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FOREWORD

This order prescribes FAA's concepts, procedures, guidclines, and
responuibilities for the operation and maintenance of the Uniform Payroll
System- (HPSY.  The UPS has been designed to provide accurate, cost efficient,
and standardized pay and leave processes.

This order is dirccted primarily to payroll supervisors and technicians
but will be of interest to other individuals involved in the operation of
UPS. Additional information for the operations of the system is included in
other directives, especially FAA Order 2730.8, Time and Attendance — Uniform
Payroll System, initiated by the Office of Accounting.

Pay and leave entitlements are unchanged by this order.
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| CHAPTER 1. GENERAL

1. PURPOSE. This order prescribes concepts; procedures, guidelines,

and responsibilities for the operation and maintenancc of the Uniform
Payroll System (UPS). It is _designed to provide payrol. supervisors and
technicians with information necessary to accomplish th:ir functional
responsibilities in an efficient manner. It also prov.des a broad overview
of the system together with detailed information concering those functional
‘areas for which the payroll technician is directly resp nsible.

2. DISTRIBUTION. This order is distributed to that very selected audience
which is directly concerned with payroll operations ari which are included on
Special Distribution List ZAA-~389. FAA requests for addition to or deletion
from this list, or for changed copy requirements, should be directed to the
local distribution offlcer/representatlve in accordance with FAA Order 1720.18A,
Distribution User's Guide. Requests by organizations outside FAA should be
directed to the Distribution Repréesentative, AAA-10, Feleral Aviation
Administration, Washington, DC 20591.

3. CANCELLATION. FAA Order 2730.3A, Payroll Accountinz Handbook, dated
April 24, 1970, and FAA Order 2730.7, Uniform Payroll ¢{stem Implementation,
dated February 6, 1979, are cancelled.

4. PRIVACY AND FREEDOM OF INFORMATION ACTS. These Acts place certain
restrictions on the collection, maintenance, use, and dissemination of °
information. (See FAA Order 1350.22, Protecting Privacy of Information

About Individuals, and FAA Order 1200.23, Public Availability of Information.)
These requirements must be applied, when appropriate, to the provisions of
this order. :

5. PAYROLL REQUIREMENTS . Other Uniform Payroll System guidelines for

the operation of the system are included in separate directives. These
directives include FAA Order 2730.8, Time and Attendanc= — Uniform Payroll
System, initiated by the Office of Accountlng, related directives initiated
by the Office of Management Systems, and directives issued locally as
required.

6. CONTINUED IMPROVEMENTS AND UPDATING. The Uniforr Payroll System (UPS)
is subject to continuous revision to meet changes in statutory requirements.
.In addition, the payroll technician after using this order may determine
that revisions are needed to make it a more useful worl reference. Proposed
revisions should be sent to the UPS Data Systems Managnr (DSM), AAA-430.

7, CATEGORIES OF  SYSTEM CHANGES. System changes are classified into three
categories.

a. Emergeicy changes which must be implemented immediately. Time and
necessity preclude prior approvals/cost benefit analyses of these changes
which usually result from system deficiencies. :

Chap 1 . _
Par 1 . Page 1
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- b. Mandatory changes which are required because of legislation,

. regulation, or contrac*ual ‘agreements.. These changes must be implemented, but
implementation is not so time critical. Cost/benefit analyses are not re-
quired in all cases. : :

c. Optional changes Which will enhance the system to meet. the needs
of users or improve internal control. These changes must be justified on
the basis of a cpst/benefit analysis. :

8. PROCEDURES FOR PROCESSING SYSTEM CHANGES .

a. Emergency change requests may be initiated by users, tie Data Systems
Manager (DSM), AAA-430, Uniform Payroll System Operations Manager (UPSOM),
AAC-25, and other concerned parties. As emergency situations arise, the
person initiating the-change request shall contact UPSOM directly by telephone
followed by prompt conflrmation in writing. UPSOM shall takc the following

actions

4

(1) Evaluate the emergency sitﬁation and coordinate with the ADP
System Manager to make necessary system changes. If time allows, UPSOM should
coordinate with the DSM before implementlng the change.

_ - (2) - Confirm all changes made resulting from the emergercy situation
with the DSM as soon as possible with the following:

(a) Source of thevfequirement for the change.
‘(b)v Description of the cohdition which'requirel the change.
(c) Description of the action taken.

(d) Implementation date of the change.

(e) Identification of any re3ulting changes to Je made to this
order or FAA Order 2730.8, Time and Attendance — Uniform Payrol! System.

(3) 1Issue a timely UPS Advisory message to users and the DSM on any
changes affecting edit error messages in chapter 16, or data entry payroll
technician functions in chapter 18. The priority message will provide
interim operating procedures, screen formats, and/or data ertry criteria
changes required to ensure continuity of system operations. See Figure 1-1,
Sample UPS Advisory Message Format.

b. Mandatory or optional changes may be requested by the DSM, UPSOM,
ADP System Manager, system users, or any other ¢oncerned party. These changes
must be initiated by completing FAA Form 1370-18, Data Systen Change Proposal
(DSCP). The form must be prepared in accordance with FAA Order 1370.34A,
Procedures for Processing Changes to National Automated Data Systems,
1nc1uding supporting documentation and Justlficatlon. All cl ange proposals
must be coordinated with the chief of the servicing accountlng division
before submittal to the DSM. :

o Chap 1
Page 2 ' o Par 7
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FIGURE 1-1. SAMPLE UPS ADVISORY MESSAGE FORMAT

2730.9:

TELEGRAPHIC. MESSAGE

NAME OF AGENCY ; . PRECEDINCE udum CLASSIFICATION

DOT/FA : .

AAC-/-?S\A ) .| acmon. PRIORITY

OKLA CITY, -OK o,

ACCOUNTING CLASSIFICATION ] DATE PREPARED i TYPE OF MERSAGE T
, FOR INFORMATION. CALL [ wwou

NaME ’ ’ PHONE NUMSER [y so0x

E3 muirwieavoness

THIS SPACE POR USE OF COMMURICATION UNIT

}A!SSAO! YO BE TRANSMITTED (Use dewble spacing and 4ll capital letters)

TO: UPS DATA SYSTEM MANAGER -

UPS PAYROLL OFFICES
UNCLAS AAA-430, AAA-240, ACE-21, HF$-22 (ETC.)

SUBJ: UPS ADVISORY NUMBER . 81-1 |,

THE FOLLOWING EMERGENCY CHANGES TO "PY" SYSTEM PROCESSES AF -
EFFECTIVE PAY PERIOD 8105. THESE INTERTM OPERATING PROCEDURES
WILL BE USED PENDING PUBLICATION OF OFFICIAL CHANGE TO

ORDER 2730 9, UNIFORM PAYROLL SYSTEM OPERATTIONS MANUAL TH¥Y DSM

AAA-430, HAS CONCURRED WITH THESE CHANGES,

REFERENCE REVISED AS INDTCATED

(INSERT PAGE, (PROVIDE INTERIM OPERATING PROGCEDURES

PARAGRAPH, on -~ SCREEN FORMAT, AND/OR DATA ENTRY CRIT.RIA
- FIGURE) CHANGES)

PAGE NO. | NO. OF PGS,

STANDARD SCAR 14
REVISED AUGUST 1967
GBA FPMR (41 €70} 19133300

14-102

Chap 1

.Par 8-

Page 3
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(l) DSM will take the following actions'

(a) Maintain a control log of all DSCP'b received.
(b)"Review the proposal for general reasonableness.

. ‘ 1. Return proposals not accepted with rationale for
nonacceptance. '

2. Distribute the proposals accepted for e’ aluation.

(2) Distribution of DSCP's for evaluation will be made as follows:

(a) Information Systems Plannlng and Evaluatioa Staff, AMS-20,
information: copy only.

(b) "Operational Applications Maintenance and Modifications
Branch, AMS-340, for evaluation. :

(¢) Selected users for evaluation.

(d) UPSOM for a joint evaluation with the ADP S stem Manager,
including a cost/benefit analysis, if required.

(3) After receiving and review1ng the evaluations, the DSM will
approve or disapprove the DSCP.

(4) Disapprovals of all DSCP's shall be returned to the originator
with an explanation. :

(5) Action by the DSM shall be as follows on approved DSCP's:
(a) Provide AMS-340 a copy of any DSCP's approved for action.
“(b) Ttansmit to UPSOM the approved DSCP's indicating DSM:
1. Approval . | |
2. ‘££$9£iEX for implementation.

3. Requested target date or indicate legal, regulatory, or
contractual agreement imposed target date._

(e) Identify and initiate action to change thi.. order or
FAA Order 2730.8, if necessary.

Chap 1

Page'4 _ Par 8
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‘ _ (6) UPSOM will submit fihalized,DSCP's to the ADP System
Manager for action.

(7) ADP System Manager will coordinate with UPSOM to:

(a) ‘Develop; program, and implement the required change
and update the UPS Design Specifications, as required.

(b) Provide the DSM and AMS-340 with en implementation

1. DSCPvéontroi number.

fro -

DSM priority.
3. DSM target date.
ﬁ} AAC scheduled implementation date.

. (8) UPSOM will provide the DSM and AMS-3:0 an exception status
report by letter when the status changes. The report will be provided on
slippages 30 days prior to the scheduled target or as soon as potential
slippage is identified, whichever is earlier. The repcrt shall include:

(a) DSCP control number.

(b) DSM priority.

(¢) DSM requested target date.

(d) AAC original scheduled target dute.

(e) AAC revised térget date.

(9) DSM will review the exception status report to

determine the impact of the slippage from a payroll accounting standpoint
and notify UPSOM of any slippages that are considered unacceptable. The

notification will contain guidance that can be used i1 rescheduling UPS
workload to eliminate unacceptable slippages.

(10) UPSOM will provide the DSM with a revised schedule.

9. FORMS AVAILABILITY. See Figure 1-2, Forms Availability, for forms

referenced in this order.

10.~199. RESERVED.
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CHAPTER 2. DESCRIPTION OF THE UNTFORM PAYROL, SYSTEM

200. GENERAL. The Uniform Payroll System (UPS) is commosed of both manual
and automated processes. These processes are accomplis’ied in part by many
organizations throughout the Department of Transportation. The system has
been designed to provide accurate and cost efficient standardized pay and
leave processes responsive to the compensation of employees.

201. DEFINITION OF PAYROLL FUNCTION. The payroll function includes review
of employee's entitlement to pay as evidenced by official personnel actions
and the employee s Time and Attendance Reports; accurate computation of all
elements of pay and deductions; proper disposition of anounts deducted;
maintenance of payroll and retirement records, includirg attendance and
leave records; preparation and timely submission of reguivred reports; and
the maintenance of effective controls over all phases c¢f payroll processes.

202. DESCRIPTION OF THE PAYROLL SYSTEM. The payroll system is designed for
automated computation of all elements of pay and leave. It includes varied
master records for employees and processes for all au horlzed deductlons.:

- These include deductions. for tax, retirement, FICA, Government health "
insurance, life insurance, bonds, dues to employee organlzatlons, savings
allotments, and other deductions. Controls are maintained by the system to
ensure accuracy and edits are employed to ascertain improper entries.h

a. Documentation. Master records of the automated payroll system
are’ updated each pay period on the basis of documents affecting permanent
changes in employees' pay status. Such documents include, but are not
limited to, SF 50, Notification of Personnel Action; IS Form W4, Employee s
Withholding Allowance Certificate; and SF 1192, Authorlzatlon for Purchase
and Request for Change United States Series EE Savings Bonds. Computations
of earnings are based on the biweekly FAA Form 2730-€3, Time and Attendance
(T&A) Report, prepared by T&A clerks designated by the administrative organi-
zation to which the employees are assigned. Documents affecting temporary
changes in pay amounts are processed to reflect the change on the current
payroll without changing the basic permanent master record data.

'b. "Certification. After processing and balanc11g with estab11shed
reconciliation controls, disbursing schedules and tapass are furnlshed to
UPSOM for certification and forwarding to the Treasury Department in support
of checks and bonds to be issued by the disbursing certer and mailed
directly to. addresses de31gnated by employees. ‘ ’

203._ OBJECTIVES; Theﬁobjectives of the payroll sys.em are to:

Chap 2 v
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_ a. Comply with the accounting and internal control requirements of
section 133 of the Budget and Accounting Procedures Act of 1950, as
amended.

b. COmpiy with the principles,'étandards, and related j2quirements
prescribed by the Comptroller General of the United States including:

(1) Prompt payment in the proper amount to all pevsons entitled
to be paid in compliance with applicable laws and regulations, with con-
sideration being given to all authorized deductions from gross pay.

(2) 'Proper-disposition of’all_authorized deductions from gross

pay L)

(3) Appropriate integration of the payroll system with the
- general accounting system.

(4) ,Timely preparation of reliable payroll records as a part of
the regular accountinj system needed for (a) management purposes, (b) sup-
port of budget preparation and administration of funds control, (c¢). internal
and external reporting requirements, and (d) support of valid payments.

(5) Effective communication between employer and employee on
payroll matters. :

. (6) Adequate control over all phases and segments of the payroll
system, including the amount of leave earned and used and the balance
remaining . for each employee entitled to leave in accordance with applicable -
- laws and regulations.

(7) Propex coordination of pay, leave,- and allowanne operations
with personnel functions and other related activities.

Ce Improve'efficiency, effectiveness,'accufacy, contrcl, and flexi-
" bility for future changes in the payrolling functions.

d. Reduce manual work of'payroll'personnel and increase work done
through automation to take advantage of the speed, accuracy, and efficiency
~of computerized processing.v :

: e. Provide expanded and automated accounting ‘informat ‘on for the
general accounting ‘system.

f. PrOVide for minimum manual intervention in the automated payroll. -

g. Provide for security of all personal data covered “y the Privacy

Act,

= Chep 2
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204. BASIC SYSTEM CONCEPTS. The’system is designed t» function as follows:

a. Batch data entry is accomplished at each payr .11 office combined
with centralized processing at the Mike Monroney Aeronautical Center of (1)
data required t> be entered on a biweekly recurring basis for pay com—
putation (variable data), and (2) data required for tre establishment and’
update of various centrally maintained master records and tables (fixed
‘data). Variable data are processed during the week fol.iowing the end of
each pay period. .Fixed data are processed during the suosequent week.

b. Data are key-entered by" payroll technicians dlrectly from source
documents via Cathode Ray Tube (CRT) entry terminals. : .

c. Data edit:ng and immediate correction of certaia .types of errors
are accomplished at the time of data entry. Accepted ¢ata are transferred
to the host computer at the Mike Monroney Aeronautical Center where data
are further edited to assure validation of all data received. Correction
of errors detected through host editing occurs after *ece1pt of an ed1t C
error list by the payroll office. o ‘

“d. T1me and attendance (T&A) recording is accompllshed by
posting the time.an activity or event affecting pay end entitlements
begins and .the time the activity or event ends, identified to the 24-hour
clock (start/stop time). Hours and pay computations are accomplished
by the computer. In addition, automated retroactive nay computations are
‘made for up to six .prior pay periods (pay history). As & result, greater
consistency and accuracy are achieved due to manual ad-ustments belng kept
to a minimum. :

e. UPS interfaces with the Personnel Management Information Systen

(PMIS) and allotment accounting systems. Certain data generated by PMIS are
used to establish, change, .or delete fixed data in the payroll master records
and tables maintained by the host computer. PMIS update actions’ flow to a
-UPS suspense file. Depending on the type of actions, as described in chapter
14, they are automatically released into the UPS or held until limited )
corresponding data input by payroll technicians is received from the various
payroll offices. When personnel data are not in the PMIS, the payroll tech-
nician must enter the additional data that would have been generated by the
PMIS for those employees. In addition, biweekly auton.ited interfaces process
disbursement and accrual data into existing allotment accounting systems.
Disbursement data are processed biweekly but accruals vary by accounting
office. For processing accrual data into existing allotment accounting
systems, the actual methodologles used are those that existed prior to- UPS.
Further details on these 1nterfaces are prov1ded in chapter 14. o

"Chap 2 ‘ _
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- f. System output is on microfiche, magnetic tape, and/or printed
reports. Reports are printed at the various facilities where th: payroll
offices are located whenever practical and when the reports ar: designed
for local use. These reports are prepared ‘from basic data traasmitted to
- the payroll facilities in the form of a mass data chain which allows
extraction of data for the_local reports and skeletal files. Departmental/
‘agency level reports are prepared at the central processing iocation. All
reports generated by UPS are "standard” reports.

g. The Uniform Payroll System Data Systems Mahager (DSM) is locaﬁed
. in the Office of Accounting, Washington, D.C., and is responsible for the
overall control of the system, including the system management function.

h.. The Uniform Payroll System Operations Manager (UPSOM) and staff
are located at the Mike Monroney Aeronautical Center. This. office super—
vises the centralized activities of the system and coordlnate‘ system
- operations with the pryroll offices.

i. Deductions from employees' salaries for bonds, organization dues,
Federal, state and local taxes, Social Security, retirement, ravings
allotments, health, and life insurance are centrally accounted for.
Consolidated reports and listings of amoiints deducted and related

remittances are accomplished at the central office.
.

* j. The Department of the Treasury Disbursing Center at Kansas City,
Kansas, has been designated to issue all civilian employee paychecks,
bonds, and related UPS disbursements. The Treasury Disbursin: Center at
Birmingham, Alabama, has been designated to provide backup casability.

k. Retirement processing is centralized at the UPSOM. Personnel
actions processed affecting retirement fiscal and/or service history data
are automatically updated in the Retirement Master Record (RMR).

1. Input documentation flows from personnel offices, from T&A clerks,
or from employees to the payroll offices where appropriate data entry to
UPS and the filing of these T&A reports and payroll related documents take
place. The documents are not forwarded to the UPSOM. Retir¢ment documents
are an exception. Payroll offices receive documentation required to support
retirement actions from personnel offices, The payroll office reviews the
documentation for completeness and in turn forwards them to i PSOM. UPSOM
completes the retirerent actions processing, certifies the documents, and
forwards them to OPM. :

m. Payroll blocks comprise the basic work groups within which all

- payroll work is accomplished. Each technician is assigned responsibility
for blocks of employee accounts and related files for processing. Size of
blocks and methods of assignment vary among payroll offices.

‘ v Chap 2
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205. RESPON:S_IB;ILI-TIES." The resPOnSibilititﬂs of the various organi zat fons
and employees as they relate to the payroll Ffunction are described below.

a. Personnel Offices.

(1) Prescribe_poliéy, rﬁles, and regulations which govern an
employee's entitlement to pay and leave.

_ (2) Provide servicing payroll offices with d(cumentatiqn
reflecting initial employment status of individuals to be included on the
payroll and subsequent changes to their employment statvs. The personnel
offices process most actions through the Personnel Mana.ement Information
System (PMIS) which creates many of the documents provided to the payroll
offices. 1In addition, a mechanical interface exists between PMIS and UPS
_at the Mike Monroney Aeronautical Center where centralized processing is

accomplished for both systems. :

(3) Provide SerVicing payroll offices with notices of éepara—
tions, transfers, and other documentation concerning :mployee benefits.

b. Employees.

(1) Complete and submit appropriate tax withholding forms to
servicing payroll offices. :

».'(2) “Advise servicing payroll offices of correct address
information, changes in health benefits, allotments, ind any other actions
affecting pay and amounts to be withheld.

(3) Advise seryihing payfoll_offices whenever there is an indi-
cation of error in the processing of pay or leave in‘ormation.

c. Offices Where T&éA Reports are Prepared.

(1) Record accurately on T&A reports all evencs related to each
employee's time and attendance.

(2) Assure proper completion of required certificationsyon all
T&A reports to be submitted. .

(3) Sendvcompleted T&A repofts to the servicing payroll offices;_
in accordance with established schedules. : ‘

(4) Review leave and overtime data resulting from automated

processes to verify correctress.

d. Payroll Offices.

(1) Assure that all documents received affecting pay are
promptly processed in accordance with established schedules.

Chap 2. . v o
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(2) .Examine all Timeband Attendance Reports and all other docu-—
“mentation affecting an employee's pay and deductions for requi:ed signa-
tures and general completeness.

(3) Sort and segregate documentation to facilitate entry of data
on CRT input terminals.

(4) - Correct errors or.contact submitting office or employee to
obtain information necessary to correct errors detected prio: to data
entry, during data entry, or during host edit processing.

(5) _Ensureiall data enteredvduring daily processing are transmitted
to the host computer in accordance with established schedules.

~(6) Maintain controls over mechanical payroll processes in
accordance with estabiished procedures. -

(7) Maintain employee and payroll report files and other files
of payroll documents neceSsary to support all pay actions;

(8) Make supplementdl payments outside the payroll system.
9) Provide documentation to UPSOM supporting retirement actions.

e. Office of the Uniform Payroll System Operations Manager (UPSOM) .

(1) Provides day— o—day operation of the automated payroll system.

(2) - Administers payroll procedures as established by the Office
of Accounting.

(3) Serves as operational link between the centralized ADP activity
and the decentralized payroll offices and/or the DSM (AAA-430).

(4) Serves as contact point on operations matters with taxing
authorities, financial institutions, Combined Federal Campaign, Federal
insurance carriers, the Treasury Disbursing Center, and others.

(5) Resolves host or field problems concerning timeliness and
aceuracy of permanent change data, time and attendance processing, adjust-
ments, cutoffs to accommodate pay computation, data transmisisions, system
failures or breakdowns. , : -

"~ (6) Determines emergency actions necessary where normal proce-
dures will not suffice. :

(1) Balances output products prior to release to =sers or
requesting activity.

(8)  Acts as liaison to host ADP complex when non;'ogrammed
information is required.

. » S : Chap 2
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(9) Initiates reviews of proposed changes, includlng contacts with
ADP activities, for feasibility determinations and mak=s cost-versus-benefits
analyses of change proposals.

' (10) Forwards to the DSM (AAA- 430) system charige proposals
~ together with a)propriate comments and/or recommendations.

(11) Notifies payroll offices and the DSM of the 1mplementat10n of
changes and evaluates. the effectiveness of changes implemented.

(12) Maintains and updates the Installatlon Variable Files (IVF)
from input provided by payroll offices and other 1nterna1/external sources.

_ (13) Establishes, maintains, certifies, and transmits employee
retirement records to the Office of Personnel Management and other DOT payroll
offices not serviced by UPS.

(14) Accomplishes biweekly balanc1ng of deductions to the SF 1166
Voucher and Schedule of Payments, centralized general ledger control,
centralized payment and reporting, and reconc111at10n of the retirement “file.

(15) Submits tax reports to Federal, state, and local taxing
authorities.

(16) Accounts for- and reports to employee organizations the
amount of dues deductions by employee and the amount remitted. .

. ' (17) _CertifieS'SF.1166's for transmission to “he central disbursing
- officer. _ :

(18) Accounts for savings bond deductlons and arranges for
Treasury Department issuance of bonds.

©(19) Performs centralized processing of pay allotments.

(20) Performs general ledger accounting for UPS transactions.

f. Data Systems Manager;f
(1) Formulates procedures for payroll accou ting.

(2)' Serves as a focal p01nt for the design, management , and -
application of the Uniform Payroll System.

(3) Maintains guidelines to be applled by tte Mike Monroney
Aeronautical Center for the control and disseminatlon of data from the
Uniform Payroll System. '

Chap 2 : - S
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(4) épthogiggg,reléése Of dufa’in specih]>casvs whore specific
guldelines for release have not been provided when appropriate. '

(5) Coordinates with offices of collateral interest in the UPS.

(6) RevieWé and makes récommendations as to higher uanagement
approval of proposals for changes to the UPS. - :

o (7) Holds periodic meetings for the purpose of problem iden-
tification, resolution, and system enhancement. '

206. CONTROL PRINCIPLZS. . Effective controls over payroll operations must
- be maintained to assure accuracy of operations and to provide a deterrent
to payroll irregularities. Control principles to be observed are stated
below. ' ' '

a. Control over Source Documents. Actions affecting an employee's
-pay or deductions shall normally be based on documents originating outside
the payroll office. Employees engaged in preparing and processing docu-
~ments which authorize payments shall not service their own irdividual pay
accounts. The payroll office shall develop procedures for adeqguate
liaison with the personnel office to assure the timely processing and
receipt of all personnel documents affecting pay.

b. Control of Input-Output Data. Controls built into the computer
system and controls which can be incorporated into programmed instructions
shall be fully utilized. In addition, the payroll office shall utilize
batch control logs to assure that all records entered and transmitted are
processed by the host.

: c. Independent Certification of Payrolls. Payroll dis!ursement
schedules shall be certified by a duly authorized certifying officer who
has no direct responsibility for computing amounts payable, mrintaining
payroll records; or distributing paychecks. This function sh: 11 not be
assigned to any payroll clerks or their immediate supervisors.

d. Payroll Blocks. - Payroll blocks comprise the basic work groups
assigned to payroll technicians to accomplish the work in payroll offices.
The block system serves to accomplish the following objectives: (1)
distribpte ‘workloads equitably, (2) fix responsibility for accomplishing
work, (3) provide system control in that security passwords to prevent
‘unauthorized terminal access are assigned by block, and (4) eisure internal
“control in that blocks are periodically rotated among technicians at the
discretion of local management accounting officials.

e. Control Over Collections. The segregation of duties related to
identification, recording, and recovery of overpayments as required by
DOT Order 2700.14, Financial Management of Receivables, shall be followed.
Payroll technicians shall provide immediate notification of identified over-
payments to the appropriate accounts receivable section for recording, billing,
and collection action. Payroll technicians shall not be involved in receipt
of cash ot'ﬁegotiable’instruments related to the collection process.

: v e ; Chap 2
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207. PAYROLL DEDUCTIONS, ALLOTMENTS, -AND ASSIGNMENTS. The term deductions,
as used in this paragraph, means any amounts withheld fro.i gross earnings
in computing the net amount of the paycheck. ‘Regulatio s for the various
types of deductions and their disposition are published in subsequent chap~
ters of this order. The following_principles’apply to processing payroll

" deductions:

a. Written Authorizatioh. Writtén authorizations to make deductions
from the pay of employees shall be obtained from the employees, except where

deductions are required by specific provisions of law or regulation.

‘Included in the latter category are deductions to recover overpayments and

indebtedhess to the Government.

b, Order of Precédence for Deductions. If the gross pay of an
employee. is not sufficient to permit all deductions to e made, the
following order of precedence shall apply:

(1) Retirement or FICA.

‘ (2) Federal income tax.

'(3) Health Behefits.

(4) Group life insurance.

‘(5) State income tax.

'(6) Local income tax.

(7)) Garnishments for alimony and child support.

| (8) 'Bankruptéz.
9) .Optionai life insurance.

" (10) 1Indebtedness due the United States.

(11) Other,§61ﬁntéry deductions.

208. PAYROLL FILES.

a. General. The payroll office is responsible for maintaining
payroll files of source documents, records, and repoirts that provide a
complete and accurate permanent record of all actions “aken which affect
the pay, leave, and allowances of each individual employee. The files
shall disclose amounts earned, all deductions from pay and their disposi-
all be adequate to meet reporting

requirements.

Chap 2
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b. Disposition of Payroll Files. - The final dispositior. of all
payroll files shall be directed by the accounting office. Thev shall be

" guided by provisions of FAA Order 1350. 14A, Records Management, and 4

FAA Order 1350.15A, Records Organization, Transfer, and Destruvction Standards.

209 EMERGENCY EVACUATION PAYMENTS. Emergency evacuation payments shall
be made in accordance with FAA Order 1900.36A, Accounting Emergency )
Operations Plan. '

210.-299. RESERVED.

Chap 2 .
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CHAPTER 3. MAJOR SYSTEM MASTER RECORDS AND FILES

300. GENERAL. The payroll system contains installation variable records,
an employee master record for each employee, and address master record for
each employee, a retirement master record for each employee, and a control
master record for ‘each block, region, and agency. The paragraphs which
follow briefly describe each of these major records.

301. INSTALLATION VARIABLE RECORDS. These records are comprlsed of a
series of files and/or tables which are used for editing and processing )
of input data, for pay and. leave ‘calculations, and for report preparatlon
and mailing. ‘ :

a. _Records. Files and/or tables prescribed: include:

(1) Agency, region, block
(2) Annual pay schedule (salary table)
(3) Appropriation, limitation
(4) Combined Federal Campaign agency codes and addresses
(5) Cost .center codes
(6) Cost of living allowance and post’ dlfferentlal rates
(7) Federal pay system codes
- (8) Financial institution names and addresses
(9) Geographic location codes »
(10) Health benefits codes and deductions
(11) Hourly pdy schedules
(12) Job series
(13) Labor organlzation codes, addresses, and standard dues
- deduction-
(14) Leave categories and accrual rates .
(15)‘ Local tax authority codes and addresses
(16) Maximum salary limitations :
-{(17) ' Nature of action ¢odes
(18) Other pay
(19) Pay process control
(20) Fiscal program element
(21) State tax authority codes and addresses
(22) State employment agency addresses
(23) USCG intercessional dates '
(24) U.S. Treasury addresses

b. Record Changes. Changes to the installatior. variable records are
under the control of the Uniform Payroll System Operatlcns Manager (UPSOM).
The required changes are entered into the system immeciately following the
completion of a pay cycle to permit the pay changes fvr the next pay cycle
to be validatr.d. When certain changes are entered to data in installation
variable files (IVF) that are also contained in an employee's master
record (EMR), the system automatically updates the EMR and produces the

Chap 3 )
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required notification to the payroll office. Deletions to the IVF that
match an EMR create a nessage to the IVF manager that the deletion action
did not process. A mass change: report of the employees involved is printed
and mailed to the region for. appropriate update actions to be processed,
and the region must resubmit thé delete action to the IVF manager the
following pay period. The system will not process IVF delete actions as
long as an EMR record contains the data to be deleted. The lelete action
will be resubmitted in the next IVF update cycle. When automated changes
are made to controlled data fields, the system control master ~ecords are
automatically updated and revised control data provided to all applicable
payroll offices. See paragraph 305 below. :

302. EMPLOYEE MASTER RECORD (EMR). The basic EMR is completed as soon as
possible after the employeé enters on duty to ensure the capability of the
system to accurately calculate pay. Basic data are captured via automated
interface with the Personnel Management Information System (PMIS) and/or
entered from information contained on a manually prepared SF 50, Notification
of Personnel Action. This record contains all pay determination data, hours
worked, pay and withholdings, including temporary pay changes, year-to-date
. totals, and leave data for the same period. The information contained in the
updated record is made available to the payroll office after pay and leave
have been calculated. :

a.: Record Content. The following data elements have bren extracted
to illustrate the nature of information contained in the EMR. - This list is
not intended to be él.'_..—inclusive. : : ‘

(1) Absent Without Leave - Current Pay Period
(2) Absent Without Leave - Year—to—Date ‘
(3) Agency Code
(4) Allotment Amount - Authorized
(5) Allowance Code
(6) Annual Leave Accrual Range
(7) Annual Leave Category :
(8) Annual Leave Earned - Current Pay Period
(9) Annual Leave Earned - Year-to-Date
(10) Annual Leave - Ending Balance
"(11) Annual Leave - Use or Lose
(12) Annual Leave Used - Current Pay Period
(13) Annual Leave Used - Year—-to-Date
(14) Annual Salary
(15) Appointment Type
(16) Appropriation Code - :
(17) Appropriation Limitation Code
(18) Area Code _
(19) Bank Account Number _
(20) Bank Identification Number
(21) Biweekly Tour of Duty
(22) Block Code
(23) Bond .iccount Balance
(24) Bond Adjustment Balance
‘ Chap 3
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(25)
(26)

(27)

(28)
(29)
(30)

- (31)

(32)

(33)

(34)
(35)
(36)
(37)

(38)

(39)
(40)

(41)

(42)
(43)
(44)

(45)

(46)
(47)
(48)
(49)
(50)

- (51)
(52)

(53)
(54)

(55)
(56)

(57)
(58)
(59)
(60)
(61)
(62)

(63)

(64)
(65)
(66)
(67)
(68)
(69)

(70)

. 2730.9

Bond Deduction - Authorized

Bond Deduction - Current Pay Period

Bond Issue.Date

Bond Purchase Price Code

3ond Sequence Number

Check Mailing Indicator

Citizenship Code

COLA or Differential Rate

COLA/Post Differential/Tropical Pay
Collection Balance

Collection Code :

Collection Deduction - Current Pay Period
Combined Federal Campaign Area

Combined Federal Campaign Deductlons ~ Current Pay Period

Combined Federal Campaign Deductions - Y :ar-to-Date

Compensatory Leave Earned
Compensatory Leave Ending Balance
Compensatory Leave Used
Compensatory Time Balance
Compensatory Time Paid - Hours

‘Compensatory Time Rate

Control Date

- Cost Center

Cost-of-Living Allowance - Year-to-Date

Court Leave - Current Pay Period

Court Leave - Year-to-Date

Date of Birth

Days Pay Status (Intermittent) - Current Pay Period
Days Pay Status (Intermittent) -~ This Within Grade Period
Days Pay Status (Intermittent) ~ Year-to-Date
Employee Name

Employee Organization Deduction

Environmental Hours

Environmental Pay

Environmental Percent Code

ES931 - Gross .Wages

Exceeded Maximum Gross

Excused Leave -~ Current Pay Period

Excused Leave -~ Year-to-Date

Fair Labor Standards Act Code

Federal Income Tax Deductions - Current Pay Period
Federal Income Tax Deductions - Year-to—Date
Federal Pay System Code

Federal Tax - Additional

Federal Tax - Exemptions -

Federal Tax -~ Marital Status
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(71)
(72)
(73)
(74)
(75)
(76)
(77)
(78)
(79)
(80)

(81)

(82)

(83).

(84)
(85)
(86)
(87)
(88)

- (89)
(90) .

(91)
(92)

(93)"

(94)
(95)
(96)
(97)
(98)
(99)

(100)

- (101)

(102)
(103)

(104):

(105)
(106)
(107)

(108) "

- (109)
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(113)
(114)
(115)
(116)
(117)
(118)
(119)
(120)
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FICA Deductions - Year-to-Date

FICA Gross Wage - Year-to-Datc

Furlough - Current Pay Period

Furlough - Year-to-Date

Geographic Location

Grade. o

Gross Pay - Current Pay Period

Gross Pay - Year-to-Date

Group Health Insurance Deductions - Year-to—Date
Group .ife Insurance Coverage :

Hazard Duty Hours

Hazard Pay .

Health Benefits Code . :
Health Benefits Insurance Deductlon -~ Current Pay Period

‘Health Plan Carrier Code

Holiday Hours

Holiday Leave Hours - Current. Pay Period
Holiday Leave Hours ~ Year-to—Date
Holiday Pay

Home Leave Accrual Rate
'Home Leave Arrival Date

Home Le2ave Ending Balance

Home Leave Used - Current Pay Period

Home Leave Used - Year-to~-Date

Job Series

Labor Organization Code

Labor Organization Deductions - Current Pay Period
Labor Organization Deductions - Year—-to-Date’

Last Shift Worked - Wage Board :
Leave Without Pay - Current Pay Period

Leave Without Pay - Year-to-Date

Limited Appointment Code

Limited Appointment - Balance

Limited Appointment - Date

Limited Appointment -~ Days/Hours/Earnings

Local Tax Code _ T

Local Tax Deduction - Current Pay Period

Local Tax Deduction - Year—to-Date

Lump Sum Amount

Lump Sum Holiday Hours (Not applicable effectJve 12/5/80)
Lump Sum Hours

Militafy Leave ~ Emergency -,Current‘Pay Per’od

- Military Leave - Emergency - Calendar Year-to-Dazte

Military Leave - Regular - Current Pay Period
Military Leave Regular -~ Fiscal Year-to-Date
Net Pay ‘ '
Night Differential Hours

Night Differential Pay

Object Class

One-Half Deduction Government Insurance

Chap 3
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(121)
(122)
(123)

- (124)

(132)

(125)
(126)
(127)
(128)

(129)

(130)
(131)

(133)
(134)
(135)
(136)

(137)

(138)
(139
(140)
(141)

o (142)

(143)
(144)
(145)
(146)
(147)
(148)

- (149)

- (150)

(151)

(152).

~ (153)

(154)
- (155)

(156)
(157)
(158)
(159)

- (160)
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(164)
(165)
(166)
(167)
(168)
(169)
(170)
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Optional Life Insurance Dediction - Current Pay Period
Crganization Code

Other Allowance - Authorized

Other Compensation - Year-to-Date

Other Overtime Pay .

Other Pay - Amount - Current Pay Period

Other Recurring Deduction Code

Other Recurring Deduction - Amount

Overtime Hourly Rate

"Overtime Hours @ Normal Rate -

Overtime Hours @ True One and One-Half Rate
Part-Time Carryover Hours of Annual Leav Credit
Part-Time Carryover Hours for Sick Leave Credit

. Pay Basis
‘Pay . Exception Code

Pay Period Beginning Date

‘Pay Period -Ending Date

Pay Period Number

Pay Period of Last Employee Master Recnrd Change
Pay Period Year A

Pay Schedule Number

Pay Status

Pay Status Date

Position Type

Post of Duty and T&A Distrlbutlon Code
Previous Compensatory Hours Paid .
Program Element (Fiscal)

Reduction in Annual Leave Credits
Reduction in Sick Leave Credits
Reemployéd Annuitant Monthly Annuity
Region

“Regular Hourly Rate

Regular Life Insurance Deduction - Current Pay Perlod
Regular Normal Hours

Regular Normal Pay

Regular Premium Hours

Regular Premium Pay

Reimbursable Agreement Number

Retirement Deductions - Current Pay Pe-~iod

Retirement Deductions - Year-to-Date’
Retirement or FICA Code

Service Computation Date

Severance Pay Balance

Sick Leave Accrual Rate

Sick Leave Earned — Current Pay Period
Sick Leave Earned - Year-to-Date
Sick Leave Ending Balance

Sick Leave Hours Advanced

Sick Leave Used - Current Pay Period
Sick Leave Used - Year-to-Date
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(171) Social Security Number
- (172) Special Program
(173) Special Salary Rate Code
(174) Standby Percentage e
(175) State Income Tax Deduction - Current Pay Period
(176) State Income Tax Withheld - Year-to-Date -
(177) -State Tax Code .
(178) State Tax - Additional
(179) State Tax -~ Exemptions
(180) State Tax - Marital Status
(181) Step o
(182) 'Sunday Hours
(183) Sunday Pay
(184)  Supervisor Code
(185) Suspensions - Year-to-Date
(186) Time and Attendance Indicator
(187) True One and One-Half Overtime Eligibility Code
(188) True One and One-Half Overtime Rate o
(189) Voluntary State Tax Recurring Deduction
(190) . Wage Board - Grade 10, Step 2 - Env1ronmenta1 Rate
(191) Wage Board ~ last Shift Worked
(192) . Wage Board - Second Shift Rate
(193) Wage Board - Third Shift Rate
(194) Without Pay - Home Leave Accrual
(195) Without Pay - Periodic Step Increase
- (196) Without Pay - Year-to-Date
(197) Without Pay — 80 Hours

b. Recérd Changes. 'Chahges_to the EMR are accomplished in the
following ways: : ' : :

(1) Updating the EMR for Permanent Changes. Changes which
affect the EMR on a recurring basis are processed as permanent changes.
When these changes are processed, each data element must be edited. When
permanent change data does not meet the edit criteria, the transaction and
a message are returned to the payroll office. Those transac_.ions which
- contain only questionable data update the record and cause a ressage to be
returned to the payroll office for verification of the data used to- update
the EMR. These messages are advisory in nature and require no action if
- the update action taken is correct. However, if the action is incorrect, a
correction must be submitted.  The following are examples of permanent
change transactlons which require automated verificatlon and pdate

dactions:

» ‘ ‘ >hap '3
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(a) Promotions- :

(b) Changes to Lower Grade

vc) Reassignments

(d) Severance Pay

(e) Combined Federal Campaign Deductionc_
(f) Federal Tax Exemptions

(g) Bond Changes

(2) Automatic Permanent Change Actions to the EMR, .Select data
elements are generated or converted based on input tran;actions, changes to
other data elements, or lapsed time. Examples of thes: change types are
described below‘ ‘

(a) Trué time and one-half overtime e11g1b111ty based on a
promotion or change to lower grade.

(b) Annual leave category based on service computation date.

(c) If nature of action code indicates retirement, sick

leave balances are converted to sick leave credited to retirement.

(3) Temporary Changes to the EMR. Pay chaiges which affect the
EMR for a specific pay period only are processed as a - -temporary change.
The changes may be for the current pay period or for a srevious pay period.
Temporary .pay changes are subjected to system edits wi~h output messages
generated, to advise payroll technicians that correction and reentry of
rejected transactions are required. Temporary changes 4re divided into thé
four categories which follow: ' ~ g

(a) Time and Attendance Reports. Time. and Attendance
Reports for employees contain a record of all time present for’ duty and all

~hours absent from duty, as well as related rates and codes, as appropriate.

T&A data are processed to provide pertinent breakouts for employees hired
under the various Federal pay plans,vi.e., general schedule, wage grade,
etc. When a Time and Attendance Report is nét received for an employee,
the basic tour of duty is paid unless it is for the first or last pay
period of employment or’ payment is withheld by the payroll office by entry
of a change action.

(b) Late or Amended Time and Attendance Reports. Late or
amended Time ard Attendance Reports will be mechanically processed to
determine all entitlements, deductions, and leave changes .created by the
amended report if not more than the preceding six pay periods of prior data
(pay history) are affected.. AdJustments outside pay history are manually
computed and the adjustments are accepted, as entered, without additional
verlflcation. ' :

Chap 3
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(c) Temporary Hour and Rate Adjustments. These adjust-
ments are input when basic pay data and rates to be used are other than
those contained in the EMR. Temporary changes to appropriat101 and/or cost

center codes are entered as rate and hour adjustments.. The increased
entitlements of an employee resulting from an hour and rate adjustment
must be manually controlled to avoid exceeding the maximum salary
limltation.

(d) Temporary Change Adjustments.' These changes are
entered when temporary adjustments of base dollar amounts (griss to net)
are necessary. These changes affect the current pay period ouly. The
following are examples of temporary change adjustments:

Cash awards
Partial quarters deduction

: One-time collection actions, such as collections of
jury duty fees, trave advances, tax levies, etc. S

luﬂuﬂh-

(4) Mass Data Changes to the EMR. Certain IVF data are used to
make changes in the Employee Master Record. When such change is introduced
to the IVF, it automatically updates the employee master record when the
data changed is on that employee's master record. Annual or “wourly pay
adjustments can be retroactively computed and processed by th= system if
the effective date of action is the first or second Sunday of a pay period.
A message will be generated to advise the pay technician if the system can-
not compute and process the retroactive adjustment. In such cases, manual
-computation and separate data entry by the pay technician are required to
effect the adjustment. The follow1ng type changes in the IVF will result
in mass data changes.

(a) Health benefit rates
(b)  Employee organization dues (standard)
(c) Pay schedules for departmental agencies not on PMIS

(5) Automated EMR Updates. Periodically, the EMR is updated to
‘reflect calculation results and changes submitted and to remove data which
are not applicable to the current proce851ng period. The following updates
are required:

, (a) Biweekly. All data elements which are changed through
the pay and leave computation cycle are updated to reflect current pay
period data. Monthly, quarterly, and year-to-date data elvments are
updated to reflect the new balances, including the current pay perlod
processes.

. (b) Monthiy. Data elements which reflect only monthly
" totals are cleared at the beginning of the following month.

Chap 3
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. (c) Quarterly. Data elements which reflect quarterly data
are cleared or updated at the beginning of the following quarter.

(d) Yearly. ‘The data elements for year-to-date and annual
accumulators are updated based on the close of the pericd for which they
are established. Pay, leave, and calendar year updates must coincide with
the close of these years respectively.

303. ADDRESS MASTER RECORDS (AMR). Address Master Records (AMR) are
established for each employee reflecting the IRS Form W-2 mailing address,

check mailing address when other than a “financial inst*tution is indicated,

and the mailing address. for each bond being purchased. All address infor-
mation is mechanically edited. Any addresses which do not pass all the
edit requirements are returned to the submitting payroll offlce as errors
and must be resubmltted.

a. Check and W-2 Addresses. These address files contain the
following data elements: »

(1) Agency
‘-(2)»~Region
(3) Social Security Number
(4) Name ID :
(5) ‘Street Address
(6) City
(7) State
(8) Zip Code

b;l Bond Address and Inscription Data. A separate AMR is established
for each bond being purchased by an employee which con*ains the following:

(1) Agency
(2) Region
(3) “Social Security Number
. (4). Bond Mail Code
(5) Bond Sequence Number
(6) Bond Name _
(7) Bond Sccial Security Number
(8) Bond Co—-Owner Code
(9) Address First Line Address
(10) Address Second Line Address
“(11) Address City
(12) Address State
(13) Address Zip Code

Chap -3 »
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C. Chénges to the Address Master Record. All changes processed to
the AMR are permanent in nature. The W-2 address must contain che address
of the employee's residence and not employee's organization.

. d. ‘Annual Update.‘_An annual update is required for all wW-2
addresses to verify the data is correct before the W-2's are preparcd.
This is normally accomplished in November.

304. RETIREMENT MASTER RECORD (RMR). A Retirement Master Record (RMR) is
established for each employee payrolled by ‘UPS. This record is centrally
maintained and contains the complete fiscal history for the employée since
joining the Department. . The record also contains the service history for
the employee since. joining the Department or the transfer of the retirement
record to UPSOM, whichever occurred last. The automated procers includes
the establishment, maintenance, and preparation of the retirement record
for transmission to the Office of Personnel Management (OPM). The RMR is
developed and maintaired. in accordance with FPM Chapter 831 an.. supplements
thereto.

305. CONTROL MASTER RECORD (CMR). This record contains control
information for use in validating system processing of pay and leave
actions. All data in this record are maintained at block, region, and
agency level. '

a. -Record Content: This record is cdmprised of the thruee files
described below:

(1) Level 1 CMR. The Level 1 CMR is designed for ray technician
control of authorization data. The file includes such items &3 active
employees broken down by categories, number and total amount of authorized
deductions, etc. Level 1 CMR printouts are automatically generated on an
individual block basis at the end of each update process. T:iis file is
also used -to produce preliminary/final CMR printouts for a given pay period
at the block level. ' ' '

- (2)_ Level 2 CMR. The Level 2. CMR contains the results of pay
calculation processes at block level. These data are used for internal
system processing at the host site only.

_ ~(3) Level 3 CMR. The Level 3 CMR contains data elrments required
for balancing the results of pay calculation processing with -uthorizations
and for voucher contrnl purposes. This file is -also used to produce
preliminafy/final CMR printouts for a given pay period at both the region
and agency level. '

b. Record Update. The Level 1 CMR is updated each time a trans-—
action affecting a control data element is entered into the system.
Additionally, upon completion of the biweekly cycle, cumulative control
totals in all files are updated and/or cleared, as appropriata.

