computed correctly ?

LEAVE COLUMNS (WITHOUT PAY, OTHER LEAVE, SICK LEAVE, ANNUAL LEAVE)

16. Is leav e entered and correctly coded in the proper column?

17. Is leav e recorded in hours and hundredths?

18. Is leav e granted only on a scheduled workday ?

19. Does the employee have a large enough annual or sick leave balance to cover the
time taken?

20. Are Teav e hours excluded from work hours?

21.1s leave in LWOP and OL column properly coded?

22. Are nonworkdays within a period of miltary leave charged against the military leave
calendar day allowance?

23. Is the employee eligible for holiday leave?

OVERTIME COLUMN

24 Ts overtime or penafly overfime work recorded for work in excess of 8 hours per
day?

25. Ts the employ ee eligible Tor overtime or penalty overtime?

26. Is overtime and penalty overtime entered in hours and hundredths?

SUNDAY PREMIUM

Z27. Ts tThe employ ee eligible?

28. Is Sunday a scheduled workday ?

29. Are Sunday premium hours properly identified and correctly coded in the other
premium column?

WEEKLY TOTALS

30. Are daily entries totaled correctly?

31. Are hours from PS Form 1234, Utility Card, properly posted to PS Form 12307?

32. Are all work hours, premium hours, and leave hours recorded in hours and
hundredths?

33. Are weekly totals recorded in the total boxes and transferred to the correct block
on the face of the timecard?

34. Are weekly totals inthe LWOP, OL, and Other Premium columns properly coded,
totaled, and transferred to the face of the timecard?

35. Do all PS Forms 1230 crosstootto 40 hours™

36. Are totaling and v erifying employees properly identfied on the bottom on the clock
ring side of the timecard?
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622.63

Exhibit 622.63
Properly Totaled Timecard for Employees Who Are Required to Sign the Timecard
This is an example of a properly totaled weekly timecard for the employees identified in 141.2 and 141.3.

623.14

Employeeswho are not required to enterdaily clockrings(see 141.31) must
sign the timecardin the EMPLOYEE'S SIGNATURE (ONLY WHEN
REQUIRED) block (see Exhibit 622.63). Total hours worked and total leave
taken will be totaled and entered in the appropriate blocks on both sides of
the timecard.
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623

623.1
623.11

623.12

623.13

623.14
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The timecards of employees who are required to write in their daily clock
rings(see 141.21)will be totaled and verifiedin the normalmanner. These
employees must sign their timecards in the EMPLOYEE SIGNATURE (ONLY
WHEN REQUIRED) block(see Exhibit622.63).

Sending Timecards to the DDE/DR Site or the PDC

Deadline

The DDE/DR site and the PDC have rigid time schedules to follow in handling
and processing timecardsand related documents. It isessential that all
timecards and related documents be accurately completed and verified to
the extent possible immediately followingthe close of each week.

Stations and branches or organizational units must transmit all material to
their main office for consolidation and mailing. After grouping all documents,
mail to the field division orMSC serving the installation. From that point
timecards will be processed by the designated DDE/DR site or pouched for
forwarding to the PDC.

Mail all timekeeping-related documentsto arrive at the appropriate field
division orMSC before noonon Saturday (orbefore any otherdeadline the
field divisionor MSC may establish).

Installationsthat do not report administratively to a field division orMSC
should send theirtimecardsand related timekeeping documentsdirectly to
the DDE/DR site or PDC as designated.
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623.2
623.21

623.22

623.23

623.24

623.3
623.31

623.32

623.33

623.34

Time and Attendance

Mailing Labels

Label 17 isto be used only formailing timecards and other documents to the
management sectional center. Do not use this label for any other purpose
such as correspondence; information orinquiries; requestsfor Label 17;
bond applications; or other timekeeping, payroll, or leave matters.

Complete Label 17 to show the name of the installation and CAG
alphabetical code.

Dispatch enwvelopes, packages, boxes, etc. bearing a completed Label 17 to
arrive at the field divisionorMSC serving the installationin time to allow
processing by the DDE/DR site if designated or for pouching and forwarding
to the PDC by the deadline in623.13. Envelopes, packages, boxes, etc.,
must be postmarked when dispatched.

Label 17 isavailable fromthe PDC that servesthe postal installation.
Requests for supply of the label should be made on office memorandum.

