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CHAPTER 1. GENERAL PROVISIONS

1. Scope.

a. This Payroll Operations Timekeeper Handbook (HB) contains procedures for 

maintaining complete and accurate time and attendance records and pertinent 

leave regulations within GSA.

b. The instructions contained in this handbook have been developed within the 

framework of existing agency regulations. They do not replace or change any of 

the policies now in effect, but are concerned with the particular needs of the 

GSA Payroll Accounting and Reporting System (PAR).

c. Specific guidance regarding pay and leave HB, Time and Leave Administration 

(OAD P 6010.4). Further guidance regarding pay and leave entitlement with 

respect to associates, who are members of bargaining units, may be found in 

applicable collective bargaining agreements.

d. Any policies stated in this handbook are GSA's guidance and may differ 

slightly from that of any Commission or independent agency payrolled by GSA. 

However, instructions for T&A record maintenance apply universally to all those 

receiving services from the PAR system.

2. Applicability. All associates of GSA, excluding the Administrator, and all 

associates of Commissions and independent agencies receiving payroll services 

from GSA are subject to the provisions of this handbook.

3. Nondiscrimination. The regulations and procedures in this handbook shall be 

applied equally to all associates without regard to race, color, age, religion, 

sex, or national origin.

4. Responsibility for Administration of Leave Program.

a. The Director Human Resources Policy and Operations, Office of the Chief 

People Officer (CP) is responsible for developing and establishing procedures 

and interpreting regulations in the leave area.

b. The Chief Financial Officer (B) is responsible for establishing procedures 

governing attendance and leave reporting and for advising and assisting in the 

application of those procedures throughout GSA.

c. Heads of Central Office Services and Staff Offices and Regional 

Administrators are responsible for ensuring compliance with the time and leave 

reporting requirements set forth in this handbook.

d. Supervisors and certifying officials have the primary responsibility for 

administering the various leave policies and regulations and are accountable for 

the data submitted to the National Payroll Center (NPC).

e. Timekeepers are primarily responsible for the maintenance of all time and 

leave records. They must understand the procedures in keeping accurate records 

and submitting time and leave information to the NPC.

f. The NPC is primarily responsible for ensuring that associates are paid and 

their leave records are updated as requested by the certifying officials.

5. Privacy Act implications.

a. Pursuant to the requirements of the Privacy Act of 1974, the following pay 

and leave documents must be secured in a locked file, and the information on 

these forms must not be disclosed without the associate's consent.

(1) GSA Optional Form 873, Annual Attendance Record;

(2) GSA Form 975, Pay and Leave Statement; and

(3) OPM Form-71, Request for Leave or Approved Absence. Maintain 6 years 

(Destroy)

b. In addition, those documents related to timekeeping containing the 

associate's name, social security number, or sensitive data must be secured and 

must not be disclosed without the associate's consent.

6. Definitions. As used throughout this handbook, the following terms have the 

meanings indicated:

a. Absent Without Leave (AWOL). AWOL is an unauthorized absence from duty or a 

denied request for leave.

b. Accrued Leave. Leave earned by an associate during the current leave year 

that is unused at any given time in that leave year.

c. Accumulated Leave (Leave Carryover). The unused leave remaining to the credit 

of an associate at the beginning of a new leave year.

d. Administrative Workweek. A period of seven consecutive calendar days 

designated in advance by the Administrator.

e. Advanced Leave. Annual leave or sick leave credited to an associate before it 

is earned.

f. Associate. An individual employed in a Government agency or a Presidential or 

Congressional Commission.

g. Attendance Control Unit. A group of associates whose time and attendance 

records are maintained by a timekeeper.

h. Award Leave Used. Time used without charge to annual or sick leave given to 

associates by supervisors for job performance. Must be used within one year of 

effective date documented by Standard Form 50.

i. Biweekly Pay Period. A pay period covering two consecutive weeks, Sunday 

12:01 a.m. through Saturday midnight.

j. Break in Service. For leave purposes, separation from the rolls for one or 

more workdays.

k. Compensatory Time Earned. Time earned, one-tenth hour for each one-tenth hour 

of irregular or occasional overtime worked, in lieu of payment for the approved 

overtime at the choice of the associate and in accordance with the FLSA.

l. Compensatory Time Used. Approved time off used without charge to annual leave 

or sick leave for earned compensatory time.

m. Continuation of Pay. Under Workers Compensation rules, full-time and 

part-time associates who sustain a disabling on-the-job injury are entitled to a 

continuation of regular pay, without charge to leave, for a period not to exceed 

45 calendar days. 

n. Court Leave. Full-time and part-time associates who serve on a jury or attend 

judicial proceedings in a non-official capacity as a witness on behalf of a 

state or local government.

o. Credit Hours Earned. The hours of work performed at the associate's option 

and with supervisor's awareness, in excess of the basic work requirement in 

order to vary the length of the workday or workweek for associates on flexible 

schedules. Subject to bargaining unit considerations.

p. Credit Hours Used. Approved time off used without charge to annual leave or 

sick leave for earned credit hours.

q. Donated Leave. The Voluntary Leave Transfer program, authorized by 5 CFR 906, 

allows Federal associates to donate annual leave to other Federal associates to 

cover medical emergencies for themselves or family members.