© 306.~-399. RESERVED.
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 CHAPTER 4. TIME AND ATTENDANCE REPORTS ND
' OTHER PAYROLL SOURCE DOCUMENTS

" SECTION 1. TIME AND ATTENDANCE REPORT

400. TIME AND ATTENDANCE REPORTS. FAA Form 2730-68, Time and Attendance
Report, is the primary source for recording time and attendance data of an
employee's attendance and leave. It is one of the basic records from which
data are entered in the UPS for computation of the biweekly payroll.

401. DESCRIPTION OF THE TIME AND. ATTENDANCE REPORT. Tne T&A report is a
two-part document. The original “green" copy, after completion by the T&A
" clerk and signature by the supervisor, is forwarded to th~ servicing payroll
office for processing. The "yellow" carbon copy, FAA Frrm 2730-68-1, Amended
Time and Attendance Report, is retained by the T&A cler: for the processing
of corrections, whenever required. The T&A report is illustrated in

chapter 18 under job PYUPSTA.

‘a. Established Employees. The basic employee information for
established employees is preprinted on the top line of the T&A report
~ prior to distribution to T&A clerks.

. b. New Employees. The basic employee information for new employees
must be typed or printed on the top line of the T&A report by T&A clerks
for the initial two pay periods of employment. Preprinted T&A reports are

prepared with the pay period number reflecting two pay periods hence. This
- allows time for mailing and receipt by T&A clerks prior to the beginning of
the pay period indicated on the report.

¢. Maintenance. Instructions concerning how iaformation is to be
entered on thé form by the T&A clerk are included in FAA Order 2730.8, Time
and Attendance - Uniform Payroll System.

d. Processing. T&A reports are to be completed by the T&A clerk
on a daily basis during the employee's biweekly tour o. duty. Accordingly,
the reports are required to be sorted by organization and distributed by
the payroll offices to.arrive at the office of each 1%A clerk on or
before the first workday of the applicable pay period. At the end of each
pay period, each T&A clerk is required to submit complated T&A reports
to the supervisor for review and certification. The supervisor should then
promptly forward the reports directly to the servicing payroll office to
arrive:on the Monday of Té&A Week. Payroll processing during T&A week is
described in chapter 5. ’

Chap 4 ,
Par 400 , Page 41



2730.9 | | _ T . 8/31/81

402. RECEIPT OF AND ACCOUNTABILITY FOR TIME AND ATTENDANCE REIORTS. All
time and attendance reports should be received in the servicing rayroll
offices no later than Monday morning of T&A week. In payroll 'rocessing,
it is important to ensure that all T&A reports have been recei  ed and that
data on the reports have been key—entered by the payroll technicians. This
is accomplished by a mechanical comparison of records entered during Té&A

" week to control data in the mini-skeleton master file at the local
processor. Upon request, a listing of T&A reports which have rot been pro-
cessed at the terminal is produced. All missing T&A reports should be
‘obtained and processed to the extent possible prior to the T&A week cutoff.
Automatic processing when missing T&A reports are missing is discussed in
section 2. ’

403. PROCESSING OF TIME AND ATTENDANCE REPORTS. The start/scop times of
an employee's shift, leave, overtime, and other data on the T&A report will
be entered through the local data entry system by the payroll cechnician.
These data are transmitted to the host computer on Monday night, Tuesday
night, and by Wednesday noon of T&A week. After receipt, the T&A's are
edited; hours of leave and pay calculated; and the leave accieunting func-—
tion performed. T&A reports with errors are rejected, and error messages are
transmitted back to the payroll technician. The payroll technician must
correct and reenter the data. The hours of pay and leave and the updated
leave balances are posted to the Employee Master Record (EMR). Data entry
of T&A reports during'T&A week 1is described in chapter 18. :

404. CONTROLS FOR PROCESSING T&A REPORTS. The controls in the T&A report ‘
process are primarily on an individual basis. Numerous edits are performed
at both the front—-end and centralized host processors. An em;-loyee cannot

be paid through the UPS until an EMR has been established at the host. Entry
of T&A data requires a record in the mini-skeleton file at the front-end
.processor with a social security number which matches the sccial security
number on the T&A report. 1If there is no corresponding record, a message,
"NO RECORD - SSN", is displayed on the CRT screen. In the case of new
employees, the T&A will not contain check-digit information. Therefore,:

the payroll technician is required to calculate the check digit to complete
entry of T&A data. Appendix 1, figure 9, prescribes the methods for calcu-
lating the check digit. After the T&A data are transmitted t> the host
processor, they are subjected to more extensive edits. The T&A Edit Error
List reflects transactions that failed to process and identifies the error
conditions. All edit errors must be researched, corrections nade, and data
reentered by the payroll technician. The error correction process is
described in chapter 16.

405. TIME AND ATTENDANCE BIWEEKLY OUTPUT PRODUCTS. During T&A week in each
payroll cycle, output ‘products are provided to inform the payroll technicians
of missing Time and Atténdance Reports and the identification of errors in

" Time and Attendance Reports previously key-entered. Chapter 5, section 5,
contains detail information on the following output received during Time and
Attendance Reports processing. '

’ Chap 4
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‘ - » Time and Attendanéé Edit Ef’ror List.

b. Missing Time and Attendarce Répdft;

c. UPS Employee Hour Proof List.

SECTION 2. LATE OR AMENDED TIME AND ATTENDA CE REPORTS

420. LATE OR AMENDED TIME AND ATTENDANCE REPORTS. Late or amended Time and
Attendance Reports for prior pay periods are transmitted during the update
week process of the payroll c¢ycle. These T&A reports aie key-entered
beginning on Wednesday and continuing through Friday of update week.
Transactions for late or amended prior T&A reports are processed on a
retroactive basis as described below.

421, LATE TIME AND ATTENDANCE REPORTS. At noon on Wednesday of T&A

week, final T&A data for the current pay period are transuitted to the
central processor. T&A reports, which arrive at the se-vicing payroll office
after cutoff of final T&A input, are held to be processad in the following
week. Late T&A reports are key-entered using the same screen formats for
normal T&A processing (See Chapter 18, Data Entry Payroll Technician

‘ Functions.)

422. AMENDED TIME AND ATTENDANCE REPORTS.. Amended Time and Attendance
Reports are transmitted either during the normal T&A processing schedule

or during update week. Theé data entry cutoff time and pay period determine
when amended T&A reports are key—entered during the payroll cycle.

a. I1f an amended T&A report is received for the cirrent pay
period and is processed prior to data entry cutoff timc, Wednesday noon of
T&A week, it will be summarized independently of and w.1ll replace the
T&A previously key~entered._ Corrections to current pay period Té&As
prev10usly accepted are processed in the same manner.

b. If an amended T&A is received for the current pay period after data
entry cutoff during T&A week or if it affects any of the last six pay periods,
it will be transmitted to the central processor on Wednesday, Thursday, and
Friday nights during the update week process. The employee's pay entitlements
and leave will be recalculated based on the amended T&A report. Any difference
between the original and the amended calculation will adjust the pay and
leave for the applicable pay period and will be reflectel in the current
pay period.

c. Amerded T&A reports received for pay periocds prior to the last six
most recently completed pay periods must be processed as pay and leave ad-
justments on Monday through Wednesday noon of T&A weck. Pay periods prior
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to the last six are not. within the Pay listory File (PHF). Therefore,
amendments to these pay periods must. be made by the entry of adjustments
‘resulting from manual pay and leave calculations. See Chapter 6, Changes
to Master Records, and Chapter 18, Data Entry Payroll Technician Functions.

423.-439. RESERVED.

SECTION 3. OTHER ?AYROLL SOURCE DOCUMENTS AND BATCH CONTI OL

440. OTHER PAYROLL SOURCE DOCUMENTS. Other source documents processéd
by payroll technicians are received from personnel offices, Liternal Revenue
Service, or directly from employees. They include the following:

a. SF 50, Notification of Persomnel Action;

b. IRS Form w—a; Employee's Withholding Allowance Certif{icate;

c. FAA Form 2730—5, Request and Authorization for Allo.mert of
Compensation for State Income Tax Purposes;

d. State and Loral Tax Withholding Certificates;

e. FAA Form 2730-18, Payroll Address Information;

f. SF 1189, Requést by Employée fér Payment of Salaries or Wages
by Credit to Account at a Financial Organization;

g. SF 1192, Authorization for Purchase and Request for C’hange United
States Series EE Savings Bonds; - ’

- h. SF 1187, Request for Payroll Deductions for Labor Organization
Dues; '

i. SF 1188; Cancellation of Payroll Deductions for Labor
Organization Dues; :

j. SF 1150, Record of Leave Data;

k. SF 1198, Request by Employee for Allotment of Pay for Credit
to Savings Account with a Financial Organization;

1. SF 2809, Health Benefits Registration Form;

m. SF 2810, Notice of Change in Health Benefits Enroll ient;

n. CSC Form 804, Combined Federal Campaign Pledge Card;

0. Recurring collection forms and memoranda;

o » Crap 4
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‘ _ ' - p» IRS Form 668-W, Notice of Levy on Wages, Salary and Other Incomc;

q. FAA Form 1360-33,vRecord of Visit, Conferehcé, or Telephone Call;

r. FAA Form 2730—3,-Bond/Check Replacement Request (Manual processing).

441. BATCH CONTROL NUMBERS. The procedures and control records
prescribed herein are designed to ensure that all payroll data received
in the payroll offices for processing are entered by the payroll tech-
nicians into the system and processed at the central prccessor.

a. Grouping of Documents. Documents received for processing
shall be grouped to provide an equitable distribution o’ the workload
within the payroll offices. This will be accomplished in accordance
with locally esrablished procedures which may be based upon the organi-
zation to which an employee is assigned, alphabetically by surname of
employee, or other method. Within the general groupings, SF 50's and
related documents should be placed in a sequence, such as in order of
screen linkage to facilitate processing.

b. Batch Control Log. A batch control log shall be maintained by
each technician. The pages of the log are batch control sheets which are
‘illustrated in figure 4-1. The following information shall be entered on
" the control sheets: ' '

“ ' _ (1) _' Technician Name;

(2) Technician Block Number;

(3) Pay Period Number . Pay year and pay period number;
(4) Job Name applicable to the document(s) to be processed;

-~ (5) TA/BL. Job PYUPSTA-TA; All other jobs - Block number
assigned to the employee's group.

(6) Seq No. Sequential number assigned to ach batch. During
weekly input cycle (i.e.; T&A week), a technician shouid never use a sequential
number more thun once. The series of sequential numbers to be assigned are:

' " UPDATE WEEK T&A WEEK
JOB NAME - . BATCH # (5-6) BATCH # (5-6) .
PYUPSTA ' 90-98 (Late & amended T&A 01-59 (Current pay period T&A)
within 6 prior pay 70-79 (Amended T&A current

periods) ' : pay period)
: 80-89 (Corrections current
pay period)
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UPDATE WEEK . . T&A WEEK

-JOBFNAME . BATCH #,(5-69 . BATCH # (5-6)
fYESTAB‘ C 01-09 - o
PYADDR : 10-19

PYTAX ' 20-29

PYDED | 30-39

' PYCHANGE 40-49

PYLEAVE -  50-59
- PYPAYADJ 60-69 Sk 6A-6Z
PYDEDADJ - | | I TA-72Z
PYWGTXADJ o ' _ . 8A-8Z
PYOTHADJ o | - 9A~92
PYMISC ‘ - DD-FF

(7) Date of Entry;

(8) #DOC. The number of documents processed in a batch. This ‘
information shall be determined by a manual count of the docurents. This
total shall be entered prior to data entry. To verify the nu ber of T&A
documents which have heen entered, the last record in the batch shall be dis-
played by depressing the TOTAL key. The number of documents displayed on
the message line should agree with the total number of docum2nts in the
control log. To verify the number of documents entered for ary other job,
display the last record in the batch. The record count at the bottom of
the screen reflects the number of documents entered.

(9) #REC. The number of records entered in a batca. .This
information is obtained from the status line when the last re:ord in the
batch is displayed. This information is posted to the batch control sheet
after the batch entry has been completed. Verification of tbe number of
records posted to the log is accomplished on the subsequent c¢ay when the
computer—generated Bztch Transmission Report is received. This will ensure
that all records entered by the payroll technician are processed by the host.
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FICURE 4=1. PAYROLL BATCH CONTROL SHEEI
TECHNICTAN NAME (1) John Smith
TECHNICIAN BLOCK NO. (2) 03
PAY PERIOD NUMBER (3) 7910
JOB:PY - TA/BL | . No. |  DATE " # DOC # REC
_(4) (5) (6) | (7) (8) %)
| CHANGE - 03 40 3/11/79 50 50
ESTAB : 03 0 " 19 10
"ADDR : 03 10 ’ " 10 10
TAX 03 20 " 2 2
DED 03 | 30 | " 15 15
LEAVE . | 03 50 . z5 25
UPSTA | . TA 90 " 5 6
| cHANGE - 03 41 | 3-12-79 30 30
DED | 03 | 31 " 8 8
"Chap 4 .
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442 .-445. PESERVED.

SECTION 4. FILING AND RETENTION OF DOCUMENTS

446. T&A REPORT FILES. Reserved.

447. OTHER PAYROLL SOURCE DOCUMENT FILES. Each payroll office is
responsible for the maintenance of source document files pertaining to
individual pay, leave, bond deductions, insurance, health benefits, etc.
Generally, such source documents will be maintained in separate jacket
files for each employee or filed centrally.

448, DISPOSITION OF PAYROLL FILES. The retention, dispositioi, or
destruction of payroll records shall be dccomplished in accordance with
the guidelines and procedures contained in FAA Order 1350.15A, Records
Organization, Transfer, and Destruction Standards, paragraph 10 (2730).

449.-499.  RESERVED.
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" CHAPTER 5. PAYROLL PROCESSING

' SECTION 1. CENERAL

500. PAY PERIODS. The basis for the continuous series of payroll
processing cycles .in the payroll schedule is. the pay period. Each pay
‘period begins on a Sunday at 12:01 a.m., and ends two weeks later on
Saturday at 12:00 midnight. The two-week period for firefighters is 14
consecutive 24-hour periods starting with the first Sundiy of the
biweekly pay period. Pay periods are numbered on a calendar year basis

. from 1 through 26 to conform to the income tax year and the requirements
for the issuance of Internal Revenue Service (IRS) Form W-2, Wage and Tax
Statement. (Approximately once every ten years there arz2 27 pay periods.)

501. FIXED CHECK DATING PRINCIPLE. The fixed. check dating principle is
used for the issuance of checks. This means that chec’:s will be dated the
second Monday following thé close of the pay period.

502.~510. RESERVED.

SECTION 2. PAYROLL PROCESSING CYCLE

511. GENERAL. This section describes the two categor’es of payroll data
processed in the Uniform Payroll System and the payroll processing cycle
"associated with each category. Activity during the pay.oll schedule is
described on. a day-to-day basis.

512. TYPES OF DATA PROCESSED. Data input initiated ty payroll officeslin
the pay process 1s classified as either variable or fixed.

a. Variable data, such as time and attendance information, are pro-
cessed on a recurring basis during the week immediate'y following the
completion of a pay period (T&A week).

. b. Fixed data, such as personal/organizational and address infor-
mation, are considered fixed because such data are infrequently changed.
These data are processed during the week between T&A we :ks and is known as
an update week.

513. PROCESSING SCHEDULE. The biweekly prbcessing schedule is as follows:

a}"T&A Week. This is the week which immediately follows the end of
a pay. period. ' ’

(1) Monday.
(a) T&A's for the pay period which ended the previous

Saturday are due to arrive in the payroll offices. These documents are
grouped in batches and key-entered by the payroll tech: icians.
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(b) Adjustments for current pay, adJustments outside pay
history, and cash awards to be paid by the system are input.

(¢) Priorx ‘to 1800 hours Central Time, the data entered
_during the day are transmitted to the host processor and edited against the
current employee master record and table data. FErrors detected as a result
of this process are transmitted back to the payroll offices overnight and are
available the next morning for research and correction. ‘Accepted T&A data
are retained at the host processor. »

(2) Tuesday .
(a) T&A's continue to be received and entered.
; (b) - Errors pertaining to the previous day's input are
corrected and key-entered on correction batches. Adjustments for current pay,

adjustments outside pay history, and cash’ awards to be paid py the system are
input.

(¢) Prior to 1800 hours Central Time, all data eitered are
transmitted to the host processor for .edit and production of e-ror listings
or accéptance. Error data are transmitted back to the payroll offices
overnight for research and correction the following day.

(d) A list of m1831ng ‘T&A reports is producec from local
mini-skeleton master files. Followup actions are in1t1ated.

(3) Wednesday.

(a) The Tuesday schedule is repeated. Any automated check
hold actions must be input prior to cutoff on this day.

v (b) The entry of data is cut off so that fina! transmission
of T&A data is made to the host processor by 1300 hours Centr:l Time. The
resultant error data, if any, are transmitted back to the payroll offices
for correction. Such corrections must be accomplished in the next pay
cycle or processed locally as a suppleméntal payment.

(c) Pay calculations are run overnight w1th "normal” pay
computed based on biweekly tour hours in the EMR for employees whose T&A
data have not been entered or accepted. Tour hours are not paid for the
first or final pay period of employment unless a T&A is processed.

(d) Control data from the pay. computatibn process and other
output .are transmitted back overnight to the local payroll offices for
review and use.
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(4) Thursday.

(a) Local payroll offices determine adjastments to be made
to the check issuance process, such as supplemental payments or cancelled
check actions required. Requests for manual check hold actions must be
telephoned to UPSOM prior to 1100 hours Central Time. Employee name, SSN,
~agency/region, and payroll block information are required. A manual check

hold request appllcable to. an employee on a composite check cannot be
honored.

(b) Central'proce551hg is completed at U”SOM. Check and
bond issue tapes are forwarded to the disbursing officer (D.0O.) and
composite check listings distributed to financial organizations.

: (c) Local output, including printing of earnings and leave
statements and header information on blank T&A reports, is produced and
readied for distribution by local payroll offices.

(5) Friday.

(a) Final manual check hold action requests must be tele-
phoned to UPSOM prior to 1100 hours Central Time.

(b)  The b;O. is scheduled to issue and c(istribute checks

and bonds.

:(c)b Ageneyvlevel and control reports a‘e distributed by the

UPSOM.

(d) Local interface requirements are processed.
b. Update Week.
(1)  Monday.
(a) Data required to be included in the installation
variable file (TVF) for the current pay period process must be received by
the UPSOM not later than 1200 hours Central Time. Such data are generally

forwarded by mail.' However, essential-critical inforration may be provided
by telephone and followed by a written confirmation.

(b) Update transactions may be entered on this day but
cannot be transmitted to the host processor until Wecnesday.

(c) PMIS suspense file data and deletec transactions are
transmltted at about 2300 hours to payroll offices fo. printing.

(2) Tuesday.

(a) Processing of IVF data is continued at UPSOM.
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, (b) Listings of IVF input and erroré are prod\ced for the
UPSOM to ‘ensure ‘all table data are currently on file prior tc processing
employee update data which begins on Wednesday.

_ (c) Documents received from the personnel office are
matched to the transactions on the PMIS suspense file listing. If a docu-
ment has not been received for a transaction on the listing, contact the
personnel office to obtain the missing document.

. (d) Update transactions may be- entered on this day but
cannot be transmitted to the host until Wednesday.

(3) Wednesday.

' (a) Personnel actions and other documents containing
employee data are batched and key-entered by payroll technici: ns.

(b) Lete and amended T&A reports for prior pay periods and
adjustments, supplemental payments, and cancelled checks within pay history
are input. :

(¢) Prior to 1800 hours Central Time, the input data are
transmitted to the host processor for edit, update of files and com-
putation of adJustments. ‘Error data are transmitted back to “he payroll
offices overnight for correction the next day.

'(d) . -Retroactive adjustmentvproceSSing is accompiished.
(4) Thursday.

(a) Wednesday's processing schedule is repected.
y

(b) Errors from Wednesday's processing'are corrected
and reentered.

"(c¢) Host processing is substantially the same as on
Wednesday. »

(5) Friday.

- (a) Wednesday's processing schedule is repeated.
Thursday' s errors are corrected and reentered.

(b)  Errors on Friday's update input are received the
following Monday and corrected for reentry during the next update cycle.

(c) Mini-skeleton master file data are prepared and available
for transmission from the host processor back to the data entry system
supporting each local payroll office to serve as a control and to generate
local output during T&A week processing which begins the fo”lowing Monday.

514 .- 520. RESERVED.
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. SECTION 3, PREPARATION OF A CONSOLIDATED SF 1166,
VOUCHER AND SCHEDULE OF PAYMENTS

521. GENERAL. The host activity performing the centralized processing of
pay and leave entitlements for departmental civilian employees is

responsible for transmitting to the Treasury Department Disbursing Officer a
consolidated SF 1166, Voucher and Schedule of ‘Payments, for payroll disburse-
ment transactions processed by UPS. The SF 1166 will be computer-generated
as prescribed by the Treasury Fiscal Requirements Manual (TFRM).

522. - CONTENT OF THE SCHEDULE. The SF 1166 is prepared o»n the basis of
computed pay and deductions for departmental civilian employees. The
schedule is supported by magnetic tape data containing payee names, check
mailing addresses, and amounts of individual checks. Detailed instructions
for the preparation of the SF 1166 are prescribed in tl.e TFRM. The
‘schedule contains disbursements to the following:

a. Net pay to employees.

b. Pay to financial institutions.

c. Employee savings allotments.

d. Combined Federal Campaign.

e. Employee organizations.

f. Federal Reserve.Bank.

g. State/local taxes.

523. SEPARATE SCHEDULE (USCG). A separate SF 1166 is "ised for
U.S. Savings Bonds issued to United States Coast Guard rivilian employees.

524 . CERTIFYING THE PAYROLL SCHEDULES. The payroll disbursement schedules
shall be certified by a duly authorized certifying offi:er on the UPSOM
staff. The certifying officer shall make such examination of the documents
and records supporting the payroll voucher as is necessary to assure the
correctness and validity of payments being made, takirg into consideration
the internal controls of the payroll system.

525. SUPPLEMENTAL REPORTS. The Regional Disbursements and No Check De-—
ductions listing is provided to each accounting office. It will be used as
supporting data for accounting entries and the transfer of disbursing
authority between accounting offices and the UPSOM.

526.-530. RESERVED.

Chap 5
Par 521 . T ) Page 55



2730.9 I ) : o - 8/31/81

SECTION 4. CONTROL OF CHECKS AND BONDS

531. DIRECT MAILING OF CHECKS AND BONDS. Paychecks and U.S. Savings

Bonds are mailed by the disbursing officer directly to addresses designated
in writing by employees. Employees may receive their net pay in the form
of a check drawn in his/her name and mailed to a home address, post office
box, or a post of duty. See paragraph 53lc for restrictions on use of

FAA office/installation addresses. If desired, employees may request a
check drawn in favor of a bank, savings and loan association, Federal or
state—chartered credit union or a similar institution, for credit to
his/her account. The account to be credited may be any account (single or
“joint) which includes the employee name in:the title.

a. Designation of Check Mailing Address.

(1) Designation of Home Address, Post Office Box, or Post of Duty.
Each employee who elects to have his/her net paycheck mailed to a home
address, post office box, or a post of duty shall designate the mailing
address for the check by completing an FAA Form 2730-18, Payroll Address
Information. See figure 18-55.

(2) Mailing of Net Paychecks to a Financial Organization. If an
employee desires to have his/her net paycheck mailed on a regular basis to
a financial organization, the request must be submitted on an SF 1189, Request
by Employee for Payment of Salaries or Wages by Credit to Account at a .
Financial Organization. See figure 18-61.

(3) Preparation of SF 1189. The employee must complete all of the
form EXCEPT the block "Employer Identification Number" and the section "To
be Completed by Financial Organization.” It is the employee's respon-
sibility to deliver the completed form to the financial organization for
endorsement and entry of the Employer Identification Number. After the
proper signatures have been obtained, the employee shall present the
completed original form to the payroll office. The employee and the finan-
cial organization should each retain a copy. The name of the employee to
be credited should be stated on the form exactly as shown on nayroll
records. A financial organization, at its own discretion, may credit an
account which carries a name in a format that differs in minor degree from
the name identified on the check or remittance record. It can be expected,
however, that the fina.icial organizations will be guided primarily by the
depositor account number shown on the check or, in the case of composite
checks, the remittance record. Accordingly, the payroll technician should
ensure accuracy of input to the depositor account number shown on the

SF 1189.
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(4) Provisions Relétiﬁg to Financial Organizations.

(a) Selection of Financial Organization. Selection of an
organization to receive an employee's net pay for deposit to his/her account
rests with the employee. The employer is prohibited from fostering the.
selection of any particular financial organization or class of financial
organization. ‘

(b) Financial Organization as Agent of Eiployee. A
financial organization acts as an agent for the employee who designates the
financial organization to receive checks for deposit to an account.

(c) Information on Accounts Credited. Advice to employees
on the crediting of deposits to accounts can be issued only by the financial
organization.

(d) Action on Death of an Employee. Death of an emplovee
revokes the authority of the financial organization to credit the net pay
to the employee's account. Amounts which cannot be credited must be refunded
promptly to the accounting office by return of an individual check or, in
the case of a composite check, by the bank issuing a che :k payable to the
agency for the amount that cannot be credited.

. '(e) Advice of Cancellation. An employee may cancel or
change his/her authorization at any time. This must be done by submitting
. an appropriate form.

b. Drdwing of Individual Checks. In those instances where composite
check procedures are not applicable (see paragraph 532 below), or when such
procedures are applicable but Treasury clearance of the bank has not been
received, the requirement that checks be drawn in favor of financial organi-
zations when authorized in no way alters the present necessity for drawing
an INDIVIDUAL check for credit to the employee's accouni. The individual
paycheck is to be inscribed with each of the following required elements:

(1) The name of the financial organization as the payee;

o (2) The address of the financial organizaticn (as stated on the
SF 1189, this can be any branch office);

(3) The name of the employee to be credited (stated in exactly
the same way as carried on the payroll records); and

(4) The employee's (depositor) account number at the financial
organization. ' '
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¢. Usé of FAA Addresses for Check Mailing. FAA employees cannot

designate addresses of‘FAA}officesﬂoffingiallatfons as mailing addresses
for paychecks and bonds, except in emergency or unusual circumscances. A

" designation of an FAA address may be approved by a field office ov facility

chief, area manager, or division chief in region, center, or FA  headquarters.
“The following are circumstaunces that would allow such approval:

(D Employées residing on an FAA installation.

" (2) Employees transferring from one geographical are: to
another pending establishment of a new home address.

(3) Employees in locations outside the United States where
difficulties with mail deliveries have been encountered. In such cases,
paychecks may be delivered through designated agents to the employee.

d. Designation of Bond Mailing Address. Each employee chall desig-
nate the address to which his/her U.S. Savings Bonds will be mciled on the
SF 1192, Authorization for Purchase and Request for Change United States
Series EE Savings Bonds. See figure 18-78. . '

e. Keeping Information Current. It is essential that delivery
address information on file in the payroll office be kept current.
Employees shall be instructed to notify the payroll office oan the forms
prescribed above whenever any change occurs which would affect delivery of
their salary checks or Savings Bonds.

532. COMPOSITE NET PAYCHECK PROCEDURES.

a. Definition of "Composite Check." A composite check .s one drawn
in favor of a financla. organization who has entered into an agreement with
the U.S. Treasury to accept the aggregate amount of net pay of a group of
individuals. The composite check is supported by a remittance record in
which each individual is identified as to name, social securitv account
number, depositor account number, and the amount of net pay. Employees
whose net pay is covered by composite net paycheck procedures have a pro-
visional guarantee feature that they will receive credit in their account
at their designated financial organization on the established payday. See
I TFRM 3-8060, Guaranteed Payments.

b. Mandatory and Optional Uses of Composite Net Paycheck Procedures.

(1) Mandatcry Use. Treasury Department Transmittal Letter No. 53,
dated September 28, 1970, requires that a composite net paycheck be issued
in favor of a financial organization who has entered into an agreement with
the U.S. Treasury whenever FIVE OR MORE persons on a payroll bhave
designated that same financial organization.
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(2) Optional Use. Treasury Transmittal Letter No. 71, dated
November 10, 1971, provides that each payrolling location may, on an
‘optional basis, extend the composite check procedure to all financial
organizations who have entered into an agreement with the U.S. Treasury for
receiving salary checks of employees, even on a one—to-one ratio.

c. Nonreceipt of Composite Check by Financial Organization. ,
Occasionally, a financial organization may have to contact the disbursing
office reflected on the remittance record because the composite check was
not received on -payday. The disbursing office will take immediate steps to
substitute the missing check. The financial organization has the option of
either receiving the substitute check by mail or requesting a special
action which causes credit to the financial institution through the Federal
Reserve System by not later than one business day following the payday.
This procedure ensures each employee paid under composite check procedures
that he/she will receive credit in his/her account on the established
payday.

533. SAFEGUARDING OF CHECKS AND BONDS. 1In those instarces where paychecks
and Savings Bonds are received at a post of duty for fwvrther distribution,
the employee(s) who handles the checks - and bonds shall not be involved in
any way with the payroll process. This includes payrol. technicians, time
and attendance clerks, and individuals certifying T&A Reports. All
paychecks and bcnds held in an office for whatever period of time must be
"kept in a safe or locked file cabinet. When salary checks or bonds are
delivered to employees, each employee receiving same shall be known by or
identified to the person delivering them.

534, RELEASE OF PAYCHECKS. Release of. paychecks is authorized only when
T&A records or other evidence sufficient to determine the individual's pay
status are received in the payroll office. The payroll office should
devise local procedures to accomplish this objective taking into account
operating requirements, Treasury deadlines for check issuc data, etc. In
those instances where employees are assigned to isolate | areas or overseas
stations, the reporting of their pay status may be made on a priority com-
munication basii, such as teletype or telegram. The report shall contain
the positive statement that all employees of the region, station, etc., are
in an 80-hour normal pay status followed by a listing of exceptions,
including employee social security number, name, and departure from the
80-hour normal pay status. (Examples of exceptions to be reported: 12
hours' overtime, 8 hours' Sunday pay, 16 hours' LWOP.) Such communications
are authority for salary payments pending subsequent receipt of properly
‘executed Time and Attendance Reports. All such communications are retained
for later comparison with the applicable Time and Attendance Reports. The
payroll office should establish a followup procedure to easure receipt of
confirming Time and Attendance Reports.
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535. UNDELIVERABLE CHFCKS. Any salary check which is still due and
payable to the payee or his/her éstate, and which is undeliverable for a
maximum period of 6 months from the date of issue, shall be deposited to
the account of the Treasurer of the United States. The deposi* will be
made through the disbursing officer who issued the check for cred.t to the
appropriation or fund charged or the appropriate succeedlng acc.unt.
Simultaneously,; the accounting office shall establish a liabilicy for
payment of the amount a.: a subsequent date.

536. LOST CHECKS AND BONDS.

a. General. The payroll office shall take prompt and aggressive
action to obtain replacement of paychecks and Savings Bonds which are lost
or stolen, and also salary checks which have not been received in a timely
manner by the employee or his/her designated financial organization. This
responsibility includes:

(1) Assisting the employee to initiate FAA Form 273C-3,
Bond/Check Replacement Request.

(2) Processing the request promptly to the disbursing officer.

(3) Conducfing followup action to expedite replacement.

The disbursing officer must be furnished the name and title of the person(s)
authorized to report nonreceipt of salary checks and requests for immediate
substitute check issuance. The disbursing office which issued the original
check will issue a substitute or replacement check immediately upon
receiving the advice of nonreceipt. Wherever possible, the ad-ice to the
disbursing office should be on FAA Form 2730-3 signed by the ewployee. If
this process would delay the substitute check action, informal telephonic
advice from the designated employee(s) in the payroll office will be
accepted by the disbursing office for the purpose of prompt issuance of the
substitute check, subject to immediate submission of FAA Form .730-3.

b. Special Procedures for Prompt Issuance of Substitute Checks. ‘

c. FAA Form 2730-3, Bond/Check Replacement Request. This form is
used by employees to request replacement of lost or stolen checks and U.S.
Savings Bonds. It shall be made available at all T&A reporting locations.
However, payroll offices will honor an employee's written recuest by
memorandum or letter as provided in subparagraph (2) below. See figure 5-1.

(1) Completion of Part I of FAA Form 2730-3. When it becomes
known that a check or bond has been lost or when delivery is not made
within a reasonable waiting period (e.g., 3 days after normal delivery date
for paychecks and 10 days for U.S. Savings Bonds), the employee shall
complete Part I of FAA Form 2730-3 in triplicate and forward &11 copies to
the payroll office. If the check was mailed to a financial organization
for credit to the employee's account, a statement to this effect should be
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FIGURE 5=T. BOND/CHECK REPLACEMENT REQUEST

BOND/CHECK REPLACEMENT REQUEST

INSTRUCTIONS: Complete Part I and, submit in triplicate to the Accounting Division. The Accounting Division will complete i
Past 11, forward the original to the appropriate U. S. Treasury Disbursing Office, return the duplicate to the emplovee and retain the
triplicate. Upon receipt of replacement bond/check, employee will sign and date Part U] on the duplicate copy and forward it to

the Accounting Division. ’

PART { - EMPLOYEE USE
(To be typed or printed by employee)

.Check one

!

!CJU.S. SAVINGS BOND
i ["]u.s. TREASURY CHECK

T0: Accounting Division DATE OF REQUEST

REQUEST STOP PAYMENT AND REPLACEMENT ACTION BE INITIATED ON THE ITEM DESCRIBED BELOW.

INSCRIPTON (Name and nuili;n;:&;i}e‘s& if bcil_eéllc:ar‘ib‘}:o-owne} or beneliévary if savings [:, {NOT RECEIVED AT
bond ) DESIGNATED ADDRESS
1
i
!: JLOST
!
ll' . }OTHER (Explain below)

CIRCUMSTANCES (Explain in detail. Continue on reverse, if necessary)

E"‘-PLQYEE'S SIGHATURE

PART Il — ACCOUNTING DIVISION USE ONLY

Chap 5
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U.S. SAVINGS BOND U.S. TREASURY CHECK ;
NUMBER ISSUE DATE CHECK NUMBER BATE  [amount
DENOMINATION FAA SCHEDULE NUMBER |DATE " [emPLOYEE PAYROLL

. NUMBER
—— I I ) I I
. VERIFICATION o i
SIGNATURE TITRE Toate
" PART Il - RECEIPT BY EMPLOYEE
(For Replacement Bond/Check)
SIGNATURE DATE
FAA Form 2730-3 15-7% SUPERSEDES PREVIOUS EDITION
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made in the “Circumstances” block of FAA Form 2730-3. The enployee shall
secure a statement from the financial organization as to nonreceipt of the
check and forward the statement with FAA Form 2730-3 to the pavroll office.
However, forwarding of the FAA Form 2730-3 should not be delared due

to- the inability of the employee to promptly secire this statement from the
financial organization. ' In such cases, a notation should be m:de on the FAA
Form 2730-3 that the statement will be forwarded upon receipt.

(2) When an employee's request is made by memorandm or letter
rather than FAA Form 2730-3, the payroll office shall complete Part I of
FAA Form 2730-3 supporting it with the employee's memorandum or letter.
Information required but not provided will be obtained through telephone
contact with the employee. The employee's written request must provide the
following information: g ' :

(a) Whether the'reQueSt pertains to a check o~ bond.

(b) The name of the payee (employee or bank) a:d the
mailing address if the request is for a gheék,_and co~owner or beneficiary
if the request is for & Savings Bond. :

, (c) Whether check/Bond was not received at the designated
address or was lost after receipt. : :

(d) A statement from the financial organizat’on as prescribed
in subparagraph (1) above if the check was mailed to the financial organi-
zation for credit to the employee's account.

(3) Cbmpletion of Part II of FAA Form 2730-3. The payroll
office shall immediately:

(a) Coaplete Part II of FAA Form 2730-3.

(b) . Send the original to the disbursing officer by the

e K

most expeditious means.
(¢) Return the~duplicate'c§py'to the emplbyea.v
(d) Retain the triplicate copy for file. |
d. Check Negotiation Procedures and Notification by Embloyee of

Receipt of Substitute Check/Bond. The employee may negotiate whichever
check is received first, the original or the replacement check.

(1) If the original is received first, it may be negotiated oply
1f the payroll office is notified immediately so that stop payment against
the original can be removed and replacement check action discoatinued. If
the payroll office is'NOT"ﬁbtified when the original is negotiated after a
replacement’check‘has been requested, the Office of the Treasurer of the
United States, upon receipt of the original, will decline to bonor it
resulting in inconvenience and possible embarrassment to the employee.

) ’ . . Che.p 5
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(2) The replacement check 18 readily identificble by the word
"substitute™ below the theck serial number and the words "Secretary of the
Treasury"” above the disbursing officer's signature. If the replacement
check 18 received first, it may be negotiated upon receipt.

(4) It should be stressed to the employee that ONLY ONE check
‘may be negotiated. The other, whenever received, must be returned to the
payroll office. If an employee receives credit from his/her financial
organization for both the original and replacement checke, he/she should
promptly notify the financial organization AND the payroll office.

~ (5) Completion of Part ITI of FAA Form 2730-3. Upon receipt of
the replacement check or bond, the,employee shall immediately complete
Part III of -the duplicate FAA Form 2730-3 and forward it to the payrolil
office. " :

537.-539. RESERVED.

- SECTION 5. OUTPUT FROM THE PAYROLL PROCESS

540. OUTPUT CONCEPTS. . Payroll output represents the ultimate end products
of the Uniform Payroll System. They form an important part of the agency's
payroll control System necessary to promote and achieve the efficient and
economical utilization of labor resources.’ Payroll oucput products are
designed to meet a number of basic requirements, includiug the capability to:

a. Portray'and communicate pertinent, useful; and r~liable data to
be accounted for; : .

b. Furnish payroll, accounting, budget, financial institutions, and
Federal, state, and local taxing authorities with timely payroll data
that can be used with confidence in such areas of respcnsibility as program
planning and performance evaluations, determining the need  for and applica-
tion of payroll resources, ‘support of budgetary estimates, and distribution
of all types of employee pay and taxes;

¢. Provide current and accurate source data for preparation of

internal modal agencies and departmental consolidated payroll reports and
statements required by law or Federal regulation;

€. Produce payroll data which, when considered in terms of value and
utility, justify the cost of production. '

Chap’S . , : v ,
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541. RESPONSIBILITIES. The UPSOM 1is responsible for the validity and
integrity of data contained in UPS and for the distributlon of payroll out-
put on or before scheduled release dates. Payroll supervisors are respon-—
sible for the timely and accurate data entry of all documentation received
to establish, change, or delete employee and other related information in
UPS records and files. .

542. CERTIFICATICN. Nﬁmerous'output forms and listings requir: a certi-
fication as to the accuracy of data reported. The certificatisn must be
signed and dated by the UPSOM or an authorized staff member.

543.-545, RESERVED.

546. DAILY AND AS—REQUIRED OUTPUT.

a. Time and Attendance Edit Error List. This listing provides
payro!l technicians with a printout of all time and attendance transactions
that failed to process and identifies the error conditions. Copies are
printed .at payroll offices on Tuesday, Wednesday, and Thursday of T&A week,

b. Update Error Report. "This report provides payroll ‘echnicians with
a printout of all update transactions that did not process and identifies the
error conditions. Copies are printed at payroll offices on the workday
following each update cycle process. '

c. IVF Listing. This listing provides the IVF manager with a list
of ali data on existing IVF files by record type. Copies are printed at
the hest computer site upon request of the IVF manager. The following IVF
record types are' furnished to’ the payroll office for information and use in
subsecuent update .actions:

File Record Number Description
12 . " Cost Center
13 ’ . Nature of Action
21 - Labor Organization Codes and Dues
61 . CFC Address
62 ’ Labor Organization Adcress

d. SF 2807, Register of Separations and Transfers. This register
serve: as a cantrol record for transmittal of an SF 2806, Individual
Retirement Record, being forwarded to OPM or to another payrolling juris-
dicticn within DOT not under UPS. Copies are printed at the bost computer
site biweekly or upon request for preliminary retirement records based on
applications for disability.  Users are OPM, receiving DOT pryroll .offices
not under UPS, and affected accounting offices. A photo copy is mailed to
each payroll office for information and response to separated employees
inquiries regarding the date retirement records were mailed to OPM.

. Chap 5
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- e, Health Plan Listing. This listing provides data on' specific
health insurance plans contained in UPS when requested by the carrier for
reconciliation purposes. The listing is printed at the hest computer site
and mailed to the requesting carrier with appropriate instructions.
Payroll offices are furnished a copy of their portion of the listing to
respond to any reconciliation problems encountered by the carrier.

f. Batch Transmission Report. This report provides payroll offices
a daily control showing batch identification and the num'er of records
transmitted and received for processing at the host comp.iter site. The
list is verified with data posted to manual batch control sheets maintained
by payroll technicians.

g. Adjustment Error Report. "This report provides payroll tech--
nicians with a printout of all ‘adjustment transactions that did not process
and identifies the error conditions. Copies are printed at payroll offices
on the workday following each adjustment cycle process.

h. UPS Employee Hour Proof List. This listing provides payroll
technicians with a printout of all employees.{regardless o pay status) in
each block showing summary hours information based on ac:epted current pay
period T&A input data. The number of T&A's submitted and those missing for
the block appear at the end of each list. Copies are printed at payroll
offices on the workday following each T&A processing update cycle.

547. BIWEEKLY OUTPUT.

a. Report of Savings Allotment to Financial Institutions. This
report provides a listing by financial institution showing the distribution
of a composite cheek for credit to designated savings/loan accounts.
Coples are printed biweekly at the host computer site for mailing by UPSOM
to the Treasury Disbursing Center (TDC). The TDC forwards listing and
check to financial institutions. Microfiche of listings are prepared and
mailed to payroll offices for researching inquiries.

b. Check Issue Listing. This listing provides a record of employee
net salary checks mailed to a bank (direct or composite), home address, or
to a post of duty. Printed listings are mailed biweekly by UPSOM to  findn-—
cial institutions for composite checks and to post of duty agents.
Microfiche of all listings are prepared and mailed to payroll offices for
researching inquiries. : ' ;

c. Leave and Overtime Report. This report provides supervisors and
management officials with cumulative leave and current pa7 period overtime
- data for each employee. A list is printed -biweekly at nayroll offices for

distribution to supervisors and managers. :
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d. Negative Check Report. This report provides a listing of indivi-
dual transactions that result in a negative amount being withheld for CFC,
state and local taxes, or employee organizations. This listing supports
adjustment actions taken prior to check issue processing. Listings are
prepared biweekly for use by the UPSOM staff. Payroll offices involved
will be informed by UPSOM of the situation and requested to prccess
corrections, if warranted.

e. vertime Usage - AT Field Facilities. This report povides
FAA air traffic and flight operation management officials with information
on the use of overtime at their field facilities. Data are provided
biweekly and printed at applicable payroll offices.

f. Paycheck Hold List. This list provides a record of checks mailed
to a designated agent (normally cashier) of the accounting office. The
list is printed biweekly at the host computer site and payroll offices.
Users are payroll and accounting offices.

g. Payroll Distribution/Projection Report. This report provides a
listing of cost data by‘appropriation/limitation,‘fiscal program, cost
center, and object class for interface in local accounting re:ords. The
projection portion for the next month is printed only on the listing pre-
pared for the last paid payroll of each month. The listing is printed
biweekly at payroll offices. Users are payroll and accounting offices,

~h. Report of Supplemental Payments and Cancelled Checks. This
report provides a listing of supplemental payments to employee: and check
cancellations which have been processed through UPS. Transaciions which do
not crossfoot gross to net are indicated as out of balance. Payroll
supervisors are responsible for ensuring necessary corrective ction is
taken on out-of-balance messages. Biweekly a listing is printed at payroll
offices. Users are payroll and accounting offices.

i. Report of Suspense Accounts Deposits. This report provides a
listing of deductions which are deposited in suspense accounts. The list
encompasses deductions for quarters, various collections, other deductions
(e.g., utility payments), and net salary due deceased employes. Biweekly,
a listing is printed at the host computer site and payroll off’ces. Users
are payroll and accounting offices, ‘

j+ FAA Form 2730-67, Earnings and Leave Statement. This statement
provides each employee with a record of earnings, deductions, et pay, and
leave information for the current pay period. Year-to-date infermation for
various entitlements, deductiong, leave, and compensatory time, as well as
cumulative dollar values for annual/sick leave, DOT retiremert, and savings
bond balances, are also furnished. The statement is printed biweekly at
payroll offices for distribution to employees.
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k. FAA Form 2730-68, Time and Attendance Report. This form is an
official two-part document for recording and certifying employee time and
attendance information for a pay period. The original FAA Form 2730-68,
Time and Attendance Report, and duplicate FAA Form 2730-68-1, Amended Time
and Attendance Report, are printed biweekly at payroll offices with
employee header information for distribution to time and attendance clerks.
Completed reports are the source documents used by payroll technicians for
~entry of time and attendance data into UPS.

l. Missing Time and Attendance Report. This report provides
payroll technicians a list of all employees, by cost center within block,
for which T&A data has not been entered for the current pay period.
Biweekly on Monday, Tuesday, and Wednesday of T&A week, following comple-
tion of each day's data entry, a list may be printed at payroll offices
upon request.

m. Regional Disbursements and No Check Deductions. This listing
provides payroll and accounting offices a list showing gross charge to each
appropriation symbol, total disbursements by category, total no check
deductions by appropriation symbol, and a grand total. Biweekly a list is
printed at payroll offices.

n. Check Remittance of Dues to Labor Organizations. This listing
crovides employee organizations with a record of dues withheld for each
employee which comprises the check amount issued for the pay period. A
biweekly listing is printed at the host computer site for mailing by UPSOM
to the TDC. The TDC will mail listing with check to employee organizations.
Microfiche of listings are prepared and mailed to payroll offices. Each
payroll office shall provide their respective labor relations branch with a
microfiche of the remittance of dues to labor organizations listing on a
biweekly basis. The Accounting Operations Division, AAA-200, shall provide
the Office of Labor Relations, ALR-10, with a microfiche of the listing in
addition to their local Labor Relations Branch, APT-130.