Special Considerations

Installations should make only one timecard dispatch per week. All PS Forms
1230-A (or 1230-B), all PS Foms 1230-C, and all PS Foms 1314, Regular
Rural Carrier Time Certificate, should be included in thisdispatch. No
dispatch should be made until the last tour on Friday has ended and until all
timecards have been properly totaled.

Rural Carrier Certificates should be grouped separately from PS Forms 1230;
otherwise, no special grouping isrequired.

The paychecks for an installation cannot be prepared until every employee
who is on the rolls of the installation is accounted for during both weeks of the
period. A timecard must be submitted for every employee atthe end ofeach
week even though the employee may not have earned any pay during the
week. It is important that all pre-punched timecards sent to the field be
returned to the DDE/DR site or PDC as designated with a 40-hour crossfoot.
Not returning timecards for employees dtill active in the system could delay
the salary checks for that entire office and possibly resultin an erroneous
emergency salary payment.

If an office continues to receive the pre-punched timecards for terminated
employees, they should notify the Personnel Office that the PS Form 50 may
not have been processed and follow the proceduresgivenin 622.53.
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711
7111

711.2

711.3

711.4

711.5

General

This chapter describes the procedures that should be followed to adjust

eitheran employee'spay orto adjusttimecard data which hasbeen

incorrectly reported to the postal data center (PDC).

When it appears necessary to make a pay or timecard adjustment, eitheras a

result of a request by the employee orfrom some condition found by the

installation, timekeepers are re sponsible for making a preliminary review to
determinethe reason forthe adjustment. Thereview should include the
following:

a. Checkingtimecardsand related documentsforerrors or omissions of
entries.

b.  Comparing the hourson the employee'searningsand deductions
statements with related information on timecard documents. The
information should be confirmed with the payroll register aswell.

C. Determiningif the adjustmentisrelatedto a document processed
outside of the timekeeping system, such as a personnel action, health
benefits, union dues, savingsbonds, or othersimilarforms.

d. Determiningthat sufficient time haselapsed forthe postal data center
to process an action that affectspay ortimecard data.

If the preliminary review indicates no adjustment is necessary, inform the

employee without referringthe matterto the postal data center.

Employeesrequesting an adjustment should be encouraged to bring their

PS Form 1223-A, Eamings Statement, withthem when they speakto the

timekeeper. By bringingthisearningsstatement, the review processcan be

performed more efficiently.

In most cases, the sequence of eventsin obtaining an adjustmentis as

follows:

a. The employee identifiesthe potential errorand notifiesthe appropriate
timekeeper.

b. Thetimekeeperwillresearch the problemand, ifnecessary, prepare
PS Form 2240, Pay, Leave, or Other Hours Adjustment Request. If the
adjustmentis caused by timekeeper error, the timekeeper will refer the
employee to the adjustment clerk.
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712
7121

712.2

712.3

Time and Attendance

C. Wheneverthe adjustmentiscaused by timekeepererror, the
adjustment clerkwill prepare a PS Form 2240.
d. In all cases, the employee'ssupervisorisrequired to sign
PS Form 2240 before sending the adjustment to the Distributed Data
Entry/Distributed Reporting (DDE/DR) site or PDC as designated.
When an adjustmentis found to be necessary, it must be handled in one of
two methods:

a. Ifthe adjustmentissupported by the timecard and it appearsthat the
mistake was caused by an error at the postal data center, the
timekeeperisauthorized to prepare and submit a properly approved
PS Form 2240.

b. If the adjustmentiscaused by an error on the timecard either through
clock rings which have incorrectly recorded or premium hours which
have been incorrectly entered, the adjustment must not be handled by
the imekeeper. In such cases, the employee should be referred to an
adjustment clerk. It will be the adjustment clerksresponsibility to
prepare the adjustment form. (For purposes of these instructions, the
individual responsible for processing adjustmentscaused by
timekeeper error will be called the “adjustment derk” This individual
can be anyone whom the installation head designates, but should not
be the timekeeper.)

Preparing PS Form 2240

There is one preliminary activity regarding the preparation of PS Form 2240
thatis common to all adjustments. Thisactivity iseasy to perform for
adjustmentsto PS Form 1230-A (or 1230-B) and more complex to perfom if
the adjustmentsare to PS Form 1230-C.