0. Check Remittance Record for Combined Federal Campaigns. This
record provides Combined Federal Campaign (CFC) organizations a listing of
employee contributions which comprise the check amount issued for the pay
period. A biweekly listing is printed at the host computer site for
mailing by UPSOM to the TDC. The TDC will mail listing with check to CFC
organizations. Microfiche of listings are prepared and mailed to payroll
offices.

p. Employee Master Record. This record provides payroll tech-
nicians with a printout of data contained in the employee master record. for
each employee including a record of all current transactions processed
during the pay period. Separate RETRO-EMR microfiche are provided for
adjustments which result from processing a transaction with a prior effec-
tive date within the preceding six pay periods (pay history).
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q-. Employee Locator List. This list provides an alphabetical
sequence by employee name, cross—referenced to social security number, pay
block, and cost center, to facilitate locating an employee master record by
payroll supervisors and technicians when only the employee's name is known.
Microfiche are prepared biweekly and mailed to payroll offices.

r. Bond Issue List. This list provides a record of Savings Bonds
issued for the pay period. Listings are printed biweekly at the host com-—
puter site and used by UPSOM as supporting documentation for the bond
schedule forwarded to the Kansas City Treasury Disbursing Center.
Microfiche of listings are prepared and mailed to payroll offices and
designated agents.

s. Zero Check Issue List. This list provides a record of employees
with zero check issue date for the pay period. A biweekly listing is
printed at the host computer site for use by the UPSOM staff. Microfiche
of listings are prepared and mailed to payroll offices.

t. Level 1 CMR Report. This report provides payroll technicians with
a printout of control elements by transaction count and total amounts for
ranual/system control verification purposes. A list is printed at payroll
offices on the day following each update cycle.

u. Level 3 CMR Report. This report provides the UPSOM and payroll ‘
offices with a printout of control elements and amounts applicable to pay and
report cycle processing. Biweekly, this listing is reconciled to the SF 1166
and Payroll Distribution Report at agency level by the UPSOM office. Listings
printed biweekly at the payroll offices may be used by accounting offices
to reconcile with payroll distribution and regional disbursements and no
check deductions. The Report of Supplemental Payments and Cancelled Checks
and applicable amounts contained on the agency SF 2812, Report of With-
holdings and Contributions for Health Benefits, Group Life Insurance, and
Civil Service Retirement, for reemployed annuitants must also be considered
in the reconciliation process.

v. PMIS SF 50 Suspense File. This listing provides a record of
personnel actions processed by PMIS for interface with UPS. Certain
actions indicated with an asterisk are automatically released during the
initial update cycle process. Other actions require activation by payroll
technicians to release the tramsaction into the update cycle process. A
biweekly listing is printed at payroll offices on Tuesday of update week.

w. PMIS SF 50 Suspense File Deletions. This listing provides a
record of all personnel actions which have been deleted from the PMIS SF 50
suspense file. Tt includes actions activated and released by payroll tech-
“nicians, plus those actions automatically released during the prior pay
period biweekly update cycle. Any actions on the suspense file which have
not been relecased within three pay periods are purged and also appear on
the listing. A biweekly listing is printed at payroll offices on Tuesday

of update week.
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X. Overseas Allotment Report. This report provides a listing of -
allotments mailed to other than a financial institution for cemployces at
overseas duty locations. A biweekly listing is printed at the host com—
puter site. Microfiche are prepared and mailed to payroll offices.

y. EMR Cleanup Message Listing. This listing provides payroll
offices with data on limited appointments recorded in employee master
records which have been exceeded. Biweekly a listing is printed at payroll
offices for initiating followup action with personnel and/or appropriate
supervisory/management officials.

z. Address Change Listing. This listing provides payroll technicians
with a printout of all processed AMR update transactions and batch control
totals. The listing is printed at payroll offices after the last update
cycle is processed. '

aa. SF 1150, Record of Leave Data. This form provides a summary of
employee leave information upon separation or transfer from the agency or
current payrolling office jurisdiction within the agency. The forms are
printed biweekly at the host computer site and mailed to the servicing
payroll office. After certification, the original SF 1150 is forwarded to
the personnel office for mailing with the Official Personnel File to the
gaining employing office. The duplicate SF 1150 is retained and filed in
the payroll office.

bb. Budget Summéry - Payroll Data by Pay Period, Parts I, II, and III.
This report is printed biweekly in three parts at FAA payroll offices for
distribution to budget offices.

(1) Part I reports the UPS financial data at a detail level.
The appropriated dollar spread represents the payroll analysis by pay
period for each region.

(2) Part II reports the UPS payroll financial data for budget
comparisons by pay period.

(3) Part III reports payroll change analysis/normal pay pro-
jections. This report reflects true normal pay for employees on n biweekly
pay period basis. These reports are required to price payroll cost and
budget requirements for quarterly reviews and call for actual data. It
also provides average biweekly rate data per employee, lapse rate on gains
and losses, WIGs, and promotions.

cc. PMIS/UPS Discrepancy Report. This report provides a comparison
of selected common data extracted from PMIS and UPS. Any differences
printed on the report must be researched and the errors corrected in the
applicable data base. The report is printed biweekly at payroll offices
for joint use by personnel and payroll technicians.
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' 548. MONTHLY OUTPUT. Leave Liability Report. This report provides
accounting data for recording the liability for unused annual leave in the
"general ledgers. A monthly listing is printed at payroll offices. Users
are accounting offices. o S

549. ANNUAL OUTPUT.

a. Combined Federal Campaign Employee List. This list jrovides data
to establish goals for organizational elements in the annual Combined
Federal Campaign. Listings are printed annually at payroll offices. User
is the CFC chairperson.

~ b. Annual Wage Information for Local Taxing Authority. This listing
provides gross wage and tax withheld data to local city/county taxing
authorities. Listingé'are printed annually at the host comptter site. A
copy of listings is mailed to payroll offices. Users are local taxing
authorities and payroll offices. :

c¢. Annual Wage Information for States. This listing provides gross
wage and tax withheld data to state taxing authorities. Listi .gs are
printed annually at the host computer site. A copy of listings is mailed
to payroll offices. Users are state taxing authorities and payroll offices.

d. - Report of Leave Earned and Used. This report provides leave year
data, by type, for leave hours used and related costs. It also reflects
the number of leave hours earned, carried over, annual leave forfeited, and
sick leave credited for retirement. Annual listings are priited at the
host computer site. A copy of listings is mailed to payroll offices.

e. Report of Work Years and Personnel Costs. The UPS provides data to be
used as a basls for preparing the report. Instructions for preparation of
the report are published in FAA Order 2700.3, Accounting Principles,
Concepts,; and Procedures, chapter 19, paragraph 1979. UPSOM does not prepare
this report at the agency level.

f. W-2 Address Proof List. This list provides Form W-2 address
information by cost center for verification and annotation bty employees of
any corrections required and for return to servicing payroll offices. Changes
required are input by payroll technicians to update the W-2 address file.
Listings are printed annually during the last quarter of the ralendar year at
the host computer site and mailed to payroll offices.

g. UPS W-2 Proof List. This list provides payroll offices with a
record in social security number sequence showing annual wage and tax infor-
mation printed on Form W-2 issued to each employee. Listings are printed
annually at the host computer site and mailed to payroll offices.
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listing in social security number sequence of negative annLal wage and tax
information resulting from adjustments processed. Listirgs are printed
annually at the host computer site and mailed to payroll offices. Negative
Forms W-2 will nct be issued to employees.

‘ h. Negative W-2 Report. This report provides payroll offices with a

550.’5995 ' RESERVED.
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CHAPTER 6. CHANGES TO MASTER RECORDS

SECTION 1. GENERAL

- 600. ORIGIN OF CHANGES IN PAYROLL RECORDS. All changes originate from
source documents received from outside of payroll offices with the excep-
tion of the correction of payroll data entry or calculation errors.

Changes to pay, leave, and allowances (other than data entry or calculation
error adjustments) must be authorized in writlng by the proper authority
and adequately documented.

601. SCHEDULE FOR*UPDATING{MASTER RECORDS. Input data are received in the
servicing payroll offices Monday through Friday during loth update and

T&A week of the pay. period processing cycle. The update week (second week in
a pay period) is when transactions to establish, change, or delete information
in master records are processed.

602.  TYPES OF CHANGES TO MASTER RECORDS. Changes or acjustments to master
records are accomplished by one of the following types of changes.

. Permanent change which affects one master record or more on a
recurring ba81s.

b. Temporary change which affects one master recory or more for a
specific pay period.

c. Changes to Installation Variable File (IVF) which result in a
mass data change.

603.-609. RESERVED.

SECTION 2. PERMANENT CHANGES

610. DEFINITION OF PERMANENT CHANGES. Changes which affect mactar va2cords
on a recurring basis are considered permanent changes. These are actions
which affect an employee's personal/organizational data o: entitlemeonts to
gross pay and authorized deductions for computing net ray and are ervected
to be continuing in nature. Master records are updated, as required, to
reflect permanent change actions. The servicing payroll office
accomplishes permanent changes by entering new or revised data to update
master records through the data entry syatem update screen formats as
prescribed in chapter 18.

611. TYPES OF PERMANENT CHANGE ACTIONS. Listed below are major categories
of types of permanent change actions that affect master records when
supported by an authorized document.
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a. Addréss qﬁangés;v

c.’ Changes in SF 50»aétiohs;

d.  Leave; |

e. Deductiéﬁs.

" 612. AUTOMATED EMR UPDATES. Periodically, the EMR is updated to reflect
calculation results and changes submitted and to remove data which are not

applicable to the current processing period. The following updates are
accomplished: ' C )

a. Biweekly. All data elements which are changed through the pay
and leave computation cycle are updated to reflect current pay period data.
Monthly, quarterly, and year-to-date data elements are updated to reflect
the new balances, incliding the current pay period processes. Control data
elements are updated to reflect current pay period information (i.e., pay
period number, date, etc.).

b. Monthly. Data elements which reflect monthly totals are cleared at
the beginning of the following month. : .

c. Quartefly. Data elements which reflect 'quarterly data are
cleared or updated at the beginning of the following quarter. -

d. Yearly. The data elements for year-to-date and annu: accumu-
lators are updated based on the close of the period for which chey are
established.

613. DOCUMENTS SUPPORTING AUTHORIZED PERMANENT PAYROLL CHANGES.

Permanent changes to master records in the payroll system are .ccomplished
by entering new or revised data. Authorization for these changes must be.
supported by proper documentation. The principle doguments which authorize
permanent changes are listed below under each job name.

a. PYCHANGE. Under this job; changes to the EMR are made from the
following documents. . See chapter 18, section 6, for form samples, data
entry criteria, and screen formats.

(1) SF 50, Notification of Personnel Action. This document
reflects changes in the employee's pay status and any other data elements
on the SF 50 requiring a charge. See figure 18-100 for an example of an
SF 50. '
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(2) EMR Code Changes. . Screen format P7 is ased to'accomplish
the following specific EMR code changes: Block Code, Overtime Eligibility
Code, Compensatory Leave Eligibility Code, T&A Distribution Code, Post of
Duty Distribution Code, and Special Tour Indicator Code.

b. PYADDRESS. Under this job, changes to the AMR are processed to
establish, change, or delete employee address information. See
chapter 18, section 3, for document samples, data entry criteria, and
screen formats. : :

(1) FAA Form 2730-18, Payroll Address Information. This form is
used to establish or change an employee's address for the distribution of
Internal Revenue Service Form W-2 and mailing of payroll checks to a
designated address other than a financial institution. See figure 18-55
for an.example of an FAA Form 2730-18.

(2) SF 1192, Authorization for Purchase and Fequest for Change
United States Series EE Savings Bonds. This form is us¢d to establish,
change, or delete bond address information in the AMR. See figure 18-58
for a sample document involving a bond address change.

(3) SF 1189, Request By Employee for Payment of Salaries or
Wages By Credit to Account at a Financial Institution. This form is used
to establish or change the address of a financial institution designated to
receive employee paychecks. See figure 18-61 for sample document.

c¢. PYLEAVE. Under this job, SF 1150, Record of _eave Data, is used to
establish Teave data for reinstatement of sick leave, transfer of leave
information, restored annual leave, and home leave info-mation. See
chapter 18, section 7, for data entry criteria and scre:n formats, and
figure 18-130 for form sample.

d. PYTAX. Under this job, tax data are established, changed, or
deleted for an employee whose EMR has been previously established. See
chapter 18, 'section 4, for data entry criteria, screen formats, and
documents. '

(1) IRS Form W-4, Employee's Withholding Allowance Certificate.
This form lists the number of allowances and marital status claimed by
employees and provides the basis for determining amounts to be withheld for
Federal income taxes. This source document is used to -enter data necessary
to change previously established withholding informaticn. See figure 18-64
for a form sample.
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o (2) Employee's State Witbholding Exemption Certificate.
Withholdings are authorized by various forms listing the number of exemptions
and marital status claimed by the employee. -These forms, furnished by state
taxing authorities, are similar in format and content to Form W-4. If a state
form is not submitted, base state income tax withholding on th¢ number of
exemptions claimed on the Form W-4. See figure 18-67 for a foim sample.

(3) Employee's Local Withholdings Exemption Certificate.
Withholdings are authorized by various forms furnished by local taxing
authorities. If a local form is submitted, and city/county tax is
mandatory, withholding is based on a percentage as prescribed by the
city/county taxing authority. See figure 18-31 for a form sample.

e. PYDED. Under this job, recurring deductions are established,
changed, or deleted in the EMR by entering data from the following source
documents. See chapter 18, section 5, for data entry criteria,. screen
formats, and form samples. :

- (1) SF 2809, Health Benefits Registration Form. This form is
used for initial enrollment, changes in enrollment, and to cancel or decline
enrollment in a health benefits plan. See figure 18-73 for a form sample.

v (2) SF 2810, Notice of Change in Health Benefits Enrollment.
This form is used for terminations, changes in plans, transfers in and out,
reinstatements, changes in name of enrollees, and changes in enrollment for
survivor annuitants. See figure 18-75 for a form sample.

(3) SF 1192, Authorization for Purchase and Request for Change
United States Series EE Savings Bonds. .Ihis form is used to iaitiate an
allotment of wages for the purchase of U.S. Series EE Savings Bonds and to
effect any changes in allotment denomination, co—owner, beneficiary, or
address. See figure 18-78 for a form sample.

(4) SF 1198, Request by Employee for Allotment of Pay for Credit -
to Savings Account with a Financial Organization. This form is used to
establish, increase, decrease, or cancel an allotment with a financial
organization. See figure 18-81 for a form sample.

(5) Letter of Authorization for Overseas Allotment. A letter from
an employee stationed outside of the Continental United States s authority
to establish, change, or delete his/her allotment.. See figur: 18-83 for an
example.

(6) Payroll Deduction CFC. CSC Form 804, Combined Federal
Campaign, is used by employees in areas where Combined Federal Campaign
(CFC) organizations have been established and approved by the Office of
Personnel Management. See figure 18-86 for a CFC form sample.
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(7) Change in Employee Organization Payroll Deduction for Dues.
Employees must submit the following source documents to effect a change 1in

‘payroll deductions for employee organization dues:

_ (a) SF 1187, Request for Payroll Deductions for Labor
Organization Dues. This form is used by employees to authorize payroll

deductions for payment of dues to employee organizations which have been
granted formal or exclusive recognition by the employing activity. See
figure 18-89 for a form sample.

(b) SF 1188, Cancellation of Payroll Deductions for Labor
Organization Dues. This form is the prescribed source document for can-

cellation of payroll deductions for dues. However, a written authorization
(original and one copy) containing the same information with employee
signature and date shall be honored. See figure 18-91 f>r a form sample.

(8) Other Recurring Collections. Recurring collections are
deductions taken from employees' wages for debts owed the Government,
court~ordered payments for tax levy, alimony, child support, or bankruptcy.
The following are types of collections that affect the EMR on a recurring
basis. See figure 18-94 for an example of an authorizaticn for a
recurring collection deduction.

" (a) Collection for supplemental pay.
v(b) derpaYment of saléry for dual compensation.i
(c) Travel advaﬁce.
(d) JEEX duty fee.
‘ (e) Violation of training agreement.
(f) Collection for emergency military laave.
{g) OQerpayment of fravel.
(h) Tax levy.

(1) Collection of indebtedness to agency.

(i) Court-ordered payments.
(k) Collections for other agencies.

(1) Court-ordered bankruptcy.

(m)' Court—ordered bankruptcy witH nc balance.
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(n) Court-ordered tax levy, subject to minimun pay retention.

(o) Court—ofdefed payment with no balancc.

. ,(95v OthérvReCurring Deductions. Other recurriﬁg d :ductions which
~affect the EMR are listed below. See figure 18-97 for an example of a
recurring deduction.

(a) Charges for Government quarters.
(b) Chafgés for utilities.

(c): Republic of Panama,optional life insuranc~.

(d) Parking fees.

(e)v Mass transit deduction.
614.~619. RESERVED.

SECTION 3. TEMPORARY CHANCES

620.  DEFINITION OF TEMPORARY CHANGES.  Changes which affect master records
on a nonrecurring basis are considered temporary changes. The changes may
be for the current pay period, for a previous single pay periad, or for
multiple prior pay periods. . Such changes result in a net adjustment of
leave or pay entitlements and/or deductions only in the current pay period
being processed.

621. TYPES OF TEMPORARY CHANGES. Types of temporary change adjustments
that affect the EMR are divided into the following categories.

a. Time and Attendance Reports submitted biweekly for employees
contain a record of all time present =nd absent from duty, as well as related
rates and codes, as applicable., When a T&A is not received for an employee,
the basic tour of duty is paid unless it is for the first cr final pay
period of employment or payment is withheld by the payroll office by entry
of a'no pay (NOP) or a check hold action. An exception is mede for the
first pay period of employment. The basic tour will be paic if the pay
status date is the first day of the pay period.

b. Late or amended T&A reports are retroactively processed to
determine all entitlemnents, deductions, and leave charges created by the
amended reports if they affect any of the most recent six pvior pay periods
(pay history).

c. Temporary hour and rate adjustments are input when basic pay data
and rates to be used are other than those contained in the EMR. Temporary
changes to reflect charges to different accounting classification data are
also entered under this category.
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622. TEMPORARY ADJUSTMENTS OUTSIDE OF SIX PRIOR PAY PERIODS. When an
adjustment is required for a pay period which is other than six pay periods
immediately prior to the current pay period, a temporary change adjustment is
manyally computed for data entry. - Manual adjustments ou:side pay history are
entered during T&A week only. '

623. PROCESSING TEMPORARY CHANGE ADJUSTMENTS. Data ent:-y for temporary
change adjustments using the appropriate screen format(s) is explained in
detail in chapter 18. Temporary change adjustments are input under the
following job identifiers supported by proper document:tion.

a. PYPAYADJ. Under this job, adjustments are processed to pay
entitlements, deductions, and hours. Examples include temporary payments
in the current pay period (cash awards); temporary deductions (partial
quarters deductions); and one-time temporary collections (jury duty fees,
travel advances, tax levies, etc.). See chapter 18, section 8, for data
entry criteria and screen formats.

b. PYDEDADJ. Under 'this job, adjustments aré prccessed to the

- following deductions. See chapter 18, section 9, for data entry and
screen formats,

(1) CFC deduction adjustment. See figure 18-173.

(2) Lébof union deduction adjustment. See figure 18-176.

(3) Government health insurance (GHI) deduction adjustment,
See figure 18-179. :

» (4) Government optional-life insurance deduction adjustment.
See figure 18-182. ’

c¢. PYWGTXADJ. Under this job, adjustments are processed to affect
the following wages and taxes. See chapter 18, secticn 10, for data entry
criteria and screen formats,

(1) State gross wage/tax adjustment. When an administrative or
clerical error results in tax data being credited to a state other than the
state authorized or required by law, an adjustment is processed to transfer
wage/tax data to the proper state only if the adjustment can be made within
the same tax year. Adjustments/transfers will not be made for prior tax
years. GSee figure 18-187 for an example.

. {2) Voluntary state tax adjustment. Voluntary state tax data can
be adjusted the same as state tax. See figure 18-190 for an example.
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(3) Local gross wages/tax ddjqument. Cross wages and local taxes

can be adjusted the same as state tax. See figurc 18-193.°

d. PYOTHADJ. Under this job, miscellaneous payroll adjustment
actions are processed. Miscellaneous adjustments and source.documents
supporting other changes are described below. See chapter 18, section 11,
for data entry criteria and screen formats. S

(1) ICAO/Union representative (LWOP). ICAO and urion represen-
tative (LWOP) employees who wish to retain their group health insurance,
group life insurance, and retirement coverage must submit a miscellaneous
document with payment of GHI, GLI and retirement coverage. See figure 18-195.

(2) Leave balances. If leave used is improperly recorded or not
reported on the T&A, it will cause incorréct leave balances to appear in the
EMR. To correct the YTD totals and/or leave balances, an Amended Time and
Attendance Report, FAA Form 2730-68-1, must be received in the servicing
payroll office. After determining the leave adjustment required, data are
entered to bring the EMR in agreement with leave actually taken. See
figure 18-198. : '

(3). Lump-sum leave payment. Upon separation, an emplioyee is
entitled to receive a lump-sum payment for any accumulated an' currently
accrued unused annual leave. ‘Data supporting this type of transaction are
reflected on the EMR, section 8, leave segment. See figure 18-204.

(4) Utility billings. An adjustment for utility billings
applies to personnel using Government housing in Panama. It adjusts the
employee's utility deduction for actual utility usage charges. The
adjustment is. processed from data received on SO Form 4930, Quarterly Report
of Meter Reading. See figure 18-205.

(5) PCS travel - second career. Gross payments aad Federal tax
withheld for PCS travel and second career are entered by payrol. technicians
to update quarterly and year-to~date gross wages and Federal :ax fields in
the EMR. This process results in UPSOM payment and reporting of Federal
tax withheld and issuance of a consolidated IRS Form W-~2 at the end of the
taxable year. .See figure 18-208. ' :

624.-629. RESERVED.
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' SECTION 4. MASS DATA CHANGES

'630. MASS DATA CHANGES TO THE EMR. A mass data change occurs when certain
Installation Variable File (IVF) data are changed which affects employee
master records. When data are processed in the IVF, they automatically
update employee master records if changed data are on that employee's
master record.

631. TYPES OF MASS DATA CHANGES. There are' generally three types of IVF
changes that result in a mass datd change.. These are charges to health
‘benefits rates, changes to employee organization dues (s tandard rates),
and pay schedules for agencies not on PMIS.

632. PROCESSING DATA AFTER IVF UPDATE. Data such as annual or hourly pay
adjustments can be computed and processed retroactlvely by the system if

the effective date of action is the first or second Suncay of a pay period.

- A message will be generated to advise the payroll technician when the system
cannot compute .and process the retroactive adjustment., In such cases,
manual’ computation and separate data entry by .the payroll technician are
required to affect the adjustment.
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CHAPTER 7. INCOME AND EMPLOYMENT TA:ES

SECTION 1. FEDERAL INCOME TAX WITHHOLDING

700. - GENERAL. This section -prescribes procedures for the w1thhold1ng of
Federal income taxes. For matters beyond the scope. of this section, refer to
the Employer's Tax Guide, Circular E, from the Internal Revenue Service. The
procedures c¢overing the payment of these taxes and the fi]1ng of requlred
returns are covered in section 3 of this chapter. :

. 701, AUTHORITY FOR WITHHOLDING FEDERAL INCOME TAX. The Internal Revenue

- Code and 26 USC 3401 and 3402(a) through 3402(i) require each agency to deduct
and withhold Federal income tax from wages (including {ump~sum payments,
incentive and meritorious award payments) paid to any officer or employee.

The amount of income tax actually due, however, is a matter of settlement
between the employee and the Internal Revenue Service.

702. SCOPE OF WITHHOLDING AUTHORITY. Under the provisions of current tax
Jlaw, the agency is required to deduct and withhold incoiile tax from the wages
of employees (including lump-sum payments), with certain exceptions- that are
outlined in Circular E, Employer's Tax Guide. . Also, pa-agraph 704b describes
an exception to required withholding. Some of the excentions and/or special
conditions of citizenship requiring withholding or exemptions are 11sted
below. Other conditions " are listed in circular E.

'CLASSES OF EMPLOYMENT . | TREATMENT FOR

AND.TYPES OF PAYMENT S ~__FEDERAL INCOME TAX
Deceased person's wages paid to beneficiary or ' ' Exempt

estate in either the same calendar year of the
person's death or after the year of the person's
death. :

Aliens

a. Resident aliens for services rendered in the | . © Taxable
United States (U S.). '

b. Resident aliens for services performed out- Taxable
’side the U.S.

Co. Nonresident Canadians and Mexicans entering Exempt
the U.S. frequently in transportation service
- across the boundary, or in construction or
operation of waterway, bridge, etc., at the
boundary. :
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CLASSES OF EMPLOYMENT TREATMENT FOR
AND TYPES OF PAYMENT ~__FEDERAL _NCOME TAX :

d. Nonresident Canadians_and Mexicahs eﬁtefing Tarable

the U.S. frequently to work.
e. Nonresident workers from any fofeign Exempt

country or its possession lawfully admitted

on a temporary basis to perform agricultural

labor.
f. Nonresident student, seholaf, trainee Yaxable
' teacher, etc., as nonimmigrant alien under

section 101(a)(15) (F) or (J) of Immigration

and Nationality Act.
g. All other nonresidents working in the U.S. ‘Tazable
h. Nonresident working on American vessel or -Exempf

aircraft outside the U. S.
U.S. citizens in forelgn countries Taxable
Citizens of the Republic of Panama employed Taxable to Z2anama (remit o
at the Panama Canal. to Republic o€ Panama, ‘

Ministry of Finance and '
Treasury)

PosseSsians of The United States
a. U.S. citizens in U.S. terfitOries and ‘ Taxable

possessions, eéxcept in Virgin Islands (See

¢ and d below).

Noncitizen residents in the U. S. or Tsxable

" Puerto Rico.

U.S. citizens employed in the Virgin Islands,_

other than permanent residents of the Virgin
Islands._

Permanent‘reSidents of the Virgin Islands
regardless of citizenship.

Taxable (remit to Com-

"missioner of Finance,

Treasury of the Virgin
Islands)

Taxable (remit to Com—
missioner of Finance,
Treasury of the Virgin
Islands.
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CLASSES OF EMPLOYMENT o - TREATMENT FOR
AND TYPES OF'PAYMENTV . FEDERAI, INCOME- TAX
.boreign post, quarters, and represcntation ' _— Exempt‘

allowances..

Territorial coét—of-living allowance. ' . Exempt

‘Permanernt Change—of—Statioh Expenses

a. Transportation and per diem for the employee .. Exempt
‘and immediate family in connection ‘ »
with their travel to a new duty station and
transportation and temporary storage of
household goods.

b. Transportation and per diem in connection ' Exempt
with a househunting trip and subsistence ‘
expenses of the employee and immediate
family while occupying temporary quarters
UP TO AND INCLUDING $1,500. ‘

c. Expenses reimbursed for the sale and/or . Exempt
purchase of a residence or lease expenses,
UP TO AND INCLUDING $3,000 REDUCED BY THE
. AMOUNT. REIMBURSED (not to exceed $1,500)
FOR A HOUSEHUNTING TRIP AND TEMPORARY -
~ QUARTERS.

NOTE: This means that the total amount not
B taxable for househunting trip and
temporary quarters (b ‘above) and sale
and/or purchase of a residence or lease
expenses (c above) is limited to a total
of $3, 000. ' 4 |

703. METHODS OF WITHHOLDING FEDERAL INCOME TAX.

a. ,For Employees Except Those Who are Citizens o the Republic .of . -
Panama. The UPS system uses the "ALL TAX" system for determining amounts
to withhold from employee wages. Federal withholding is by the annualized
percentage method, and state and municipal withholdings are by approved
formulas contained in this commeércially developed standard software. package.

b. For Employees Who are Citizens of the Republic of Panama. With-
holdings for the citizens of the Republic of Panama wh¢ are employed at the
Panama Canal shall be based on official tables of the llepublic of Panama.
Remittances to the Republic of Panama are made directly by UPSOM.
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704 . FEOUIRED DOCUMENTATION FOR WITHHOLDING. » ' ’

a. Form W-4, Employee's Withholding Exemption Certificate. Each
employee payrolled is required to submit to the payroll office a completed
Form W-4, Employee's Withholding Exemption Certificate. This form determines
the basis for computing amounts of Federal income taxes to be withheld. If
an employee has unusually large itemized deductions, makes alimony payments,
credits for child care expenses, credits for earned income, credits for the
~ elderly, or credits for residential energy, this person may claim additional
allowances to avoid having too much income tax withheld from his/her wages.
Employees should read the IRS instructions accompanying Form W-4 before
claiming the extra exemptions. If an employee fails to submit a Form w—4;
the withheld tax from his/her wages will be for a single emplo,ee with “zero"
withholding exemptions. Employees are responsible for promptiy submitting
revised withholding exemption certificates when the number of llowable
exemptions change.

b. Exemption from Withholding. Section 3402(n) of the Internal
Revenue Code provides that an employer is not required to decuct and withhold
any Federal income tax from wages paild to an employee who has certified to
the employer that he/she (1) has incurred no income tax liability for the
preceding year, and (2) anticipates no liability for the current year. .

Form W-4 has been prescribed for this use. Upon receipt of a properly exe-
cuted Form W-4 from an employee, no taxes will be withheld. Aa employee must
file a new Form W-4 each year to continue the exemption.

c. Copies of Exemption Certificates to IRS. Copies of certain
Forms W-4 are forwarded to the IRS Service Center in Austin, "exas. . Forms
forwarded are those that (1) claim more than 14 withholding exemptions, or
(2) claim exemption from income tax withholding and their wages are more than
- $200 a week at the time their Form W-4 is received. The foras are forwarded
not later than the end of each calendar quarter with an accompanying cover
letter, including the employer's name, address, UPSOM's employer identification
number (EIN) (73-0588975), and the number of Forms W-4 forwarded. Each for-
warded Form W-4 must also show the employer's name, address, UPSOM's EIN, and
state whether the individual claiming exempt status is a full -time student.
Forms W~4 are not forwarded for employees who stop working beiore the end of
the quarter.

d. Form W-5, Earned Income Credit Advance Payment Cert .ficate.
Eligible employees who want advance earned income credit must file Form W-5
certificates with their payroll office. Each Form W-5 remains in effect
until the end of the calendar year. Eligible employees must file a new cer-
"tificate each year. Also, advance earned income credit made to employees
during the year must be reported on employee wage and tax statements at
calendar yearend. IRS Circular E, Publication 15 (Supplement) (7~79), con-
tains the advance payment methods and reporting procedures ‘that are required
for each payroll office. :
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e. Form DGI#Ol—l—OOOI, RepublicAQf Panama Pofffﬂfgml¥ﬁhﬁf}9ﬂ
Declarations. This form 1S'to be used by citizens of the Republic of Panama
who are employed at the Panama Canal. Withholdings shall be based on the

declarations made by employees on this form.

f. Withholding Exemptions for Resident and Nonresident Aliens. As
stipulated in paragraph 702, wages paid to resident aliens and nonresident
aliens for services rendered in the United States are subject to the
withholdings for Federal income tax according to the same rules, procedures,
“and rates applicable to United States citizens. ‘Withholding exemption
entitlements are as follows: o .

(1) Resident Aliens. Resident aliens may cle;m,the same number of

withholding exemptions as United States citizens.

(2) Nonresident Aliens. Nonresident aliens who are residents of
Canada .or Mexico, or Puerto Rico during an entire tax year, may claim the
same number of withholding exemptions as United States citizens. All other
nonresident aliens are allowed to claim only one withholding exemption. -

705. CORRECTION OF ERRORS. If a clerical error is made in the amount
withheld in a prior pay period of the current calendar year, it shall be
corrected if thé,employee is still on the payroll. Correct the error by
adjusting the deduction for the current pay period by an ‘amount sufficient to
. offset the error in the withheld taxes and the net pay. If the error S
o¢curred in a prior-calendar year, or the employee is n> longer on ‘the
payroll, no-adjustment shall be made. ' ' ‘ ' '

706. WITHHOLDING ADDITIONAL FEDERAL INCOME TAX. The Internal Revenue Code .
provides that additional amounts of Federal income taxes may be withheld by
agreement between the employer and the employee. The employee may claim

- fewer exemptions (than those to which entitled) or may enter into an '
agreement with the employer to have an additional fixed amount in whole
dollars withheld each pay. period. The employee documeﬁts'this request by
completing the applicable line on Form W-4, Employee's Withholding Exemption
Certificate. The amount of additional withholdings must be the same for each
pay period. s C ' S

707. FEDERAL TNCOME TAX WITHHOLDINGS ON SUPPLEMENTAL EARNINCS.

, a. Supplemental Earnings. This category incluﬂes-lump—sum payments
for annual leave, payments for compensatory time converted to paid overtime,
cash awards, overtime, and reimbursements for permanent change of station
expenses. The tax withholding is computed by one of the following methods:
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(1) 1If the supplemental earnings are paid concurr=ntly with an
employee's wages for a payroll period, they shall be added to the employee s
regular earnings and the amount of tax withheld is based on tkis total. The
payroll -system uses this method for payments of overtlme and for compensatory
time converted to overtime.

(2) 1If the supplemental'earnings are paid to the employee
separately, the amount of tax to be withheld will be a flat percentage rate of
20 percent. This method is used for lump-sum payments of aniiual:leave, all.
cash awards, and separate payments made to employees for permanent change of
station expenses.

(3) In determinlng the method of payment and w1t}hold1ngs, some .
 factors to be considered are: (a) the amount . of excess taxes which would be
withheld by adding current and supplementai earnings as compared  to the
separate payment method; (b) the period of time which the em;. loyee may have
‘to wait from filing to receiving a tax refund; and (c) any additional costs
incurred by processing separate payments., All reasonable effrrts -shall be
made to ensure equitable consideration of the employee.

b. Reimbursements for Permanent Change —-of-Station Exp:nses. Taxes are
to be withheld from reimbursements for certain expenses, as referenced in -
FAA Order 2750.17, involving a change of station at a fixed rate of 20-percent.
In such cases, the voucher examination unit shall send to the payroll ‘
office a copy of Form DOT F 2750. 1, Notice of Suspended or Disallowed Items
and/or Notice of Federal Income Tax Withheld from Travel and Transportation
Expenses, with the section Notice of Federal Income Tax Withh21ld completed.
The amount of reimbursement not taxable will be shown under "Remarks" on
Form DOT F. 2750.1 and must. also be included in the employee's gross income.
The final settlement of these taxes is the respon81billty of  che employee.
See paragraph 702 of this order regarding limitations on nontaxable moving
-expenses.

c.  Scheduling of Tax Payments. Income taxes withheld from earnings
paid outside the payroll system shall be scheduled for payment in accordance
with the procedures prescribed in section 3 of this chapter.

SECTION 2. 'FICA TAXES (EMPLOYEE AND EMPLOYEIL)

711. GENERAL. This section prescribes the procedures for tle withholding of
Federal Insurance Contributions Act (FICA) taxes. The procedures for the ’
payment of these taxes and for the filing of required returns are covered in
section 3 of this chapter. When an employee who was subjec* to FICA taxes
becomes eligible for civil service retirement coverage effective on a day
other than the first day of a pay period, the withholding for FICA and retire-
'~ ment at applicable percentage rates will be prorated based on the number of
days covered under each law during the pay period. :
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. - 712. AUTHORITY. Each agency is required by 26 USC 3102 and 3121(h) to
deduct and withhold applicable taxes from wages paid to those ‘employees

covered by the Federal Insurance Contributions Act. Each agency is required

by 26 USC 3111 and 3112 to pay a tax on the wages it pays to its employees.

713. SCOPE OF WITHHOLDING AUTHORITY. Under the provisions of the Social
Security Act, as amended, employees who are not subject to the Civil Service
Retirement Act nor specifically excluded from it will be subject to the
Federal Insurance Contributioris Act. ‘Coverage and exclusions of certain

. categories of employees are listed in the following subparagraphs.

a. Coverage appliés to:
(1) Employees, régardléss of citizenship, when employed within the
United States, Puerto Rico, Virgin Islands, Guam, and American Samoa, except

for certain nonresident aliens as provided in paragraph b below:

(2) U.S. citizens employed. in foreign countries..

b. Exclusions from coverage apply to:

1’_(1) Non-U.S. citizens employedfdutside the United States and in
U.s. possessions other than those listed above. ,

(2) Canadians and Mexicans entering the U.S. frequently in
‘ railroad transportation service across the boundary. '

(3) Workers from any foreign couhtry or its pvossession lawfully
admitted on a temporary basis to perform agricultural labor.

‘ (4)  Nonresident aliens who entered the U.S. with an "F" or "J"
visa are not subject to FICA taxes for the compensation received when it is
for services for which they were admitted to perform.

714. SOCIAL SECURITY NUMBER. The social security number is the unique
employee identification within the payroll system. Personnel offices are
responsible for furnishing these numbers to payroll offices.

715. FICA TAX RATES. The rate of tax to be paid by "oth employee and
employer under the Social Security Amendments of 1977, Public Law 95-216,
includes a percentage rate for old age, survivors, and disability insurance
‘and. a percentage-rate'to cover the cost of health insurance for the aged.
Both rates are specified from 1974 through 1989 as fcllows:
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a. O0ld age vsurvivors,_and disnbility insurance rates with respect to :
wages received during calendar year(s) .

(1) 1974 -.1977: 4.95 perpenf;
(2) lgzgzv 5.05 percent;

(3) 1979 - 1980: 5.08 percent;
(4) iggl:' 5.35 percent;
‘(5) 1982 - 1984: 5.40 percent;
(6) 1985 - 1989: 5.70 percent;

(7) Aftér December 31, 1989: 6.20 percent.

b. Health insurance for the aged rates w1th respect to wages received
during calendar year(s) :

(1) 1974 - 1977: 0.90 percent;
(2) 1978: 1.00 percent;
(3) 1979 - 1980: 1.05 percent;

(4) 1981 - 1984: 1.30 percent;

(5) -1985:. . 1.35 percent;

(6) After December 31, 1985: vl.45 percent.

~.716., TAXABLE COMPENSATION FOR FICA WITHHOLDINGS. The contribution and
benefit base is the maximum annual amount of earnings that is subject to FICA
(social security) tax withholding. The Social. Security Amendments of 1977
set this base at $25,900 for 1980 and $29,700 for 1981. The General Schedule
Salary Table which is updated annually will be used as a reference for the
current year base. The base is set at $32,400 for 1982. Other taxable com-
pensation to be included in this base for FICA w1thhold1ng 1naludes the
following types of payment

a. Regular base pay.

b. Premium pay.

C. Lump sum payments (terminal leave), except where p:yment is made
for retirément or after the first month the employee attains 65 years of age.
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‘d. Territbrial or foreign post differential.
e. Cash awards for’meritorinus sugpestions}

' f. Wages: pald after the death of ‘an employee to employee's estate or
beneficiaries.

717. DEDUCTIONS FROM EMPLOYEE COMPENSATION. = If an employee enters on duty
during the calendar year, the payroll system withholds the tax on employee
compensation up to and including the contribution base even though tax may
have been withheld and paid by another émployer during the same calendar
year. If an employee has been taxed on- compensation in excess of the current
year contributicn base in a calendar year, he/she may ¢laim a refund of the
excess amount when he/she files a Federal income tax return. -Employers

may not claim refunds for contributions unless the gross compensation paid
for an employee is in excess of the current year base during the calendar
year. Lump-sum payments of accrued and unused annual leave shall be subject
to the social security tax deductions and the contribution base limitation.

718. EMPLOYER'S CONTRIBUTION TO FICA TAXES. The emplovee is required to
contribute an amount equal to the FICA tax withheld from employee's wages.
The employer's share of FICA tax is to be charged to the same
appropriation(s) from which the employee is paid and inluded in biweekly tax
payments to the Federal Reserve Bank as outlined in section 3 of this
chapter. :

719.-721. RESERVED.

SECTION 3. ACCOUNTING FOR WITHHELD TAXES AND THE FILING OF REQUIRED RETURNS

722. TAXES WITHHELD FROM REGULAR SALARY PAYMENTS. The following procedures'
are prescribed for the recording and payment of taxes w1thheld from regular
salary payments. See paragraphs 724 and 725 for special provisions relating
to. taxes withheld for residents of Guam, the Virgin Islands, and the Northern
Mariana Islands. ' '

a. Recording in Employee Records. The payroll system records
separately on individual earnings records the amounts withheld for income and
FICA taxes.

b. Voucher Schedule.. Record on each SF 1166, Voucher and Schedule of
- Payments, the amounts withheld from employees' pay for Federal income and
FICA taxes and the employer's excise tax on wages paid to employees covered
by the Federal Insurance Contributions Act. Designate as payee the Federal
Reserve Bank of the Federal Reserve District in which the disbursing officer
is located. (See appendix 3.) :

c.viFederal Tax Deposit Form. .Each pay period, LPSOM prepares an
FTD Form 501, Federal Tax Deposit of Withheld Income and FICA Tax, to deposit
withheld taxes. The FTD Form 501 accompanies the SF 1166 that is forwarded to

.
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the Treasury Disbursing Center in Kansas City, Kansas. The UPSOM maintains

a control register showing the serial number, date of payment, and amount for
each FTD Form 501 used. - This register is used in the preparation of the
report of prior deposits made within the quarter. The name of the Federal
Reserve Bank and deposit amount are entered in the appropriate spaces on each

FTD Form 501.

d. Incorrect Federal Tax Deposit Forms. When forms are received with
incorrect preinscribed data, process as follows: '

(1) Make the necessary corrections in ink on one form.

(2) Enter the number of forms required for the tax period in the
"Bank Name/Date Stamp"” space on the corrected form.

(3) Forward the corrected form to the Treasury Disbursing Center
along with the SF ‘1166.

(4) The Treasury Disbursing Center will mail the corrected
FTD Form 501 along with the check issued to the IRS center.

(5) Destroy'the incorrect forms upon receipt of the new correct
“forms. ' ' '

e. Payment Without A Federal Tax Deposit Form. If, for any reason,
there are no forms on hand when a payment of taxes is due, a letter addressed ‘

to the servicing IRS center requesting additional forms must be forwarded to
the Treasury Disbursing Center along with the SF 1166. The Treasury
Disbursing Center will mail the letter, along with the check issued in
payment of taxes, to the IRS center. The letter must include the following

identifying information.

(1) The employer identification number.
(2)  Agency name and address.

(3) Type of tax (withheld Federal income and FICA taxes).

(4) Tax period ending date (the last month of the calendar
quarter and year in which they will be used).

(5) Quantity of forms needed.

(6) The amount of the tax payment being:mede;
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723. DATA ENTRY OF INCOME TAXES WITHHELD. FROM SUPPLEMENTAL PAYMENTS. Federal
income taxes withheld from supplemental payments paid outside the payroll -
system are entered into UPS by the following procedures:

a. Supplemental Payments to Employees (Fxcluding PCS Reimbursements).
Each payroll office processes supplemental payments which are outside the
payroll system by preparing a manual SF 1166, Voucher wund Schedule of
Payments, for the net check amount. :

. (1) If the payment falls within the last six pay periods‘and the '
employee has a pay history record, the supplemental payment data are entered
under job PYPAYADJ. ' ’

(é)  if employee is GS,-ﬁse screen formats Pl and P4.

(b) If employee is WG, use screen fornats Pl, P5, and P6. ;

(c) Enter supplemental pay indicator on all screen formats.

.+ (2) If the payment falls outside six pay periods or the”eﬁployeg
has no pay history record, the supplemental payment dat: are entered under. :
job PYPAYADJ.

(a) If employee is GS or WG, use screen formats pPl, P2, and P3.

(b) Enter supplemental pay indicator on all screen formats.

il-(3)*_The Federal tax withheld is processed bty UPSOM and deposited
psing UPSOM's FTD Form S01. ' o ,

: (4) Processed supplemental payménts_are trarsmitted back'tofthe
payroll office on the biweekly Report of Supplemental Payments and Cancelled
Checks. ' ‘ ; -

i

. b. Reimbursements for Permanent Change-of-Station Moving Expenses. ,
Each accounting office makes these payments on SF 1166. Voucher and Schedule
~of Payments, for the net check amount. The accounting office prepares a
Form DOT F 2750.1, Notice of Suspended or Disallowed Items and/or Notice of
Federal Income Tax Withheld from Travel and Transportation Expenses, for each
payment and forwards the form to the payroll office fer input to UPS. The
gross voucher amount and Federal income tax withheld are entered under job
. .PYOTHADJ using screen format P5, PCS Travel - Second Career Amount/Tax. The
tax withheld is processed by UPSOM and is deposited using FTD Form 501. Income
tax withheld for these payments is credited to the deposit fund suspense
account 69X6875 by the local accounting office. Processed payments are re-—
flected as negative amounts to account 69X6875 on the Report of Suspense
Account Deposits to reverse the original entries.
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c. Change-of-Station Reimbursements That are "Other" Ccmpensation.
The reimbursements for change-of-station moving expenses classified as
"Other"” compensation and not subject to income tax withholding are included
under amount of voucher on the Form DOT F 2750.1. They are not separately
entered in screen format P5, nor are they separately categorized on the
employee's IRS Form W-2, Wage and Tax Statement, at calendar yearend.

724. SPECIAL CERTIFYING REQUIREMENTS RELATING TO FEDERAL INCCME TAXES
WITHHELD FROM SALARIES OF EMPLOYEES OF THE U.S. GOVERNMENT EMPLOYED IN GUAM
OR THE NORTHERN MARIANA ISLANDS.

a. Authority. 48vU.S.C. 1421h provides that Federal income taxes with-
held for the compensation paid to employees of the U.S. Government employed
-in Guam shall be paid to the Government of Guam. 48 U.S.C. 1681 and Public
Law 94-241, section 703(b), contain provisions applicable to Northern Mariana
Islands which are similar to those for Guam.

b. Certification Reqpirement. All departments and agencies of the
Federal Govermment associated with a military or civilian Federal entity
having Federal military or civilian employees stationed in Gusm or Northern
Mariana Islands, must certify each calendar quarter the total amount of
Federal income taxes withheld from salaries of these employees to:

Commissioner of Internal Revenue
Attention: TX:R:R :
Washington, D.C. 20224

¢, Method of Certification. The certification(s) may be in the form
of a letter, citing I TFRM 3-4000 as authority and identifyirg (1) the
certifying entity, (2) the employer identification number, (3) the calendar
quarter covered by the certification(s), and (4) the dollar amount(s)
withheld. The certification(s) should be submitted as soon ac possible after
the close of the calendar quarter but not later than the end of the month
following the calendar quarter covered by the certification(s). The amount
shown in the certification(s) must agree with the amount of income tax
withheld on the IRS Foim 941, Employer's Quarterly Federal Tax Return.

725. SPECIAL PROVISIONS FOR RESIDENTS OF VIRGIN ISLANDS. Each pay period,

the amounts withheld for Federal tax are paid to the Department of Finance,

Tax Division, Virgin Islands, as stipulated in 48 U.S.C. 1397. UPSOM

deposits Federal tax withholdings on FTD Form 501 VI, Federal Tax Deposit of
Withheld Income and FICA Tax (Virgin Islands). Each quarter, the UPSOM prepares
and forwards an IRS Form 941, Employer's Quarterly Federal Tax Return, to the
same address. :

726. QUARTERLY TAX RETURNS. UPSOM prepares quarterly tax ret.rns on

IRS Form 941, Employer's Quarterly Federal Tax Return, on a centralized
basis. The centralized return is forwarded to the Internal Revenue Service
Center in Austin, Texas. UPSOM also prepares separate quarterly tax returns
for Guam, the Virgin Islands, and the Northern Mariana Islands which are
forwarded to the applicable Department of Finance, Tax Divisioun. Quarterly
tax returns must be filed by the last day of the month following the end of
each quarter. ‘ v

/
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727. FORM W-2, WAGE AND TAX STATEMENT. U.S. Treasury Department, Internal
Revenue Service, requires an IRS Form W-2 be issued to cach employee showing
gross wages paid (excluding the amount of payroll deduction for quarters and
subsistence), and Federal income taxes, FICA taxes, and 3tate income taxes
withheld. The amounts reimbursed for permanent change of station moving
expenses classified as "Other" compensation (not subject to income tax
withholding) are included in gross wages paid. The "Other" compensation is
-not separately identified on the IRS Form W~2. This information is provided
on IRS Form 4782, Employee Moving Expense Information.

a. UPSOM will arrange for the procurement and receipt of IRS Form W-2
in sufficient quantity to ensure an adequate supply is ‘available to meet opera-
tional requirements. IRS Form W-2 will be issued o nly by UPSOM. Decentralized
payroll offices will not issue IRS Form W-2 to any employee.

b. UPSOM will furnish each employee with an IRS Form W-2 covering the
gross wages paid during the previous calendar year by January 31 of each year.
Any requirement for a corrected or duplicate IRS Form W-2 will be processed as
soon as possible after notification is received by UPSOM.

c. If the employee separates during the calendar year, UPSOM will
furnish an IRS Form W-2 to the employee only when a request is received from
the employee. '

d. If IRS Form W-2 information on the magnetic tape filed with the Social
Security Administration (SSA) requires correction, UPSOM will issue an
IRS Form W-2 to the employee showing "CORR" to indicate it is a corrected Ccopy.
UPSOM will provide the SSA with a detailed listing of corrections required to
IRS Form W-2 information contained on the magnetic tape. 1In addition, UPSOM
will prepare and forward to the Internal Revenue Service Center in Austin,
Texas, an amended IRS Form 941, Employer's Quarterly Federal Tax Return, for the
last quarter of the calendar year to include corrections processed which affect
gross wage and Federal tax amounts.

e. If an employee loses or inadvertently destro’s the IRS Form W-2 copies,
UPSOM will issue another IRS Form W-2 to the employee bhowing 'DUPL" to indicate
(it is a duplicute copy . :

* SECTION 4. COLLECTION OF DELINQUENT FEDERAL INCOME TAX

731. GENERAL. Section 6331 of the Internal Revenue Service Code permits
district directors of the Internal Revenue Service to ccllect delinquent Federal
taxes by levy on the accrued salary or wages of any officer, employee, or
elected official of the United States or the District of Columbia.  Since the
levy is served against the "take home pay” of the employees, they should not be
permitted to increase any voluntary allotment after a notice of levy has been
received until the tax liability is liquidated or other arrangements satisfac—
tory to IRS are made. Before a notice of levy 1s issued by the
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Internal Revenue Service, an employee may make an arrangement with the IRS to
liquidate his/her tax liability by voluntary payroll deductions.

a. Payroll Authorization. 1IRS Form 2159, Agreement for Liquidation of
Federal Tax Through Payroll Deduction; is used to authorize decuctions for
payment of overdue Federal income taxes. The agreement must be signed by a
representative of IRS and by the delinquent employee. The original agreement
is sent to the employee's local payroll office. '

b. Deductions. Deduct the amount specified from each salary payment
until the total tax 1iability indicated in the agreement has been liquidated.
However, the “amount of deduction agreed upon shall not be legs than five
dollars ($5.00) per pay period. Begin the deduction with the first full pay
period following receipt of the agreement. -However, the deduc:ion for the
levy cannot reduce the employee's net salary below the amount allowed for
minimum exemptions of pay described in paragraph 733 of this order.

c. Transfer of Authorization. If the employee transfers to another
region or Federal agency, forward the original agreement to the employing
region or other Federal agency (or to the applicable district director of
the Internal Revenue Service) with an explanatory statement.

732. WITHHOLDING UNDER LEVIES.

a. Notice of Levy. A levy will be served by the Internal Revenue
Service on the delinquent employee ‘unless satisfactory arrangenents for the
payment of the indebtedness are already in effect. The levy Is issued on IRS
Form 668-W, Notice of Levy on Wages, Salary, and Other Income, which 5
“authorizes the withholding of pay for the delinquent taxes. Tie name and
phone number of the IRS representative will appear on this form. Contact
the representative for assistance if there are any questions regarding the

levy.

- b. Service of Levy. Both the IRS Form 668-W, Notice of Levy On Wages,
Salary, and Other Income, and IRS Form 668-P, Statement of Personal
Exemptions, are delivered to the payroll office by a represeatative of the
Internal Revenue Service (IRS) in person or by mail. Both forus are received
in original and two copies. Follow these procedures: : '

(1) On all copies of IRS Form 668~W in the space above the
employer's name and address, the designated official (normally the chief of
~ payroll) must sign, date, and note the time received.

(2) Give the employee IRS Form 668-P, Statement of Personal
Exemptions, to complete. The original and duplicate should then be returned
to the designated official. Also, give the employee the taxpayer copy of
IRS Form 668-W. ' : '
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(3) If the employer has received funds from the taxpayer, attach
the check, payable to the Internal Revenue Service, to part 1 of IRS Form 668-W
and return it along with part 1, IRS Form 668-P, in the 1IRS provided envelope.
Keep part 2 of both forms in the payroll office as a recore and give part 3
of each form to the taxpayer.

(4) If more than one payment is necessary to satisfy the levy,
send any additional payments to the Internal Revenue Service representative
whose name and address appear on the IRS Form 668-W, Notice of Levy.

(5) 1If the employer has no funds that . can be levied from the
taxpayer, indicate this on the front of IRS Form 668-W and return all of the
forms to IRS in the IRS provided envelope. (If the employer has any information
that would help IRS locate the taxpayer, IRS would appreciate receiving it.)

C. Salary Subject to Levy. A levy attaches to the xunds of an employee
beginning with the date the levy is received and until t.e levy 1s satisfied
or a release of levy 1s received from IRS.

733, LIMITS ON DEDUCTIONS FROM SALARY SUBJECT TO NOTICES OF LEVY. A check
will be drawn for the employee each pay period for the amount of the exempt
pay and any amount in excess of the levy. The designated official should
refer to 26 U.S.C. 6334, as amended, and contact the IRS representative
whose name and . phone number appear on the notice for assistance if there are
any questions regarding the levy.

734, PAYMENT OF AMOUNTS WITHHELD. A single check each pay period to IRS can
cover amounts deducted from several employees' pay. The information
furnished for each employee will be the amount, the empl>yyee's tax account
number, and the taxable year covered. This information will accompany the .
check sent to th° address specified by the authorized IRS representative.

735. NOTIFICATION TO EMPLOYEE OF AMOUNTS DEDUCTED. The biweekly amounts
deducted for levy are reflected as "Other" deductions on'FAA Form 2730-67,
Earnings and Leave Statement.

736. REPORTING ON IRS FORM W-2. Amounts deducted to settle delinquent tax
claims, under tax levies and voluntary agreements with the Internal Revenue
Setvice, are NOT reported as taxes withheld on the IRS Form W-2.

737. LIQUIDATION OF INDEBTEDNESS UPON SEPARATION. If ¢n employee separates
before a tax indebtedness is liquidated, use the following amounts due the
employee to offcet the indebtedness:

a. Final salary payment.

b. Any travel reimbursement.

c¢. Any lump-sum payment for annual leave.
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SECTION 5. WITHHOLDING STATE, TERRITORIAL, MUNICIPAL, AND DISTRICT OF
COLUMBIA INCOME TAXES

741. BASIS FOR WITHHOLDINGS. Federal agencies are authorized to withhold
state, territorial, municipal, and Didtrict of Columbia income taxes from.
Federal employee compensation if an agreement has been entered into between
the Secretary of the Treasury and officials of the respective jurisdictions.
A list of all states having withholding agreements is published in

I TFRM 3-5000, appendix 2. The amount of tax actually due is a matter for °
settlement between the employee and the taxing authority. '

742. RESPONSIBILITY OF STATE TAXING AUTHORITIES. State taxing authorities
receiving tax information are required to furnish copies of their income tax
laws, regulations, and explanatory material so it may be available to ‘
employees who seek to determine whether they are’ individually liable for the
tax.

743, WAGES SUBJECT TO WITHHOLDING. In most instances, compensation eubject
to state, territorial, and District of Columbia income tax withholdings 1is the
same as the wages subject to Federal income tax withholdings. Some exceptions

are:

‘a. Cost-of-Living Allowances. These allowances are taxable as income
in Alaska and Hawaii. ‘ :

b. Severance Pay. Severance pay is subject to income tax withholding
if paid to the former employee. Severance pay remaining unpaid upon the
death of a former employee is not subject to withholding upon payment to a
survivor or survivors. :

744. WITHHOLDING STATF TAXES.

a. General. Income taxes are withheld fof states that have withhold-

ing agreements with the Secretary of the Treasury. Normaliy, this withholding'

is based on state of employment, regardless of residence, unless the employee
is not subJect to such tax based on a reciprocal agreement between states.

b. Withholding Agent. UPSOM is the withholding agent for state, city,
and county income taxes. When required, the appropriate authorities will be
notified by modal agencies that UPSOM is designated to perform tkese duties.

_ c. Place of Employment. Place of employment means where an employee
ordinarily performs his/her services, regardless of residence, except for
services performed while traveling or in a temporary duty status. This loca-
tion is the employee's permanent duty station.

. ' E Ctap 7
Page 108 . Puxr 741




8/31/81 : - 2730.9

d. City or County Tax Withholding. City or county tax withholding is
required for an employee who is subject to the tax and (1) whose place of
employment 1s within the city or county which has entered into an agreement ,
or (2) is a resident of the city or county. However, these taxes will not
be withheld from the pay of the employee whose residence :nd place of
employment are not within the state where the city or county is located
unless the employwe consents. A withholding certificate must be completed to
indicate whether or not the employee consents to the withholding. :

e. Services Performed Outside a City or County. Muny city and county
. ordinances provide that withholding will be based on compensation paid for
services performed only within the city or county regardless of residence.
Employees residing in these municipalities and performing part of their
services outside of these locations must complete a local withholding
certificate estimating the percentage of their annual comwpensation paid for
services performed outside the city or county so their withholdings may be
reduced accordingly. In the absence of such a certification, tax must be
withheld on the employees' entire compensation.

f. Special Withholding Situations. The District of Columbia tax with-
holding agreement- provides that. withholding of state income taxes shall be
made from the wages of employees who work and reside witkin the district. Do
not withhold taxes for nonresidents employed in the District of Columbia.

g. Withholding Statements for State Taxes. The state copy of the
IRS Form W-2, Wage and Tax Statement, will be used as the state tax with-
holding statement. Show the amount of state tax deducted on the IRS Form W-2
and identify the state. When an employee receives compensation which is
taxable by the state but not the Federal government, sho7 the wages and the
tax withheld in the state portion on the IRS Form W-2. <These amounts shall
be different than those in the Federal portion. For employees in Alaska and
Hawaii, the cost-of-1iving allowance 1is subject to state tax and is included
in the state withholding.

h. Emplqyer Identification Number. 1Indicate the employer 1dent1f1ca—
tion number assigned by the state on checks covering payments of state
income taxes withheld from employees. Send these checks with the related
tax return which must also indicate the employer identification number
assigned by the state.

745. DETERMINING AMOUNTS TO WITHHOLD. Determination of the amount of state
and municipal income taxes to be withheld is accomplished by using separate
approved state or municipal withholding tables which are based on the number
of personal ‘exemptions claimed. The 'UPS uses the "ALL TAX" software package
- for tax withholding.
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746 . VOLUNTARY WITHHOLDING FOR STATE AND/OR MUNICIPAL INCOME TAX PURPOSES.

a. General. Employees residing in a state and/or municipality other
than where employed may voluntarily authorize a state and/or municipal income
tax withholding from their wages providing the state in which they reside has
entered into a tax withholding agreement with Treasury. An employee may
exercise this option even though it is mandatory that taxes be withheld from
his/her salary for the state and/or municipality employed.

b. Authorization. To authorize the deduction for extra state income
taxes prepare FAA Form 2730-5, Request and Authorization for Allotment of
Compensation for State Income Tax Purposes. For extra municipal taxes use
the local form authorizing the deduction or, if acceptable by the municipality,
a memorandum may be used for the authorization. v

c. Amounts of Allotments. Allotments of pay for state income tax pur~
poses -shall be based on a whole dollar amount designated by the employee.

d. Accounting for Withheld Taxes. The amount withheld each pay period
from the compensation of employees will be reflected on their individual
earnings records. The amount withheld will be credited to depcsit fund '
account 69X6275, Withheld State and Local Taxes, for payment to the taxing
authority. Internal subsidiary records will show (1) the amounts withheld -~
for each class of tax, and (2) a breakdown of the total taxes withheld for °

each taxing authority.

e. Correction of Errors. If an error 1s made in a prior pay period of
the current calendar year and the employee is still on the peyroll, a correc-
tion will be made by adjusting the erroneous deduction by an ecual amount to
offset the error in the withheld taxes. If the error occurred in a prior '
calendar year or the employee is no longer on the payroll, no'adiustment
shall be made. All amounts withheld for state and/or municipal income taxes
shall'be‘reported on IRS Form W-2, Wage and Tax Statement, provided to
employeeS by January 31 of the following calendar year.

747. REPORTING INCOME INFORMATION TO STATES AND/OR MUNICIPAI ITIES.

a. Information. Requests by any taxing authority regarding
compensation paid to employees must be furnished. The taxing authorities
listed in I TFRM 3-5055, appendices 2 and 3, shall be furnished this
information without any request.’

b. Responsibility of Taxing Authorities. Taxing authorities receiving
information must provide coples of their income tax laws, regulations, and
explanatory material to the employees taxed. This is not the responsibility
~ of the Federal Government.
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C. RePOrting Procedures. '
‘ (1) Furnishing Information. On request, send copies of

IRS Form W-2, Wage and Tax Statement, to the state where an employee main-
tains actual residence regardless of legal residence. actval residence means
the state where the employee maintains the dwelling from which he/she

. commutes ‘daily to and from employment. Generally, a listing of information
in lieu of IRS Form W-2 is provided to taxing authorities. '

- (2) Employee Stationed Outside the United Stutes. Information
concerning compensation paid will not be furnished to state or local taxing
authorities with respect to personnel stationed outside the United States
except as may otherwise be provided in I TFRM 3-5055.

~ (3) Information to More than One Authority. ‘It may be necessary
to provide information about the same employee to more than one taxing
authority. This condition could occur when the places of employment and
residence are different taxing jurisdictions or when tax’ng jurisdictions are
overlapping, such as a state and a city within the state . Provisions must be
made to provide both authorities with the required information.

(4) Notice to Employees. All information ci the withholding and
ekxemption forms are covered by the Privacy Act of 1974. When a state, city,
~or county form is used; it is the Federal Government's responsibility to
provide the employee_With-a Privacy Act Notice either on the applicable form
or on a separate sheet of paper. A suggested statemen: follows: o

‘ - The following information is provided to comply with the

Privacy Act of 1974 (Public Law 93-579). The social security
number is required under the authority of Executive Order
9397 to provide taxpayer identification. The other
information is required under the provisions of 5 U.S.C. ,
5516, 5517, or 5520 for the purpose of implementing a Federal
agreement with the state, city, or county income or
employment taxes pursuant to a state law, or municipal or
county ordinance. The information provided may be disclosed
to state, city, or county officials to assure that the
taxpayer's account has been properly credited for the amounts
withheld. Failure to disclose the information requested may
affect the determination of the accuracy of tke amount
withheld. o ' '
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748. ADVICE OF NONCOMPLIANCE. The Secretary of the Treasury has requested
heads of agencies to furnish information regarding auny noncompliance with the
provisions of any agreement or information regarding material difficulties
encountered in the administration of agreements. Send the 1nformatjon to the
Financial Systems Division, AAA-&OO Washington, p.C.

749. RETURNS AND PAYMENT, ;

a. General. File tax forms and pay the taxes in accordance with
instructions issued by the appropriate taxing authority pursuant to their
agreement with the Secretary of the Treasury.

b. Déposit Fund Accouht. The deposit fund account symboi and title
assigned by the Treasury Department for state taxes are 69X6275 Withheld
State and Territorial Income Taxes.. -

750.-799.' 'RESERVED.
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CHAPTER 8. UPS RETIREMENT PROCESS (PAYROLL OFFICES)

800. GENERAL. The legal authority for the administration of the Civil
Service Retirement System is contained in chapter 83, 5 U.S.C. Federal
Personnel Manual Supplement 831-1, Retirement, covers the administration of
the Civil Service Retirement System. These laws, rules, and regulations
comprise the primary sources for UPS design specificatinns as they relate to
the maintenance, control, withholdings/contributions, reporting, and disposi-
tion of retirement records.

801. RETIREMENT MASTER FILE PROCESS. The centralized retirement process is a
primary feature of UPS. Updating and maintenance of individual employee
retirement records are automated with recordkeeping functions centralized

~at the Mike Monroney Aeronautical Center located at Oklalhioma City..

a. A Retirement Master Record (RMR) is automatically generated for
each employee based on payroll technician data entry of an SF 50 personnel
-action which establishes an Employee Master Record (EMR). The service
history data are likewise updated as SF 50 actions are processed.

_ b. Posting of retirement deductions from the EMR to the RMR is accom-
' plished by the system biweekly. These files are maintained in the system
until a deactivation is processed. At that time, an SF 2806, Individual
Retirement Record, is produced if the employee is subject to retirement. If
the employee 1s subject to the Federal Insurance Contributions Act (FICA),
the history will be deleted from the RMR file. The deactivation action must
be processed from the separation SF 50. The payroll office should receive
-the SF 50 before, or no later than, the pay period the employee is separating
to meet the OPM time requirement for submission of documentation. See
chapter 18 for data entry criteria and job name/screen format PYCHANGE/P6.

C.. The system autométically'generates SF 2806, Individual Retirement
Record, and SF 2807, Register of Separations and Transf(rs, as the result
of processing SF 50 separations or applications for disubility retirements.

d. Reconciliation reports are automatically produced by the system.

802. DISPOSITION OF RETIREMENT RECORDS/DOCUMENTS. The OPM requires prompt
submission of retirement records no later than five days after the pay date
of the final paycheck. Payroll supervisors are responsible for the timely

- data entry of the SF 50 for the pay period the employee is separated or as
soon thereafter as the SF 50 is received from the personnel office. They
are also responsible for ensuring that all required supporting documentation
is forwarded promptly to the UPSOM.
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a. Each payroll office shall provide a designated place into which
payroll technicians may put all retirement documents to be forwarded to UPSOM.
The payroll supervisor is responsible for these documents being ready for
mailing as soon as possible. All documentation  applicable to a given _
employee should be grouped into a single batch and secured pricr to mailing
to facilitate processing upon receipt at UPSOM. One designatec individual
should forward these documents no later than close of business Monday of T&A

week. :

b. If an employee has terminated leaving an indebtedness for which the
payroll office is forwarding an SF 2805, Request for Recovery of Debt Due the
United States, to make a claim against the retirement, a copy of the letter
to the employee for collection MUST be attached. The OPM will hold this _
amount of money in suspense and provide the payroll office witk a Bureau of
Retirement and Insurance (BRI) form to certify final collectior.. a

c¢. Each payroll office will determine the most expeditiocus method of
forwarding retirement documentation to UPSOM. '

(1) 1If regular mail is used, address the envelope as follows:

Department of Transportation
- Federal Aviation Administration
- Mike Monroney Aeronautical Center (AAC-25)
~P. 0. Box 25082

Oklahoma City, Oklahoma 73125

(2) kIf pbuch mail is used, address the envelope as follows:

- AAC-25 : '
(ATTN: UPSOM RET. OFF)

(3) Regardless of method used, annotate the lower front left
corner in bold letters: EXPEDITE - RETIREMENT DOCUMENTS ENCLOSED,

803. APPLICATIONS FOR DISABILITY RETIREMENT. When an application for
disability retirement and associated documentation is receiv:d from the
personnel office, the payroll technician or designated individial completes
the cover worksheet provided by UPSOM. Specific required information is duty
status, date leave ends or ended, and the date optional insurance was elected
(1f applicable). The application, associated documents, and completed
worksheet are forwarded to UPSOM on a daily basis as prescribed in

paragraph 802c¢ above. These actions must be completed within one workday
following receipt in the payroll office. Data entry required to print out a
preliminary SF 2806, Individual Retirement Record, will be irput by UPSOM.

804. RETIREMENT STATUS INQUIRIES. Payroll offices are provided with a copy
of each SF 2807, Register of Separations and Transfers, processed by UPSOM
and mailed to OPM. The majority of inquiries related to status of retirement
processing can generally be researched and responded to by the local payroll
office through use of these forms. :
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their last servicing payroll office. If needed information is not available
locally, the payroll supervisor or designated Individual should contact
UPSOM for assistance.

. ~ a. Separated émployees will normally i'equest information through

b. Personnel offices are to direétfinquiries concerning the status of
retirement processing to their servicing payroll office.

c. All BRI forms received from OPM by UPSOM will be answered by UPSOM
if information is available. When the required information is unavailable,
UPSOM will attach a copy of the retirement record to the BRI form and forward
both immediately to the applicable payroll office. These BRI forms are _
completed by the payroll office and forwarded directly to OPM. A copy of the
reply to the questionnaire is mailed to UPSOM for filing with the separated
employee's retirement records. , - '

805.-899.  RESERVED.

. : . -
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CHAPTER 9. PAYROLL DEDUCTIONS

SECTION 1. INTRODUCTION

900. GENERAL. = The types of deductions which may be applied towards an
individual employee's pay are covered in this chapter. Any specified amounts
and rates are subject to change for compliance with new or amended rules and
regulations. Each payroll office is responsible for ensuring that wvalid
documents received are promptly processed and maintained for support of all

" deductions. ’ ‘

ﬁ 901. DATA INPUT BY PAYROLL OFFICE. The data enfry recuirements for payroll
deductions are prescribed in chapter 18 of this order.

902. DATA OUTPUT FROM UPS. The UPS output provided to each payroll office
is described in chapter 5 of this order. :

903. ORDER OF PRECEDENCE FOR DEDUCTIONS. The order of precedence for
-deductions from an employee's pay is listed in paragraph 207b of this order.

SECTION 2. HEALTH BENEFITS PROGRAM

904. GENERAL. A biweekly deduction.is made for each employee who is

enrolled in the Federal Employees Health Benefits program. The Government
 contributes a portion of the premium. Deductions and agzncy contributions
are made for each pay period in which an employee is enroiled.

905. . RESPONSIBILITIES OF PERSONNEL.OFFICEa‘ The personnel office performs
the following functions related to the Federal Employees Health Benefits Act:

a. Deterriines the employee's eligibility to enroll.

b. Makes available to employees information concerning the various
plans and options available.

c. Supervises the cOmpIetion of the required registration forms to
enroll employees in the plans and options of their choire.

d. Effects permissible changes in enrollment.

. e. Processes SF 2809, Health Benefits Registration Form, and SF 2810,
Notice of Change in Health Benefits Enrollment.

f. Notifies the payroIl office of the enrollment status of employees,
including authorized changes in plans and options and termination of
enrollments, by submission of payroll office and carrier copies of SF 2809 and
SF 2810.

- 906. RESPONSIBILITIES OF PAYROLL OFFICE. The payroll office has responsi-
bilities under the health benefits program to: ' '
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a.‘ Withhold the. correct health benefit_deductions from the salaries of
enrolled employees. ‘ . L C .

b. Provide carriers with the names and_numbét;of émployeés enrolled
- with each carrier under each plan by submission of SF 2811, Transmittal and

Summary Report to Carrier.

907. RESPONSIBILiTIES OF UPSOM. The responsibilities of UPSOM are:

a. Maintain health benefits control accounts and subsiciary records

under each health benefit plan.

b. Remit withholdings, togethef with the agency's contributions, to

the Office of Personnel Management (OPM)-Qn SF 2812, Report of Withholdings
and Contributions. : - ‘

908. NOTIFICATION OF EMPLOYEE'S ENROLLMENT STATUS. Payroll offices are
notified of enrollments, transfers between plans and options, and
terminations of enrollments on SF 2809, Health Benefits Registration Form,
and SF 2810, Notice of Change in Health Benefits Enrollment. These two forms
serve as authority for payroll actions. For initial enrollmert or change in
enrollment, a completed SF 2809 is authority’for’payroll deduction. On
transfers between payroll offices, an SF 2810, approved by the employing .

. office, is authority for payroll deduction in the gaining office. -

909. EMPLOYEES ELECTING NOT TO ENROLL. If an employee elects not to enroll,
only the payroll office copy of SF 2809 will be received in the payroll
office. Record the election not to enroll by processing an update to the
Fmployee Master Record (EMR) and file the copy. When there is no SF 2809 for
a new employee, the payroll office shall contact. the personnel office to

- obtain a written statement that the employee is ineligible or has previously
elected not to enroll, unless such a statement is noted on the °F 50,
Notification of Personnel Action. o

910. CANCELLATION OF ENROLLMENT. 1If an employee cancels his/her enrollment,
the payroll office will process the SF 2809 as follows:

a. Verify the effective.déte.

b. Process an updéte action to record the cancellation in the.Employee
Master Record. :

¢. Transmit the carrier's copy to the carrier.
911. CHANGES WITHIN A PLAN. Under certain conditions, an em>yloyee may elect .

to change the type of coverage or .the benefit options withinv:he_same health
plan. 1In this case, the payroll office will receive an SF 2809 showing the
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Page 124 . ’ : ‘ Par 906




8/31/81 - —— 2730.9

Eigncarrier control number from the personnel office. The payroll technician

- must process an update action using the old carrier con:rol number and new

enrollment code to changevthé liealth benefits data in the Employee Master
Record. The carrier's copy of the SF 2809 is forwarded with an SF 2811,
Transmittal and Summary Report to Carrier, as notification .of change in the
enrollment code.

912. CHANGES BETWEEN PLANS. When changes between plans occur, process the
applicable forms as follows: :

, a. SF 2809. Process the change in enrollment dat:. using Type of
Change "C.” Transmit the carrier's copy on SF 2811, Transmittal and Summary
Report to Carrier. '

b. SF 2810. Transmit the carrier's copy to the former carrier as
notification of termination due to a change in plan on SF 2811, Transmittal
and Summary Report to Carrier.

k 913. TRANSFERS OF ENROLLMENT. If an employee transfers between locations

that are in different payroll jurisdictions, the gaining and losing personnel
offices will each prepare and process an SF 2810 to the payroll offices.

914. TRANSFERS TO THE OFFICE OF PERSONNEL MANAGEMENT.

a. The payroll office will forward SF 2809 and SF 2810 with all sup-—
porting documents to UPSOM for employees who are eligitle to continue an en-
rollment after retirement or if an enrollee dies leaving an eligible survivor
to continue the enrollment. C

b. UPSOM will forward the SF 2809 and SF 2810 with all supporting
documents to OPM, along with the SF 2806, Individual Retirement Record, when
the documents are received from the payroll office.

915. DEDUCTIONS AND CONTRIBUTIONS. After deductions for retirement, FICA,
and Federal income tax withholdings, the health deducticn for each pay period
will be next. This deduction will be made even if only part of the normal
salary is earned for a pay period, except for a transfer or reinstatement as
explained in subparagraphs d, e, and f below. The amount deducted from the
employee's pay and the amount contributed by the agency will be based

- according to the plan and benefit option level under which the employee is

enrolled. The table of applicable rates is set forth in Federal Personnel
Manual Supplement 890-1, Federal Employees Health Benefits, subchapter 20.
The employer contribution is charged to the same appropriation or fund from
which the employee is paid.

a. Insufficient Salary. If the amount of salarybfor a pay period is
not sufficient to cover the full deduction; no deductica or contribution will
be made for that pay period. ‘
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b. Nonpay Status. If an cmployee is in nohpay status for an entire
pay period, no deductioh for that pay period will be made, except for a
retroactive restoration to duty after an erroneous suspension, as explained
in subparagraph g below. ’

: c. Terminated and Cancelled Enrollments. If an employee's enrollment

is terminated (other than for entry into military service) or cancelled, the

effective date of the action is the last day of the pay period after the one

in which the SF 2809 is received in the personnel office. A full pay period

deduction dnd contribution are required if sufficient salary is paid to cover
the full deduction. : '

d. Transfers. If an employee who is eligible to cont:nue enrollment
transfers to another agency or another payroll office jurisdiccion within a
pay period without a break in service of more than three days, a prorated
deduction will be made based on the effective date of transfer. Use the
table in paragraph 924e illustrating the four-day rule to determine deductions
and contributions in cases of transfer.

e. Retirement or Death. If an employee retires and is eligible to
continue enrollment as an annuitant, or if he/she dies and there is a sur-
vivor eligible to continue the enrollment, the losing payroll office will
make deductions and contributions; subject to the four-day rule as shown in
paragraph 924e.

f. Termination for Military Service or Reinstatement. If an
employee's enrollment is terminated or reinstated because of entry into or
return from military service, deductions and contributions will be prorated
in accordance with the four-day rule as applied to transfer:. (See para-
graph 924e of this order.) The effective date of the action vhich is to be
used as a basis in prorating is the date of entrance into or —eturn to duty
from the military service.

g. Retroactive Restoration. An employee who is retroa:tively
restored to duty after an erroneous suspension or removal may either have
his/her enrollment reinstated retroactively, or he/she may enroll in the plan
and option of his/her choice, the same as a new employee. If he/she elects to
have his/her enrollment reinstated retroactively, deductions for the period
of suspension or removal must be made from the appropriate fund, as though
the suspension or removal had not occurred.

916. SF 2811, TRANSMITTAL AND SUMMARY REPORT TO CARRIER.

a. Frequency of Transmittal. Carrier copies of ‘SF 2809 and SF 2810

- shall be transmitted to the carrier on a daily or weekly basis depending on
the volume. Under no circumstances shall they be accumulatec for longer than

one week. : ' : '
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b. Verification. Before transmittal to the health carrvicr, verity
that the payroll action requested can be taken; e.g., that the employee has
.enough pay to cover the deduction. ' A completed payroll 1ction is not
required before notiflcation to the carrier. However, the update action must
be taken as soon as possible.

c. Number of Copies. Prepare SF 2811 in triplicate. Send the original
and duplicate to the carrier and hold the triplicate pending return of the
duplicate by .the carrier. File the duplicate certified SF 2811 upon receipt
and destroy the trlplicate. o

d. _Carrier Address and Code. Carrier addresses are listed in
Federal Personnel Manual Supplement 890-1, Federal Employzes Health Benefits,
subchapter S$20. The carrier's code is the first two positions of the
carrier's enrollment code number. :

e. Peyroll Office Number. Imsert the local payroll office number

~.which has been assigned by the Department of the Treasury.

“f.. Report Number. Assign to SF 2811’s for each carrier a two-digit
number designating the calendar year followed by a consecutive series of num-
bers beginning with one each calendar year (e.g., 81-1).

g. -Part A, Transmitted. Insert the number of SF 2809's and SF 2810's
being transmitted. :

'h; Part B, Summary Report of Number of Enrollees. Complete part B of
SF 2811 as follows.

1. Add.

(a) Enrollees from last report. On this line, enter the samc
numbers that appear on the previous report on the line "Total enrollees.”

(b) New enrellees (SF 2809). Include number of employcees
changing to the carrier's plan from another plan, as well as those enrolling
for the first time (from part B, SF 2809).

(c)- Change in code (SF 2809). Reflect changes of enrollment
code numbers within the same plan only (from part B, SF 2609 where part D
shows same carrier). The "adds" and "deducts" given foi this type of action
must agree in the total column.

(d) Transfers-in (SF 2810). Reflect transfers into the
payroll office from other payroll offices (from part E, SF 2810).

(e) Other (see Remarks). Reflect other additions to
enrollments not reflected in the preceding three lines (e.g., part F,
SF 2810, Reinstatements, VOID actions, and "add" corrections in count re-
quested by carrier). Support entries on this line with 2 brief explanation
under Remarks. o ‘
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2. Deduct.

(a) Cancellations (SF 2809) . Refleét only voluntary
cancellations on SF 2809 (from part C, item 2, SF 2809).

(b) Change in code (SF 2809)., Reflect chénges of enrollment
code numbers being dropped within the same plan only (from part b, SF 2809,
where part B shows same carrier).

(c) - Terminations (SF 2810). Reflect terminations (from
part B, SF 2810). . ,

(d) Change in plan (SF 2810). Reflect changes in plan (from
part C, SF 2810).

(e) Transfers—out (SF 2810). Reflect transfers from your
payroll office to anotner payroll office (from part D, SF 2810).

(f) Other (see Remarks).; Reflect other reductions to
enrollments not reflected on the preceding five lines (e.g., VOID actions and
"deduct” corrections in count requested by carriers). Support entries on
this line with a brief explanation under Remarks. ‘

3. Total enrollees. Reflect the new number of enrollees, by
enrollment code and in total, as a result of the "adds" and "deducts” to the
beginning inventory. The total by enrollment code must cross-idd to the
number in the total column.

i. Changes in Name Only.  An SF 2810 reflecting only a change in
employee's name (part G) does not constitute an addition to or deduction from
the number of enrollees, even though it is attached to the SF 7811.

j. Correction of SF 2809 and SF 2810. Correction of information, such
as a migspelled name, family members listed in error, or wroag effective date
on previous forms SF 2809 and SF 2810, do not constitute additions to or
deductions from the number of enrollees, even though the correcting form is
attached to the SF 2811.

k. Reconciliation. FPM Supplement 890-1, Federal Emplcyees Health
Benefits, subchapter 18-4b, requires each payroll office to perform a monthly
reconciliation between the number of enrollees reflected on the SF 2811 (by
enrollment code and total on the line "Total Enrollees") and the payroll
records. The "Health Plan Reconciliation Within Payroll Office” output by
UPS will be used to accomplish the reconciliation. After the reconciliation
has been completed, attach the listing to the SF 2811 being reconciled for
future inspection by OPM and/or the General Accounting Office (GAO).
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917. RESPONSIBILITY OF PERSONNEL OFFICE. The personnel oftice determines
the employee's eligibility to- participate In the Federal Employce's Group
Life Insurance Program and designates 1in itcm 9 of SF 5C, Notification of
Personnel Action, the insurance status of the employee. -If an individual
waives basic coverage, a copy of the SF 2817, lLife Insurance Election, shall
be forwarded to the payroll office.

'918. RESPONSIBILITIES OF UPSOM. 'The responsibilities of UPSOM are:

‘a. Maintain summary records of basic life insurance withholdings
and agency contributions, and optional life insurance withholdings to
facilitate prompt and accurate reporting.

b. Remit withholdings, together with agency contributions to the
Office of Personnel Management (OPM), on SF 2812, Report "of Withholdings and
Contributions. ‘

919. ADJUSTING ERRONEOUS DEDUCTIONS. Adjustments for erroneous payroll
deductions involving basic or optional life insurance are processed as
followg:

a. When amounts héve been erroneously withheld from a current
employee's salary who is ineligible or has waived cover:ge, make a refund for
the erroneous withholding on the next payroll.

b. When deductions have not been made for a covered employee, retro-
active adjustments will be made on the next payroll. 1I: the total amount due
would cause a hardship on the employee, a biweekly prorated deduction will be
arranged. '

c. When an incorrect deduction has been made from the salary of an
insured employee, make an adjustment on the next payrnll.

d.. When an adjustment is necessary for a separated or deceascd
employee, make an adjustment to the final salary or lurp—sum paid to the
employee, beneficiary, or estate. '

920. BASIC LIFE INSURANCE PREMIUM DEDUCTIONS. The biweekly deduction is
based upon the employee's annual rate of pay and related amount of life
insurance coverage. Deductions from a prevailing rate employee's salary who
works at different pay rates on an irregular schedule are based on an annual
projection of the hourly rate for the last shift the 2mployee worked during
the pay period. All employees automatically acquire basic life insurance,
except those specifically excluded by OPM regulation or those who voluntarily
waive coveragé. : :
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921. WAIVER OF COVERACE.

a. Waiver. A new employee who does not want basiec liie insurance
coverage must file an SF 2817, Life Insurance Election, with the personnel
office before the end of his/her first pay period of employment. A properly
executed waiver, once submitted, will remain in effect until canceled even
though the employee transfers or is reappointed after a break in service.

b. Withdrawal. An insured employee who wishes to withdraw from the
insurance program will be required to file an SF 2817 with the personnel
office. Insurance deductions and coverage will be discontinu:d for par-
ticipating employees at the end of the pay period in which thes SF 2817 is
filed with the personnel office.

922. AMOUNT OF EMPLOYEE'S INSURANCE. The employee's basic insurance amount
is equal to the greater of (1) his/her annual rate of basic pay, rounded to
the next higher multiple of $1,000, plus $2,000, but in no event may the
amount be less than $10,000, or (2) no more than the annual rate of pay for
positions at Level II of the Executive Schedule under section 5313 of Title 5,
United States Code, rounded to the next higher thousand, plus $2,000.
Changes in the amount of coverage and deductions become effective on the

first day of the pay period in which the employee's salary rate changes.

923. RATE OF COMPENSATION FOR BASIC INSURANCE PURPOSES.

a. The following elements are conéidered, in addition to the annual
basic pay rate, when determining the amount to be deducted as an employee s
share of the cost of insurance:

(1) Included:

(a) Shift differential and environmental differential pay
for prevailing rate employees.

(b) Tropicalvdifferential for citizen employees on the
Isthmus of Panama.

(¢) Standby pay included in an employee's adjusted annual
pay rate. '

(2) Excluded:

(a) Night differential and forelgn or nonforeign post differ-
ential pay for GS employees.

(b) Awards, allowances, overtime, hbliday, and Sunday pay.

(c) Premium pay for hazardous duty.

Chap 9
Page 130 N ' R : Par 921




B/31/81 ‘ : ' . 2730.9

(d) Lump—sum payment for accrued and accumulated annual leave.

(e) Foreign post different1a1 for preva’ling rate employees.

b. Annual 121ng compensatlon rates. If thc basic compensation is fixed
on other than annual rates, the annual rate of compensation will be deter-
mined as follows:

- (1) Monthly.basis -‘multiply the basic rate by the number of
. -~ months (12) in the aduinistrative work year.

(2) Biweekly basis - multiply the basic rate by the number of
; : biweekly periods (26) in the administrative
work ‘year.

(3) Weekly basis =~ multiply the basic rate by the number of
: . weeks (52) in the administrative work year.

4) Daily basis - multiply the basic rate by the number of
' days (260) in the administrative work year.

(5) Hourlz basis - multiply the basic ra:e by the number of
. - . hours (2,080) in the aduinistrative work year.

924 . DEDUCTIONS.

a. General. Make deductions from the salary paynent of each covered
employee on the basis of the amount of insurance last in force on the
employee during the pay period. The full deduction must be made for each pay
period the employee receives any - pay, unless the amourt of pay is 1nsuff1—
cient to cover the deduction.

b. Insufficient Pay. If the balance of total salary earned for any pay
period less deductions for retirement, FICA, Federal income tax, and health
benefits is less than the full insurance deductlon, aprly the balance to the
insurance deduction. 1If the employee has basic and optional, the amount will
be applied to basic first and any balance then appliel to optional coverage.

c. Nonpay Status. If an employee is in a nonpa* status for an
entire pay peried, do not make a deduction to cover that pay period from
future pay, nov should the employee deposit the amount that would have been
deducted if he/she had been in a pay status during that period.

d. Restoration after Erroneous Suspension or Removal. When an
employee is retroactively restored to duty with pay after an erroneous
suspension or removal, no deduction will be made for the period of suspension
or removal from the retroactive pay adjustment. However, if death or
accidental dismemberment occurs during the perlod betw=en the removal and the
finding that the action taken was in error, insurance deductions will be made:
from the backpay awarded. -
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€. Four-Day Rule for Transfers. When an employee trancfers to

‘another agency or employing office within a pay period, or transfers to the
Jurisdiction of another payroll office without a break in service of more
than three days, deductions and contributions for the final pay in the losing
office and for the initial pay in the gaining office will be prorated on the
basis of the effective date of transfer for each office. No proration is
required by the losing office unless the transfer is effective four or more
days after the end of the preceding pay period. Likewise, no proration is
. required by the gaining office unless the transfer is effective four or more
days before the beginning of the next pay period. The four-day rule as
illustrated below will be used to prorate deductions.

FOUR-DAY RULE

CALENDAR DAYS - GAINING OFFICE ‘ LOSING OFFICE
' . Amount to be withheld Amount to be withheld
0-3 . ’ ~ Full biweekly amount | ncne
4-10 17 of biweekly amount . 12 of biweekly amount
11-14 ' none ' Full biweekly amount

f. »TermihalyLeavé. No deduction is made from a lump~sum payment
covering terminal leave. ’ .

g._'Table of Withholdings. The insurance deductions from the salary
of each insured emplovee shall be in accordance with FPM supplement 870-1,

Life Insurance, subchapter S4.

925. AGENCY CONTRIBUTIONS. The amount of agency contributions to the
insurance program is equal to 50 percent of the aggregate amount of
employee's basic life insurance deductions for the pay period. The agency
contribution 1is charged to the appropriation or fund from wnich the
employee's wages are paid.

926. OPTIONAL LIFE INSURANCE. Each employee who is covered by basic life
insurance is eligible to elect one or more of the three optioial insurance
plans if after other required deductions enough salary is lef¢ to cover the
full deduction(s). : '

a..-Effective Date. The effective date for optional insurance coverage
is the first day an employee actually enters on duty in a pay status on or
after the day the election is received in the personnel office.

b. Cancellation. An insured employee may at any time cancel optional
insurance by filing with the personnel office a declination of optional
insurance.or a waiver:of basic life insurance coverage. A czncellation be-
comes effective and optional insurance stops at the end of the pay period in
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which the declination or waiver is received in the personnel office. A
declination of optional insurance remains in effect until it is canceled. A
waiver or declination may be canceled only if the employre is under 50 vears
of age, a full year has elapsed since effective date of last waiver or
declination, and satisfactory medical evidence of insurability is furnished.

c. Amount. The amount of an employée's optional life insurance
coverage will vary depending upon the options and multiples elected.

d. Deductions. The full cost of optional insurance shall be withheld
during any period in any part of which an insured employre is in a pay status
unless the four-day rule applies. The biweekly cost of optional insurance
plans is prescribed in FPM supplement 870-1, Life Insurance, subparagraph $4-2,
and associated FPM letters or bulletins.

e. Determining Age. For the purposes of optional insurance, a person
is deemed to attain 35, 40, 45, 50, 55, or 60 years of age on the first day
of the first.pay period beginning on or after January ! of the year following
the one in which his/her corresponding birthday occurs. B

f. Termination. The optional insurance stops when an employee's basic
insurance stops, subject to an automatic 31-day temporary extension, unless
coverage stops due to waiver or declination. Optional insurance also stops,
subject to a 31l~day extension of coverage, at the end of the pay period in
which it is_determined‘that his/her periodic pay, after.all other deductions,
is insufficient to cover the full cost of the optional insurance.

927.~932. . RESERVED.

SECTION 4. PAYROLL PURCHASE OF U.S. SAVINGS BONDS

933. PAYROLL SAVINGS PLAN. The plan provides a means ior employees to regu-
larly save part of their earnings through a voluntary system of payroll
deductions for the purchase of U.S. Savings Bonds. The plan is restricted to
Series EE U.S. Savings Bonds.

934. EMPLOYEE AUTHORIZATIONS. Employees may partiéipate in the Payroill
Savings Plan by completing SF 1192, Authorization for Purchase and Request
for Change United States Series EE Savings Bonds. The allotment thus
authorized continues until cancelled or changed. A maximum of eight savings
bond authorizations may be in effect at any time. ‘ :

935. AMOUNT OF ALLOTMENTS. The minimum amount that ecan be allotted is $3.75
per pay period. Allotment amounts should divide equally into the total
purchase price of a bond. However, if any unapplied balance results after a
bond has been purchased, the balance remains and accumulates until the
purchase price of another bond is attained. ’
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" 936. ANNUAL LIMITATION ON SAVINGS BONDS. An individual owner (includes a
designated beneficiary) may buy Series EE bonds up to a total limit of

' $15,000 (purchase price) per year. However, if the bonds are registered
showing co-ownership, the total limit of $30,000 (purchase price) applies

per year.

937. EFFECTIVE DATE OF ALLOTMENTS. Deductions for bond allotments begin
with the pay period after the date indicated on the authorization. However,
if authorizations are not received by the payroll office in time for normal
payroll processing as indicated by the employee, the deductiins will begin
the next pay period. -

938. CHANGES IN ALLOTMENTS. An employee desiring to change the amount of an
allotment, the bond denomination, the form of registration, or the address on
the bond, must do so by preparing a new authorization form. Generally,
changes in the amount of the allotment of denomination will not be effective
until completion of the purchase of the bond(s) covered by the prior
authorization.

939. CANCELLATION OF ALLOTMENTS. An employee may cancel the payroll
allotment® authorization by filing a request in writing. Any balance
remaining in the allotment account should be refunded to the enployee
after receipt of the notice of cancellation.

940. TERMINATION OF SERVICE. Automatic cancellations of payroll
allotment(s) for Savings Bonds are authorized only in the event of ter-
mination of Federal service. For transfers within the Federal Government,
the SF 1192 which authorizes bond deductions should be forwarded to the new
employing entity. If the balance to the employee's credit is not sufficient
for the purchase of a bond, the employee may authorize deduction of an
additional amount sufficient to complete the purchase or request a refund of
the balance. Refunds in the case of a deceased employee will be made to the
employee's beneficiary or estate. Accumulated balances not pecssible to
refund will be deposited to either account "20X6133, Payment of Unclaimed
Moneys,"” or miscellaneous receipt account "691060, Forfeitures of Unclaimed
Money and Property.”

941. RESTRICTIONS ON WITHDRAWALS. Partial withdrawals from accumulated
bond balances may not be made and no loans can be made against these amounts.
An assignment of funds accumulated for purchase of bonds shall not be
recognized.