If the adjustmentis necessary because of an incorrect PS Form 1230-A (or

1230-B), the ‘indicative data” should be entered on PS Form 2240 as shown in
Exhibit712.3.

If the adjustmentis necessary because of an incorrect PS Form 1230-C, the
“‘indicative data” should be entered on PS Form 2240 as shown on Exhibit
712.3.

HandbookF-21



Adjustments 712.3

Exhibit 712.2
Preparing PS Form 2240 to Adjust PS Form 1230-A (or 1230-B)

This is an example of a properly prepared PS Fom 2240. Note that all of the “indicative data” from the top of the
PS Form 1230-Ais entered on the PS Form 2240. This form will be used to adjust the timecard shown below.
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Exhibit 712.3

Preparing PS Form 2240 to Adjust PS Form 1230-C
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713.2

713.3

713.4
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713.6

713.6

Sending the Adjustment Request PS Form to the
DDE/DR Site or the Postal Data Center as
Designated

The snap-out two-part PS Form 2240 should be prepared and handled as

follows:

a. Theoriginal shouldbe submitted to the DDE/DR site or PDC as
designated as soon as possible. The form does not need to be held
until the close of the pay period.

b.  Thecarbon copy should be retained by the timekeeperorthe
adjustment clerk as a record for the fact that an adjustment request
was made.

Do not send the corrected timecard to the DDE/DR site or PDC as

designated.

Only one adjustment request for a particulartimecard should be in process at

the DDE/DR site or PDC as designated atany onetime. Forexample, if an

employee were to receive anadjustment forweek1 in pay period 6, thenonly
one adjustment request form should be at the postal data centerfor week 1 in
pay period 6 ata time. However, an adjustment may be sentin forweek1 in
pay period 7 at the same time the week 1 pay period 6 adjustment was sent to
the DDE/DR site or PDC as designated.

Timekeepers and adjustment derks should markin red on the timecard the
factthat they have adjusted the timecard.

It is not possible to adjust an employee's timecard unfil after he has been
paid. Therefore, do not send an adjustment to the DDE/DR site or PDC as

designated forthe current pay period.

PS Forms 2240 will be returned to the iniiating office, filed with the timecard
for the period adjusted, and retained for 3 years.

329



720

Time and Attendance

720 Adjustments

721

7211

721.2
721.21

721.22

721.3
721.31

721.32

721.33

721.34
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Pay Adjustments

Definition
A “pay” adjustment is one that is necessary because of a document

processed outside of the timekeeping system (such asa PS Form 50,
savings bond deductionauthorization, etc.).

Determining and Verifying the Amount of the Adjustment

The method used to determine and verify the amount of an adjustmentin the
case of a “pay” adjustment dependson whatitem isin question. If, for
example, the employee statesthat the amount withheldfor savingsbond
purchasesisin excess of that authorized, the timekeeperoradjustment clerk
will request the DDE/DR site or PDC as designatedto referto the appropriate
savings bond deductionauthorization form. If the employee statesthat his
health benefit deductionisnot high enough, the timekeeperoradjustment
clerk will need to referto the appropriate health benefit deduction form to
verify the code and to determine that the correct rate ischarged.

The timekeeperoradjustment clerkshould establish that the required
document wasproperly prepared and submitted to the DDE/DR site or PDC
as designated. If the form was not prepared, action shouldbe initiated to
prepare one and to send it to the DDE/DR site or PDC as designated.

Completing the Pay or Leave Adjustment Request PS Form

In the case of a “pay” adjustment, allthat will be necessary is that the
adjustment clerkortimekeeperenterthe necessary identifyinginformation on
PS Form 2240 and note in the remarkssection the day on which the
deduction authorization form wasoriginally submitted to the DDE/DR site or
PDC as designated.

PS Form 2240 is not to be considered complete nor will it be processed by
the DDE/DR site or PDC as designated ifit hasnotbeen signedby the
employee, the imekeeper and/or adjustment clerk, and the employee's
supervisor.

The proposed “pay” adjustment isto be discussed in the “Remarks’ section
of PS Form 2240. The adjustment clerk is to indude information regarding
what happened and what should have happened on the employee'spay
record.