942. 1ISSUANCE OF BONDS. The bond(s) will be issued upon the accumulation
of a balance sufficient to purchase the bond(s) in the denomination(s)
requested by the employee. Bonds will be inscribed to show tl.e issue month
(month from which interest is computed) and the actual date of issuance.
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943. AVERAGE DATING OF BONDS. Savings Bonds of $75 or higher denomination
will be issued under "average-dating"” rules. They will be dated the first
day of the month in which a pay period ends and half or more of the purchase
price is accumulated. Savings Bonds for $50 denomination will be dated

the first day of the month the employee's account accumulates the total
purchase price. Should an employee be unable to complete a payment for a $75
or higher denomination bond under the foregoing "average-dating” rule, a bond
or bonds of the next lower denomination will be issued. In such cases, if
the average—~dating procedure is not applicable, the bond or bonds then
selected will be dated as of the first day of the month in which the deduc-
tions accumulated to the purchase price of such bonds. If there is any
balance remaining to the employee's credit, the unapplied balance will be
refunded.

944. 1ISSUANCE OF BONDS TO ORGANIZATIONS. Savings Bonds may be issued under
the Payroll Savings Plan in the name of a fiduciary or a private or public
organization. Such bonds must be in single owner form only. If the organi-
zation is an employer, the employer identification number assigned by the
Internal Revenue Service for Federal tax returns will be inscribed on the
bond in lieu of the social security account number.

945. SOCIAL SECURITY ACCOUNT NUMBERS. SF 1192 provides for insertion of
social security account numbers. The inscription of the owner's social
security number is mandatory. While not mandatory for co-owners and
beneficiaries, the payroll office shall make an effort to obtain such infor-
mation for bond inscription purposes. 1If, for any reason, a social security
account number of the co-owner or beneficiary is not available for the
inscription, the bond will be issued with the incomplete inscription.

946. ACCOUNTING FOR BOND DEDUCTIONS. Charge the total amount withheld for
bond deductions to the appropriation from which the employee's wages are
paid. Credit amounts withheld to deposit fund account "69X6050, Employees'
Payroll Allotment Account, U.S. Savings Bonds." Deposits to and disburse-
ments from this account are shown in net amounts on SF 224, Statement of
Transactions, reported monthly by UPSOM to Treasury.

947. DOCUMENTATION SUBMITTED TO KANSAS CITY REGIONAL TREASURY DISBURSING
CENTER. Requests for purchase and issuance of Savings Bonds are documented
on SF 1166, Voucher and Schedule of Payments, with supporting magnetic tape
bond issue information, and submitted by UPSOM to Treasury. The magnetic
tape must be in the format prescribed by Treasury. A validated SF 1166 and a
listing of Bond Serial Number Distribution showing inclusive numbers of bonds
issued by Treasury are returned to UPSOM. A copy of the Bond Serial Number
Distribution is provided to each payroll office for use in associating bond
sequence numbers on the Bond Issue List microfiche to actual serial numbers
on the bonds. ‘

948. BOND ISSUE LIST. Microfiche of Savings Bonds issued each pay period,
by denomination, are provided to payroll offices and designated agents. They
are used to research and respond to employees' inquiries and obtain required
data to request replacement of lost, stolen, or destroyed Savings Bonds.
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SECTION 5. ALLOTMENTS FOR SAVINGS

949. CGENERAL. This section provides instructions for processing allotments
of employees' pay to financial organizations for deposit to the employees'
savings accounts pursuant to Public Law 90-365. These remittances are in
addition to salary checks for the employee's net pay which may, at his/her
option, be mailed to financial organizations.

950. DEFINITIONS. For purposes of this section, the following definitions
apply:

a. Allotment means an authorization from an employee for a recurring
payroll deduction from salary or wages due, in a specified whole dollar
amount, to be remitted to a financial organization of his/her choice, for
credit to a savings account. '

b. Financial organization means any bank, savings and loan
association or similar institution, or Federal or state-chartered credit
union.

c. Savings account means an account (single or joint) for the
purchase of shares (other than shares of stock) or for the deposit of savings
in any financial organization, the title of which account includes the name

of the authorizing employee.

d. Net pay means the amount of salary or wages remaining due the
employee after all payroll deductions, including allotments of pay for
savings accounts.

951. EMPLOYEE ELIGIBILITY. Any employee whose place of employment is in

the continental United States (the 48 contiguous states and the District of
Columbia) may authorize an allotment of pay to a savings account, under the
provisions of Public Law 90-365. Employees stationed outside the continental
United States, including Alaska and Hawaii, may authorize allotments of pay,
including allotments for savings, under the provisions of Public Law 89-554.

952, ALLOTMENT REQUIREMENTS.

a. Regulatory Provisions. Allotments for savings shall meet the
following criteria:

(1) Must be to a "financial organization,” as defined in

paragraph 950.

(2) Must be for credit to a savings account.

(3) Must include the name of the authorizing employee or either a
single or joint account.
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b. Number of Allotments. Not more than two allotments for savings
shall be in effect at any one time. If the employee is stationed overseas,
three allotments are permitted. !

c. Amounts and Duration. Allotments shall be fixed amounts in whole
dollars (no cents), to be deducted each pay period until canceled by the
employee in writing, or otherwise terminated. .

d. Priority of Deductions. All payroll deductions otherwise required
shall have priority over allotments for savings.

e. Insufficient Pay to Cover Allotments. If the net pay due
after applying all other payroll deductions is less than the amount of the
allotment for savings, the allotment is nullified automatically for that pay
period. If an employee has in effect two allotments for savings and the net
pay due after all other deductions is less than the total amount of the two
allotments, BOTH allotments are nullified automatically for that pay period,
even if the net pay. is sufficient to cover one of the two.

953. ALLOTMENT AUTHORIZATION RESPONSIBILITIES.

a. Employee.

(1) Establishing an Allotment. Each employee who desires to allot
a portion of salary for deposit into a savings account shall initiate, in
triplicate, an SF 1198, Request by Employee for Allotment of Pay for Credit
to Savings Account with a Financial Organization. The employee must complete
blocks (1) through (9) except, for blocks (5B)- and (6). These shall be
completed by the selected financial organization. The employee's name in
block (1) shall be exactly as it appears on the payroll. The employee's
social security number used in the payroll system shall be entered in block
(2). Block (4) should include the name and complete address of the appli-
cable payroll office.

(2) Forwarding the SF 1198 to the Payroll Office. After obtaining
the financial organization's endorsement on the form, the employee will for-
ward the original of the completed form to the payroil office and keep the
triplicate copy for his/her personal files. :

b. Financial Organization. The financial organization shall complete
blocks (5B) and (6) of the SF 1198, as well as the applicable unnumbered
blocks on the lower half of the form. If the financial organization checks
the block which indicates its willingness to act as agent for the employee
only if remittances are mailed to branch offices where the savings accounts
‘are maintained, the address shown for the financial organization shall be the
address of the branch office. The first carbon copy of the SF 1198 will be
retained by the financial organization.
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c. Payroll Office. The payroll office shall review all executed forms
for completeness.. The form shall be returned to the employee if it is
dncomplete or incorrect with regard to information furnished by either the
employee or the financial organization.

954. PROVISIONS RELATING TO FINANCIAL ORGANIZATIONS.

a. Selection. Selection of a financial organization to receive an
allotment of pay for deposit to a savings account rests with the employee.
The employer is prohibited from fostering the selection of any particular
financial organization or class of financial organization. Allotments cannot
be made to foreign financial organizations.

" b. As Agents. A financial organization which receives checks for
allotments for savings is the agent for the employees who designate the
financial organization to receive checks for credit to their savings
accounts.

c. Savings Accounts Credited. Advice to employees on the crediting of
deposits to savings accounts can be issued only by the financial :
organization. The same applies to updating accounts passbooks. These are
matters between the financial organization and the depositor.

d. Death of an Employee. Death of an employee revokes che authority
of the financial organization to credit a savings allotment :o the account.
Amounts which cannot: be credited must be refunded promptly to the payroll
office. Refunds of allotments shall be treated as compensation due the
deceased employee's beneficiary or estate.

955. CHANGES IN ALLOTMENT STATUS.

a. To change the financial organization, the employee shall submit a
completed SF 1198 for the new financial organization to the payroll office.
A second SF 1198 is regquired for submission to the payroll office to cancel
the existing allotment.

b. To increase the amount of the allotment, the emplcyee shall prepare
an SF 1198 completing blocks (1) through (9) using the employee's copy of the
current SF 1198. The employee shall indicate the amount of the new allotment
and place an "X" in Item 7, Increase Allotment. The SF 1198 is submitted

directly to the payroll office.

c. To decrease the amount of the allotment, the empldyee shall prepare
an SF 1198 completing blocks (1) through (9) using the employee's copy of
current SF 1198. The employee should indicate the new amount of the allot-
ment and place an "X" in Item 7, Decrease Allotment. The employee must
obtain the signature of an official of the financial organization before sub-
mitting the SF 1198 to the payroll office.
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956. CANCELLATION OF ALLOTMENTS.

a. Automatic Cancellations. Allotments are cancelled automatically
when the authorizing employee is separated [rom Government service, traunsters
to another agercy, or transfers to the jurisdiction of another pavroll office.

b. Voluntary Cancellations. Employees may cancel allotments at any
time by memo or by completing portions of an SF 1198. Blocks (1), (2), (4),
(54), (7), (8), and (9) should be completed and submitted to the payroll
~office.

957. IDENTIFICATION OF FINANCIAL ORGANIZATION. IN PAYROLL PROCESSING. The
financial organization shall be identified by using the employer iden-
tification number which has been assigned to the financial organization

by the Internal Revenue Service. This number is shown in block (5B) on the
SF 1198. When financial organizations are to receive allotments at
individual brai.ch offices where accounts are maintained, each financial
organization must establish its own three-digit numeric coding system
identifying the branches and include this code as a suffix to the employer
identification number. ' '

958, SERVICE CHARGES. The service charges stated herein are applicable only
for allotments to savings accounts. They do not apply to checks for
employees' net pay, whether they are for deposit to a <hecking account or a
savings account.

a. Rates. The amount of the service charge to j deducted from
amounts to be remitted shall be the aggregate of two separate standard rates,
as follows:

(1) Twelve cents per payroll deduction stated on the remittance

record. o _
‘ (2) Twenty-seven cents as a fixed charge for the entire
remittance record, regardless of the number of payroll deductions listed.

b. .Exampleg:

Number of payroll Total chargé

deductions listed - at 12¢ per Plus fixed Aggregate
o record support- payroll charge per Service
ing the remittance deduction remittance Charge

1 $ .12 $ .27 $ .39

10 , ©1.20 , .27 1.47

100 - 12.00 .27 12.27

c. Accounting. The full amount of service charges deducted from
remittances is credited to miscellaneous receipt account 692417, Service
Charges for Allotments of Pay for Savings Accounts (Public Law 90-365).
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959. ENTRIES ON SF 1166, VOUCHFR AND SCHEDULK OF PAYMENTS. Entries on the
SF 1166 will reflect the net amount of allotments (gross allotments less ser-

vice charges). The total amount of service charge fecs will be shown as a

"no check” item, crediting miscellaneous receipt account 692417.

960, REMITTANCE RECORD. One copy of each remittance record will be for-
warded to the Treasury Disbursing Center with the payroll voucher schedule,
arranged in,ascending'order of financial organization ideniification number.
The disbursing officer will mail the remittance record and check to the
allottee. The basic format and required information to be saown on remittance
records are prescribed in I TFRM 3-8050 and 3-9040.40. The fo'lowing totals
will be provided for each allottee: :

a. Aggregaté total of'the_dollarvamounts listed.

. b. Amount of service charge applicable to total remittance record, as
a deduction. ‘

c. Net total amount of remittance (total allotments less service
charges).

961. COORDINATION WITH DISBURSING OFFICER.  UPSOM shall coordinate opera-
tions with the servicing disbursing officer to facilitate compiterized
preparation of allotment checks.

962 . EFFECTIVE DATE OF ALLOTMENTS. Allotments for savings shall be effec—
tive for the first pay period which begins after receipt of a properly exe-
cuted SF 1198 in the payroll office.

~ SECTION 7. COMBINED FEDERAL CAMPAIGNS

963. CGENERAL. Federal Personnel Manual Supplement 990-2, Hours of Duty,

Pay, and Leave, Annotated, subchapter 3-8, authorizes allotments for charit-
able contributions by an employee for the Combined Federal Campaign (CFC).

964 . EFFECTIVE DATES. The Combined Federal Campaign normally takes place
from about September 15 to October 31 each year. Withholdirg of payroll
allotments will start with the first pay period beginning in January and
ending with the last pay period which begins in December of the same calendar
year.

965. ELIGIBLE ALLOTTERS. The allotment privilege is available to employees whose
net pay is sufficient to cover the allotment and who do not serve under
appointments limited to a year or less.

966. ALLOTMENT AUTHORIZATION. When charitable contributions are solicited,
the local combined campaign organization keyworkers will distribute a

payroll allotment authorization form to all employees. Allntments are
entirely voluntary and will be based on a signed, completed CSC Form 804 or a

local campaign form in similar format.
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967. DURATION AND AMOUNT. An allotment is made for a full-year term with a
minimum amount of 50 centsg per pay period.

968. SUBMISSION OF AUTHORIZATION FORM. Completed authorization forms shall
be transmitted to payroll offices not later than December 15 each year.

969. INSUFFICIENT NET SALARY. 1If, after all other legal and authorized
deductions are made, the allotter's balance of net pay is insufficient to
cover the Combined Federal Campaign allotment, do not make a deduction for
that pay period.. DO NOT make any adjustment in subsequent pay periods to
compensate for nondeductions.

970. CHANGES IN ALLOTMENT STATUS. No change in amount may be authorized
during the term of an allotment. An allotter may revoke his/her authoriza-
tion at any time by written request to the payroll office. Discontinuance
shall be effective the first pay period after receipt in the payroll office.
Allotments shall be discontinued automatically: (a) on expiration of the
one~year period, and (b) on death, retirement, or seraration of allotter from
the Federal service. -A discontinued allotment cannot te reinstated.

971. REMITTANCE OF DEDUCTIONS. Send one check each pay period to the appli-
cable CFC organization or its designated agent. Indicate on the check issue
tape that a check shall be drawn in favor of the CFC o-ganization shown on
the allotment authorizations for the locality. The disbursement schedule
shall reflect JFC on the SF 1166.

§972. CONTROL AND RECONCILIATION. Current CKFC authorizations and deductions
are internally controlled by UPS and included on output provided to payroll
offices. The number of employees participating and authorized deduction
amount are shown on CMR Level .1 after each update process. In addition, the
amount actually deducted or bypassed is reflected on CMR Level 3 which is
produced following the biweekly pay calculation. The CMR Level 3 CFC data
are reconciled by UPSOM with the total number of participants and amount
shown on the CFC check remittance record.

SECTION 8. DUES WITHHOLDINGS FOR EMPLOYEE ORGANIZATIONS,
PROFESSIONAL, OR OTHER ASSOCIATIONS

973. ELIGIBILITY. Written agreements between an agency and employee organi-
zations professional, or other associations are binding contracts and must

be ddhered to. A copy of each written agreement covering dues deduction

shall be furnished to the payroll office by the Perconnel Management Division.
Where an agreement coutaining provisions for withholds ng dues has been
executed, members of employee organizations, professinnal, and other asso-
ciations may authorize payroll deductions for paymen: of dues. Payroll offi-
ces are responsible for fulfilling employer obligations of applicable dues
w1thnold1ng provisions.
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974. AUTHORIZATION. Employees shall authorize payroll deduction of dues by .
executing an SF 1187, Request for Payroll Deductions for Labor Orgénization
Dues, and have section A completed and signed by an authorized official of
the employee organization or association who shall forward i: to the -payroll
office. The SF 1187 must be received in the payroll office prior to the
beginning of the pay period in which the deduction will begin. A maximum of’
four authorizations is permitted for each employee. When stlpulated in the
agreement, regulations now permit a transfer of the SF 1187 from one ser-
vicing payroll office to another so that dues will continue to be deducted
without interruption. There may be organizational units whkich have been
excluded from the bargaining unit (e.g., national unit) and are not covered
by the dues withholding provisions of the agreement. The SF 1187 for an
employee being reassigned to one of these excluded units will not be for-
warded to the new servicing payroll office. Where labor agreements contain
‘such provisions; the Personnel Management Division will assure that the
payroll office is supplied with a current 1list of the exclusions.

975. AMOUNT OF DEDUCTIONS. The amount of deductions for dues is the amount

shown on SF 1187 as certified by the employee organization cr association

official. The amount shall not include initiation fees, special assessments,

back dues, fines, or other similar items. The amount will remain unchanged

until the employee organization or assoclation official ceirtifies that the

amount of the regular dues has changed. Generally, such changes are limited

to one time in a l12-month period. Begin the new deduction with the first

complete pay period after receipt. of the certification, or with the date spe-

_cified in the certification, whichever is.later. Standard deductions are

 controlled by amounts entered in the Installation Variable File (IVF) by UPSOM. ‘

976. TERMINATION OF DEDUCTIONS.

‘a. Automatic Termination. Allotments for payment of dues to employee
organizations, professional, or other associations are automatically ter-
minated under the fcllowing circumstances:

(1) Loss of exclusive recognition of the employee organization.
The payroll office shall be notified immediately by the Personnel Management
Division of such loss of recognition. Terminate the deduction at the
beginning of the first pay period after notification is received in the
payroll office.

(2) Employee is separated from the Federal service: transferred to
~ another agency; or is reassigned or promoted to an organizational element
outside the bargaining unit for which the employee organiza :ion has been
accorded exclusive recognition.

(3) Employee has been suspended or expelled frem the employee
organization or professional association. Terminate the deduction at the
beginning of the first pay period after notification is received in the

payroll office.
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, (4) Dues withholdiny agrecement between the agency and the cmployec
organization, professlonal, or other association is terminated, suzpended, orv
ceages to be applicable to the cmployce.

b. Voluntary Revocation. An allotment for paynent of dues may be
voluntarily revoked by an employec at any time provided a period of onc year
has elapsed sioce the effective date of the allotment. SF 1188, Cancellation
of Payroll Deductions for Labor Otganization Dues, s'ould generally be used
for this purpose. However, payroll offices will honor a memorandum coun-
taining the same information. The revocation shall be effective only on the
first day of the pay period beginning after the escape period specified in
. the agreement. The SF 1188 must be received in the payroll office by close of
business on the last workday preceding the revocation effective date.
Otherwise, the cancellation may not be processed unti! the next escape period.

977. REMITTANCE OF DUES. The written agreements with employee organizations,
professional, and other associations will indicate thc¢ address to which re-
mittances will be sent. Schedule the biweekly payments for direct mailing of
the check and remittance record by the disbursing officer. The remittance
record will contain the mames of employees and amoun:s withheld, including
those transferred or whose salaries for the pay period were insufficient to
provide for a deduction. A statement will be printed on the listing to
explain why dues were not deducted for the pay period.

SECTION 9. QUARTERS AND FACILITIES FURNISHED TO EMPLOYEES

978. CHARGES FOR QUARTERS AND FACILITIES. Charges Zor Government quarters
and facilities furnished to employees shall be in conformance with locally
determined rates.

979. TIMING GF CHARGES. Charges shall be on a calendar day basis when less
than a full biweekly charge is involved. The employze shall be charged for a
full day on the first day of occupancy of quarters and shall not be charged
for the day on which he/she vacates quarters. The same criteria shall be
used for facilities charges deducted from an employee's pay.

980. METHOD OF PAYMENT. Payment for quarters and facilities shall be as
follows: ' .

2
a. For occasional or transit use, by cash at the time furnished.

b. For continuing use, by payroll deduction.

981. BASIS FOR DEDUCTIONS. Payroll deductions for quarters and facilities
shall be based on data recorded in the "Remarks"” space on FAA Form 2730-68,
Time and Attendance Report, or FAA Form 2730-68-1, Amended Time and Attendance
Report.
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982. RECORDING ON TIME AND ATTENDANCE REPORTS. Amounts to he deducted for
quarters and facilities shall be recorded as follows:

_ a. Enter the beginning date, rates, and amounts to b» charged for the
-pay period when first assigned quarters..

, b. Enter the ending date, rates, and amounts to be charged for the pay
period when quarters are vacated.

‘ c. Enter any increase or decrease in rates, discontinunation or
restoration of charges, and a brief explanation of changes.

d. No entries are required when an employee is subject. to normal
deductions for a full pay period.

983. EXCLUSION FROM GROSS INCOME. At some locations outside the continental
United States, FAA furnishes Government—~owned housing to its employees. In
those cases where ALL of the conditions shown below are met, the appropriate
region official will inform the payroll office in writing of the names of
employees for whom the quarters deduction represents a legitimate exclusion
 from gross income. A copy of the notification will be filed in each

employee's payroll folder. Payroll procedures will provide that the amount
of quarters deduction be excluded from each employee's grosr income as
reported on IRS Form W-2, Wage and Tax Statement. The value (amount charged
by payroll deduction) is considered to be a legitimate exclustion from gross
{ncome if ALL of the three following conditions are met:

a. The lodging is furnished on the business premises of the employer.
=0 290670
b. The lodging is furnished for the convenience of the employer.

c. The lodging is accepted as a condition of employment.

SECTION 10. ALLOTMENTS BY OVERSEAS EMPLOYEES

984 . GENERAL. This section provides instructions for processing allotments
of pay by employees stationed outside the continental United States and the
District of Columbia. These allotments are authorized by Public Law 89-554,
approved September 6, 1966, and are not subject to payment of a service fee
. by either the employee or the allottee. Allotments authorized by this
section are in addition to allotments for the payment of state income taxes,
payment of dues to employee organizations, and purchase of United States
Savings Bonds.

985. - CONDITIONS GOVERNING ALLOTMENTS. The following conditions shall apply

.. to making or approving overseas allotments of pay:

_ a. Employee must be stationed outside the 48 contiguous states and the
District of Columbia.
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b Allotmcnts shall bc on a rvcurr{ny biweckly basis.

el Not more than Lhreo allotments shall be 1n effrct simultancously
for an employee.

d. .Emplbyee shall have no more than one allotment to the same payee.

e. An allotment shall not be made to an 1nd1v1dual re51d1ng at the
location where the employee is statloned.

f. Employees shall make all necessary arrangements with banks or other
allottees for the disposition of allotment checks prior to submlttlng an
application for an allotment.

>986. TYPES OF ALLOTMENTS PERMITTED. Allotments may be made to the
following allottees: ’

'a. Members of family or relatives.

b. Banks, savings éna loan associationé, and similar organizations.

c. Federal or State chartered credit unions.

d. Insqrancé companies for payment of'premiumsq

e. Lawfully appoihted éttorneys iﬁ fact.

f. _éghgg_similar purboses approved by the chief of the payroll office.

987. PROHIBITIONS. Allotments may not be made to the following organiza-
tions for the purposes indicated:

a. -  Office Of Personnel Management for the purchase of a prior year's
credits or additional retirement fund contributions.

b. Veterans Administration for the payment of life insurance premiums.

c. Director of Internal Revenue for the payment o. U.S. income tax
' indebtedness for prior calendar years.

d. Foreign financial organizations for any purpose.

988. ALLOTMENT PROCESSING.

a. Authorization. An employee who desires to make an allotment of pay
shall submit to the payroll office an SF 1198, Request by Employee for Allot-
ment of Pay for Credit to Savings Account Wlth a Financial Organization, or a
~letter containing the following information:

(1) Name‘and Social Sécurity Number.

: (2) Duty station.
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_ (3) Name and address of organization or individual who is to
receive the allotment .

(4) AmoUnt.

(5) Account number, if applicable.

b. Effective Date of Allotments. Allotments shall be effective at
the beginning of the first pay period following receipt of tke authorization

in the payroll office.

. c. Changes in Allotments. See paragraph 955 of this order for
- changing allotments to a financial organization. Allotments to individuals
- will be changed based on a written request received from the employee.

d. Cancellation of Allotments.

(1) Automatic Cancellations. Allotments are canceled
automatically when the authorizing employee is separated frou Government
gservice or transfers to another payroll office jurisdiction.

(2) Voluntary Cancellations. Employees may cance. allotments at
any time by memorandum addressed to the payroll office. The cancellation
shall be effected -at the beginning of the first pay period following receipt
of the cancellation notice.

(3) Notice to Allottees. The employee is responsible for notify-
ing the allottee of an allotment authorization, change, or cancellation.

_ (4) Reinstatement of Discontinued Allotment. When an allotment
is discontinued, it shall not be reinstated. TIf the employe: desires to have
allotment payments resumed, he/she must submit a new authorization.

(5) Order of Precedence for Allotments. If gross pay of an
employee is not sufficient to permit all deductions, voluntary allotments
have the lowest priority in the order of precedence.

SECTION 11. DEDUCTIONS TO RECOVER JURY FEES

989. ACTION BY PAYROLL OFFICE. When a determination has been made that an
employee will receive compensation for jury service which 1e/she is not
entitled to retain, the payroll office will take applicable action as
outlined below.

990. REQUEST FOR PAYMENT. Request the employee to make payment to the
agency upon receipt of the fees for the amount of compensation owed. The
payment should be made not later than 60 days following the employee's return
to duty after discharge by the court.
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' 991, PAYROLL DEDUCTION TO RECOVER FELES. If payment is not received by the
specified date, deduct the amount due from thée employee's salary. lIssue a
memorandum to the employee notifying him/her of the deduction. A copy of the
memorandum will serve as documentary support for the pavroll deduction.

992, CREDIT OF THE DEDUCTIONo Credit the proceeds of the payroll deduction
as a reimbursement to the appropriation or fund from which the employee was
paid.-

SECTION 12. COLLECTION OF INDEBTEDFNESS

993. TYPES OF COLLECTIONS AUTHORIZED. Collections of certain indebtedness
due the Government or by law may be made by deduction from employees' pay.
Types of indebtedness which may be collected in this manner are:

a. Debts resulting from overpayments.
b. Recovery of travel advances when repayment is past due.

c. Recovery of additional expenses paid to or on behalf of employees-
taking training when the employee fails to fulfill a training agreement.

d. Garnishment for alimony and child support by court order.
. ‘ 4 e. Bankruptcy by court order.
: v f. Jury fees for court service.

g. Tax levies for delinquent taxes.

——

994. DOCUMENTARY SUPPORT. A memorandum or other official document from the
chief of the accounting office or general counsel to the chief of the payroll
office showing the total amount and the prorated amount to be deducted each
pay period will be used as authorization for establishing the recurring
collection. '

995. ACTION BY PAYROLL OFFICE. The payroll technician will establish the
recurring collection to. deduct the prescribed amount each pay period until
the debt has been collected in full. The proceeds will be disposed of based
on instructions containéd in the memorandum or other official document.

996.,-999. RESERVED.
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CHAPTER 10. SPECIAL PAY AND ALLOWANC:S

SECTION 1. PAYNENT OF SALARY AND FEES FOR COURT LEAVE.

1000. AUTHORITY. As provided in Title 5 USC 6322, as amended, the compen-
sation paid to any employee of the United States or the District of
Columbia, summoned by a court or authority responsible for the conduct of a
judicial proceeding, shall not be diminished because of this absence.

Also, fees received by an employee for jury or witness services shall be
applied against the pay due the employee, if the pay categories are covered
in paragraph 1003 below. Any allowances for expenses and subsistence are
to be retained by the employee as cited in paragraph 1009 below. Judicial
proceeding means any action, suit, or other judicial process, including any
condemnation, preliminary, informational, or other action of a judicial
nature, but does not include an administrative proceeding.

1001. DEFINITION OF COURT LEAVE. Eligible employees are authorized
absence from official duty without charge to annual leave or loss of com—
pensation when: ‘

(1) Serving as a juror in United States and State courts (including
municipal courts); in courts in the District of Columbia; and in courts in a
‘territory or possession of the United States, includiag the Commonwealth of
Puerto Rico, the Trust Territory of the Pacific Islands, or the Republic of
Panama. ’

(2) Summoned to appear as a witness in a nonofficial capacity on
behalf of any party in a judicial proceeding involving the United States,
the District of Columbia, or a State or local government as a party, in the
District of Columbia, a State, territory, or possession of the United States
(including the Commonwealth of Puerto Rico, and the T.ust Territory of the
Pacific Islands), or the Republic of Panama.

NOTE:. An employee appearing as a witness in his/her official
capacity for an agency is not charged court leave or any other
absences because the employee is considered as working in
his/her position. An example would be an engincer appearing
as ‘an expert witness related to the employee's specialty.
However, the same employee appearing:as a witness for a
municipality under summons related to a criminal. act is
considered performing in a nonofficial capacity and is
entitled to court leave for the absence.

1002. TIME ALLOWED AS COURT LEAVE. The period of time allowed as court
leave is as follows:

a. Duration of Jury Service. Court leave ex-ends from the date
specified in the summons for reporting through the datc discharged by the
court, regardless of the number of hours per day or days per week.
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~ he Interim Excusc or Diﬂchnrgv from Jury Scervices  Fmployees must
return to duty or'bémhharged annua]m]:iﬁﬂ;;hﬁﬁl>6xbUQUJ"Hy the court for one
day or a substantial portion of a day (e.g., one~half day) if the place of
employment is located in the séme'general area as the court. Employees are
required to return to duty on the next workday after they are discharged by

‘the court. ‘

c. Travel Time. Employees shall be entitled to court leave for the
travel time necessary for return to duty. This occurs when an employee is
excused from court for an indefinite period of time, or discharged by the
~court and the court is located outside the employee's area of employment.
Also, employees shall be entitled to court leave when excused for short
periods of time when the travel expense or time involved for return to duty
would be impractical during these periods.

d. Night Work. Employees regularly assigned to night work shall be
granted court leave at night whenever attendance in court during the day
will cause the employee to lose time required for rest. This benefit shall
be granted by administrative determination on the basis of th2 circum-
stances surrounding each individual case.

1003. EMPLOYEES ELIGIBLE. Employees entitled to court leave with pay are:

a. vRegular permanent, indefinite, or temporary employees paid on
an annual basis or or an hourly basis.

b. When actually employed (WAE) employees with a prescheduled tour of
duty and the absence occurs'duringvtheir prescheduled tour or the part of
the tour that coincides with the absence.

1004. BASIS FOR WAGES 'WHEN ON COURT LEAVE. Any absence for court leave on a
day when salary normally would be paid shall be paid to the employee at the
regular salary rate. If the regularly scheduled tour of duty for the period
covered by court leave includes any overtime, holiday, Sunday, or night shift
work, the individual is entitled to al? such premium pay as :f this time were
worked and the employee had not been on court leave for the judicial
proceeding. An employee in a nonpay status during a period of service or a
WAE employee who performs jury or court duty outside his/he: prescribed tour
of duty, regardless of pay status, is not entitled to any wage for such

- service. A part-time employee may receive wages when the hours of jury
service coincide with his/her regular tour of duty.

1005. CERTIFICATE OF JURY OR COURT SERVICE. Upon return to duty following
discharge by the court, the employee shall be required to fuwnish an FAA
‘Form 3600-17, Certificate of Attendance, or a certificate furnished by the
court which contains the required attendance and reimbursement information.
The certificate shall be signed by an officer of the court and must show the
days of service, daily rate of compensation, and total compensation. The
certification shall be attached to the T&A report covering the date the
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-employee returned to duty. The payroll office shall review the certiticate
to verify eligibility for paid court leave. The attendance at court shall
be compared against absence reported on the Time and Atteddance Reports
covering the periods of service. Payroll technicians should annotate
applicable previous Time and Attendance Reports under remarks to reflect
that the certificate and/or fees were received.

1006. CONVERSION OF ANNUAL LEAVE TO COURT LEAVE. Court leave shall be
substituted for annual leave whenever an employee on annual leave is
summoned to appear in court under circumstances that would otherwise entitle
the employee to use court leave as cited in paragraph 1001 above. These
employees shall be'required to furnish the same evidence of court service
and fees received as stated in paragraph 1005 above.

1007. FEES RECEIVED WHILE ON COURT LEAVE. The general principle for fees
received for jury and court service is that an employee may not receive
regular -wages and fees for court service during the same period of time.
If the fees received exceed the amount paid by an agency for the same
period, the employee may keep the excess. Generally, fees received for
jury or witness service on a nonworkday, a holiday, or while in a leave
without pay status may be retained by the employee. Any mileage and sub-
sistence allowance received may be retained by the employee and are not to
be credited against the employee's wages as explained in paragraph 1009
below.

a. Service in U.S. or D.C. Court. No employee shall receive any
fee for service in any court of the United States or the District of '
Columbia, excéept WAE emploYees who do not have a prescl.eduled tour of duty
or other employees in a nonpay status.

~ 'b. Service in State or Local Courts. Eligible employees granted
court leave shall be reguired to refund the entire amount of the jury or
witness fees when they are less than the wages paid during the period of
absence. When the amount of the fees exceeds the compensation paid for the
period of absence, the excess of the fees over the wages is retained by the
- employee. (See 29 CG 302 for determining employee entitlement to jury fees
when the employee is absent for only a fractional part of his/her regular
workday.)

c. Service by a Part-Time Employee. Part—time employees may retain
the fees for jury or court services that do not coincide with their sche-
duled work periocds.

1008. CONVERSION OF ANNUAL LEAVE FOR COURT LEAVE. ‘rhe substitution of
annual. leave for court leave so that both the fees and wages may be
retained is not authorized.
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1009. ALLOWANCES FOR MILEAGE AND SUBSISTENCE. All employees are entitled to ‘
any amounts allowed for mileage and subsistence incldental to judicial

proceedings. If the employee 1s performing in an official capacity, as

assigned by the agency to testify or produce official records, he/she is

entitled to travel expenses. In cases of nonofficial capacity, the state

~or municipality may allow similar expenses to which an employee is

entitled. These amounts are excluded from collections in paragraph 1007

above.

1010. COLLECTION OF FEES RECEIVED FOR JURY SERVICE. The payroll office
shall determine whether or not the employee is entitled to retain the fees.
If the employee is not entitled to retain the fees, he/she shall be advised
to pay the appropriate amount upon receipt, but not later than 60 days
after the employee returns to duty. If the employee does noc make the
required refund within the specified time, a payroll deductior for the
amount shall be made.

1011.-1014. "RESERVED.

SECTION 2. SEVERANCE PAY

1015. GENERAL. This section provides background information and guidance
concerning the payroll functions that relate to severance pay.

1016. AUTHORITY. FAA Order 3550.5, Severance Payments, contains legal and

reyulatory requirements, outlines the conditions under which employees are
eligible to receive severance pay, and prescribes the method nf computing

geverance pay.

1017. ANNOTATION OF SF 50, NOTIFICATION OF PERSONNEL ACTION. Office of
Personnel Management (OPM) regulations provide that the following infor-
mation will be included in the "Remarks" space of the SF 50 for each
employee who is involuntarily separated from the service uncer conditions
which entitle him/her to severance pay:

a. Entitlement to severance pay.

b. The total amount of severance pay to which the euployee is
entitled.

c. The dafe payments begin.

d. The amount of the weekly payments.

e. The numbér of weeks it ﬁill requife to pay the full amount due.
NOTE: A sample annotation is: "Eﬁtitled to $3,500 s:verance

pay to be paid at rate of $110 per week over 32 weeks beginning

December 16, 1965." The determination of entitlement and
computation of amount of severance pay are responsitilities of

the servicing personnel office.
| Chap 10 ‘
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1018. METHOD OF PAYMENT. An employee entitled to severance pay is paid
the same amounts, over regular pay periods, as he/she was paid immedi-
ately prior to separation. The last payment may be less than the others so
that the total entitlement will not be exceeded,. Make ro deductions from
severance payments other than for income taxes.

1019. PREVAILING RATE EMPLOYEES. For purposes of computing severance pay.
for prevailing rate employees, shift differentials whict are not separately
stated are part of basic compensation.

1020. RESPONSIBILITY OF PAYROLL OFFICE. Review the S7 50 for completeness,
verify arithmetical computations, and establish controls that will ensure
the removal of the employee from pay status when the entitlement expires so
that payments do not exceed the total entitlement. Data entry of the
severance pay entitlement (balance and weckly amount) under job PYCHANGE
using screen format P6, SF 50 Deactivation, will automatically stop payments
when the balance is depleted.

1021.-1024. RESERVED.

SECTION 3. HAZARD PAY DIFFERENTIAL - GS EMPLOYEES

1025. GENERAL. This section contains instructions for the payment of a
differential to General Schedule (GS) employees who perform irregular or
intermittent duty involving physical hardship or hazard. Also, the rules

in this section governing hazard pay differential apply to prevailing rate
employees who are NOT covered by the Federal Wage System (FWS). See sec~-
tion 4 for coverage of prevailing rate employces who are subject to the FWS.

1026. AUTHORITY. ©Pursuant to Public Law 89-512, the Cffice of Personnel
Management has issued regulations governing the payment of "hazard pay"”
differentials. See FPM Supplement 990-2, Hours of Duty, Pay, and Lcave,
Annotated, subchapter 9. Agency implementation of the regulations is
incorporated in FAA Order 3550.10, Pay Administration (General), chapter 3,
section 2, and appendix 5. : '

1027. PAYMENT OF HAZARD PAY DIFFERENTIAL. FAA Order 3550.10, Pay Adminis-
tration (General), appendix 5, contains the schedule of approved and
established percentages for hazard pay differential. The percentage is
reported on the Time and Attendance Reports and certified by the approving
official or supervisor. If performance of the hazardous duty is not
reported on the current T&A report, an amended T&A repcert shall be submitted.

'1028. COMPUTATION OF HAZARD PAY. The following instructions apply to the
‘computation of hazard pay:

a. Rate of Pay. The rate of hazard pay is a percentage of the
cmployee's basic compensation and shall be paid in addition to any other
compensation earned. If an employee is being paid at a retained rate, this
is the basis for computing hazard pay.
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b. Effect on Basic Pay Ratc. lazdrd pay shall be excluded from an

- employee's basic pay rate for coﬁpﬁfing additional pay or allowances due
under other regulations and statutes. :

" ¢. Effect.on Other Premium Pay. Hazard pay is in addition to any
other premium pay the employee earns, such as overtime pay. However, it
shall not be considerad a part of the employee's basic pay rate in com-
puting any additional premium pay. An example is:

Basic pay rate - $4.00 per hour.

Hazard pay differential - $1.00 per hour.

Overtime pay rate - $6.00 per hour.

Total entitlement when on-hazardous duty and in
overtime status — $7.00 per hour.

d. Effect on Statutory Limitation on Total Pay. Hazard pay is not
subject to the limitations on premium pay imposed by 5 U.S.C. 5547, which
limits total pay in a pay period to the maximum for grade GS-15, or Executive
Level V, whichever is less.

1029. PERIODS FOR WHICH HAZARD PAY IS AUTHORIZED. When an employee performs
duty for which hazard pay differential is authorized, he/she shall be paid
the differential for the total number of hours in a pay status on the
calendar day the duty is performed. For the purpose of this section, hours
in a pay.status for work performed during a continuous period extending over
two days shall be considered to have been performed on the dey work began.
The allowable differential shall be charged to that day.

SECTION 4. ENVIRONMENTAL DIFFERENTIAL - PREVAILING RATE EMPLOYFES

1030. GENERAL. Thie section contains the rules and procedures for paying
environmental differential to prevailing rate employees who are covered by
the Federal Wage System (FWS). An environmental differential is additional
pay authorized for duties involving exposure to hazards, physical
hardships, or working conditions of an unusual nature.

1031. AUTHORITY. The regulations governing the payment of environmental
differential and prescribing the conditions and rates payable for each duty
situation are contained in FPM Supplement 532-1, Federal Waze System,
subchapter $8-~7, and appendix J. FAA implementation of the regulations is
incorporated in FAA Order 3550.10, Pay Administration (Gener 1), chapter 3,
section 3, and appendices 8 and 9.

1032. DOCUMENTATION OF ENVIRONMENTAL DIFFERENTIAL. Environmental
differential is reported on the Time and Attendance Reports and certified by
the approving official or supervisor as part of his/her certification of the
T&A report. Reporting procedures are contained in FAA Order 2730.8, Time
and Attendance — Uniform Payroll System. If environmental differential
applies but is not reported on the current T&A report, an amended T&A

report shall be submitted.
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1033. COMPUTATION OF PNVIRONMPNTAI DIFFERENTIAL.

a. Determigipgﬁkate and Hours of Pay. FAA Order 3550.10, Pay
Administration (Genefhi), appendix 8, lists the duties and circumstances
which warrant payment, the rate of pay, and the method authorized for
making payment. The»differentin]s listed in appendix 8, section 1, are
paid on an actual exposure basis. The differentials listed in appendix §,
section 2, are paid on the basis of hours in a pay status. See chapter 3,
section 3, for specific rules and pay examples for use in determining pay

under the two different methods of payment.

b,- Computation of Pay. The applicable percentage rate for each
situation is muitiplied by the step 2 rate of WG-10 on the current, regular
nonsupervisory wage schedule for the area. One-half cent and over will be
counted as a full cent. The resulting hourly differential is paid to any
prevailing rate employee who is exposed to the hazard, physical hardship,
or working condition, regardless of actual grade level or wage schedule,
i.e., nonsupervisory, leader, or supervisory wage sch=dule.

c. Effect on Basic Pay Rate. Environmental differential pay is
considered part of an employee's basic rate of pay and shall be used
to compute premium pay (overtime, holiday, or Sunday pay) and retirement
and group life insurance deductions.

d. Effect on Lump-Sum Leave Payment and Severance Pay. Environmental
differential shall not be included in a lump-sum payment for annual leave or
in computing severance pay.

1034 .-1040. RESERVED.

SECTION 5. CASH AWARDS

1041. PAYMENT OF CASH AWARDS. Cash awards for emploree suggestions,
meritorious service, etc., should normally be included in the employee's
regular salary check. Payment of an award shall be mace only upon receipt
of appropriate documentation from designated approving officials. A copy
of delegations of authority as stated in FAA Order 3450.7C, Incentive
Awards Program, shall be received by the payroll office. :

1042 . PAYMENT ON REGULAR UPS PAYROLL. When a cash award is paid by UPS,
the PYPAYADJ/Pl format shall be used to enter the gross amount of the award
in the payroll system,  UPS is programmed to automatically make the tax
withholdings. The amount of the award is added to the regular gross pay,
and income tax w1thhold1ngs on the cash award are computed at 20 percent
for Federal tax and 2 percent for state tax.

1043, PAYMENT PROCESSED LOCALLY. When a cash award is paid by the local
payroll office, it must be entered into UPS as a supplemental payment using
PYPAYADJ/P1l, P2, and P3 formats. Income tax withholdings are manually com-—
puted using 20 percent for Federal tax and 2 percent for state tax.

1044 .~1050. RESERVED.
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SECTION 6. OVERTIME AND COMPENSATORY TIME

1051. GENERAL. Agency regulations for overtime and compensatory time are
published in FAA Order 3550.10, Pay Administration {General). Also, see
FAA Order 2730.8, Time and Attendance — Uniform Payroll System, appendix 3,
for guidance on compensatory time for religious observances. Authorized
compensatory time converted to overtime shall be paid by the minute. The
overtime rate paid when converted shall be based on the overtime rate at
which the compensatory time was earned. Compensatory time regulations do
not apply to prevailing rate employees. Prevailing rate employees are paid
under Title 5 at overtime rates for all work performed in excess of 8 hours
per day or in excess of 40 hours in any administrative workweek, whichever
is the greater credit for overtime hours. However, under the Fair Labor
Standards Act Amendments of 1974, overtime computations for nonexempt
~employees will be computed under both Title 5 and the FLSA provisions; and

the employee is entitled to the greater pay for the workweek. Regulations
require that nonexempt employees will be paid for every minute of regularly
scheduled overtime.

a. Compensatory Time for all Employees.

(1) Compensatory time off cannot be substituted for overtime pay
for regularly scheduled overtime work.

_ (2) Compensatory time off .cannot be substituted for overtime pay
- for work by prevailing rate employees. ‘

(3) Compensatory time is to be earned at the rate of one minute
for each minute of overtime work.

(4) All accumulated unused compensatory time must be converted to
paid overtime (at the rate applicable at the time the overtime work was
performed) at the end of pay periods 13 and 26. An exception to this policy
may be made for employees whose regular work schedules are occasionally
disrupted by conditions which are outside the control of ageucy officials
and which prevent the performance of work for short periods of time. Such
employees may retain a maximum of 24 hours of compensatory t’me. These
exceptions must be documented prior to the close of the applicable pay
periods indicating the circumstances which justified the exceptions,
including the supervisory approval for retention of compensatory time.

b. Compensatory Time for General Schedule Exempt Employees.

(1) Compensatory time can continue to be earned and used as
provided for in paragraphs 27 through 32 of FAA Order 3550.10.
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(2) Thc_inércment for crediting and using compensatory time is

one minute.

_ (3) An employee»at any level may request compensatory time off
instead of overtime pay. : '

(4) The authorized official must ensure that the overtime worked
does not meet the definition of "regularly scheduled” overtime before making
a determination to order or grant a request for compensatory time off instead
of overtime pay. ' '

: ¢. Compensatory Time for General Schedule Nonexcmpt Employees.
Employees who are nonexempt from overtime provisions of the FLSA are
working under two laws, Title 5 and FLSA. Both laws have provisions for
payment for overtime work, although the overtime payment rates and the
~determinations of what constitute overtime work differ between the laws.
Title 5 has a provision ‘to substitute compensatory time off for overtime pay .
for irregular or occasional overtime work. FLSA does not permit such a
substitution, except as explained in subparagraph (1) a below. Pay
computations are made for each administrative workweek under.both laws and |
the employee is paid under the law providing the highest pay for the work-
week. Therefore, employees may be paid under one law for one week and
under the other law for the next week. Because Title 5 generally permits
substitution of_compensatory time for overtime pay and “LSA does not, the
determination of whether compensatory time can be substituted must be made
for each particular workweek. The following principles govern the
.determinations: :

— (1) Compensétofy time to be used within the SAME workweek the
overtime work is performed: ’ ’

: (a) Any employee may request compensatory time for use in
‘the same workweek in which the overtime work is performed. This can occur
when an employee works time in excess of 8 hours in a day or when he/she
exceeds 40 hours of work before completion of the basic workweek schedule.
.For example, an employee with a Monday through Friday szhedule may work B
" 4 hours of overtime on Monday and request and be granted 4 hours of compen-
satory time off for use on Tuesday, Wednesday, Thursday, or Friday.

(b) An employee whose rate of basic pay is in excess of the
maximum rate of basic pay of GS—-10 may be required to use compensatory time
in the same workweek if he/she has worked time in excess of 8 hours in a
day or has exceeded 40 hours of work before completicn of the basic workweek
schedule. ' ' a '
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(c) Provisions c(1)(a) and c(1)(b) above are applicable both
under Title 5 and FLSA. However, -they apply only to compensatory time that
- will be used during the week in which the overtime is performed. Before
ordering use of compensatory time or granting a request- for compensatory
time, the authorizing official must be sure that the overtime worked in the
total workweek will not meet the definitions of "regularly scheduled"”
overtime. Where compensatory time off has been granted and used in error for
regularly scheduled overtime, the employee's entitlements will be adJusted in
accordance with FAA Orders 3550 10, Pay Administration (General), and
3600.4, Absence and Leave, as appropriate.