Exhibit 721.34 is an example of a properly completed PS Form 2240 fora
“pay” adjustment.
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Exhibit 721.34
Making a “Pay” Adjustment
This is an example of a properly completed adjustmentfom for a “pay ” adjustment. No entries are required to work or

leav e hours or on timecard for this type of adjustment.
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722.13

Leave Adjustments

Definition

Time and Attendance

“Leave” adjustments are necessary to correct errors or omissions made as a
result of incorrect, improper, orincomplete timecard recording and

processing.

There may be cases when a “leave” adjustment must be made together with
another type of adjustment, such as a work hours adjustment. In those cases
where there is more than one adjustment to an employee's timecard, it will be
necessary to refer to the appropriate section(s) of thisadjustments

chapter.

The following “leave” categoriescan be adjusted by using PS Form 2240:

Leav e Category Code Number
Leav e Without Pay -IOD/OWCP 49
Annual Leav e 55
Sick Leave 56
Holiday Leave 58
Part Day Leav e Without Pay 59
FullDay Leave Without Pay 60
Court Leave 61
Postmaster Conv ention 66
Military Leave 67
Blood Donations 69
Continuation of Pay/Injury on Duty 71
Civil Defense 77
Acts of God 78
Veteran's Funeral 79
Relocation 80
Civil Disorders 81
Union Official Leave Without Pay 84
Voting 85
Other Paid Leave 86
Postmaster Organization Leav e 89
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722.2
722.21

722.22

722.3
722.31

722.31

Determining and Verifying the Amount of the Adjustment

When an employee questionsthe accuracy of the “paid leave” hours
balanceswhich appearon his“Earmingsand Deductions Statement,” the
timekeeperisto obtain all of the employee'stimecardsforthe work weekin
question. The adjustmentform should not be completed until these
documentshave been examined by the timekeepersand/orthe adjustment
clerk.

Adjustments can result because ofincorrect totaling, improper coding,
posting errors, illegible imecards, or computer errors. It isimportant to
understand why the adjustment occurred so that steps can be taken to
minimize itsfuture occurrence.

Completing the PS Form 2240

Adjustments to “leave hour” entiies are made by entering the correct number
of hours into the appropriate blocks on PS Form 2240. Those hour entries
which were originally incorrect on the employee'stimecard neednot be
entered. For example, if a sickleave hour's entry was 5.00 and should have
been 5.50, the 5.50 hour'sentry is to be posted into block “56" on

PS Form 2240. If the corresponding workhours entry was 35.00 and should
be 34.50, the 34.50 hour'sentry is to be posted into the “work hours” block
on PS Form 2240. Exhibit 722.31a isan example of a properly completed
adjustment form foran employee who wascharged an improperamountof
sick leave on PS Form 1230-A. Exhibit 722.31b isan example of a properly
completed adjustment form foran employee who wascharged an incorrect
amount of sickleave on PS Form 1230-C. Exhibit722.31cisan exampleof a
properly completed adjustment form foran employee who electedto use
annual leave hours during Scheme Training, Testing and Qualifying and has
successfully qualified and accepted the position. The annual leave hours are
changed to work hours, and night differentialand Sunday premium are
included,if applicable.
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722.31 Time and Attendance

Exhibit 722.31a
Making a “Leave” Adjustmentfrom a PS Form 1230-A or 1230-B

This is an example of a properly completed adjustment fom for an employ ee who was mistakenly charged with
annual leav e when she should hav e been charged with sick leav e. This form adjusts the timecard shown below.

Py, Laswe, or Othar Hours Sdpartmiet Riguest S S

- Card type is & "0"
when the timecard
adjusted is &
12304 or [220-B.

L L= W T

INCORRECT
TIMECARD

Correcting timecard
entries are made o red
and initialed by ad-
justmeeni cherk.
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Exhibit 722.31b
Making a “Leave” Adjustmentfrom a PS Form 1230-C

This is an example of properly completed adjustment form for an employ ee who was mistakenly charged with annual
leav e while working higher level when he should hav e been charged with sick leave. This form adjusts the timecard
shown below.

Pry, Laave, of Dethaie Hours S dfusemaet Fsg s e b 1
- - T ] :-l—-:-uuh F—n— | | i
e |~ Indicative date entries
must be 8 match (o
those of compuater

record entry.

Dl Cardd type is 2"
because it is a 1230-C
card type I that is be-
ing adjusted.

Thes eniries causs
7mmput:ft-|:l midjust
leave balances 10 cor-
rect amount. MNote
that peroes must be
entered when an entry
is to be deleted.

i P [, Lo [

INCORRECT

R e oL oy Lt TIMECARD

e vt

August 2009 335



722.31 Time and Attendance

Exhibit 722.31¢c
Adjusting Annual Leave HoursUsed on STTQ

R B

|, The Form T340, Fay, Leave. or Other Hours Adjusiment Requesi, o completed in the narmal manner uing the adjusced Form
1230-4 or B Timecsrd a3 the baiis for the orinies. i -
2. A Form 2240 w completed for each adjusced rimecird, No “Blanker” adjusments are permisied
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722.32

723
7231

723.11

723.12

723.13

723.13

Timekeepers and adjustment clerks should note thatitis essential that they
code the card type of the adjustmentin the blockmarked “Card Type.”
Failure to do so will either delay the adjustment or cause it to not be made

altogether.

Work Hour Adjustments

Definition

“Work hour” adjustments are used to correct errors or omissions made as a
result of incorrect, improper, or incomplete timecard processing of work and

premium hourstransactions.

There may be cases when a “work hour” adjustment must be made together
with another type of adjustment, such as a leave adjustment. In those cases
where there is more than one adjustment to an employee's timecard, it will be

necessary to refer to the appropriate section(s) of thisadjustments

chapter.

The following “work’ and “premium hour” categories fall within the “work

hour” adjustmentsclassification:

Work or Premium Hour Classification

Code Number

Teletime 32
Guarantee Teletime 33
Beeper Time 34
Guarantee Tele Ov ertime 36
Penalty Ov ertime 43
Holiday Scheduling Premium 48
Work Hours 52
Ov ertime Hours 53
Night Work Hours 54
Holiday Worked Pay 57
Guaranteed Time 62
Meeting Time 65
Guaranteed Ov ertime 68
Steward's Duty Time 70
Sunday Premium Hours 72
Out-of -Schedule Ov ertime 73
Christmas Worked Pay 74
Travel 82
Trav el on a Nonscheduled Day 83
Nonbargaining Rescheduling Premium 88
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723.2
723.21

723.22

723.3
723.31

Time and Attendance

Determining and Verifying the Amount of the Adjustment

When an employee questions the accuracy of a “work hour” or a “premium
hour’ pay calculations, the timekeeper is to first obtain all the employee's
timecardsforthe work week in question.

Adjustmentsto entries related to “work hours” are made by posting only the
correct numberof hoursinto the appropriate blockson PS Form 2240 for
those hourentrieswhich were originally incorrect. The hourentrieswhich
were originally correct do not have to be posted. Forexample, ifan
employee's“work hours” were correctly stated at40.00, but the Sunday
premium wasunderstated by 8 hours, only the corrected Sunday premium
hours entry needs to be posted. If Sunday premium wasthe only error, itis
the only entry which hasto be posted.

Completing the PS Form 2240

Exhibit 723.31aisan example of a properly completed PS Form 2240 foran
employee who worked 8.00 hourson his scheduled day off but wasnot paid
for it. Exhibit 723.31b isan example of a properly completed PS Form 2240
foran employee who wasunderpaid 5 hoursof overtime and 3 hoursof night
differential on PS Form 1230-C. Exhibit723.31cisan exampleof a properly
completed adjustment form foran employeewho elected to take Scheme
Training, Testing, and Qualifying outside hisregularly scheduled hoursand
has successfully qualifiedand accepted the position. The hoursused are
added to work and overtime hours, and night differential hours are induded, if
applicable.

HandbookF-21



Adjustments

Exhibit 723.31a

Adjusting a Work Hour Related Entry fora PS Form 1230-A or 1230-B

723.31

This is an example of a properly completed adjustment form for an employ ee who worked 8.00 hours on his
scheduled day off, but was not paid for it. This form adjusts the timecard shown below.

h.m-mymn—n i T
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TR L T ws-hm
B Tesdoass BECRURE O PUITHIE
DD T A AT 0T AT, Sripa AATUST

R EmPid e

Card type jz 2 “0™
when the timecard

being adjusted iz a
1230=-A or 1230-B.