(2) Compensatory time to be used in workweeks SUBSEQUENT to the
administrative . workweek in which the overtime work is performed '

(a) Employees may request compensatory time off in lieu of

_ overtime pay for irregular or unscheduled overtime worked. The request nmust
be a signed statement from the employee. The supervisor must approve the

request and submit it to the payroll office with the Time and Attendance
Reports. The employee's request may be a signed statement in the "Remarks"”
block of the T&A report as stipulated in FAA Order 2730.8, Time and Atten-
dance - Uniform Payroll System, chapter -10. The supervisor's certification
will be accepted as approval of this request.

: : , (b) The employee may not change the request once he/she
has requested compensatory time rather than overtime pay for a specific
period of overtime worked.

(c) The payroll system will make the ‘pay computatlons and ‘
determine whether the overtime is payable under Title 5 or FLSA for each week.

1' The request for compensatory time will be granted
and the payroll office will notify the employee -and the fac:llty if the
'employee s only entitlement to overtime pay for the week is under Title 5.
The compensatory time cannot be used until the payroll office notification
has been received. This can be by FAA Form 2730-68, Time and Attendance .
Report, FAA Form 2730-67, Earnings and Leave Statement, or any other official
notification from the servicing payroll office. An example of a situation
where the only entitlement is under Title 5 would be a week in which an
employee had worked 8 hours of overtime but had also taken 8 hours of leave
during the week. He/she would be entitled to 8 hours of overtime pay under
- Title 5 but not under FLSA because he/she was not physically present and
working for more than 40 hours in the week.

2 The request for compensatory time will be granted
and the payroll office will notify the employee and the facility if the
employee s entitlement to overtime pay is the same under Tit.e 5 as it is
under FLSA. The compensatory time cannot be used until the payroll office
notification has been received. - Paragraph 1051c(2)(c) 1 above describes
. the proper methods of this notification. An example of a situation in
which entitlements to overtime pay for a workweek are equal under Title 5
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and FLSA would be an employee whose salary is at or below the first step of
GS-10 (when overtime rates are true time and one-half), who worked 8 hours
of overtime in the week, who had no absences of any kind during the week,

who did not earn any other premium pay (e.g., night differential or Sunday .

pay), and who was not entitled to any allowances.

. 3 The request for compensatory time will not be
granted and the employee will be paid for the overtime if the employee's
entitlement to overtime pay for the week is greater under FLSA. A GS
employee who has no absences during the week and who errns any other premium
pay or allowances will always have a greater entitlement of overtime pay
under FLSA than he/she does under Title 5.- This is bec:suse other premium
pay and allowances are added to the base pay to compute the regular rate
tinder FLSA. '

4 The employee cannot be required to take compensatory
time instead of overtime pay if there is ANY entitlement to overtime pay
under FLSA at the end of the workweek. This is true even if the Title 5
entitlement is equal to or greater than the entitlement under FLSA.

‘ : S5 The employee may be required to take compensatory time
during any subsequent workweek if an employee's basic rate is above the top
step of GS-10 and the employee's entitlement to overtime pay at the end of
the workweek is SOLELY under Title 5. If the authoriziag official intends
to require this, a statement or form signed by the official must be fur~
nished to the payroll office. The payroll office shall determine whether
the overtime is payable under Title 5 or FLSA and will notify the official
and employee using methods prescribed in paragraph 1051€c)(2)(c)1 above.

The compensatory time cannot be used until the notificacion is received.

d. The following information applies for determining whether or not
overtime work is regularly scheduled under both FLSA and Title 5. It
supplements those definitions established by FAA Order 3550.10, Pay Admin-
istration (General), appendix 10, section 2. .

, - (1) Regularly scheduled or regularly required overtime is work
scheduled in advance for performance by an employee to recur on at least-
three days, either successive or after specified intervals; or work which
is officially ordered or approved for performance by an employee on three
or more days within an administrative workweek. Examples of regularly
scheduled overtime work are as follows: ’

(a) Overtime work that is officially ordered and approved
for performance by an employee on. three or more days within one administra-
tive workweek is regularly scheduled, even if NOT scheduled in advance, at
_ the beginning of the administrative workweek.
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(b) Overtime work which is SCHEDULED IN ADVANCE for per-
- formance by an. employee to recur may be scheduled on successive days or
after specified intervals.  Examples of this are as follows:

‘ 1 Overtime work on one day in each of three or more
consecutive administrative workweeks.

"2 Overtime work on one day in each of three or more
consecutive pay periods, e.g., one day every other week in three consecutive

pay periods.

: . 3 Overtime work on three or more days within two con-
secutive administrative workweeks or in two consecutive pay periods.

4 Overtime work on one day within each of three or more

consecutive months.

NOTE: 1In applying the criteria in paragraphs (a) and (b)
above, the amount of overtime scheduled‘does not have to
be the same hours, minutes, or duration on each day.

(2)  Irregular or unscheduled overtime work is defined as:

, (a) Any suffered or permitted overtime work not regularly
scheduled or regularly required and not officially ordered or authorized.
-Overtime pay for thie work is not permitted under Title 5.

(b) Callback overtime work.

v : (c) Any overtime work that does not meet the conditions
described in paragraph lOSld(l) above.

1052. USE OF COMPENSATORY TIME.

a. Employees must use compensatory time off before they may be
granted annual leave, except (1) during the last three pay periods of the
leave year when the use of compensatory time will result in their losing
accrued annual leave, or (2) when the compensatory time balance exceeds
24 hours for employees whose work schedules (regularly scheduled tour of
duty) are occasionally disrupted by conditions which are outside the
control of agency officials and which prevents the performance of work for
short periods of time.

b. Compensatory time off may be taken by the minute.

c. Provisions in paragraph 1051 of this order apply for the use of
compensatory time and the automatic conversion of compensatory time to
overtime as specified.
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1053, ACCUMULATION OF COMPENSATORY TIME. Except for the limitations speci-

fied in paragraph 1052 above,.imﬁﬂ?ﬁﬁ%;.may carry over and accumulate com-
pengsatory time from pay period to pay period where workload or other consid-

crations delay their use of it. However, at no time may the balance carried
forward exceed 80 hours as provided in FAA Order 3550.10, Pay Administration
(General). Any compensatory time balance which exceeds 80 hours at the end
of a pay period will be paid for at the rate applicable when the ‘compen-
satory time was worked. Unless otherwise excluded, all compensatory time
balances at the end of pay periods 13 and 26 will be converted to overtlme
and paid at the rate earned.

1054. CONVERSION OF COMPENSATORY TIME. The payroll system automatically
converts accumulations of compensatory time as stated in paragraph 1053
above. Conversion of compensatory time is based on the ‘enployee! s rate of
compensation at the time the overtime work was performec.

1055. PAYMENT FOR COMPENSATORY TIME UPON SEPARATION. Employees who transfer
to other agencies, relocate to another employing jurisdiction within an '
agency  (CAO), or are separated from Government service are paid at the over-
time rate applicable for the compensatory time earned fcr all unused compen—
satory time remaining to their credit.

1056; MAXIMUM PAY LIMITATION. Any pay for overtime (1nc1ud1ng converted
compensatory time), holiday work, Sunday work, and night differential, shall
not cause. a GS employee's biweekly aggregate salary to exceed the maximum for
grade GS-15. ‘This maximum does not apply to prevailing r.te employees nor:
“does it apply to hazardous duty pay for GS employees. “here is no limita-"
tion to the amount of overtime that can be paid to a nonexempt employee

under FLSA. The following instructions apply._

a. The rules in FAA Order 3550 10, Pay Administration (General),-
paragraph 12, apply when an employee's overtime entitlement is solely under
Title 5.

b.  The employee receives the greater overtime pay benefit when a
nonexempt employee s overtime entitlement is under both Title 5 and FLSA.

c¢: The full amount of overtime is paid regardless of the aggregate

. salary limitation when payment is made under FLSA. However, the aggregate

salary limitation applies to all other types of premium pay. The total
amount of basic pay and other Title 5 premium pay cannot exceed the aggregate
limitation. :

d. A nonexempt employee receives overtime pay under FLSA when the
overtime entitlement is equal to or greater under Title 5 entitlements, but
overtime pay under Title 5 would be less because of the aggregate salary
limitation.

NOTE: See FAA Order 3550.10, Pay Administratiou (General),
appendix 10, section 5, for details of maximum aggregate pay and
reductions of premium pay required where it exceeds the maximum.
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1057. OVERTIME UNDER THE FAIR LABOR STANDARDS ACT (FLSA),_AS AMENDED .

.

a. General. The Fair Labor Standards Act Amendment of 1974 (Public
Law 96-259) provides that Federal employees covered by the act shall receive
overtime compensation for all work which management suffers or permits to be
performed. Any work performed by nonexempt employees prior to or after the
established shift hours, during the prescribed shift hours, or during the
prescribed lunch period whether requested or not, is working fime if the
manager or supervisor knows of or has reason to believe it is being
performed. Overtime work under FLSA is for time actually worked in excess
of 40 hours in an administrative workweek. This includes travel time per-—
formed during hours corresponding to the employee's regular tour of duty on
‘a regular day off, except for bona fide meal periods. . It excludes callback
overtime and night differential not actually worked.

b. Overtime Rate Under FLSA.

(1) FLSA overtime rates are computed on a "regular rate” ‘
rather than being computed on basic salary rates. The regular rate” is an
hourly average rate of the straight time pay and extra pay (night
differential, etc.) for all time actually worked in the week. The amounts
of these types of payments included in the computation of the "regular
rate” are only those rfor time actually worked. For example, under Title 5,
a general schedule employee will receive night differential for a period of
annual leave if the total paid leave during the pay period is less than
eight hours. If he/she is on annual leave for seven of the night hours.
.during the week, the night differential for those hours would not be used
in the computation of the “"regular rate" under FLSA. Extra pay for work on
a holiday and other types of payments (e.g., remote site allowances or uni-
form allowances) are not used in computing the "regular rate” under FLSA.
For overtime worked, the employee receives base pay, plus one~half of the

“regular rate", as computed under FLSA. The extra types of pay included in
computation of the “"regular rate" are: : o e

(a) Night differential.

(b) Environmental differential/hazard pay.

(c) Sunday premium pay.

(d) Cost-of-living allowance.

(e) Tropical differential in the Republic of Panama.

(f) Recruitment incentive in_Guem (for previiling rate
- employees).

(g) Post differential,
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page 164 Par 1057




8/31/81 | 4 | 273049

L (2) To determine an employee's pay for a_given wofkweek.
it 18 necessary to: '

- (a) Determinc the fre&itable time under Title 5
and under FLSA; - .

(b) Compute the “regular rate".under FLSA. This is done by:
1 Adding the following:
(aa) Basic pay for the 40 hour workweek.

(bb) Basic pay for time actually worked in excess
of 40 hours.

(cé) Premium and extra pay (excluding overtime pay)
for all time actually worked in the. week.

. : 2 Dividing this sum by the total time actually worked
in the workweek. '

: _ (c) . Compute the employee's overtime ertitlement under FLSA,.
This is done by adding the following: :

1l Straight time pay for all time worked in
excess of 40 hours. : -

gv‘One—half the "regular rate" for all time worked
in excess of 40 hours. ’

‘ (d) Comparé the FLSA overtime entitlement with the Title 5
overtime entitlement. ‘

(e) Pay the employée a total of:
1 Basic pay for the 40 hour workw:ek.

2 Overtime ﬁnder Title 5 or FLSA, whichever
' is greater. ‘

Any other premium, differential, or allowance
to which the employee is entitled under Title 5.

Clw

. c. Overtime Rate under FLSA for Firefighters and Law Enforcement
Officers under -Section 7(k) of the FLSA.

‘ » (1) Firefighters who are nonexempt are entitled to overtime for
. any duty within a biweekly work period of 14 days as fcllows:

Chap 10 : _ /
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(a) Over 120 hours Beginning Jaﬂuary'l,v1975.

(b) Over 116 hours beginning January 1, 1976.

(c) Over 108 hours beginning Janﬁary 1, 1977.

(2) Law enforcement officers who are nonexempt are entitled to
overtime for any ‘duty within a-weekly work period of seven days as follows:

(a) Over 60 hours beginning January 1, 1975.

(b) Over 58 hours beginning January 1, 1976.

(c) Over 54 hours beginning January 1, 1977.

(d) Over 46.5 hours beginning January 1, 1978.

d. FLSA Entitlement Status. The Office of Personnel Management (OPM)
prescribes guidelines for determining employee coverage under the FLSA.
The codes used to identify coverage determinations are:

(1) .E Exempt——Employees not covered under provisiohs of FLSA.

(2) N Nonexempt-—-Employees who are covered by FLSA.

e. 'Recordihg Time under FLSA. The‘Start/Stop times racorded on T&A
reports for nbnexempt emp1oyees are used to compute overtime entitlements
under the FLSA. Several items include:

(D Start/Stop times for any time which the empioyee did not work.

~(2) Start/Stop times for actual hours worked on‘callback~0vertime.

, (3) Start/Stop times for travel performed on a regular day off
which correspond with the regular assigned shift, excluding mealtime.

(4) Stért/Stop times fbr meal break during time worked outside
of regular assigned shift.

1058.-1060. RESERVED.

SECTION 7. HOLIDAY PAY

-1061. ENTITLEMENT TO PAY FOR HOLIDAY WORK. An employee who prrforms work on
a holiday is entitled to regular pay plus premium pay at a rate equal to

. his/her basic compensation for all nonovertime hours, not to exceed eight
‘hours, that are performed during the assigned shift. An employee is entitled
to compensation for overtime work on a holiday at the»same rate as for '

overtime work on other days. The increment used for holiday pay is one

minute.

Page ‘166 . : . : . ~ Par 16%7 y ‘




8/31/81 B R “ 2730.9

1062. RELATION TO OVERTIME, NICHT, AND SUNDAY PAY UNDER TITLE 5. Premium
pay for holiday work is in addition to overtime compensation, night differ-
ential, and premium pay for Sunday work. Holiday pay is not included as.
basic compensation in computing overtime pay, night differential, and
Sunday pay. The number of holiday hours worked are inciuded in
determining the total number of hours of work performed fcr overtime pay
purposes in the administrative workweek in which the hoZ iday occurred.

The number of regularly scheduled hours of ‘duty on a holiday that fall
within an employee's basic workweek, for which the employee is excused from
duty, are part of the basic workweek for overtime pay computation purposes.

1063. RELATION TO FLSA OVERTIME. Extra pay for work or a holiday is not
used in computing the "regular_ra:e"'under FLSA. Hours not worked on a
holiday are not included in determining if the total hours of work for FLSA

credit exceed 40 hours.’
 1064,-1069. RESERVED.

SECTION 8. SUNDAY PAY

1070. AUTHORIZATION OF PAY FOR SUNDAY WORK. A full-time employee is
entitled to pay at a rate of basic compensation, plus premium pay at ‘a rate
equal to 25 percent of his/her rate of basic compensation, for each hour
of nonovertime work performed during the regular scheduled shift when "any
part of that shift falls within the period which begins at midnight
Saturday and ends at midnight Sunday.

1071.  RELATION TO OVERTIME, NIGHT, AND HOLIDAY PAY. Premium pay for Sunday
work is in addition to premium pay for holiday work, overtime compensation,
or night differential. Sunday pay is not included in the rate of basic
compeﬁsation used to compute the pay for holiday work, overtime ‘
compensation, or night differential. Premium pay for Sunday work is included
in the computation of the “regular rate” for FLSA overtime purposes.

1072. HOURS FOR WHICH SUNDAY PAY IS APPLICABLE. An employee shall. be paid
at the Sunday rate for each hour of nonovertime work performed, not to _
exceed eight hours, when any part of his/her regular assigned shift falls on
Sunday. When an employee has two separate assigned shifts and a part of each
shift occurs on the same Sunday, he/she is entitled to Sunday pay for all
nonpremium hours worked in each shift, not to exceed eight hours for each
shift. He/she is not entitled to Sunday pay for any hcurs of leave, except
military or court leave, during these shifts. The increm2nt used for Sunday
pay is one minute. o : »

' 1073.-1074. RESERVED.

SECTION 9. NIGHT PAY DIFFERENTIAL

1075. DEFINITION OF NIGHT WORK. Night work is regularly scheduled work
between the hours of 1800 and 0600. : :
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1076. AUTHORIZATION. OF NIGHT PAY DIFFERENTIAL.

o a. Night Pay Rate. An employee who performs regularl* scheduled
.'night work is entitled to compensation for night work at his/her rate of -
basic compensation plus a differential of 10 percent of that rate. The
increment used for night differential pay .is one minute.

b. Exclusion of Prevailing Rate Employees. Employees whose basic
compensation is adjusted from time to time in accordance with prevailing
rates by a wage survey or similar administrative authority are excluded from

- the provisions of this section.

1077, COMPUTATION OF NIGHT PAY DIFFERENTIAL.

a. Absence on Holidays or In-Travel Status. An emploee is entitled
to night differential for a period when he/she is excused from night work on
. a holiday or an in lieu of holiday and for night hours of his/her scheduled
tour of duty while he/she is in an official travel status, whether performing
actual duty or not.’

b. Absence on Leave. An employee is entitled to night differential
for a period of annual or sick leave only when.the total amount of that leave,

. including both night and day hours, is less than eight hours in a pay period.

An employee's. entitlement to night differential continues dur1ng periods of’
military or court leave.

c. Relation to Overtime and Holiday Pay. - Night differential is in"
addition to overtime or holiday compensation payable under this. chapter and
is not included in the rate of basic compensation used to compute the over-
time or holiday compensation. An employee earns the same amount of night
~differential during a night overtime period, whether he/she is paid or
granted compensatory time off for the irregular or occasional overtime work.
The. two—-hour minimum pay requirement for callback overtime does not apply té
night differential. Only the actual time worked in callback situations, if
less than two hours, is counted for night differential pay.

d. Temporary Assignment to Night Tour of Duty. An employee is
entitled to night differential for night work performed when he/she is _
" assigned temporarily to a regularly scheduled tour of night €uty other- than
his/her own. :

‘“1078.—1083. RESERVED.

SECTION 10. STANDBY DUTY PAY

1086. AUTHORIZATION OF STANDBY PREMIUM PAY ON AN ANNUAL BASIS. Premium pay
on an annual basis may be paid instead of the compensation prescribed in sec—
tions 6, 7, 8, and 9 for regularly scheduled overtime, night, holiday, and
Sunday work. This compensation is payable to an employee whuse position
requires him/her regularly to remain at or within the confines of his/her
station for periods longer than ordinary duty. A substantial portion of the
time consists of remaining in a standby status rather than p:rforming work.
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1087. RATE OF STANDBY DUTY PAY. Premium pay for standby duty on an annual
hagis may be palid as follows: C :

~a. Not in excess of 25 percent of an employee's basic compensation if
the employee occupies a nonmanagerial position at GS-14, or below, that has
been determined by the Secretary of Transportation to warrant an hourly over-
time pay rate amounting to one and one-half times his/her hourly rate of
basic pay; or

b. For all other employees, not in excess of 25 percent of that part
of his/her rate of basic compenisation which does not exceed the minimum rate
of basic compensation for grade GS-10.

1088. ' DETERMINATION OF STANDBY DUTY PAY ENTITLEMENT. The personnel office

will determine the positions authorized standby duty n»ay and the premium
percentage rates to be paid. The payroll office shall he notified by SF 50
of each initial authorization, adjustment in rate, and termination of standby
duty pay.

1089. ACTION BY PAYROLL OFFICE. Payroll technicians process permanent
changes to establish, adjust, and terminate premium pay rates for standby
duty in accorda1ce with personnel action documents.

1090.~1094. RESERVED.

SECTION 11. ALLOWANCES AND DIFFERENTIALS IN NONFOREIGN AND FOREIGY APEAS

ﬁ1095. PAYMENT OF ALLOWANCES AND DIFFERENTIALS. Payments of allowances and

differentials to employees stationed in nonforeign and foreign areas shall be
made in accordance with the provisions of FAA Order PT P 3590.2, Allowances
and Differentials in Nonforeign and Foreign Areas.

1096.—1099. RESERVED.
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'CHAPTER 11. UNEMPLOYMENT CCMPENSATION

1100. NOTICE OF’UNEMPLOYMENT COMPENSATION RIGHTS. U.S. Department of Labor
regulations require that each employee separated from Government service, or
expected to be in leave without pay status for more than seven days, be
informed of his/her unemployment compensation rights. This is accomplished
by issuing to each affected employee an SF 8, Notice to Federal Employee
About Unemployment‘Insurance. Agency implementation of the regulation is
contained in FAA Order 3800.5B, Employee Benefits, chapter 4. Instructions
to the employee are printed on the form.

1101. RESPONSIBILITIES. Responsibilities of time and attendance clerks and
the accounting office are contained in FAA Order 2730.8, Time and
‘Attendance - Uniform Payroll System, paragraphs 106(c)(10) and 107(d)(10),
respectively. '

1102. 'FURNISHING UNEMPLOYMENT INFORMATION TO STATES.

a. Report of Federal Employment and Wages. This report is submitted
periodically in accordance with state laws to the various state employment
agenciles.  Detailed instructions for submitting the report are contained in
the Department of Labor manual, UCFE Instructions for Federal Agencies,
section 600. ' 4 :

. " b. Form ES-931, Request for Wage and Separation Information - UCFE.
This request is filed by the state employment security office with the
payroll office shown on the SF 8. (See figure 11-1.) The form shall be
cdmplétediiﬂ accordance with UCFE Instructions for Federal Agencies, -
section 300.

c. ' Processing of Form ES-931. The Secretary of Labor's regulations
‘prescribe that Form ES-931 shall be completed and transuitted to the State
agency within 4 workdays after receipt in accordance with UCFE Instructions
for Federal Ageuciés, paragraph 312. The Federal agency's identifying code
number (i.e., "470" for all modal agencies within the Department of Transpor-
tation) must be entered in Section 11, Item 4, Name of Farent Federal Agency,
on any Form ES-931 completed by the payroll office. 1If payroll services are
provided to an independent agency outside the Department of Transportation,
then the applicable identifying code number must be eantered on Form ES-931
(e.g., "660" for National Transportation Safety Board.) '

d. Processing of Form ES-934. If, for any reason, the information
supplied on Form ES-93] is not adequate, a state employment agency may
request additional information on Form ES-934, Request for Additional
Information Regarding Federal Findings. This form shall be completed and
transmitted to the state agency within 4 workdays after receipt in
accordance with UCFE Instructions for Federal Agencies, paragraph 352.
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FIGURE 11-1. NQTICE TO FEDERAL EMPLOYEE ABOUT UNEMPLOYMENT INSURANCE

Standard Form §
Revised Nosembér 1974 -
Depa=tment of Labor
Regitarinn 20 CFR part A09

NOTICE TO FEDERAL EMPLOYEE ABOUT UNEMPLOYMENT INSURA!'CE
This form has been given to you because (1) you have been scparated from your job, or {2) you were
placed in a nonpay status, or (3) your records have been transferred to a different payroll office.
T'remployment insurance (Ul) for Federal workers. When unemployed, Federal workers may be entitled to Ul benefic
similar to those of workers in private industry. If you become unemployed or. are in a nonpay status and want to FILE A
CLAIM, go to the nearest LOCAL PUBLIC EMPLOYMENT SERVICE OFFICE of the STATE. EMPLOYMENT SECURITY
AGENCY to register for work and file your claim for Ul. Your ELIGIBILITY for Ul CANNOT be determined until AFTER
you file a claim. DO NOT DELAY filing a Ui claim; if you wait. your uncmployment benefits may be reduced or you may
not qualify for any benefits. : i . :
TAKE WITH YOU - : . - .
1. Your SOCIAL SECURITY ACCOUNT NUMBER. CARD. (If you do not have a card, apply for one. but you do nor
need to delay filing your claim pending its receipt.) . S
2. The OFFICIAL NOTICE of your rost recent SEPARATION or of your present NONPAY status (Standard Form
50. payroll change slip {or card), or similar document). : . :
1. THIS FORM and all similar forms which you have received. The office where you file your zlaim will obtair
information nceded for your claim from: ‘

Department of Transportation, = 470
Federal Aviation Administration
Personnel Accounting Branch,AAA-240

800 Independence Avenue, SW
Washington, DC 20591
1

(Federal agency will insert in the box above the name of the parent Federal
agency, major P (if any), add and ZIP Code of the specific office
: where your payroll records are maintained.) ’
KEEP THIS FORM with your Standard Form 50 and other personnel records. It is important to have it :f you file a Ul claia
for cnemploved Federal workeérs provided by Federal law (U.S. Code, title 5, chapter 85). For more information about % i.
“read the REVERSE side of this form. i :

PRI

(Reverse side of SF 8) o .
7

Information: Ul For Federal Workers

1. Who will pay uncmployment benefits? ,

. you are eligible, you will be paid by a State eniployment security agency under the provisions of itv unemple yment anarane
(UI) law. The amount of your regular weekly benefits and the period for which benefits will be paid will generally he detesnane s
by the law of the State in which you had your last official (duty) station. (I you have received all the regular benefies for whrt
you are eligible, you mzy, under certain citcumstances, become cligible for additional weeks of extended bencfits.) However af
your last duty station was outside the United Statcs, you will not be eligible until you return to the States, including the District o.f
Columbia, Puerto Rico, and Virgin Islands. Your benefit rights then will be determined under the law of your State of residence.

U1l for unemployed Federal workers is paid from U.S. Government funds. No deductions were taken from your pay to finance these
benefits. . - .

2. Under what conditiéns‘ will I be eligible?

All State Ul laws require that: -
a. Yo#must be:uncmployed, able to work, and available for any suitable work;
b. You must register g)r work and file a claim at a local public employment service/UI claim office;

You must continue to. report to the officc as directed; and '
¢. You must have had a certain amount of employment/wages within a base period of 1 year specified in the State law.
All State UI' laws will deny you benefits for such reasons as:
a. Quitting your}ob voluntarily without good cause or being di
b. Refusing an offer of a suitable jub witggut good cause. .
Some State Ul laws deny or reduce Ul benefits for certain ivpes of payments you may receive (retirement, severance, and/or
lump-sum amount for unused, -accrued annual leave).

3. Do | have the right of appeal?
Yes. M a detcrmination is ‘made denying you bencfits, you have the right to appeal as provided in the apylicable State law.
Howcver, the Federal law provides that determinations of Federal employment/wages and rvasons for termination from a Federal
job given by the Federal agency must generally be accepted as facts by the State agency in applying its State Ul faw. If you betieve
that the information ré.;orted by your Federal agency is incorrect or imcomplete, you may ask—through the local office whare you
filed your claim=for a review by the Federal agency. Any appeal or request for. review must be filed without delay.

harged for misconduct d with your work; or

“4. Arc there any penalties? .
Yes. 1f you willfully make a false (fraudulent) claim, you may be fined or imprisoned, or both. If you nade a mistabe in i
information when you'filed your claii(s), notify the local Ul claims-office as soon as you discover the mistal v prompt nesificy
may avoid a.penalty,

(T 1bove sttements are issued for general information; they do not have the effect of law, regulation, o ruling,,
K .

Y v.2.090:1978-0-241-530/0013
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- a verification of data previously submitted on Form ES-$31. The form used
18 Form ES-936, Request for Verification of UCFE Wage and Separation
Information. This form should be completed by someone other than the person
who prepared the original Form ES-931 and returned to :he state agency within
four workdays in accordance with UCFE Instructions. for Federal Agencies,
paragraphs 510-520.

. - e. Processing of Form ES~936. State employment agencies may request

1103.-1199. RESERVED.

. Ch’apv'llv ' . ' '
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. _ ' CHAPTER 12. S}fZTTLi'iMl“.N'l' OF ACCOUNTS OF DECEASED EMPLOYEKS

1200. GENERAL. - This chapter prescribes forms and procedures for the
.prompt settlement of accounts of deceased employees. The term, "deceased
employees,” as used in this chapter includes former employees who die
subsequent to separation.

1201.  UNPAID COMPENSATION. The term, “unpaid compensatlon,' means the pay
and allowances due for services performed by the deceased employee, 1nclud1ng
the proceeds of undelivered and unnegotiated checks issued for such services.
It shall ‘include, but not be limited to, the following: :

a. All unpaid salary, including overtime and otter premium pay, and
retroactive pay increases, when applicable.

b. Per diem mileage allowances, and other travel expenses.

. Co Reimbursement for moving expenses and allowances upon change~of-
,official station.

‘d. Quarters, cost-of~ living allowances, post dirferentials, and
education allowances.

‘e. Cash awards.for employee suggestions and meritorious service.
. : f. .Refunds of salary deductions for U.S. Savings Bonds.'

1202. FORMS PRESCRIBED.l Forms prescribed for the sectlement of accounts
of deceased employees are as follows and are available at the FAA Depot

a.: SF 1152, Designation of Beneficiary, Unpaia Compensation of
Deceased Civilian Employee.

b. SF 112§,~Claim for Unpaid Compensation of Deceased Civilian
Employee. : : ,

¢. SF 1154, Public Voucher for Unpaid Compensation Due a Deceased
Civilian Employee.

d. SF 1154a, Public Voucher for Unpaid Compensatlon Due a Deceased
Civilian Employee (Memorandum) .
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1203.  DESIGNATION OF BENEFICIARY.

a. Agency Responsibility. Each employee shall be advised upon
entrance on duty of his/her right to designate a beneficiary or beneficiaries
" to: receive the amounts due and of the provisions for disposing of amounts
due where no beneficiary or beneficiaries has been designated.

b. Designatlon Form. SF 1152, Designation of Beneficiary, Unpaid
Compensation of Deceased Civilian Employee, is prescribed for use .in
“designating a beneficiary and in changing or revoking a previous
designation.. This form shall be made readily available to all employees
and furnished to them upon request. However, in the absence of the pre-
scribed form, any designation, change, or cancellation of beneficiary -
witnessed and filed in accordance with these procedures shall be
dcceptable.

c. Who May Be;ﬁesignated. Am‘employee'mey designate any person or

‘persons as beneficiary. ‘The term, ' person or persons,” as used in these
" procedures includes a legal entity or the estate of the deceased employee.

d. -Filing the Designation of BemefiCiary. After execution, the
original of the SF 1152 shall be filed in the employee's individual source: -
document file in the payroll office. :

e. Effective Period of a Designation; A designation'of
beneficiary properly executed and filed in the payroll office w1ll be
effective as long as employment by the agency continues.

f. Change or Revocation of a Designation.« A designation of
beneficiary previously made may be changed or revoked as of a later date
by the execution and filing of another SF 1152 by the employee. When a
designation of beneficiary is changed or revoked, the payroll office
shall return the earlier designation form to the employee.
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1204 SECURING CLAIM ON_EMPLOXEEL&_QEéjﬁ,V'As'soon as practicablp after
the death of an employee, the agency shall: : :

a. Furnish SF 1153, C1éim for Unpaid Cohpensation of Deceased
'Civilian'EMployee,_to.the’spouse, designated beneficiary, supervisor, or
personnel office, as appropriate. '

b.  Furnish the.iegal representativé; heir or héirs; with an SF 1055,
Claim Against the United States for Amounts Due in the Case of a Deceased
Creditor, when the designated beneficiary is the estate of the decedent.

c. Maintain a discreet followﬁp to éssure that'forms are filed as
promptly as circumstances permit.

d. Furnish to all clalmants any assistance deemed necessary for the
proper execution of claim forms.

B 1205, CLAIMANTS ~ ORDER OF PRECEDENCE. The unpaid compensation due at tﬁe
time of death shall be paid to the person(s) surviving in the following
order of precedence: ' : ‘ -

" a. Beneficiary or beneficiaries designated by the employee on °
SF 1152, Designation of Beneficiary, Unpaid Compensation of Deceased
Civilian Employee. ' : :

b. Widow or widower of the empldyee if no desigﬁated beneficiary.

c. Children and descendent(s) of deceased children if no designated
beneficiary or surviving spouse. , .

d. Parents of the employee or the survivor of them if none of the
above. ' ‘ '

e. Duly appointed legal representative of the estate of the deceased
employee if none of the above. '

f. Person(s) determined entitled thereto under ‘the laws of the
domicile of the deceased if there are none of the above.

1206. CLAIMS INVOLVING MINORS OR INCOMPETENTS. When the claim is filed on’
behalf of a minor or incompetent, the claim will be supported by one of the
following: ' ' ' :

a. A certificate of the court showing the appointment and
‘qualification of the claimant if a guardian or committee has been appointed
for the minor or incompetent appearing entitled to the unpaid compensation.
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b. A statement showing (1) claimant's relationship to the minor or
incompetent, (2) the name and address of the person having care or custody of
the minor or incompetent, (3) that any monies received will be applied to the
~use and benefit of the minor or incompetent, and (4) that the appointment of
a guardian or committee is not contemplated.

1207. SETTLEMENT AUTHORITY. The agency may settle claims where there is
no doubt as to the amount or validity of the claim or to the person(s)'
entitlement to payment. Where there is doubt about one of the above items,
the claim must be submitted to the F1nancial Systems Division, AAA- 400,

as provided in paragraph 1211b.

1208, VOUCHERING CLAIMS. Upon receipt of a properly executed SF 1153, Claim
for Unpaid Compensation of Deceased Civilian Employee, or any undelivered-and
unnegotiated checks, prepare an SF 1154, Public Voucher for Unpaid
Compensation Due a Deceased Civilian Employee, for the amount of unpaid
compensation due the deceased employee.' The SF 1154 shall be supported: by.
subvouchers signed by a designated approving officer. Use the following as

- required: . Coah ot

a. SF 1128, Payroll for Personal Services—Payroll Certification .and
Summary. Include the amount due for personal services not iucluded in any
prior payroll. Included are base pay, deductions, net pay, unused annual
leave, overtime, and premium pay ‘hours with the amounts due in each case.

b. SF 1012, Travel Voucher. Include the amount of per d1em and
mileage allowances and other related travel expenses in connection with
temporary duty travel or change of official station.

c. SF 1034 Public Voucher for Purchases and Services Other Than
'Personal. 1Include thé amount due for payment of cash awards ior employees'
suggestions. : :

d. SF 1069, Voucher for Allowances at Foreign Posts of Duty.
Include the amount due for the value of quarters, cost-of-living,
education, transfer, and maintenance allowances.

e, SF 1047, Public Voﬁcher for Refunds. Include any unapplied
balance of payroll deductions previously made for purchase of U .S. Savings
‘Bonds .

-f.. SF 1096, Schedule of Voucher Deductions. Include the balance of ..

any outstanding travel advances or other items of indebtedness to be
deducted from the total amount due the deceased.
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g. SF 1185, Schedulc of Undelivorlh]v Checks for Credit to Government

Accounts.  Include amounts still duc t th('dv(bAsod vmployoo from

unnegotiated and undelivered checks which have been deposited for credit
to the approprlation from which drawn.

h. SF 1154, Public Voucher for Unpaid Compensatior. Due a Deceased
Civilian Employee. On the reverse side of the SF 1154, the following shall
be shown in the spaces provided:

(1) Amounts of the dpplicable elements of unpaid compensation
and deductions as developed in paragraphs a through f above.

(2) Number, date, and amount of unnegotiated checks drawn in
payment of such compensation and dep081ted for credit to the appropriation
charged for the disbursement.

(3) Citation of the voucher number, date, and disbursing office
symbol for previous partial payments of unpaid compensation. The gross
amount chargeable to the appropriation and/or fund and :he net amount due
the claimant(s) shall be brought forward to the face of the SF 1154 and
shown in the spaces provided. The voucher shall be otherw1se completed and
certified by a designated certifying officer.

1209. DEDUCTIONSFAND WITHHOLDINGS. Unpaid compensation due deceased
employees is subject to deductions and withholdings as follows:

- a. Retirement. If the employee was covered by the Civil Service
_Retirement Act, make deductions from current earnings up to and including
date of . death.

b. FICA. If the employee was covered by the Federal Insurance
Contributions Act, make deductions from amounts due for current earnings
and lump-sum leave payments up i the yearly maximum. If no deduction is
made because the maximum has been reached, note this fact on the voucher
" schedule.

¢. Group Regular and Optional Life Insurance. If the employee's
earnings were subject to deductions for life insurance on the date of death,
apply the full biweekly deduction to current earnings. When the amount of
pay is not sufficient to cover the full deduction, the balance of pay
earned (after deductions for retirement or FICA and health benefits) must
be withheld. The balance withheld will be applied first to payment for
regular insurance and any remainder applied to optiona” insurance, if
applicable.

d. Health Benefits. If the employee's earnings were subject to
‘deductions under the Federal Employees Health Benefits Program on the date
of death, apply full deduction to current earnings up to and including date
of death. If a survivor is eligible to continue the enrollment, make with-
holdings and contributions based on the four-day rule.
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¢o Taxes. No Federal or -state income laxes will be withheld dfrom

iinpalid salary or lump—sumﬂloaVC payment due a deccased employee's bene—
ficiary or estate. : :

~ f. Allotments of Pay. Any voluntary allotment of pay lecomes void
upon the death of the allotter. Current dedictions shall not be made from
:unpéid compensation of a deceased employee for the purchase of U.S. Savings
Bonds. Any amount which has been deducted, and which has not been applied
to a bond purchase, will be refunded to the employee's beneficiary or
estate.

1210. ACCOUNTING FOR DEDUCTIONS. Deductions made for retifément, group
regular and optional 1ife insurance, and bealth benefits will be included
in amounts paid to the Office of Personnel Manageément with the next regular

payroll by UPSOM.

1211. SCHEDULING PAYMENTS.

a. Amounts Determined to be Payable. The accounting office serving
the organization to which the employee was assigned shall manually prepare
an SF 1166, Voucher and Schedule of Payments, and forward it to the Treasury
Disbursing Center for payment. '

b. Doubtful Claims. Prepare SF 1166 and gend in triplicate to the
Financial Systems Division, AAA-400, for determination or transmittal to
the Claims Division, General Accounting Office. Support the voucher with
the following:

(1) Statement of the doubt involved.

(2) Any pertinent administrative findings and recommendations.

(3) Copy of the paid voucher in case of partial payment under
subparagraph a.

1212. UNNEGOTIATED AND UNDELIVERED GOVERNMENT CHECKS.

a. Return of Unnegotiated Government Checks. All unnegotiated
U.S. Government checks drawn to the order of a deceased employee repre-
senting unpaid compensation as defined in paragraph 1201 and in the
possession of the claimant should be returned to the accounting office.
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Claimants should be instructed to return any other U.S. Covernment checks
drawn to the order of a decedent for purposes other thar unpaid compen-—
gation, such as veteran's benefjts, social security benefits, or Federal tax
refunds, to the Government ‘agency from which received with request for further
instructions.

b. Recording Returned and Undelivered Checks. An adequate record
shall be made of all returned and undelivered checks for unpaid compensa-
tion so that they may be listed properly on the SF. 1154, Public Voucher for
Unpaid Compensation Due a Deceased Civilian Employee.

c. Processing Returned and Undelivered Checks. The accounting
office shall use SF 1185, Schedule of Undeliverable Chaocks for Credit to
Government Accounts, to deposit unnegotiated and undelivered checks,

“credltlng the proceeds to the appropriation from which 4irawn. Deface

each check by placing the following endorsement on the -face of the check:

"Not Negotiable
For Payment and Credit in Treasurer s Accournt
D 0. Symbol , o

The letters of the endorsement shall be of prominent size to remove all
danger of negotiation by an unauthorized person.

1213.-1299. RESERVED.
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CHAPTHR.]B. EMPLOYHH TRAN%FF{Q TO lNIIRNAllONA] ORCANIZATIONS

1300. EQUALIZATION PAYMENLS o EMPLOYEES pgAw§fnyEn TO INTERNATIONAL

' ORGANIZATIONS.

a. General. Public Law 91-175, dated December 30, 1969, authorizes
‘the payment of an equalization allowance upon reemplo:ment of employees
previously transferred to international organizations.

b. Deflnltlon. An equalization allowance is the difference be-
tween the pay, allowances, and other monetary considerations an employee
actually receives while working for an international organization, and
the pay, allowances, and other monetary considerations the employee would
have received had the employee remained in the Federal service and been
detailed to the post(s) of duty of the international assignment. The
purpose for an equalization allowance is to assure that the Federal
employees who volunteer for assignments with international organizations
do not suffer monetarily for so doing. If the employee receives more
total compensation while serving with an internationa’ organization than
he/she would have received as a Federal employee detailed to the same
post(s) of duty, he/she receives no equalization allowance. The
employee is allowed to retain the excess earnings. C

1301. REFERENCES. The basic references for determining equalization
allowance entitlement are:

a. Public Law 91—175, December 30, 1969.

‘b. 5 USC 3581 - 3584.

‘c; Basic FPM, chapter 352.

d. FPM Supplement 990-1, book III, part 352.

e. Department of State Standardized Regulaticns (Government
Civilians, Foreign Areas), chapters 100, 200, 500, and 900.

f. FAA Order 3330.6B, Reemployment, Restoraticn, and Return
Rights, chapter 7. '

g; FAA Order 3550.10, Pay Administration (General), chapter 4.

1302. ELIGIBILITY. Upon return from an assignment with an inter-
national organization, employees are eligible to receive an equalization
allowance if the following conditions are met:
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‘a. The employee exercises reemploymént rights within the time
specified in FAA Order 3330.6B, paragraph 76, and FPM chapter 352, 2-8.

b. Computation of the equalization allowance factors indicates
that the employee received less monetary compensation while transferred
than would have been received as a detailed Federal employee.

c. The beneficiary of the employee is entitled to receive an
equalization allowance if the employee dies during the transfer or
during a period after the transfer while reemployment rights are being
exercised or could be exercised and if an allowance is payable.

1303. DOCUMENTATION REQUIREMENTS. During the transfer the agency and
the employee are requ’red to provide certain documents and maintain cer-
tain records on a current basis as follows:

a. Agency Responsibilities. The servicing personnel office must
maintain a file of documents reflecting all pay changes affecting the
transferred employee and his/her position, including within-grade
increases, legislative pay increases, position upgradings or downgradings,
etc., and must provide the accounting office with copies of such documents.
At the end of each calendar year, the accounting office must provide the
employee with a statement showing the amounts to which entitled if he/she
had been on detail.

b. Employee Rosponsibilities. At the end of each calendar year,
and at the end of his/her transfer, the employee must furnish to the
agency:

(1) A statement, certified by an appropriate official of the
international organization, listing all payments for pay, allowances,
~and other monetary benefits received from the international
organization.

(2) A statement of any changes in family status and the
applicable dates.

(3) Appropriate supporting evidence to substantiate equali-
zation allowance entitlement. For example, the employee must furnish
information as to the dates of arrival at and departure from an overseas
post(s), and information as to the dates of occupancy in permdnent
living quarters for purposes of -computing living quarters allowances.

~ (4) Any statements from officials of the international
organization to support employee claims for additional payments.
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‘ _ 1304, FACTORS USED IN COMPUTING EQUALIZATION ALLOWANCES. The following
o factors. are compared in computing an equalization allowance. :
" Federal Government o ‘International Organization
Net salary.(affer tax)l/ Net salary (after staff assessment)l/
Living quarters allowance Post adjustment
Post allowance ' . Dependent grant
Education allowance2/ Education allowance2/

Post differential : Repatriation grant
: : Special post allowance3/

l/ - Net salaries (after taxes for Federal employee pay and after
staff assessment for international organization pay) are factors used in
computing equalization allowances. However, prior to January 1, 1975, the
respective gross salaries were used. Therefore, for transfers or portions
of transfers oc:urring between January 11, 1970, and December 31, 1974, the
gross figures are to be uSed. . Equalization allowances are not payable
for work with international organizations prior to January 11, 1970, when
Public Law 91-175 became effective.

2/ An education allowance will be used as a factor in calcu-
lating the equalization allowance only for periods of intermational
organization employment on or after January 1, 1976.

" 3 3/ A special post allowance will be used as a factor in calcu- '
lating the equalization allowance only for periods of international
organization employment on or after January 1, 1976.

a. Salary. In determining the salary which the employee would
have earned on detail, the grade and step of the position from which
transferred is used. Any within-grade increases, legislative pay
increases, or promotions or demotions occurring to the position and/or
employee during the transfer arc to be reflected in the salary
computation. '

(1) Premium Pay. If an employee would have been entitled to
premium pay as a Federal employee for work performed during his/her
transfer, the amounts for such premium pay should also be included in
the equalization allowance. The same laws, regulations, and instructions
that apply to I'ederal employees working overseas are applicable to
employees transferred to international organizations. Examples are as
follows: ' '
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(a) An employee while transferred to the incernational
organization works a regularly scheduled 40-hour workweek which includes
a scheduled shift on Sunday. The employee is entitled to an additional
25 percent of the basic hourly rate for all regularly scheduled non-—
overtime hours of work performed on Sunday.

(b) An employee while transferred to the international
organization works a regularly scheduled workweek of 36 hours which
includes a scheduled shift on Sunday. The employee is not ‘entitled to
any premium pay for Sunday work since the law and regulations governing
such Federal employees' pay require a scheduled 40-hour workweek for
Sunday premium pay entitlement. Since the Fair Labor Standards Act does
not apply to Federal employees working overseas, it is not applicable to
transferred Federal employees working for international organizations
overseas.

(2) Documentation in Support of Premium Pay for Tours with
ICAO. ICAO provides a statement at the conclusion of a transier that
indicates the normal duty schedule, amended tours of duty, leave periods,
and holidays. If an employee claims premium pay which cannoc be
substantiated by review of the ICAO data, it is the responsibility of
the employee to obtain certified documentation to support the claim.

b. Post Allowance. The post allowance is the equivalent of a
cost-of-1iving allowance paid U.S. employees working in foreign areas.
1t may be applicable to all, a part, or none of an employee's tour. The
regulatory guidelines covering post allowances are found in Department of
State Standardized Regulations (Government Civilians, Foreign Areas),
subchapter 220, section 220-228. In order to determine if a post allowance
was payable for any part of the period, refer to Post Classification and
Payment Tables, section 920, covering the period. Column 4 of the Post
Classification and Payment Tables identifies the post class code for
post allowances. An explanation of post allowance codes and the steps
‘used in computing post allowances are provided in sections 913.1 and
913.2. Post allowance rates are explained in sections 941.1, 941.2, and
941.3. The method used in prorating different post allowance rates is
described in section 228.

c. Post Differential and Ceiling.