Hours that should
have been paid are
entered, Computer
will antomatically pay
only balance due,

TIME CARD
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723.31 Time and Attendance

Exhibit 723.31b
Adjusting a Work Hour Related Entry fora PS Form 1230-C

This is an example of a properly completed adjustment form for an employ ee who was underpaid for five hours of
ov ertime and night dif f erential while serving in a higher lev el position. This form adjusts the timecard shown below.

wk S e

Pay, Liwven, of Drther Howrs Adjuitmant Requoes S K
= Indicative data entries
. o ./’muit meatch computer
recosd (o permit its
adjustment.

Card type is 2"
because what is being
ndjusted i a 1230-C
card type 1.

Houwrs that shoold
have been paid are
entered. Computer
will automatically pay
only balance due.

Correcting timecard
entries are made in red
and initialed by ad-
Jjustment clerk.

INCORRECT
TIMECARD
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Exhibit 723.31c
Adjusting Hours Used Outside Schedule on STTQ

Py, L, e Orthar Houns Adfusrimant Regues T-n-Te

e T "1
il TnT T
w" ﬂlhl T = i,

—
P e SR, g, A

I. The Form 2240, Pay, Leave, or Other Hours Adjosiment Request, i completed in the morma) manser wting the sdjusted Form
1330-A of B Timetard ai 1be basiz for the eniries.

L A Form 2240 ks completed For cach adjusted timecard. Mo *“Blankes™ sdjustments are permitisd.
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723.32 Time and Attendance

723.32 Ifan employeewasoverpaid for, say, 6.00 hours of Out of Schedule work,
then all that is necessary to adjust his payis to enter “0000" in block 73 as
shown on Exhibit 723.32.

Exhibit 723.32
Adjusting for Overpayments

This is an example of how to adjust a timecard of an employee who has been mistakenly overpaid.

TR Sy r—

Puy. Lasve, or Other Hours Adisrtmentt Request rr-Te
i Tem | Fip= T TR S
sty G | _:-- vl i i |70

by e v S o S el el v O

gt t | [ ik - | | .| I
s ﬁﬂ i
. ,_--,-_I-'__

..... 1 1 o ala | — This entry canses com-
e T oo - === 4 = g g
s et e L1 vty Ly vl Fea on file to hours given,
iy S =i Ei | MNote that zeroes must

T CE be entered when an
REEE ey entry is to be deleted.
it | e | b fun | e e = el el Pl
L ] HERERERR f”_wlﬁ
£ AR ST R -l GeSEranE S
i::r?ur BF  TeescAls ATl S
AuT s
A A r LR LT
P P TS, i . R
st e [yefgl 73 L% Jolm] IR0 ) Lanlaagn] il INCORRECT
s - TIMECARD

CAND TYPE

™

we]

Correcting timecard
entfies are made in red
and mitialed by ad-
justmient clesk.

L_'I RN T e L LD
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Adjustments 723.33

723.33  Exhibit 723.33 is an example of a properly completed PS Form 2240 for a
full-ime employee who received no pay for a week when all timecard entries
were made on the PS Form 1230-A (or 1230-B).

Exhibit 723.33 (p. 1)
Adjusting for No Pay

This is an example of a properly completed PS Form 2240 for a full-time regular employee when no pay was received
and all timecard entries were made on the “A” or “B” timecard. If the timecard was not submitted or was not paid, the
computer will charge LWOP for the hours not paid. The LWOP hours must be reduced by the same number of paid
hours due so that the computer record being changed will still crossfoot to 40 hours. In this situation the computer
has generated LWOP using card ty pes “30" and “31.” These are timecard codes used by the PDC when no timecard
is received for an employee and a record must be generated. To clear the LWOP hours, the adjustment clerk should
zero out all LWOP fields that the PDC might have used. In addition to codes “59" and “60,” part-day and full-day
LWOP, codes “30" and “31,” the part-day and full-day LWOP generated by the computer should also be zeroed. In
some situations, the PDC may use code “76,” nonscheduled crossfoot hours, to generate a record. This should also be
zeroed out when it is known that neither this nor thev arious LWOP codes were originally entered on the timecard. This
form adjusts the timecard shown below.

\

+*

/hrr e [ L | e LY | Fessta an EECLNTY il
123 | HOOKELOW AL [H|1l0| 42| P | D% 112233 A44556666) 410 2
== ] " =

= [ Ll | ]

. |
H| S Dl T ey T - CORRECT
I | P [ [ TIMECARD
E% T Ee - e, = {Mot submitzed
1.1.1, oF nol processed.

|!|.|1-1
&, Bt

LT -
TIME CARD

— J

l"-. B e | il —
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723.33 Time and Attendance

Exhibit 723.33 (p. 2)
PS Form 2240

rry—r—
Pay. Leave, or Other Hours Adjustment Request Fopr-Tp
e P

Lezroes ane entered in
these computer fields
e clear the records.

l—_.g'_ﬂ
T JFPEE .;EL'?‘&:-;&# o
Fesimne. &% 79 Aea7-FPT FM
DR g
e B3, R, TR
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724

7241

724.11

724.12

724.13

724.2

724.3
724.31

724.31

Higher Level Adjustment

Definition

“Higher level” adjustments are used to correct errors or omissions made on
PS Form 1230-Ctimecard when the card hasbeen used to record time
spent by an employee ina higherlevel status.

There may be cases when a *higherlevel” adjustmentmust be made
together with another type of adjustment, such as a work hours adjustment. In
those cases where there is more than one adjustment to a timecard, it will be
necessary to refer to the appropriate section(s) of this adjustment chapter. The
followingblockson PS Form 1230-C timecard may affect the higher

level pay calculation:

Block Code Number
Rate Schedule Code 90
Grade 91
Percent Increase 92
High Level Last Day 93

Determining and Verifying the Amount of the Adjustment
When an employee questions the accuracy of the “higher level” calculation

which appear on his eamings statement, the adjustment derk is to review all
of the employee'sPS Form 1230-C timecardsforthe work weekin question.

Completing the Adjustment Request PS Form

Exhibit 724.31 isan example of a propely completed adjustment fom for an
employee who wasincorrectly paid fortime spentin a higherlevel status.
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724 .31 Time and Attendance

Exhibit 724.31
Making an Adjustment for Incorrect Higher Level Pay

This is an example of a properly completed adjustment form for an employ ee who was paid at grade 8 but should
hav e been paid at grade 10. This form adjusts the timecard shown below.

L— The incorrect indica-
tive date is entered

here.

|__ The corrected indica-
tive data is entered

INCORRECT
TIMECARD

Correcting timecard
""".‘..l.-nn'lu are made in red
and initialed by ad-
Justment clerk.

l"-.'_'"""""'-'”"""".'. ......... ........... ‘. e ar R _.I,..nl
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724.32

724.33

725

725.1
725.11

725.12

725.13

725.13

Itis important to note that in adjusting higherlevel pay, the designation
activity code, the rate schedule code, the grade, andthe percentincrease (if
appropriate)on the top of the adjustment form isthe same informationthat
was on the bottom of the employee'sPS Form 1230-C timecard only if the
employeereceived some orany portionof the higherlevel pay.If the
employeedidnotreceive any higherlevel due, submitthe PS Form 2240
with the employee'sregular D/A, RSC, and level. Complete blocks 90, 91,
and 93, ifapplicable.

The corrected “higher level” information should be entered in blocks 90, 91,
93, and, ifapplicable, 92.

Death Cases

Notice to DDE/DR Site or PDC as Designated

The DDE/DR site or PDC as designated must be advised of deceased
employeesimmediately by each postal installation, citing theemployee's
name and sodal security number. If death occurs during the second week of a
pay period, notice by telephone, followed by confirming memorandum,

must be used to stop last salary-payment check at the DDE/DR site or PDC
as designated. If notice is delayed until the end of the pay period, the salary
payment made must be canceled which will unnecessarily complicate final
settlement. The DDE/DR site or PDC will initiate necessary action to intercept
and nullify deceased employee'spay period activity received after the close of
such pay period.

Documentation: One copy of PS Form 2240 isinitiated to identify the
employee andrecord pertinent factsrelatingto deceased employee. The
form is clearly and boldly stamped or marked (with large capital letters)
DECEASED CASE.

a. Deceased employeepay and leave hoursforthe pay period,if any, will
be determined andrecorded in the section provided forthispurpose.

b. The employee'sofficially authorized schedule must be shown in the
remarks space on PS Form 2240. The deceased employee's estate is
enfifed to full-day salary for the day when death occurred (even if it
occurs before reporting for duty) if such day was a scheduled service
day. See 389.1 and 622.5 forthe correct timecard entries.