(1) Post differential is an additional payment made to compen-—
sate employees for unfavorable conditions at an overseas post of duty. It
is paid as a percentage of an employee's basic rate of pay and cannot
exceed 25%. The post differential is taxable. It is subject to the
limitation described in paragraph 1304c(2) below.
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Column- 7 of the Post Classification and Payment Tables identitices the
percentagé Of_basic pay that is payable to an employee for serving at
the respective post. Detailed instructions regarding post differential
are contdined in chapter 500 of the Department of State Standardized
Regulations (Government Civilians, Foreign Areas).

Note: Since a post differential is designated as 1 percentage of an
employee's annual basic compensation, when it is necessary to compute
the payable portion of the differential, it is compu:ed similar to an
employee's annual salary. The following formula is used to compute the
post differential:

Annual Salary x Differential Rate = Annual Post Differential Amount
Annual Post Differential Amount < 2080 = Hourly Rate

Hourly Rate x 8 Hours = Post Differential Daily Rate

Post Differential Daily Rate x 10 Days = Rate Per Pay Period

(2) Ceiling on the Payment of Post Differential. Although
the full amount of the post differential is normally payable, in certain
instances the employee may not be paid the full amouat designated by the
published table. This is because an employee's total basic compensation
and post differential may not exceed an amount which is $100 less than
the per annum salary authorized for the Chief of Mission at the post.
Since the Chief of Mission does not receive a post cifferential, it is
possible in some situations that the payment of the post differential in
full could tresult in a total amount of pay to the employee that is
within $100 of that paid to the Chief of Mission or may even exceed the
amount paid to the Chief of Mission. Therefore, caution must be exer-
cised to assure that the difference of $100 or more is maintained. See
section 552 of the DOS Standardized Regulations.

d. Living Quarters Allowance. A living quarters allowance is an
allowance intended to reimburse an employee for substantially all the
costs incurred for quarters while serving in a foreign area. DOS
Standardized Regulations, subchapter 130, sections 131 through 136, con-
tain the regulatory guidelines regarding permanent ’iving quarters
allowances for employees in foreign areas, including the criteria for
the commencement and términation of such allowances. Column 3 of the
Post Classification and Payment Tables, section 929, identifies the basic
annual rates for quarters groups for employees with and without families.
The amount of the applicable living quarters allowance is determined by
the grade of the employee's position and the number of dependents. The
elements that must be considered in determining the correct living
quarters allowance are described in sections 932.1, 932.21, and 932.22c.
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1305. RESPONSIBILITY FOR COMPUTING THE EQUALIZATION ALLOWANCE. The
accounting office servicing the organization in which the employee
exercises reemployment rights is responsible for computing the equaliza-
tion allowance.

1306. METHOD FOR COMPUTING THE ALLOWANCE. The equalization allowance
is basically the difference between the amount received from the inter-
national organization and the amount the employee would have received

on detail rather than on transfer. Since the amount actually received
is computed by the international organization, the agency needs to com—
pute only the amount that the employee would have received on detail and
make the comparison. In computing the allowance, the procedures
prescribed by the Department of State Standardized Regulations
(Government Civilians, Foreign Areas) must be followed.

1307. COMPUTING THE EQUALIZATION ALLOWANCE. The amount of the equali-
zation allowance is determined by adding together ALL of the annual
earnings statements prepared by the agency and comparing that amount with
the TOTAL of the earnings received from the international organization.
I1f that comparison indicates that the employee would have earned more as
a detailed Federal employee, the difference is the amount to which he/she
is entitled. If that comparison indicates that the employee ezrned more
with the international organization than he/she would have earmned as a
detailed Federal emplovee, he/she is not entitled to an equalization
allowarice. The computation is based upon the total of all years of the
transfer, NOT on an individual year-by-year basis.

Examples:

a. An employee is transferred to ICAO for two years. In the
first year he/she received $1000 more from ICAQ than he/she would have if
he/she had been detailed in his/her agency position to the same location.
During the second year, he/she received $2000 less in his/her IC.0 position
than he/she would have received if he/she had been detailed in his/her
agency position. At the conclusion of the two-year tour, he/she is
entitled to a $1000 equalization allowance.

b. An employee is transferred to ICAO for three years. For the
first year he/she received $1000 more from ICAO than he/she would have
received as a detailed employee. For the second year he/she received $1000
less working for ICAO than he/she would have as a detailed Federal
employee. In the third year he/she received $1000 more from ICAO than
he/she would have received as an agency employee. Since the employee
received $1000 more from ICAO during the three-year assignment than he/she
would have received as a detailed Federal employee, he/she receives no
equalization allowance payment.
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1308. RETAIN COVERAGE UNDER RETIREMENT, HEALTH, AND LIFE INSURANCE
PROGRAMS. An employee who transfers to an international organization is
entitled to retain coverage, rights, and benefits under any system
established by law for the retirement of employees; to continue to par-—
ticipate in the Federal Employees Group Life Insurance Program; and to con-—
tinue his/her enrollment in the Federal Employees Health Benefits Program.

1309. ELECTION TO RETAIN COVERAGE BY THE EMPLOYEE. To retain coverage,

the employee indicates in writing whether or not he/she wishes to retain
his/her coverage under the retirement, health benefits, and group life
insurance programs. The resulting rights and benefits of any or all such
programs continue for the employee only if he/she makes the required payments
on a current basis.

1310. CURRENT 3ASIS OF EMPLOYEE PAYMENTS. Employee payments are con-
sidered currently deposited if received by the accounting office

before, during, or within three months after the .end of the pay period
covered thereby. Failure to submit the payments promptly terminates a
transferred employee's retirement, health benefits, and group life
insurance coverage on the last day of the pay period for which payments
were currently deposited, subject to a 31-day extension of group life
insurance and health benefits coverage and to conversion benefits, as

now provided in Office of Personnel Management regulations. Coverage
terminated may not attach again before the employee actuarly enters on
duty on his/her first day in a pay status in the agency. However, ter—
minated Civil Service retirement, health benefits, and group life insurance
coverage shall be reinstated retroactively when, upon review by the OPM, it
is their judgement that the failure to make the required current deposit
was due to circumstances beyond the control of the employee and the
required payments were made at the first opportunity.

1311. ACCOUNTING OFFICE RESPONSIBILITIES. The responsibilities of
the accounting office include:

a. Providing the employee with specific information as to the
amount of the payments, as well as how, when, and where the payments are
to be submitted.

b. Keeping the employee  informed of any rate changes that
occur. ’

c. Collecting, accounting for, and depositing in the respective
funds all retirement; health benefits, and group life insurance employee
payments and for accounting for and depositing all agency contributions.
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1312. DEPOSIT OF EMPLOYEE AND AGENCY CONTRIBUTIONS. Payments received ‘
from employees for continued coverage under retirement, health, and life

insurance programs shall be deposited to the suspense deposi‘ fund account
69X6875(13), with subsequent remittance to the respective ac:counts,

along with agency contributions, on the neéxt payroll.

1313.—1399. RESERVED.
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' CHAPTER 14. UPSOM INTERFACE WITH OTHER 3YSTEMS

'1400. GENERAL. This chapter prdvides information concerning the Uniform

Payroll System (UPS) interface with the Personnel Management Information
System (PMIS) and other FAA accounting systems. ,

1401. APPLICABILITY. Accounting interface actions prescribed herein are
applicable to FAA only.

1402. PMIS INTERFACE ACTIONS. Personnel actions are entered into the PMIS
by the servicing personnel office. These transactions generate an SF 50,
Notification of Personnel Action, which 18 forwarded to the payroll office.
In addition, an automated PMIS Suspense File transaction is created at the
host computer site based on the effective date of the action. Personnel
actions on the PMIS Suspense File are processed as follows:

a. Actions Activated by Payroll Technicians. The suspense file
contains actions to establish or change employee data in the EMR. Abbre-
viated data which includes the PMIS Suspense File number assigned to the
transaction and other limited input to identify the record to be established
or updated are key-entered by the payroll technician and transmitted to the
host computer site. The system extracts the suspensed. data and builds a
complete transaction as if the payroll technician hau entered the entire
transaction. The transaction is subjected to system edits and is either pro-
cessed or rejected. Update error reports are transmitted back to the payroll
technician for research and corrective action, as appropriate.

b. Actions Automatically Activated. The following nature of action
(NOA) codes do not require activation by the payroll technician. These
actions are automatically activated on Wednesday of update week and processed
by the UPS. The processing results of these actions are also provided to the
payroll technician on update error reports. They ace easily identified by

~ the message, "* PMIS ACTIVATED OR MASS CHANGE ACTIVATZD ACTION".

NOA Code Description

*¥730 ; Detail NTE

*731 Extension of detail NTE
*732 Termination of detail
*780 Name change from

*790 Realignment

*800 Change in data element
*880 Change in tenure group
*881 FEGLI change

*882 Change inm SCD

*891 Merit increase

*892 Ouality increase

*893 ‘ Within-grade increase
*894 Pay adjustment

*917 Change in cost center
*918 Change in accounting data
*994 - COLA rate change
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1403. PMIS SF 50 SUSPENSE FILE. This listing reflects SF 50 data contained
in the PMIS Suspense File. '

a.';Qgggription. The listing is i1llustrated in figure 14-1 and
reflects data in social security number sequence within payroll block. It is
printed biweekly at payroll offices and is available to payroll technicians
on Tuesday of update week when personnel actions are scheduled to be batched

for data entry.

b. Usage. The listing is used by payroll techniciars during pro-
cessing of input documents to determine if actions received from the
personnel office are actually in suspense and to identify documents due but
not received. Such information enables the payroll office to promptly notify
the personnel office when documents are missing. Any documents received with
a current or prior pay period effective date that are not in suspense are
processed as a NO PMIS action. It is necessary to annotate those actions on
the current suspense file which have been previously entered as NO PMIS to
ensure they are not activated by the payroll technician. These actions will

be automatically deleted from the suspense file after three pay periods.

c. PMIS Duplicate Transaction Report. This report ~eflects trans-
actions that were deleted from the PMIS Suspense File because of duplicate
PMIS numbers. Whenever a new personnel action to be added to the PMIS
Suspense File contains a PMIS number which matches a PMIS number currently on
the file, both transactions are deleted and printed on the report. The
 deleted transactions must be input as a NO PMIS action if not previously ’

entered. The report appears as a part of the PMIS SF 50 Suspense File listing.

1404. PMIS SF 50 SUSPENSE FILE DELETIONS. This biweekly listing illustrated

in figure 14=2 reflects personnel actions in social security number sequence,

within payroll block, which were deleted from the PMIS SF 50 Suspense File.

It includes actions that were released during the previous upiate cycle by

" payroll technicians, actions automatically released by the system, and actions
which have been in the suspense file for three pay periods.

1405. OTHER PMIS/UPS ACTIONS. The PMIS/UPS Discrepancy Report is printed
biweekly at payroll offices for joint use by personnel ana payroll technicians.
The report provides a comparison of selected common data extracted from PMIS
and UPS records. Any differences printed on the report must be researched

and the errors corrected in the applicable data base.
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1406. ACCOUNTING SYSTEM INTERFACE ACTIONS. Payroll expenditure and accrued
-expenditure data are entered into agency general ledger and allotment
-accounting systems. Input to local allotment systems is at appropriation,
limitation, program element, cost center, and subobject class level. The
disbursement data are input through either manual or automated means on a
biweekly basis and reconciled using UPS-produced output described in
subparagraphs b(1l), (2), and (3) below.

a. Interim Automation. Pending implementation of the Uniform
Accounting System (UAS), accounting offices must use local ADP bridge program
to create compatible output record formats at subobject class detail for
input of expenditure transactions into the allotment system. Reformatted
expenditure (disbursement) data extracted from the Payroll Distribution/
Projection Report (PDR) are entered biweekly. Accruals are entered using
local methodologies as was done formerly. Interim ADP procedures should pro-
vide allotment system output for reconciling payroll Interface transactions
with the UPS payroll reports.

b. Reports. The following biweekly outpat products are used for
accounting interface and reconciliation purposes.

(1) Payroll Distribution/Projection Report. This report pro-
vides expenditure data by appropriation, limitation, program element, cost
center, and subobject class. The report is printed at payroll offices for
use by accounting personnel. The report content will be interfaced with
allotment accounting systems.

(2) Report of Supplemental Payments aad Cancelled Checks.
This report provides a listing of supplemental payments and cancelled checks
processed through UPS during the biweekly pay period. The report is printed
at payroll offices for use by accounting personnel. Totals reflected on the
report are included in the PDR. Therefore, it must be used in conjunction
with the Regicnal Disbursements and No Check Deductions to reconcile with the
PDR.

(3) Regional Disbursements and No Check Deductions. This
listing is often referred to as a pseudo SF 1166. It is printed at payroll
offices for use by accounting personnel. The resul(s of pay calculation for
personnel services and benefits are reflected showing the gross charge to
each appropriation symbol, total disbursements by calegory, total no check
deductions bv appropriation symbol, and an overall grant total. The listing
is used for posting to general ledger accounts, transfer of disbursing
authority to UPSOM, and reconciling with totals on the PDR.

(4) Report of Suspense Account Deposits. This report provides
a listing of deductions from employees' pay for quarters and subsistence, tax
levies, court—-ordered payments, garnishments for alimony and child support,
bankruptcy, and other accounts receivables. The amounts withheld are credited
to deposit fund suspense account 69X6875 or budget clearing account 69F3875.
The listing is printed at payroll offices for use Ly accounting personnel.

Chap 14 »
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It is used for posting applicable general ledger accounts to reflect the

. transfer from UPSOM to the accounting office of amounts withheld during the
payroll process. It is also used by local accounting offices in the
preparation of SF 1166; Voucher and Schedule of Payments, and SF 1017,
Journal Voucher, to reflect charges to the applicable account for disburse-—
ments to payees or transfer of monies to liquidate accounts receivables for
various appropriations. See paragraphs 1407c and f below.

1407. OTHER INTERFACED ACTIONS. Certain other payroll related transactions
are entered into accounting systems located in the operating accounting
offices. The paragraphs below provide general descriptions on the types of
transactions and the actions to be followed.

_ a. Cash Awarcs and Supplemental Payments. Normally, cash awards are
processed through UPS and the net amount of the award is in~luded with the
employee's regular net salary payment. However, there are occasional
situations which may warrant the issuance of a separate check for an award.
When payroll offices process an occasional cash award or other supplemental
payments outside UPS, an SF 1166, Voucher and Schedule of Payments, will be
prepared citing their local accounting station number. Payrell technicians
will enter transactions to update the EMR for all local payments made using
applicable input screen formats under job PYPAYADJ. The sunplemental pay
indicator must be entered on each screen format used. Supplemental payments
processed by UPS update year-to-date information on the EMR and gross charges
to appropriation data are included in the PDR for interface into the

accounting system.

b. .SF 1098, Schedule of Cancelled Checks. When it is determined by
the local payroll office that a check in their possession must be cancelled,
an SF 1098, Schedule of Cancelied Checks, will be prepared in an original and
three copies. If the check was issued by the Treasury Disbursing Center (TDC)
at Kansas City citing the UPSOM accounting station number 69-00-1103, the
payroll office must contaét UPSOM by telephone and request a schedule number.
The UPSOM must be provided the employee name, check number, and date of the
check being cancelled. The original and one copy of the SF 1028, with the
check attached, will be forwarded to the TDC at Kansas City for cancellation.
One copy of the SF 1098 will be sent to UPSOM for their suspense file pending
receipt of the confirmed copy from the TDC. The payroll office will retain a
copy for data entry purposes and filing. Payroll technicians enter trans-—
actions to update the EMR to reflect the cancelled check action using applic-
able input screen format(s) under job PYPAYADJ. The cancelled check
indicator must be entered on the screen format(s) used. Cancelled check
actions processed by UPS adjust year-to-—date information on the EMR and
corresponding adjustments to appropriation data are included in the PDR for
interface into the accounting system.

c. Collection and Handling of Indebtedness to the Government,
Court-Ordered Payments, Tax Levies, Garnishments for Alimony and Child Support,
Bankruptcy, Travel Advances, and Other Accounts Receivables. The UPS makes
collections for such actions through payroll withholdings from employees'
wages. These collections are accumulated in deposit fund suspense account

’ - Chap 14
Page 206 ‘ Par 1406




g/3i/er - | 2730.9

'69X6875. The Report of Suspense Account Deposits 1s used as the source for

posting applicable general ledger accounts to reflect the transfer from UPSOM.
Subsequently, each accounting office will make either transfers or disburse- ~
ments from this suspense account. An SF 1017, Journal Voucher, is prepared

‘to transfer amounts to the appropriation containing the accounts receivable

or an SF 1166, Voucher and Schedule of Payments, is processed to issue a
check to payees external to the agency.

d. Retirement and Other Benefits for Former Agency Employees Serving
With the International Civil Aviation Organization (ICAQ). Separated
employees who transferred to ICAO and elected to retain retirement, health

_ benefits, and/or life insurance coverage, are required to submit periodic

payments to the payroll office to cover their share of the cost for continued
coverage. Payments received will be verified to ensure the amount remitted
covers the required contribution. The check or money order will be deposited
citing deposit fund suspense account 69X6875. Payroll technicians must enter
transactions to transmit the amount received for benefits coverage to UPSOM
using input screen format PYOTHADJ/Pl. The amount *ransmitted will appear on
the Report of Suspense Account Deposits as a negative amount under account
69X6875. The UPSOM will include the amount on the SF 2812, Report of With-
holdings and Contributions for Health Benefits, Group Life Insurance, and
Civil Service Retirement, which is forwarded to OPM. '

e. Permanent Change of Station (PCS) and Air Traffic Second Career

'Training. Payments for PCS and second career training will be processed by
.accounting offices on SF 1166, Voucher and Schedule of Payments, showing the

gross amount charged to the appropriation and the net amount to the employee.
Taxes withheld on these payments will be placed in deposit fund suspense
account 69X6875. TForm DOT F 2750.1, Notice of Suspended or Disallowed Items
and/qr Notice of Federal Income Tax Withheld from Txravel and Transportation
Expenses, is used to advise the payroll office of the basic information for
updating the employee's master record. UPS input scrzen format PYOTHADJ/P5
is used by the payroll technician for updating the cumulative gross wages and
taxes on the EMR. The UPSOM will schedule the payment of taxes withheld for
PCS and second career traini:g, along with other tax payments for the regular
payroll. The disbursement of such tax withheld is reflected in the Report of
Suspense Account Deposits as a negative amount to 69X6875. The Report of
Suspense Account Deposits received by accounting offices will be used to
reverse the prior entry to 69X6875.

f. Recording of Collections from Employee Salaries for Government
Furnished Quarters and Subsistence. Payroll technicians establish recurring
deductions for the above items using input screen format PYDED/P7. The
deductions are reflected on the Report of Suspense Account Deposits in budget
clearing account 69F3875. Accounting offices will use the Report of Suspense
Account Deposits as a source document to process an SF 1017, Journal Voucher,
to transfer the amounts for these deductions from account 69F3875 to refund
the applicable appropriation.

1408.~1499. RESERVED.
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. ‘ CHAPTER 15. UNIFORM PAYROLL SYSTEM OPERATIONS MANAGER (UPSOM)
- OPERATING PROCEDURES

1500. GENERAL. The UPS Operations Manager (UPSOM) aad staff located at
the Mike Monroney Aeronautical Center are responsible for coordinating and
performing th= daily centralized operations of UPS. The centralized
payroll processing and agency level reporting aspects of UPS have con-
solidated numerous functions formerly performed by the individual payroll
offices. Detailed UPSOM operating procedures are contained in

appendix 6 of this order. :

1501.-1599. RESERVED.
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CHAPTER 16. ERROR CORRECTION

1600. GENERAL. One of the basic objectives established for the Uniform
Payroll Systen (UPS) in the design specifications was to develop a concept
that would provide for capturing and editing input data from the source, thus
eliminating the coding and delayed error correction process. This objective
was achieved to a significant degree by entering data directly from source
documents and the provision for front-end edit and error correction at the
time data are entered. However, since additional edits are performed by the
host computer on data transmitted, there is some delay in the error correc-~
tion process. Error information generated at the host and transmitted back
to the payroll office must be reviewed and corrected by payroll technicians
‘prior to reentry in the subséquent daily cycle.

1601. CORRECTION OF ERRORS. Errors may be detected and corrected during
three phases ¢f the payroll process.

a. Prior to data entry, documents are received in the payroll office
from employees, time and attendance clerks, personnel offices, and other
sources. A review is made by the payroll technician for general completeness
and to ensure that required employee and/or superviror signatures have been
executed. This review should be cursory rather than indepth to avoid dupli-
cation and delays which would result 1f excessive time is spent on manual
detection of errors that are identified mechanically. In the case of missing
signatures, notification should be made by telephone and required signatures
obtained on a corrected document, or if the signatory is locally available, -
the signature should be obtained in the most expeditious manner.

'b. The data entry system includes several edits. These edits include
a check to ensure the entry of mandatory data and a validity check on man-
datory data entered. If an edit 1s not passed, the terminal will make a
"beep” sound and a message will be ~displayed on the next-to-the-bottom line
of the input terminal screen. This message states the type of error made and
the cursor shows where the error was made. The cursor resembles a small
square that flashes on the screen.

c. After transmission to the host computer, errcr reports described
below are produced from routine edit processing in thrn host computer. The
reports reflect three types of edit error messages: (1) update errors, (2)
T&A and amendod T&A input errors, and (3) retroactive pay processing errors.
Update error messages preceded by an asterisk are informational messages
which may or may not indicate an error condition. Such transactions, if
unchanged, will be accepted. Messages without an asterisk indicate an error
condition which has been rejected by the system and, therefore, must be
corrected and reentered. T&A edit messages use the words "T&A accepted” or
"T&A rejected” to indicate information messages or rejected transactions.
Retroactive pay process errors are also a combination of rejected transaction
messages or information messages which may indicate an error condition.

Chap 16 ; :
Par 1600 - Page 213



2730.9 8/31/81

d. All edit error reports are to be initialed and dated by the
payroll technician who enters the corrections. This procedure applies to
all of the reports in subparagraph c above, even if the same eatry is re-
Jected more than once and appears on subsequent listings. The pavroll
supervisor must ensure that these procedures are followed.

(1) Update Error Report, Figure 16-1.

(a) Purpose. This report provides a listing of update
transactions that did not process due to erroneous input. The list also con-
tains data for informational purposes that have been accepted by the system
"(i.e., PMIS activated or mass change data).

(b)  Frequency. Daily during update week on the day after
' data are transmitted to the host. ;

(c) Media. Listing printed at payroll offices.
(d) User. Payroll technicians.

- (2) T&A Edit Error List, Figure 16-2.

. (a) Purpose. This listing identifies time and attendance
transactions that have failed to process due to an error condition and trans-
actions that may be in error but will be accepted if not changed. Rejected

- transactions are identified after the edit message by the words "T&A rejected.”

. v (b) Frequency. Daily on the day after the data were
transmitted to the host. ,

(c) Media. Listing printed at payroll offices.
(d) User. Payroll technicians.

(3) Adjustment Error Report, Figure 16-3.

_ (a) Purpose. This listing identifies errors in adjustment
data, such as leave adjustments processed under job name PYOTHADJ.

v (b) Frequency. Daily on the day after the data are
transmitted to the host. :

(c) Media. Listing printed at payroll offices.

(d) User. Payroll technicians.

Chap 16
Page 214 Par 1601




2730.9

8/31/81

'FICURE 16-1.

UPDATE ERROR REPORT
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\ 1602, EDIT MESSAGES. Edit messages which are output on the above error
ligtings are briefly described below. '

a. T&A Edit Messages. T&A edit messages are output on the T&A Edit
Error List. Each message identifies the error condition and whether the T&A
is accépted,or rejected. T&A edit error messages are listed in figure 16-4.

‘b. Update Edit Messages. Update edit messages are output on both the
update error report and the adjustment error report. Update edit messages
also show a five-position error code. The first four positions of the error
code generally equate to the Data Element Code. The fifth position indi-
cates the number of messages identified to this code. If update edit messages
are preceded by an asterisk, the message is an information item which may
indicate a possible error. Messages with asterisks can be output on both the
udpate error report and adjustment error report. Update errors are listed in
figure 16-5. -

c. Retroactive Pay Process Edit Messages. These edit messages are
output from the retroactive pay process and appear only on the adjustment
error report. Each message is preceded by the constant letters 'PCER'
reflected in the error code column followed by the pay period year, pay-
period number, and the applicable error message. They reflect rejected trans-
actions or information messages which may indicate an error condition. The
edit messages are listed in figure 16-6. '

o d. T&A Edit Cross-Reference Chart. As an aid in understanding the
‘ T&A edit messages listed in figure 16-4, edit message references to input
formats are cross-referenced to the input format names listed below.
" PYUPSTA , ' : * o

FORMAT , NAME EDIT MESSAGE REFERENCES
Pl - Straight 80 hours 1 01.
P2 - Fourteen Day 2L 021
P3 ~ Fourteen Day Supplemental 2B - ’ 022
P4 Travel of Hazard/Environmental 2C 023
P5 Travel of Hazard/Environmental '

Supplemental . 2D o 024’>

1603.‘”EDIT MESSAGE FIGURES. Lists of edit messages are shown in
. figures 16-4 through 16-6.

1604.~1699. RESERVED.
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‘FIGURE 16-4. TIME AND ATTENDANCE EDIT ERROR MESSAGES

INVALID NUMBER OF RDOS — T&A ACCEPTED AS RECORDED

DAY ** EMPLOYEE ON TDY REPORTED HOLIDAY LEAVE FOR NON-U. 5. HOLIDAY -
LEAVE ACCEPTED

DAY ** COND OPT2 CODED. A/S & TWO CONTINUOUS - OPT2 CHGD TC BLANK ACCEPTED

DAY ** COND OPT7 - SUFFERED AND PERMITTED ~ T&A ACCEPTED AS ENJERED

DAY ** HAZ/ENV TIMES NOT ENTERED IN TIME OF DAY SEQUENCY - T%A REJECTED

DAY ** TODAYS HAZ/ENV OVERLAPS TOMORROWS HAZ/ENV ~ T&A REJECTED

DAY ** INVALID MEAL TIME - T&A REJECTED

ADV SICK LVE NOT NUMERIC CR GREATER 3 TIMES TOUR - T&A REJFCTED

DAY ** ASSIGN SHIFT CODED AFTER AN ASSIGN SHIFT OF 6000 - T&A REJECTED

DAY ** SHIFT MINUS MEAL TIME NOT EQUAL 8 HRS - T&A ACCEPTED AS RECORDED

DAY ** ASSIGN SHIFT IS 5000 BUT ADDITIONAL DATA CODED — T&A REJECTED

DAY ** WAE CR IRR TNW TIME INCLUDED IN TWO TIME - T&A REJECTED

RDO1 INVALID - RDO2 RDO3 & RDO4 NOT CHECKED - T&A REJECTED

RDO2 INVALID - RDO3 & RDO4 NOT CHECKED - T&A REJECTED

RDO3 INVALID - RDO4 NOT CHECKED - T&A REJECTED

RD0O4 INVALID - T&A REJECTED i

TOO MANY T&A CARDS OR UNMATCHED SET - T&A REJECTED

HOLIDAY LEAVE ON RDO -~ T&A REJECTED

DAY ** INVALID - T&A REJECTED

 DAY! ASSIGNED SHIFT INVALID - T&A REJECTED .

DAY ** PREVIOUS DAY 021 TWO 'OVERLAPS TODAYS 022 A/S - T&A REJECTED

DAY ** INVALID START TIME FOR WAE OR IRR ASSUMED TO BE BLANK — T&A ACCEPTED
DAY ** IN LIEU OF HOLIDAY DESIGNATED ON OTHER THAN LAST WORK DAY -

" T&A REJECTED ,

DAY ** ASSIGNED -SHIFT INVALID - T&A REJECTED

DAY ** TWO TIMES MUST BE ENTERED IN TIME OF DAY SEQUENCE - T&A REJECTED
DAY ** WG EMPLOYEE WITH SHIFT MINUS MEAL TIME EXCEEDING 8 FOURS - T&A ACCEPTED
DAY ** INVALID CONDITION OPTIONS - T&A REJECTED

DAY ** CONDITION OPTION WITH NO TIME WORKED OUTSIDE ASSIGNEL SHIFT - T&A
REJECTED ,

DAY ** CONDITION OPTIONS INVALID WITH CONDITION OPTION 7 - T&A 'REJECTED
DAY ** CONDITION OPTION 3 MUST HAVE TIME WORKED OUT SHIFT 1800-0600 -
REJECTED _
DAY ** CONDITION OPTION I, 3, OR 4 FOR WG EXEMPTION - T&A ACCEPTED WITH
OPTION AS BLANK , , _

DAY ** CONDITION OPTION INVALID FOR WAE - T&A ACCEPTED-ALL OPTIONS BLANK
DAY ** NIGHT DIFFERENCE NOT PAYABLE ON CALLBACK - T&A ACCEPTED WITH
OPTION 3 BLANK

DAY ** CONDITION OPTION INVALID FOR IRR ~ T&A ACCEPIED WITF OPTION BLANK
DAY ** CONDITION OPTION4 CODED ~ T&A ACCEPTED AS ENTERED

DAY *% INVALID TIME WORKED OUTSIDE SHIFT - T&A REJECTED

DAY ** INVALID SUFFERED OR PERMITTED TiM¥ -~ T&A REJECTED

ASSIGN SHIFT EXCEEDS TOUR + 3 HOURS - T&A REJFCTED

INVALID DAY ENTRY IN RECORD TYPE 01 -~ T&A REJECTED

DAY ** INVALID NOT WORKED TYPE CODE - T&& REJECTED
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FIGURE 16-4. TIME AND ATTENDANCE EDIT ERROR MESSAGES (CONT'D)

DAY ** WAE WITH NO ASSIGNED SHIFT NOT ELIGIBLE FOR THIS NOT WORKED
TYPE REJECTED

DAY ** NOT WORKED TYPE NOT VALID ON RDO - T&A REJECTED

DAY ** INVALID COMBINATION OF NOT WORKED TIME & CODE - T&A REJECTED
DAY ** INVALID NOT WORKED TIME - T&A REJECTED

DAY ** NOT WORKED TIME OUTSIDE SHIFT -~ T&A REJECTED

DAY ** INVALID MEAL TIME OUTSIDE ASSIGNED SHIFT - T&A  REJECTED

DAY ** INVALID TRAVEL TYPE CODE - T&A REJECTED

DAY ** TRAVEL TIME & TYPE CODE NOT COMPATIBLE - T&A REJECTED

- ASSIGN SHIFT EXCEEDS TOUR - T&A REJECTED

DAY ** INVALID TRAVEL TIME - T&A REJECTED

DAY ** FLSA TRAVEL CODED FOR EXEMPT EMPLOYEE - T&A REJECTED

DAY. ** TOO MANY OCCURRENCES OF ENVIRONMENTAL/HAZARD - T&A REJECTED

PAY BASIS MUST BE H OR A FOR ENVIRONMENTAL OR HAZARD HOURS - T&A REJECTED

DAY ** LEAVE CODED FOR LAMPLIGHTER -- T&A ACCEPTED WITH LEAVE AS BLANK

DAY ** INVALID ENVIRONMENT TYPE/PERCENT COMBINATION - T&A REJECTED

DAY ** ENVIRONMENTAL TYPE/PERCENT WITH NO START/STOP TIME - T&A REJECTED

DAY ** INVALID ENVIRONMENT/HAZARD START/STOP TIME - T&A REJECTED

DAY ** ENVIRONMENT/HAZARD TIME NOT INSIDE A/S OR TWO - T&A REJECTED

DAY ** ENVIRONMENT/HAZARD START/STOP INCLUDES NOT WORKED TIME -
T&A REJECTED

DAY ** ENVIRONMENTAL/HAZARD START/STOP TIME INCLUDES NOT WORKED TIME -
T&A REJECTED

DAY ** LEAVE ROUNDED UPWARD - T&A ACCEPTED

NO 022 RECORI: EXTRA DAY INDICATOR = 1 ON 021 RECORD - T&A REJECTED

NO 024 RECORD EXTRA DAY INDICATOR = 1 ON 023 RECORD - T&A REJECTED

DAY ** YESTERDAYS HAZARD/ENVIRONMENT OVERLAPS TODAYS HAZARD/ENVIRONMENT

- T&A REJECTED :

~ 2D RECORD WHEN EXTRA DAY INDICATOR ON 2C RECORD NOT = 1 ~ T&A DATA REJECTED

"TIME OUTSIDE SHIFT GREATER THAN 12 HOURS - T&A ACCEPTED

INVALID T/C - T&A REJECTED

MORE THAN 3 FORM 022 ENTRIES - T&A ACCEPTED

EXTRA FORM 024 ENTRIES - T&A REJECTED

NO FORM 021 RECORD - T&A REJECTED

CANNOT COMPUTE HOLIDAY - T&A REJECTED

CHECK HOLIDAY LEAVE - T&A ACCEPTED

'~ 022 RECORD DAY IS BLANK OTHER DATA CODED FOR THAT DAY -~ T&A REJECTED

BLANK DAY ON THIS RECORD BUT ADDITIONAL DAYS FOLLOW - T&A REJECTED

022 RECORD DAYS ARE NOT ENTERED IN ASCENDING SEQUENCE - T&A REJECTED

ONE OCCURRENCE OF NIGHT DIFFERENTIAL -~ T&A ACCEPTED

INVALID DAY ENTRY ON 022 RECORD - T&A REJECTED

DAY** ENTERED ON 2B RECORD BUT NO OTHER DATA ENTERFD - T&A REJECTED

DAY ** NEXT DAY ASSIGN SHIFT STARTS BEFORE TODAYS STOPS — T&A REJECTED

DAY ** TIME NOT WORKED TIMES NOT ENTERED IN TIME OF DAY SEQUENCE - T&A
REJECTED ,

DAY ** TOMORROWS TWO STARTS BEFORE TODAYS TWO STOPS - Y'&A REJECTED

DAY ** TOMORROWS ASSIGN SHIFT OVERLAPS TODAYS TWO ~ '{&A REJECTED
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FIGURE 16-4. TIME AND ATTENDANCE EDIT ERROR MESSAGES (CONT'D)

DAY ** HOLIDAY LEAVE NOT AVAILABLE - CONVERTED TO EXCUSED LEAVE

DAY ** TOMORROWS TWO STARTS BEFORE TODAYS A/S STOPS - T&A REJECTED

DAY ** 021 A/S MUST STOP BEFORE 022 A/S STARTS -~ T&A REJECTED

DAY ** 021 A/S, INCLUDES TIME IN 022 TWO - T&A REJECTED

DAY ** 021 TWO INCLUDEZ TIME IN 022 TWO - T&A REJECTED

DAY ** PREVIOUS DAY (21 TWO INCLUDES TIME IN 022 TWO TIME -~ T&A REJECTED

DAY ** SAME DAY 022 A/S TIME INCLUDED IN 021 TWO TIME -~ T&A REJECTED

DAY ** PREVIOUS DAY 021 A/S INCLUDES TIME IN 022 TWO TIME - T&A REJECTED

DAY ** PREVIOUS DAY A/S INCLUDES TIME IN TODAY A/S - T&A REJECTED

DAY ** THERE IS MORE THAN ONE 022 ENTRY--THE ASSIGN SHIFTS OVERLAP ~- T&A
REJECTED _ : S , s

DAY %* THERE IS MORE THAN ONE 022 ENTRY--THE A/S OVERLAPS TWO — T&A REJECTED

DAY ** THERE IS MORE THAN ONE 022 ENTRY--THE TWO SHIFTS OVERLAP - T&A

* REJECTED - ‘

DAY ** SAME DAY 022 TNW TIME INCLUDED IN 021 TNW TIME - T&A PEJECTED

DAY ** PREVIOUS DAY TNW INCLUDES TIME IN CURRENT DAY TWO - T&A REJECTED
DAY ** PREVIOUS DAY TNW INCLUDES TIME IN CURRENT DAY TNW - T&A REJECTED
DAY ** PREVIOUS DAY TWO INCLUDES TIME IN CURRENT DAY TNW - T&A REJECTED
CG TYPE 1,2,3 ASSIGN SHIFT 80 HOURS - T&A ACCEPTED

IRREGULAR NOT = 40 HOURS FOR THE WEEK - T&A ACCEPTED

POSITION TYPE 4 MUST BE CODED WITH ASSIGN SHIFT AS 7000 — T&A REJECTED

PP ** AMENDED T&A REQUIRED - NO IN LIEU OF HOLIDAY GRANTED IN THAT PP

PP ** AMENDED T&A REQUIRED - HOLIDAY NOT ON DAY 2 OR 3 - PREVIOUS IN LIEU
GRANTED

PP ** AMENDED T6A REQUIRED - WORKDAY PRIOR TO HOLIDAY - PREVIOUS IN LIEU
GRANTED

DAY ** PART TIME EMPLOYEE WITH IN LIEU OF HOLIDAY LEAVE - LEAVE ACCEPTED
EMPLOYEE ON LWOP THE LAST HOUR OF THE CURRENT PAY PERIOD - LZAVE ACCEPTED
IN LIEU OF HOLIDAY RECORDED INCORRECTLY - AMENDED T&A REQUIRED

DAY ** FOREIGN EMPLOYEE REPORTED HOLIDAY LEAVE FOR NON-U.S. 'HOLIDAY - LEAVE
ACCEPTED :
DAY ** HOLIDAY LEAVE NOT AVAILABLE - CONVERTED TO ANNUAL LEAVE

DAY ** NON-DC EMPLOYEE REPORTED HOLIDAY LEAVE FOR INAUGURATION - LEAVE

" ACCEPTED

DAY ** ANNUAL LEAVE NOT AVAILABLE - CONVERTED TO LWOP

DAY ** NOT ELIGIBLE FOR SICK LEAVE -~ CONVERTED TO LWOP

DAY ** SICK LEAVE NOT AVAILABLE - CONVERTED TO ANNUAL LEAVE

DAY ** COMPENSATORY LEAVE NOT AVAILABLE - CONVERTED TO ANNUAL LEAVE

‘DAY ** WAGE GRADE EMPLOYEE WITH COMPENSATORY EARNED - CONVEPTED TO OT

DAY ** ANNUAL LV REPORTED WHEN COMP LV WAS AVAILABLE — CONVLRTED TO COMP LV

DAY ** MAX EXCUSED ".EAVE FOR BLOOD DONATION EXCEEDED - CONVERTED TO ANNUAL
LEAVE *

DAY ** HOME LEAVE NOT AVAILABLE - CONVERTED TO ANNUAL LEAVE

DAY ** EXCESS FUNERAL LEAVE REPORTED - CONVERTED' TO ANNUAL LEAVE

DAY ** FUNERAL LEAVE REPORTED AND ACCEPTED

DAY ** RESTORED ANNUAL LEAVE NOT AVAILABLE - CONVERTED TO ANNUAL LEAVE

DAY ** TRAUMATIC LEAVE GREATER THAN 45 DAYS - CONVERTED TO SICK LEAVE -

DAY ** EMERGENCY MILITARY LEAVE NOT AVAILABLE - CONVERTED TO ANNUAL LEAVE

DAY ** REGULAR MILITARY LEAVE NOT AVAILABLE ~ CONVERTED TO ANNUAL LEAVE
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FIGURE 16~4. TIME AND ATTENDANCE EDIT ERROR MESSAGES (CONT'D)

DAY ** DC EMPLOYEE WITH MORE THAN 15 DAYS REGULAR MILIT:RY - LEAVE ACCEPTED
DAY ** TEMPORARY EMPLOYEE TAKING REGULAR MILITARY LEAVE - LEAVE ACCEPTED

DAY ** TEMPORARY EMPLOYEE TAKING EMERGENCY MILITARY LEAVE - LEAVE ACCEPTED . .
DAY ** CANNOT HAVE COMP EARNED WHEN TRAVEL CODE = 42 - EARNED COMP IGNORED
DAY ** YTD CHANGE OF STATION LEAVE GREATER THAN 40 HOURS - LEAVE ACCEPTED
DAY ** NOT ON SICK LEAVE WHEN STATUS = 8 (DISABILITY RETIREMENT) ACCEPTED

DAY ** ON LWOP BEFORE AND AFTER HOLIDAY - CONVERTED LiAVE TO LWOP

DAY ** ON LWOP AFTER HOLIDAY (FIRST DAY OF PP) LWOP OR HOLIDAY LEAVE ACCEPTED
DAY ** ON LWOP BEFORE HOLIDAY (LAST DAY OF PP) LWOP OR HOLIDAY LEAVE ACCEPTED

"~ DAY ** ON AWOP BEFORE AND AFTER HOLIDAY - CONVERTED LEAVE TO AWOL

DAY. *#* ON AWOL AFTER HOLIDAY (FIRST DAY OF PP) AWOL OR HOLIDAY LEAVE ACCEPTED
DAY ** ON AWOL BEFORE HOLIDAY (LAST DAYOF PP) AWOL OR HOLIDAY LEAVE ACCEPTED
DAY ** OTHER LEAVE CHARGED ON HOLIDAY - CONVERTED TO HO_.IDAY LEAVE

NO EMR RECORD FOR THIS EMPLOYEE - T&A REJECTED

T&A NOT FOR CURRENT PAY PERIOD - T&A REJECTED

PAY STATUS 1€ NOT 1, 3, OR 8 - NO T/A ALLOWED - REJECTED

DAY ** PAY STATUS DOES NOT ALLOW PAY - REJECTED

STANDARD TIME CONVERSION LESS THAN 1 HOUR - T&A ACCEPTED

LIMITED APPOINTMENT EXCEEDED - T&A ACCEPTED

INVALID ENTRY FOR SPECIAL TOUR EMPLOYEE - T&A REJECTED

STANDBY EMPLOYEE WITH HOLIDAY LEAVE REQUEST VERIFICATICN - T&A ACCEPTED

- SICK LEAVE USED WHICH DID NOT ACCRUE - LEAVE ACCEPTED

NEGATIVE AL/SL BALANCE ~ MAY NEED ADJUSTMENT — T&A ACCEPTED

-INCORRECT YR/PAY PERIOD - T&A REJECTED

POS-TYPE = 4.  T&A IS NOT CODED WITH A/S 7000 - T&A REJECTED
DAY ** HOL LVE ALLOWED ON HOLIDAY. ADJ TO LWOP REQUIRED - T&A ACCEPTED

"‘DAY ** FLSA HOURS ALLOWED WITH TRAVEL CODE OF 42 — T&A ACCEPTED
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FIGURE 16-5. UPDATE EDIT ERROR MESSAGES

DEDUCTION-ADJ REJECTED BECAUSE CORRESPONDING PAY-ADJ NOT WROCESSED
COULD NOT ESTABLISH BOND ADDRESS

COULD NOT LOCATE E ND ADURESS JUST ADDED IN ODER 70 DELETE IT

BOND ADDRESS JUPDATE FAILURE
CANNOT DELETE BOND_ ADDRESS JUST ESTABLISHED WITH ERRORS

COULD NOT RE-ESTABLISH OLD BOND ADDRESS - NEW BOND ADDRESS FAILED
COULD NOT LOCATE BOND ADDRESS JUST CHANGED IN ORDER TO DELETE 1IT
EMPLOYEE ALREADY RECEIVING 8 BONDS

UNKNOWN BOND SEQUENCE NUMBER IN EMR

**+ ERROR - COULD NOT LOCATE BOND-PRICE-CODE

BOND SEQUENCE NUMBER IN EMR ALREADY BEING CANCELLED
ADORESS ALREADY EXISTS FOR THIS BOND SEQUENCE NUMBER

COULD NOT RE-WRITE BOND ADDRESS FOR NEW BOND - PREVIOUSLY DELETED
UPDATE FAILURE FOR LEVEL 1 CMR
COULD NOT_LOCATE LEVEL 1 CMR RECORD

LEVEL 1 CMR RECORD PREVIOUSLY DELETED
UPDATE FAILURE FOR EMR MASTER RECORD
NO EXISTING EMR RECORD

EMR RECORD PFEVIOUSLY DELETED
EMR RECORD NOT ACTIVATED
A1 NO EXISTING FICA SUSPENSE RECORD

AA TYPE X SAVINGS ALLOT DELETION AND EMR ALLOT AMT IS5 O
TYPE

SAVINGS ALLOT DELETION AND ADDR CITY NOT SPACES
TYPE

SAVINGS ALLOT OELETION AND ALLOT NAME NOT SPACES
TYPE SAVINGS ALLOT DELETION AND ADDR STATE NOT SPACES
TYPE SAVINGS ALLOT DELETION AND ADDR ZIP CODE NOT SPACES
TYPE

SAVINGS ALLOT DELETION AND ADDR LINE 1 NOT SPACES
TYPE SAVINGS ALLOT DELETION AND ADDR LINE 2 NOT SPACES
TYPE SAVINGS ALLOT DELETION AND BANK ACCT NO NOT SPACES
TYPE

SAVINGS ALLOT DELETION AND BANK ID NOT SPACES
TYPE SAVINGS ALLOT ADDRESS DELETED
TYPE SAVINGS ALLOT DELETION AND NO ADDRESS EXISTS ON MASTER
TYPE SAVINGS ALLOT ADDRESS COULD NOT BE DELETED

XXXXXXXXXXXX

X TYPE ALLOTMENT NOT ALLOWED - EMPLOYEE NOT OVERSEAS
NO PREVIOUS 4ADDRESS ESTABLISHED TO CHANGE
ADDRESS CHANGE ERRQOR - COULD_NOT_CHANGE

++» ERROR -7 COULD NOT RE-ESTABLISH ALLOTMENT ADDRESS wx+wee
UNABLE TO ADD RECORD TO OSAAMR
XXXXX COMP_USED ABOVE COMP EARNED

EMPLOYEE RECEIVING LAST CHECK AND HAS NEGATIVE ANNUAL OR SICK HOURS
ALLOTMENT ALREADY ACTIVE FOR THIS BANK-ID AND BANK-ACCT-NO
* EMPLOYEE PICKED UP IN NEW REGION - EMR NEEDS DEACTIVATION

EMPLOYEE ALREADY HAS 3 ACTIVE ALLOTMENTS
ALL COLLECTIONS ALREADY ACTIVE
COLLECTION ALREADY ACTIVE IN EMR

PAY PERIOD NUMBER NOT NUMERIC ‘
PAY PERIOD NUMBER IS NOT WITHIN SIX PAY PERIODS
PAY PERIOD FOR UTILITY BILLING NOT LAST PAY PERIOD IN QUARTER

INVALID BLOCK
BLOCK DOES NOT MATCH EMR
INVALID.SSN

SSN DOES NOT MATCH EMR
SSN MATCHED EXISTING ACTIVE RECORD ON AOD ACTION

EMR HAS PREVIOQUSLY BEEN DELETED

00046
00061
00062
00063
- 00064

EMR RECORD NOT ACTIVATED
NOA 1320 OR 1340 INVALID - OLD EMR EXISTS
INVALID NATURE OF ACTION CODE

NATURE OF ACTION CODE INCOMPATIBLE WITH TYPE OF CHANGE
INVALID CHANGE OF FPS, SERIES, GRADE, OR STEP
INVALID NATURE OF ACTION CODE FOR FPS