C. The appropriate supervisor enters clarifying comment and certifies
service creditsand leave chargesby signing and datingsuch section.

Certification

PS Fom 2240 is verified by the adjustment clerk who will, if he determines
documentation is complete, accurate, and proper, have the accounting office
or director of finance certify the hours due by signing and dating the fom. In
the event the deceased employee has no hours due, no hours are shown and
“No Payment Due Employee”isentered in “Remarks.”
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348

725.14

725.2

Time and Attendance

Disposition

The original copy of PS Form 2240 is forwarded to the DDE/DR site or PDC as
designated immediately. The duplicate copy of PS Form 2240 is held in the
pending file waiting for return of the processed PS Form 2240 from the
DDE/DR site or PDC. After return of the original PS Form 2240 from the DDE/
DR site or the PDC, transfer it to the file. The duplicate copy of PS Form 2240
may be released to the deceased employee'sestate, if requested.

Coordination with Postal Data Center

Deceased employee PS Form 2240 preparation and PS Form 2240
submission to the DDE/DR site orthe PDC must be expedited to preclude
unnecessary delayin final settlement. Thisaction should not be delayed to
the end of the pay period exceptinunusual cases. When extraordinary
circumstancesprevail, and pay and leave hourscannot be accurately
determined otherwise, the timecard entrieswill be reconstructed by a
method similarto thatin621.14.In thiscase, the DDE/DR site or the PDC
should be advised accordingly so that they will not close theirrecords
prematurely.
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Appendix A

Time Conversion Charts

A1 For Use When Timeclocks Are Not Available
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A2 Time and Attendance

A2 For Use With Certain Cincinnati and Simplex

Timeclocks
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Appendix B

Numerical Listing of Timecard Codes

X=-FT
Coadas Cada Dascription
A (1)) "Unauthorized sarly bagin
Tour ring—no work
parformad bafore
beginning of tour.
B (] 'Unauthorized late and tour
ring—no work parformed
afler end af our.
c {ah 'Unauthorized shor lunch
rirggs—ric work perhormed
during official lunch
pariod.
az (o3 Talatime X
33 (o) Guarantes Talotimes X
34 io} Baapar Time it
a5 [—] Xira Straight Time (PDC
use oniy)
36 () Guaraniese Tale Overtime x
43 [ el Penalty Cwertirna
48 {e] Holiday Schaduling Premium *
48 [ 4] Laave Withowl Pay—I10DDWCP X
52 {+) Work Hours
53 {=) Crvertimio
54 () Mumbear of night work hours
=1 [+} Anmual Ledwe
B [+} Sick Leave
57 (=} Holiday Worked Pay o
58 [} Holicay Leave
=t [+) Part Day Leave Without Pay X
60 [+) Full Day Leave Without Pay ®
81 (4} CoaEr Dby Laave
G2 [+ Guaranbesd Time
65 1) Meating Time X
66 [+ PM Convantion Leave
87 [+) Milary Laave
2] (=) Guarantmed Croartimes
= (4} Bilood Donoe Leawe
70 [{¥}] Heward's Duly Time x

"WWhan iotaling work hours, mark disaliowed hours
{=h Do not carry thom to tace of Himecard. Do not

Ehat amount 1o this DDE/DR siba or POGC.
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Time and Attendance

Appendix B
X=FT
Codes Code Dascription
i

T [+]) Continuation of Pay X
72 {o) Sunday Premium
73 (o) Ow-of-Schadule Premium
74 {—)  “Christmas Waorked Pay
T8 [+ Mon Schadule X-FT Hours
7 {+]) Civil Defense Leave #
7B (+) Act of God Leave bt
T8 [ Veleran Funeral Leave . X
B0 {+) Relocation Leave X
81 (+) Civil Disorder Leave X
B2 (0} Travel Time within

employes's established

work schedule
&3 () Travel putside employee’s

established work schadula
B4 {+) Union Official Leave
85 [+ Voling Leave X
86 (+] Other Paid Laave 4
B8 {+}] Mon-Bargaining

Rescheduling Premium
Bg [+] Posimaster Organization

Leave &

Christmas worked pay hours are iresied &8 & zeco (0] when
croasfooting timecards for pari-lime flaxibls smployess,
Ddaragand minus (= ) on timecand,
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