00065
00066

Page 224

STEP INCREASE WATITING PERIOD NOT SATISFIED
NATURE OF ACTION NOT ALLOWED FOR PAY STATUS
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‘ o FIGURE 16-5. UPDATE EDIT ERROR MESSAGES (CONT'D)

00067 NATURE OF ACTION NOT ALLOWED FOR_EMR

00068 NATURE OF ACTIUN INCOMPATIBLE WITH APPOINTMENT TYPE IN EWNR
00071 INVALID COST CENTER ‘
00072 INVALID COST CENTER/LOCATION

00073 COST CENTER NOT VALID FOR GEOG LOC

00074 COST CENTER REGION DOES NOT MATCH CONTROL REGION

00091 INVALID APPROP CODE OR INVLD CODE FOR SPECIFIED COST CENTER/APPROP
02101 INVALID EFFECTIVE DATE LAST PAY CHANGE .

00111 v INVALID TRUE TIME ELIGIBILITY - EMR SET TO INELYGIBLE
00112 INYALID TRUE TIME ELIGIBILITY - MISC CHANGE REJECTED
00113 MISC CHANGE OF TRUE-TIME-EL1G SAME CODE AS EMR

00114 CANNOP CHANGE TRUE TIME ELIG FOR PAY BASIS H OR D

00121 JNVALID RET-FICA CODE
00122 * RET-FICA INDICATES RET, BUT NOA NORMALLY NOT ELIGIBLE

00123 « RET-FICA INDICTES FICA OR EXEMPT, BUT NOA INDICATES RET
00124 RET-FICA CODE 6 NOT VALID FOR SERIES
OC125 » SERIES 1811 - RET-FICA SET T0 1 - COULD BE 6

00131 INVALID FPS CODE
00132 FPS CODE INCONSISTENT WITH PAY BASIS
00133 FPS GRADE & STEP NOT FOUND IN SPECIFIED PAY BASIS TABLE

00134 UNABLE TO VALIDATE PAYRATE FOR CANAL ZONE EMPLOYER - REJECTED
00135 INVALID PAY BASIS FOR CANAL ZONE
00136 CANNOT_ ASSIGN ENVIRONMENTAL RATE - NOT ON IVF

00141 INVALID GRADE CODE
00142 NOT INCREASED ON PROMOTION OR DECREASED ON CHANGE TO LOWER GRADE
00143 GRADE CANNOT BE LESS THAN PREVIOUS GRADE

00144 GRADE CANNOT BE GREATER THAN PREVIOUS GRADE
00145 GRADE CANNOT BE EQUAL TO PREVIOUS GRADE
00151 INVALID STEP CODE

00152 STEP MUST BE ZERO FOR THIS NOA .
O016A SF-50 SAL BEYOND 2 IVF SALARY REPLACEMENTS - VERY FATAL

0016D REMPL ANNUITANT DAILY SALARY NOT ALLOWED

‘ 00168 SALARY EXCEEDS MAX FOR DAILY EMPLOYEE
‘ : 0016C SALARY LESS THAN ANNUITY
O016E * SF-50 SAL BEYOND 2 IVF SALARY REPLACEMENTS - RETIREMENT ONLY

00161 INVALID ANNUAL SALARY STRUCTURE
. 00162 INVALID RANGE FOR FPS
00163 SALARY YIELDS HOURLY RATE LESS THAN MINIMUM WAGE

00164 HOURLY PAY SCHEDULE FOR GEOG-LOC NOT FOUND
" 00165 = ANNUAL SALARY SF50 DIFFERS FROM IVF - IVF USED
00166 CZ SALARY DOES NOT AGREE WITH TABLES,

00167 CZ SALARY NOT FOUND IN TABLES
00168 SF-50 SALARY EFF PREV IVF, BUT DOES NOT MATCH IVF - REJECTED
00169 SF-5) SAL DOES NOT MATCH CURRENT IVF - REJECTED

00171 REGULAR HOURLY RATE NOT NUMERIC
00172 HOURLY RATE GREATER THAN MAXIMUM ALLOWABLE
00173 *LUMP SUM PAY RATE NOT EQUAL TO EMR PAY RATE, ADJ ACCEPTED

0019t INVALID COLA-DIFF. CODE
00192 COLA NOT AUTHORIZED FOR NON-CITIZEN

00193 EMPLOYEE NOT ENTITLED COLA-DIFF BASED ON CITIZENSHIP CODE
00194 COLA NOT ALLOWED FOR PAY-BASIS .
. 00195 SUM OF COLA AND PD RATES CANNOT EXCEED 25 PERCENT
o 00201 INVALID SPECIAL TOUR INDICATOR

00211 INVALID TYPE APPOINTMENT CODE
00212 TYPE-APPT IS INCOMPATIBLE WITH NATURE OF ACTION
00213 TYPE-APPT IS INCOMPATIBLE WITH SERVICE COMP DATE

00227 INVALID PAY STATUS
00222 PAY STATUS MUST BE ENTERED TO FURTHER DEFINE LWOP STATUS
00223 PAY STATUS DDES NOT MATCH EMR

— LT v

00224 PAY 'STATUS 2 0R 7 NOT VALID FOR ACTIVE EMR
00231 INVALID SCD STRUCTURE
00232 SCD_NOT COMPATIBLE WITH EFFECTIVE DATE ON SF-50

00233 « SCD NOT COMPATIBLE WITH DATE OF BIRTH
00234 * ZERO SCD ACCEPTED - LV-ELIG SET 70 4
00241 INVALID DATE OF BIRTH STRUCTURE
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AGE UNDER 16
* AGE UNDER 18 - VALIDATE

« AGE OVER 69 - VALIDATE
FEDERAL TAX MARTIAL STATUS MUST BE M, §, OR E
FEDERAL TAX EXEMPTIONS MUST BE NUMERIC

FEDERAL TAX ADDITIONAL AMOUNT MUST BE NUMERIC
ST-TAX NOT IN INTERNAL TABLE - CALL DATA PROCESSING
CANNOT ADD VOL STATE TAX FOR NONTAXING STATE

CANMOT ADD VOL TAX FOR MANDATORY TAXING STATE OF EMPL/RES-
STATE TAX MATCHES VOLUNTARY STATE TAX IN EMR
* VOL STATE TAX ADDED - ACTIVE TAX NONTAXING STATE

INVALID STATE TAX COODE
STATE TAX CHANGE DOES NOT MATCH STATE TAX IN EMR
STATE TAX ADD MATCHES STATE TAX (NON-DEFAULT) IN EMR

STATE TAX NOT EQUAL TO GEOG-LOC OF EMPL AND NOT RECIPOCA. STATE
VOLUNTARY ACTIVE DELETE DOES NOT MATCH STATE TAX ON EMR
CAN NOT MAKE ROOM FOR NEW STATE TAX

INPUT STATE TAX CODE NOT EQUAL EMPL SfATE AND NOT RECIPROCAL
ST-TAX NOT EQUAL GEOG-LOC OF EMPLOYMENT OR RESIDENCE
INVALID STATE TAX EXEMPTIONS

INVALID STATE TAX ADDITIONAL AMGUNT
LEGAL AUTHORITY NOT PRESENT WHEN REQUIRED
HB CODE _FOR NON CITIZEN MUST BE 001 - INELIGIBLE

TO-HB BENEFIT CODE NOT EQUAL CURRENT  HB8-CODE
CANNOT NORMALIZE OEDUCTIONS ON NO HEALTH PLAN
HB_TO BE NORMALIZED DOES NOT MATCH EMR .

CANNOT ADD NO HEALTH PLAN
EMPLOYEE NOT ENROLLED IN HEALTH PLAN
HB DOES NOT MATCH IVF

* VERIFY GHI ELIGIBILITY ON REEMPLOYED ANNUITANT .
HB CODE FOR PAY STATUS § MUST BE 005
HB CODE FOR DELETE NOT ‘001‘, ’002‘, OR ‘005’

*+ HB CODE NOT COMPATIBLE WITH APPT-TYPE
CANNOT CHANGE FROM HEALTH PLAN TO NO HEALTH PLAN - MUST DELETE
CANNOT CHANGE FROM NO HEALTH PLAN. TO HEALTH PLAN - MUST ADD

CANNGT ADD HEALTH PLAN - EMPLOYEE INELIGIBLE
CANNOT DELETE NO HEALTH PLAN - MUST CHANGE
INVALID GLI CODE

- # GLI CODE INCOMPATIBLE WITH TYPE OF APPOINTMENT

EMPLOYEE NOT ENROLLED FOR REGULAR LIFE INSURANCE, ADJ REJECTED
EMPLOYEE NOT ENROLLED FOR OPTIONAL LIFE INSURANCE, ADJ REJECTED

INVALID ORGANIZATION CODE
EFFECTIVE DATE HAS INVALID STRUCTURE
EFFECTIVE DATE FOR FUTURE PAY PERIOD

EFFECTIVE DATE NOT IN IVF RANGE
+ RETROACTIVE EFF-DATE BEYOND SYSTEM PARAMETERS- ACTION REQUIRED
RETROACTIVE DECREASE IN PAY - SYSTEM WILL NOT PROCESS

EFFECTIVE DATE LESS THAN CONTROL-DATE FOR EMR
* EFFECTIVE DATE NOT START OF PP - MANUAL ADJUSTMENTS REQUIRED

INVALID CIT(ZENSHIP CODE

VALID CITIZENSHIP CODE - BUT INCOMPAT NOA - REPLACED BY DE-B645

BANK ACCOUNT NUMBER INVALID
2 BANK ACCOUNT NUMBER DOES NOT MATCH EMR ON UPDATE PROCESS

3 BANK ACCOUNT NUMHER NOT BLANK - SAVINGS ALLOTMENT TYPE IS X
COLLECTION. BALANCE NOT NUMERIC
COLLECTION BALANCE LESS THAT DEDUCTION
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COLLECTION BALANCE NOT ZERO FOR COLL-CODE I

INVALID DATA FOR SEVERENCE PAY BALANCE
CFVFRENCFE PAV RAI ANCF . FXCFFNS MAXTMUM Al | DWARLF VALUF
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FIGURE 16-5. UPDATE EDIT ERROR,MESSACES (CONT'D)

BALANCE PRESENT, BUT NOT ENTITLED
BALANCE WITH NON-ZERO SEVERENCE PAY WEEKLY AMOUNT

0C501 ADVANCED SICK
00502 ADVANCED SICK
00503 ADVANCED SICK

LEAVE NOT NUMERIC
LEAVE OF EMR WOULD GO NEGATIVE
LEAVE EXCEEDS MAXIMUM

00504 ADVANCED SICK
INVALID LIM-APPT CODE

00511

LEAVE MINUTES NOT AN ACCEPTABLE FRACTION OF AN HOUR

00512 LIM-APPT CODE NOT COMPATIBLE WITH NATURE OF ACTIOV

. 00513 CHANGE OF LIM-APPT AND/OR RELATED FIELDS NOT COMPATIBLE
00514 LIM APPT NOT D FOR LWOP REQUIRING NTE DATE
00515 LIM APPT NOT EQUAL TO EMR LIM APPT

005271 INVALID LIM-HRS-DAYS-AMT STRUCTURE
00522 REQUIRED ENTRY NOT PRESENT (LIM-APPT = A, B, H, OR E}
00531 * ADJ WILL CAUSE LIM-APPT-BAL TO EXCEED LIM -APPT - AMOUNT

00532 * PAYMENT HAS CAUSED LIM-APPT-BAL TO EXCEED LIM-APPT-AMOUNT
00541 INVALID LIM-APPT-DATE STRUCTURE

00542 REQUIFEDN ENTRY NOT PRESENT (LIM-APPT = A,

B, OR D)

00543 LIM-APPT-DATE

NOT GREATER THAN EFFECTIVE DATE

00544 LIM-APPT-DATE EXTENSION DATE NOT GREATER THAN PRESINT LIM-APPT- DATE

00571 _BOND

SEQUENCE NUMBER _NOT 2 THRU 8

- 00572 BOND
00573 BOMD
00574 BOUND

ADDRESS NOT ON MASTER FILE
SEQUENCE NUMBER NOT BLANK FOR ADDITION
SEQUENCE NUMBER IS BLANK

00575 BOND
00576 FOND
00581 BOND

ACDRESS PREVIOGUSLY DELETED
SEQUENCE NUMBER MUST BE 't THRU 8
PRICE CODE NOT VALID

0059A BOND
. 00598 BOND
0059X BOND

DATE INVALID - BALANCE LESS THAN HALF PURCHASE PRICE
DATE REQUIRED - BALANCE GREATER THAN HALF OF PURCHASE PRICE
DATE 1S ZERDES - INVALID FOR CHANGE ACTION

00591 BOND
00592 BOND
00583_BOND

“1SSUE DATE NOT NUMERIC

ISSUE DATE NOT POSITIVE .
BALANCE 1S NEGATIVE AND BOND ISSUE DATE PRESENT

00594 BOND
00595 BOND
©0596 BOND

BALANCE LESS THAN HALF PURCHASE PRICE WITH BONDO DATE PRESENT
BALANCE GREATER THAN HALF PURCHASE PRICE WITH BOND DATE ZERO
1SSUE DATE MONTH_1S_INVALID

00597 BOND
00598 BOND
00599 *+

WARNING »=

ISSUE DATE YEAR IS INVALID
ISSUE DATE 1S GREATER THAN CURRENT DATE
BOND 1SSUE DATE YEAR IS LESS THAN CURRENT YEAR

‘00721 INVALID AND/OR UNMATCHED PMIS NUMBER TO PMIS SUSPENSE FILE

00891 BOND
00892 BOND

B/.LANCE NOT NUMERIC
BALANCE NOT POSITIVE AMOUNT

30811 INVALID
30912 STANDBY
30913 STANDBY

STANDBY RATE STRUCTURE
RATE NOT AUTHORIZED 7
RATE EXCEEDS MAXIMUM ALLOWABLE OR LESS THAN MINIMUM

J0314 STANDBY
20931 INVALID

20951 BANK

RATE NOT PRESENT WHEN REQUIRED
FISC-PROG CUDE OR INVLD FOR SPECIFIED COST ceursn/nppnop

ID DOES NOT MATCH IVF

00952 BANK 1D

DOES NOT MATCH EMR ON UPDATE PROCESS

00953 BANK IDENTIFICATION NOT BLANK - SAVINGS ALLOTMENT TYPE 1S X

00961 INVALID OBJECT CLASS_CODE

- 00962 INVALID ELEMENT IN ACCOUNTING DATA FIELD
00971 PAY BASIS NOT VALID FOR FPS
00972 CHANGE TO WAGE GRADE WITH ‘OUTSTANDING COMP BALANCE

00973 PAY BASIS NOT VALID FOR 0/S LOCATION

00981

INVALID STATE TAX MARITAL STATUS

00991 _PAY PERIOD QUARTER MUST BE 1 THRU 4

T - r

00932 FICA YEAR AND/OR QUARTER NOT VALID
01011 INVALID SPECIAL SALARY RATE CODE .
01012 NO SPECIAL SALARY RATE INDICATED - BUT PAY SCHEDULE NOT FOUND
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01012 BOTH SPECIAL SALARY RATE AND PAY‘SCHEDULE;INDICAYED

01014

NOT ENTITLED TO_SPECIAL SALARY RATE

01015
01016
. 01041

MUST HAVE SPEC-SAL-RATE FOR NON-CIT PG-WG
SP-SAL-RATE CODE CANNOT BE Z2ERO FOR THIS NOA
INVALID LIM-CODE OR_INVALID CODE FOR SPECIFIED COST CENTER/APPROP

01061
01062
01063

INVALID TOUR
* POSSIBLE INVALID TOUR - VALIDATE o
* PART TIME EMPLOYEE - HEALTH INSURANCE SCREEN MAY BE REQUIRED

01071
011014
01102

INVALID AGEMNCY CODE - NOT ON IVF
INVALID ANNUITY STRUCTURE
ANMUITY NOT CONSISENT WITH APPT-TYPE

01131
01132
01133

INVALTD LOCAL Tax CODE
LOCAL TAX CHANGE DOES NOT MATCH ENTRY IN EMR
LOCAL TAX ADD MATCHES NON-DEFAULT ENTRY IN EMR

- 07138
01136
01137

CAN NOT MAKE ROOM FOR NEW LOCAL TAX IN EMR
CAN NOT DE-ACTIVATE OLD LOCAL TAX FOR NEW LOCAL TAX
CANNOT DELETE MANDATORY LOCAL_TAX

O118A
ot18B
0118C El
01187 ©
01182
01183

EMPLOYEE NOT ENROLLED IN GLI OPTIONAL €2
EMPLOYEE NOT CODED FOR QUARTERS DEDUCTION
EMPLOYEE NOT CODED FOR UTILITY DEDUCTION

DEDUCTION TYPE NOT ON EMR FOR CHANGE OR DELETE
DEDUCTION TYPE ALREADY EXISTS IN EMR
CEDUCTION TYPE NOT A 1, OR 2, OR 3

01185
01191
01221

NO ROOM FOR ADDITIONAL DEDUCTION IN EMR
OTHER RECURRING DEDUCTION AMOUNT NOT VALID
OTHER PAY RECURRING CODE MUST BE 1

012679
01262
01263

INVALCTD VOL STATE TAX RECURRING DATA
VOL STATE TAX RECURRING DELETION CONTAINS ZEROS

01291
01301
01302

VOL STATE TAX RECURRING DELETION DOES NOT MATCH AMJUNT IN EMR
INVALID SPECIAL PROGRAM CODE .

* GHI CARRIER NOT PRESENT WHEN REQUIRED

INVALID GHI CARRIER NUMBER

01371
01381
01391

INVALID FLSA CODE
INVALID LOCAL TAX MARITAL STATUS'
INVALID LOCAL TAX EXEMPTIONS

o141
01421
01422

INVALTD LOCAL TAX ADDITIONAL AMOUNT
RESTORED LEAVE FIELD 1 MUST BE NUMERIC AND POSITIVE:
RESTORED LEAVE FIELD 2 MUST BE NUMERIC AND POSITIVE

01423
01431
01432

RESTORED LEAVE FIELD 3 MUST BE NUMERIC AND POSITIVE
INVALID RESTORED LEAVE DATE 14
INVALID RESTORED LEAVE DATE 2

01433
01434
01435

INVALID RESTORED LEAVE DATE 3
REST-LV (1) ALREADY IN EMR
REST-LV (2) ALREADY IN EMR

01436
01541
- 01601

REST-LV (3) ALREADY IN EMR

BOND MAIL CODE NOT O OR {
INVALID TQUR

. o161
01612
01621

INVALID COLA-DIFF RATE
INVALID COLA RATE CODE
INVALID SERIES CODE

0163A
01638
0163C

REST-LV-BAL-MINS (3) MUST BE 0O OR a0
REST-LV-BAL-MINS (1) MUST BE 00 OR 15 OR 30 OR 45
REST-LV-BAL-MINS (2) MUST BE 00 OR 15 OR 30 OR 45

30 REST-LV-BAL-MINS (3) MUST BE OO OR 15 OR 30 OR 45

01630
O163E
01631

RESTORED-LEAVE-BALANCE (1) NOT GREATER THAN O

‘+ REST-LV-BAL CANNOT BE GREATER THAN AL-RATE X 27

01632
01633
01634
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RESTORED LEAVE BALANCE NUMBER 2 NOT GREATER O
RESTORED LEAVE BALANCE NUMBER 3 NOT GREATER O
REST-LV MINUTES NOT ZERO
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01635 REST-LV-BAL-MINS (1) MUST BE ZERO
01636 _REST-LV-BAL-MINS (2) MUST BE ZERO

01637 REST-LV-BAL-MINS (3) MUST BE ZERO
01638 REST-LV-BAL-MINS (1) MUST BE 00 OR 30
01639 REST-LV-BAL-MINS (2) MUST BE 00 OR 30

029127 INVALUID LEAVE FREE TRAVEL DATE
02151 INVALID HOME LEAVE INIT START DATE
02161 INVALID HOME LEAVE LAST USED DATE

02171 PREVIOUS ANNUAL LEAVE FORFEITED NOT NUMERIC
02172 PREVIOUS ANNUAL LEAVE FORFEITED WOULD GO NEGATIVE ON EMR
02174 PREVIOUS AL FORFEITED MINUTES NOT AN ACCEPTABLE FRACTION OF AN HOUR

03187 COMPENSATORY LEAVE EARNED WEEKLY NOT NUMERIC
/02191 COMPENSATORY LEAVE USED WEEKLY NOT NUMERIC
02211 YTD _CHANGE OF STATION LEAVE NOT NUMERIC

02272 YTO CHANGE OF STATION LEAVE WOULD GO NEGATIVE ON EMR
02214 YTD CHANGE OF STATION MINUTES NOT AN ACCEPTABLE FRACTION OF AN HOUR
02231 _YTD_TRAUMATIC INJURY LEAVE NOT NUMERIC

02232 Y1D TRAUMATIC INJURY LEAVE WOULD GO NEGATIVE ON EMR
02234 YTD TRAU INJURY MINUTES NOT AN ACCEPTABLE FRACTION OF AN HOUR
0225X _*¢* WARNING ** PREVIOUS TYPE OF CHECK MAIL UNKNOWN hduhdd

02257 TYPE OF CHECK MATL NOT 3 OR 4 FOR FINANCIAL INSTITUTION
02321 INVALID (BLANK) DATA FOR RETIREMENT TRANSFER OFFICE
02449 HOLIDAY HOURS NOT WORKED NOT NUMERIC

02451 ENVIRONMENTAL HOURS NOT WORKED NOT NUMERIC
024614 ENVIRONMENTAL CODE MUST BE § THRU §
02471 ENVIRONMENTAL PERCENT CODE MUST BE 1 THRU 7

02501 INVALID SALARY PERCENT TAXABLE
02511 UTILITY ADJUSTMENT AMOUNT NOT NUMERIC
02541 CROSSFOOT NOT NUMERIC

02561 EQUALIZATION PAY NOT NUMERIC

‘ 03542 (ROSSE0OT OUT OF BALANCE ADU REJECTED |
02591 TYPE OF EXPENSE MUST BE ZERO OR ONE

02601 INVALID SUPERVISDRY CODE
02751 STANDBY PAY NOT NUMERIC
0276A SEVERANCE PAY GREATER THAN SEVERANCE BALANCE

02761 SEVERANCE PAY NOT NUMERIC
04101 GOV SHARE OF HEALTH BENEFITS DEDUCTION NOT NUMERIC

04201 INVALID DATA FOR SEVERENCE PAY WEEKLY AMOUNT

04202 SEVERENCE PAY WEEKLY AMOUNT EXCEEDS MAXIMUM ALLOWABLE VALUE
04203 SEVERENCE PAY WEEKLY AMOUNT PRESENT, BUT NOT ENTITLED

04204 SEVERENCE PAY WEEKLY AMOUNT ZERO WITH NON-ZERO SEVERENCE PAY BAL

04211 INVALID ALLOWANCE CODE
04221 TOTAL PAYMENT RECEIVED DOES NOT BALANCE
04241 ACTUAL HOURS WORKED NOT NUMERIC

04251 INVALID LUMP SUM PAY INDICATOR CODE
04252 + LS-IND 3 ACCEPTED - LV-ELIG 2 WITH AL-BAL GREATER ZERO
04261 INVALID HEALTH BENEFITS RETENTION CODE_FOR _PARICULAR ACTION

04277 INVALID DATA FOR DATE OPTIONAL INSURANCE ELECTED
04272 DATE OPTIONAL INSURANCE ELECTED DATA PRESENT - SHOULD NOT BE
04273 REQUIRED DATA OPTIONAL INSURANCE ELECTED NOT PRESENT OR IN ERROR

04281 INVALID RETIREMEI ~ RETENTION CODE
04291 GLI RETENTION NOT PROPER FOR THIS ACTION
‘04301 INVALID DATA FOR_DATE PAY STOP

04302 DATA PRESENT FOR DATE PAY STOP - BUT SHOULD NGT BE
04303 REQUIRED DATE PAY STOP NOT PRESENT OR IS IN ERROR
04304 DATE- PAY STOP NOT NUMERIC

04305 DATE PAY STOP NOT VALID STRUCTURE
04306 DATE PAY STOP EXCEEDS EFFECTIVE DATE OF SF- 50
04307 STATUS 3 PRIOR TO CURR PP - DATE PAY STOP CURR PP
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04311 INVALID TRANSFER ORGANIZATION FOR DE-ACTIVATION NATURE OF ACTION
04321 INVALID SEPERATION/RETIREMENT TRIGGER

04322 SEP-RET-TRIG INDICATES RETIREMENT - NOT ALLGWED FORNGR

04323 INVALID VALUE FOR SEP-RETIRE-TRIG

04331 NOA BEING CORRECTED IS NOT VALID CODE .

04332 NOA-CORR INVALID FOR CANCELLATION/AMENDMENT/CORRECTTON

04431 TA-DIST CHANGE NOT VALID FOR USCG

04441 INVALID SSN CORRECTED '

04442 SSN CORRECTED 15 ALREADY ON EMA
04991 ALLOTMENT NAME IS BLANK - SAVINGS ALLOTMENT TYPE IS X

04992 FIRST POSITION ALLOTMENT NAME BLANK - SAVINGS ALLOTMENT TYPE IS X
04993 SAVINGS ALLOTMENT NUMGER NOT 1, OR 2, OR 3 .
06051 INTERSESSIONAL PAY AMOUNT NOT NUMERIC

. 06061 ANNUITY PAY AMOUNT NOT NUMERIC
06071 BOND BALANCE ADJUSTMENT AMOUNT NOT EQUAL TNDIVIDUAL AMOUNTS
06081 TERMINAL LEAVE FROM DATE IS BLANK OR INVALID DATE

06091 TERMINAL LEAVE TO DATE IS BLANK_OR INVALID DATE
06101 TERMINAL LEAVE FROM HOUR GREATER THAN 24 OR NOT NUMERIC
06111 TERMINAL LEAVE TO HOUR GREATER THAN 24 OR NOT NUMERIC
06121 RESTORED LEAVE FROM DATE INVALID
OG 131 RESTORED LEAVE T0 DATE INVALID
06141 RESTORED LEAVE FROM HOUR GREATER THAN 24 OR NOT NUMERIC
06151 RESTORED LEAVE TO HOUR GREATER THAN 24 OR NOT NUMERIC
06161 ANNUAL LEAVE ABOVE CEILING FROM DATE 1S INVALID
06171 ANNUAL LEAVE ABOVE CEILING TO DATE IS INVALID
06181 ANNUAL _LEAVE ABOVE CEILING FROM HOUR GREATER 24 OR NOT NUMERIC -
06191 ANNUAL LEAVE ABOVE CEILING TO HOUR GREATER 24 OR NOT NUMERIC
06201 ANNUAL LEAVE WITHIN CEILING FROM DATE BLANK OR INVALID
06211 ANNUAL LEAVE WITHIN CEILING TO DATE BLANK OR INVALID
06221 ANNUAL LEAVE WITHIN CEILING FROM HOUR GREATER 24 OR NOT NUMERTGC
06231 ANNUAL LEAVE WITHIN CEILING TO HOUR GREATER 24 OR NOT NUMERIC
06241 FROM MEALTH BENEFITS CODE DOES NOT MATCH IVF
06251 TO HEALTH BENEFITS CODE NOT EQUAL CURRENT HE CODE
06261 FROM HEALTH BENEFITS INS DEDUCTION NOT NUMERIG
05271 TO HEALTH BENEFITS_INS DEDUCTION NOT NUMERIC
06281 FROM MEALTH BENEFITS INS DEDUCTION-GOV SHARE NOT NUMERIG
06291 TO MEALTH BENEFITS INS DEDUCTION-GOV SHARE NOT NUMERIC
06301 FROM OPTIONAL LIFE_INSURANCE INDICATOR MUST BE 1 THRU 7
O631A 10-0PT-GLI CODE NOT EQUAL CURRENT OPTIONAL GLI CODE
06311 TO OPTIONAL LIFE INSURANCE INDICATOR MUST BE 1 THRU 7
0632/ FROM OPT-GL1 REJECTED FOR INSUFFICIENT FUNDS
06327 FROM OPTIONAL LI1FE DEDUCTION NOT NUMERIGC
OG33A OPT-GLI ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS
05331 TO OPTIONAL LIFE DEDUCTION NOT NUMERIC
0624A NO MATCHING INACTIVE STATE TAX REGORD
CG351 TO STATE TAX CODE NOT EQUAL CURRENT STATE TAX CODE
06352 VOLUNTARY TO_STATE TAX CODE_NOT EQUAL CURRENT VOL STATE TAX CODE
06353 STATE TAX CODE IS FOR NON-TAXING STATE, ADJ REJEGTED
OG36A FROM ST-TAX REJECTED FOR INSUFFICIENT FUNDS
/96361 FROM STATE TAX DEDUCTION NOT NUMERIC
06362 VOLUNTARY FROM STATE TAX DEDUCTION NOT NUMERIG
O637A ST-TAX ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS
06371 TO _STATE TAX DEDUCTIONS NOT NUMERIC
06372 VOLUNTARY TO STATE TAX DEDUCTION NOT NUWMERTGE

06381 FROM STATE TAX GROSS WAGES NOT NUMERIC
06391 TO_STATE TAX_GRO3S WAGES/NOT NUMERIC
06401 FROM STATE FEDERAL TAX DEOUCTION NGT NUMERTGC

06411° TO STATE FEDERAL TAX DEDUCTION NOT NUMERIC

0GA2A NO MATCHING INACTIVE LOCAL TAX RECORD
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OCAJA TO-LOC-TAX CODE NOT EQUAL CURRENT LOCAL TAX CODE
0cAAA FROM LOCAL TAX ADJUSTMENT RFUTCTEO FOR _INSUFFICTENT FUNDS

06441 FROM LOCAL TAX DEDUCTION NOT NUMERTC
0545A LOCAL TAX ADJUSTMUNT REJECTED FOR INSUFFICIENT FUNDS
06451 70 LOCAL TAX DCDUCTION NOT NUMILRIC

064671 FROM LOCAL GROSS WAGES NOT NUMERIC
0G471 TO LOCAL GROSS WAGES NOT NUMLRIC
06481 FROM LOCAL_FEDERAL _TAX DEDUCTION NOY NUMERIC

06491 TO LOCAL FEDERAL TAX DEDUCTION NOT NUMERIC ~
06501 FROM LABOR ORGANIZATION CODE DOES NOT MATCH IAF

OG51A TO-LAB-ORG NOT EQUAL CURRENT LABOR_ORG COdE

OG52A FROM LAB-ORG REJECTED FOR INSUFFICIENT FUNDS
06521 FROM LABOR ORGANIZATION DEDUCTION NOT NUMERIC
06531 TO LABOR ORGANIZATION NOT NUMERIC

‘06541 FROM CFC AREA DOES NOT MATCH IAF
0655A TO-CFC CODE NOT EQUAL CURRENT CFC CODE
0656A FROM CFC _REJECTED FOR _INSUFFICIENT FUNDS

06561 FROM CFC DEDUCTION NOT NUMERIC
0657A CFC ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS
06571 _TO CFC_DEDUCTION NOT NUMERIC

07091 REIMB-CODE 2 AMND FPS NOT WM, ADJUSTMENT REJECTED
08011 BOND DELETE CANCEL CODE NOT P OR C
0RrQO12 BOND DELETE CANCEL CODE IS NOT BLANK FOR ADDITION

08441 INVALID RET-MIL-IND
08481 RET-REMARKS NOT PRESENT WHEN REQUIRED
10011 REGULAR NORMAL HOURS NOT NUMERIC

10021 REGULAR PREMIUM HOURS NOT NUMERIC
10031 NIGHT DIFFERENTIAL HOURS NOT NUMERIC
1004 { OVERTIME HOURS TRUE NOT_ NUMERIC

70051 OVERTIME HI0URS NORMAL NOT NUMERIC
10061 HOLIDAY HOURS NOT NUMERIC

10101 COLA/POST DIFFERENTIAL/TROPICAL PAY NOT NUMERIC
10131 OTHER PAY AMOUNT NOT NUMERIC

10071 SUNDAY HOURS NOT NUMERIC
1008 1 HAZARD/ENVIRONMENTAL DUTY HOURS NOT NUMERIC

1014A PAY ADJUSTMENT CREATES NEGATIVE NET - REJECTED
10141 GROSS PAY DOES NOT BALANCE
10161 REGULAR PAY NOT NUMERIC

10171 REGULAR PREMIUM PAY NOT NUMERIC
10181 NIGHT DIFFERENTIAL '‘PAY NOT NUMERIC
10201 OTHER OVERTIME PAY NOT NUMERIC

70271 HOLIDAY PAY NOT NUMERIC
10221 SUNDAY PAY NOT NUMERIC

10231 HAZARD/ENVIRONMENTAL PAY NOT NUMERIC
10251 LUMP SUM AMOUNT NOT NUMERIC
1026A LS HOURS NOT EQUAL TOTAL ANNUAL LEAVE HOURS

10261 LUMP SUM HOURS NOT NUMERIC

105217 TRAVEL HOURS NOT NUMERIC
10521 NIGHT DIFFERENTIAL HOURS NOT WORKED NOT NUMERIC
10541 QVERTIME CALL BACK NOT WORKED NOT NUMERIC

1C57A LUMP SUM HOULIDAY HOURS TO GREAT FOR PROJECTED LEAVE PERIOD
1057¢ LUMP SUM HOLIDAY HOURS NOT NUMERIC
10601 OVERTIME HOURS RDO NOT NUMCRIC

10611 ENVIRONMENTAL HOURS NOT NUMERIC
10721 LABOR ORGANIZATION SERVICE CHARGE ADJ CODE DOES NOT MATCH IAF

10761 HAZARD HOURS NOT WORKED NOT NUMERIC
13011 INVALID COLLECTION NUMBER
13021 INVALID RECORD NUMBER

10731 LABOR ORGANIZATION SERVICE CHARGE ADJ AMOUNT NOT NUMERIC
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17072 DUPLICATE RECORD NUMBER
12723 MISSING RECORD NUMBER (INSERTED INTO, DUMMY RECORD)
73537 FIRST BLCCK INVALID
13032 SECOND BLOCK INVALID
13733 BOTH BLOCKS INVALID
13534 BLOCK DOES NOT MATCH EMR
13035 INVALID BATCH NUMBER
13041 INVALID FORMAT ID
13042 DUPLICATE PAY ADJUSTMENT
13043 RETRO-ACTIVE PAY INVALID. FORMAT 10
13091 TRAVEL PAY_NOT NUMERIC
13937 YTO RESTORED LEAVE USED MUST BE NUMERIC AND POSITIVE
13132 YTD RESTORED LEAVE USED NOT NUMERIC
13133 YTD RESTURED LEAVE USED WOULD GO _NEGATIVE ON EMR
13734 YTO-REST-LV-MINS MUST BE ZERD
13135 YTD-REST-LV-MINS MUST BE 00 OR 30
13136 YID-REST-LV-MINS MUST BE 00 OR 15 OR 30 OR 45
73161 BOND AUTHORTZATION AMOUNT NOT NUMERIC : :
13162 BOND AUTHORIZATION AMOUNT NOT POSITIVE
13163 BOND AUTHORIZATION AMOUNT NOT GREATER THAN ZERO
13177 CFC AUTHORIZED DEDUCTION MUST BE GREATER THAN ZERO
13191 AL-MAX-CARRY NOT NUMERIC OR LESS THAN PLUS ONE
13192 AL-MAX-CARRYOVER WOULD GO NEGATIVE
13193 ES EMPLOYEE, AL-MAX-CARRYOVER CANNGT BE ADJUSTED
13194 AL-MAX-CARRYOVER MINUTES NOT AN ACCEPTABLE FRACTION.OF AN HOUR
13281 MUMBER OF HOURS OF LEAVE PER WEEK NOT NUMERIC
13287 COULECTION AMOUNT NOT NUMERIC
13292 COLLECTION AMOUNT NOT GREATER THAN ZERO
13301 OTHER_ALLOWANCE AUTHORIZED NOT NUMERIC

13361 INVALID COMP-LV-ELIG

13362 COMP-LV-ELIG CHANGE SAME AS EMR
13363 CANNOT CHANGE COMP LV ELIG FOR PAY BASIS HOR D ‘

"2001A RETIREMENT ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS
20011 RETIREMENT DEDUCTION NOT NUMERIC
20012 NO RECORD OF EMPLOYEE ENROLLMENTY FOR RETIREMENT, ADdUSTMENT REJ.

2003A FiCA ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS

20021 FICA DEDUCTION NOT NUMERIC
20022 FICA DEDUCTION NOT EQUAL TO APPROPRIATE PERCENTAGE OF FICA WAGE
20023 NO RECORD OF EMPLOYEE ENROLLMENT FOR FICA, ADJUSTMENT REJECTED
2003A FTAX ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS

20031 FEDERAL INCOME TAX DEDUCTION NOT NUMERIC

2005A GLI REGULAR ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS
20051 REGULAR LIFE INSURANCE DEDUCTION NOT NUMERIC

20061 OPTIONAL LIFE INSURANCE DEDUCTION NOT NUMERIC

20081 INVALID COLLECTION CODE

20082 ATTEMPTING TO CHANGE AN INACTIVE COLLECTION

20084 INPUT COLLECTION CODE NOT PRESENT IN EMR

2009A COLLECTION aDJ REJECTED FOR INSUFFICIENT NET PAY
20091 COLLECTION DEDUCTION IS ZERO OR NOT NUMERIC
20131 INVALID LABOR ORGANIZATION DEDUCTION AMOUNT

20151 ALLOTMENT AMOUNT NOT NUMERIC
20152 ALLOTMENT AMOUNT NOT POSITIVE AMOUNT
20153 ALLOTMENT AMOUNT 1S ZERO

20164 ALLOTMENTS 1 AND 2 ACTIVE AND THIS IS NOT OVERSEAS POSITION
20155 BANK ID FOR SAVINGS ALLOTMENT DOES NOT MATCH. EMR

20156 BANK ACCOUNT NUMBER FOR SAVINGS ALLOTMENT DOES NOT MATCH EMR
20157 SAVINGS ALLOTMENT DELETION SUBMITTED WITH ALLOTMENT AMOUNT
20158 ALLOTMENT AMOUNT IS O IN EMR FOR TYPE X ALLOTMENT CHANGE -

20159 ALLOTMENT AMOUNT NOT O IN EMR FOR TYPE X ALLOTMENT DELETE
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2019A GLI OPTIONAL CZ ADJUSTMENT REJECTED FOR INSUFFICIENT FUNDS

20198 QUARTERS ADJUUSTMENT REJECTED FOR INSUFFICICNT FUNDS

2019¢ UT1{17V HGJUSiMEN?'REJchEb"FOR"TNSUFFTEiENf"FUNBé"

20191 OTHER DEDUCTIONS AMOUNT NOT NUMERIC

20201 NET PAY NOT NUMERIC

20281 RETIREMENT GOVT. CONTRIBUTION NOT NUMERIC
20311 GLI GOVT. CONTRIBEUTION NOT NUMERIC
+20312 GLI GOVT. CONTRIBUTION NOT EQUAL HALF OF REGULAR GLI DEDUCTION

2035A 6T ADJUSTHENT RE
20351 HEALTH BENEFITS EMPLOYEE DEDUC

JECTED FOR INSUFFICIENT FUNDS
TION NOT NUMERIC
21084 COLLECTION CODE_DDES NOT MATCH EMR

30011 TRAVEL OR 2ND CAREER VOUCHER AMOUNT "NOT NUMERTGC

3006A FICA ADJUSTMENT REJECTED, FICA

300GB FICA_ADJUSTMENT PROCESSED, FICA MAXIMUM EXCEEDED

MAXIMUM ATTAINED

30071 TRAVEL OR 2ND CAREER FEDERAL TAX DEDUCTION NOT NUMERIC
30072 FEDERAL TAX DEDUCTION EXCEEDS MAXIMUM OF 39000.00, ADJ REJECTED
3015A ND PREVIOUS WAGES REPORTED FOR THIS QTR, ADJ REJECTED

30158 KBU”WOULU"E&EAiE'NEGA?iVé‘WAhE?BEb"Fon THIS OTR, ADJ REJECTED
30151 FICA WAGES CURRLNT QUARTER ZERO OR NOT NUMERIC
30271 YTO MOLIDAY LEAVE COST NOT NUMERIC

30272 YTD HOLIDAY LEAVE COST WOULD GO NEGATIVE ON EMB
30301 YTD ANNUAL LEAVE COST NOT NUMERIC

30302_YTD ANNUAL_LEAVE COST WOULD GO

NEGATIVE ON EMR

30311 YTO SICK LEAVE COST NOT NUMERIC

30312 YTD SICK LEAVE COST WOULD GO NEGATIVE ON EMR
30321 _YTO HOME LEAVE COST NOT. NUMERIC

30322 YTD HOME LEAVE COST WOULD &0 NEGATIVE ON EMR
30331 YTD ADMINISTRATIVE LEAVE COST NOT NUMERIC
30332 YTD ADMINISTRATIVE LEAVE COST WOULD GO NEGATIVE ON EMR

30557"5&V§“5KV'§fK?US_TiN?E§ﬁfoENT)
30402 DAYS PAY STATUS (INTERMITTENT)
30403 DAYS PAY STATUS (INTERMITTENT)

YTD MUST BE NUMERIC AND POSITIVE
YTD NOT NUMERIC
Y70 WOULD GO NEGATIVE ON EMR

AY STATUS (INTERMITTENT)
30692 DAYS PAY STATUS (INTERMITTENT)
30693 DAYS PAY STATUS (INTERMITTENT

30691 DAYS PAY STATUS (INTERMITTE

40011 TNVALID TEAVE ELIGIBITY CODE
40012 UNABLE TO ASSIGN LEAVE RATE

WIG MUST BE NUMERIC AND POSITIVE
WIG NOT NUMERIC
WIG WOULD GO NEGATIVE ON EMR

40031 ANNUAL LEAVE BEGINNING BALANCE MUST BE NUMERIC

40032 AL-BEG-BAL-MINS MUST BE ZERD

40033 AL-BEG-BAL-MINS MUST BE OO OR 30
40034 AL-BEG-BAL-MINS MUST BE GO OR 15 OR 30 OR 45

40051 YTD ANNUALU LEAVE EARNE

0 MUST BE NUMERIC AND POSITIVE

40052 YTD ANNUAL LEAVF EARNED NOT NUMERIC

40053 YTD ANNUAL LEAVE EARNED woULD GO NEGATIVE_ON EMR

40071 YTD ANNUAL LEAVE USED MUST BE NUMERTC "AND POSITIVE
40072 YTD ANNUAL LEAVE USED NOT NUMERIC

40073 YTD ANNUAL LEAVE

40074 YTD-AL-USED-MINS MUST BE ZERO

USED_WOULD GO NEGATIVE ON EMR

40075 YTD-AL-USED-MINS MUST BE 00 OR 30
40076 YTD-AL-USED-MIN§_MHST BE OO _OR 15 OR 30 OR 45

40101 SICK LEAVE BEGINI NG BALANCE MUST BE NUMERIC

40102 SL-BEG-BAL-MINS MUST BE ZERO

40103 SL-BEG-BAL-MINS MUST BE 00 OR 30

40104 SL-BEG-BAL-MINS MUST BE 00 OR

40121 YTD SICK LEAVE EARNED MUST BE NUMERIC AND POSITIVE
40122 YTID SICK LEAVE EARNED NOT NUMERIC

—_— e e —— e

40123 YT0 SICK LEAVE EARNED WOULD GO NEGATIVE ON EMR
40141 YTD SICK LEAVE USED MUST BE NUMERIC AND POSITIVE
40142 YTD SICK LEAVE USED NOT NUMERIC

Chap 16
Par 1603

Page 233



2730.9 8/31/81

FIGURE 16-5. UPDATE EDIT ERROR MESSAGES (CONT'D)

40149 YTD SICK LEAVE USED WOULD GO NEGATIVE ON EMR
40144 YTD-SL-USED-MINS MUST BE ZERO . L

40145 Y10-SL-USTD-MING MUST BE QO 0OR 30

40146 YTD-SL-USED-MINS MUST BE OO OR- 15 OR 30 OR 45

40191 _COMPENSATORY LEAVE ENDING BALANCE OF EMR WOULD BE OVER 80 HOURS

40201 COMPENSATORY TIME BAL NOT NUMERIC OR MINUTES GREATER THAN 69
40202 ‘COMPENSATURY TIMC BAL WOULD GO NEGATIVE ON EMR
40211 COMPENSATORY TIME RATE NOT_NUMERIC OR 1S NEGATIVE

40212 THERE ARE ALREADY G COMPENSATURY RATE ENTRIES ON EMR

40281 INVALID HOME LEAVE ARRIVAL DATE
40291 HOME LEAVE BEGINNING BALANCE MUST BE NUMERIC AND POSITIVE

e e LA -

40292 HOME LEAVE BEGINNING BALANCE NOT NUMERIC

40293 HOME LEAVE ENDING BALANCE WOULD GO NEGATIVE ON EMR
40301 INVALID HOME LFAVE RATE _
40341 YiD REGULAR MILITARY LEAVE MUST BE NUMERIC AND POSITIVE
40342 YTD REGULAR MILITARY LEAVE NOT NUMERIC ,

40343 YTD REGULAR MILITARY LEAVE WOULD GO NEGATIVE ON EMR
40351 YTD EMERGENCY MILITARY LEAVE MUST BE NUMERIC AND POSITIVE
40352 YTD EMERGENCY MILITARY LEAVE NOT NUMERIC

40353 YTD EMERGENCY MILITARY LEAVE WOULD GO NEGATIVE ON EMR
40371 YTD HOUIDAY LEAVE NDT NUMERIC

40372 YTD HOLIDAY LEAVE WOULD GO NEGATIVE ON EMR
40391 WITHOUT PAY 80 NOT NUMERIC
40332 WITHOUT PAY 80 WOULD GO NEGATIVE ON EMR

40394 WITHOUT PAY 80 MINUTES NOT AN ACCEPTABLE FRACTION OF AN HOUR
40401 WITHOUT PAY - PS1 MUST BE NUMERIC AND POSITIVE

40402 WITHOUT PAY PSI NOT NUMERIC
40103 WITHOUT PAY PSI WOULD GU NEGATIVE ON EMR
40404 WOP-PSI-MINS MUST BE ZERQ
40405 WOP-PSI-MINS MUST BE 00 OR 30
40406 WOP-PSI-MINS. MUST BE 0O OR ‘15 OR 30 OR 45
40411 Y1D WITHOUT PAY NOT_NUMERIC
40414 YTD WITHOUT PAY MINUTES NOT AN ACCEPTABLE FRACTION OF AN HOUR
40451 PA