r. Expanded Sick Leave. Expands the use of sick leave established under the 

Family Friendly Sick Leave Act from 13 days to 12 weeks, but limit the extended 

use to the care of a family member (as defined under the sick leave regulations) 

with a serious health condition (as defined under the Family Medical leave 

regulations).

s. Environmental Differential. A premium paid to wage system associates who are 

exposed to a hazard, physical hardship or working condition of an unusually 

severe nature, the result of which could be significant physical discomfort, 

distress, injury, illness, or death.

t. Excused Absence. Absence administratively authorized or approved which does 

not result in a charge to leave or a loss of basic pay.

u. Family Friendly Leave (FFL). An entitlement provided for associates to use 

sick leave to care for an ill family member, make funeral arrangements for a 

family member, or adopt a child.

v. Family Medical Leave Act (FMLA). An entitlement provided to certain Federal 

associates for 12 administrative workweeks of unpaid leave during any 12-month 

period for an associate's or family member's serious health condition, for 

childbirth or care of a newborn, or for adoption and/of foster care 

arrangements.

w. FLSA. Fair Labor Standards Act of 1938 and Amendments of 1974, Public Law 

93-259, a law especially affecting overtime, minimum wage and child labor 

issues.

x. Full-time Associates. An associate who is regularly scheduled to work the 

number of hours and days (normally 5 days of 8 hours each) required by the 

administrative workweek established for that particular employment group or 

class.

y. Furlough Leave. A temporary placement of an associate, or group of 

associates, in a non-duty, non-pay status due to lack of work, lack of funds, or 

other non-disciplinary reasons.

z. General Schedule (GS) Associate. A civilian associate hired under the 

Classification Act. This includes pay plans GS, GM, and GG.

aa. Intermittent Associate. An associate without an established regular tour of 

duty schedule.

bb. Leave Year. The period beginning with the first day of the first complete 

pay period in the calendar year, and ending with the day immediately before the 

first day of the first complete pay period in the following calendar year.

cc. Leave Without Pay (LWOP). An excused absence from duty without pay granted 

upon an associate's request; or an absence without pay substituted for annual 

leave or sick leave requested by an associate without sufficient leave credit.

dd. Locality Pay. An adjustment to General Schedule salaries on the basis of a 

comparison with non-Federal rates designed to make Federal pay more responsive 

to labor market conditions in defined locality areas.

ee. Medical certificate. A written statement signed by a registered practicing 

physician or other practitioner certifying to the incapacitation, examination, 

treatment, or the period of incapacitation of an associate undergoing 

professional treatment.

ff. Night Pay/Night Shift Differential. Night pay is premium pay for regularly 

scheduled hours worked between 6 p.m. and 6 a.m. by GSA associates. Night shift 

differential is premium pay for hours worked between 3 p.m. and 8 a.m. during 

regular tour of duty by wage system associates.

gg. Non-Pay Status. Periods of leave without pay (LWOP), absence without leave 

(AWOL), furlough, or dismissal due to lack of funds.

hh. Part-Time Associate. An associate who is regularly employed on a prearranged 

schedule of one or more days during each administrative workweek, whose hours or 

days of work are less than the prescribed hours or days of work for full-time 

employees.

ii. Payday. For each pay period, the electronic Fund Transfer (EFT) pay date is 

the Friday before the second Wednesday after the end of the pay period. The 

Official payday is the second Wednesday after the end of the pay period for 

paper checks. 

jj. Pay Lag. The length of time between the close of the pay period and payday. 

(See above definition of paydays.)

kk. Pay Period. The biweekly (two week) period of time for which the associate's 

time and attendance is to be reported. There are normally 26 pay periods in a 

calendar pay year.

ll. Permanent Associate. One whose appointment is without time limitation or for 

more than one year.

mm.Premium Pay. Compensation in addition to base pay for hours worked, such as 

for holidays, Sundays, overtime, standby duty, or environmental and night 

differential pay.

nn. Regularly Scheduled Work. Work scheduled in advance of the administrative 

workweek.

oo. Shift. A shift represents an associate's tour of duty, usually in whole hour 

increments plus one-half hour or more for a meal.

pp. Standby Time. Period in which an associate is officially ordered to remain 

at or within the confines of his/her station, a substantial part of which 

consists of remaining in a state of readiness rather than performing work.

qq. Supervisor. The person responsible for supervising the associate whose 

attendance and absences are being reported and who is responsible for signing 

and certifying the accuracy of an associate's T&A record. This may be the 

associate's immediate supervisor or the head of the section, branch, division, 

or other office.

rr. Tardiness. The unscheduled absence of an associate at the beginning of a 

workday.

ss. Temporary Associate. An associate whose appointment is limited to less than 

one year, or whose appointment is without time limitation if the appointment is 

pending establishment of a Civil Service register.

tt. Time and Attendance Record. Electronic Time and Attendance Management System 

(ETAMS).

uu. Timekeeper. The person designated by the supervisor to maintain the Time and 

Attendance records for an attendance control unit.

vv. Tour of Duty. The hours of a day (daily tour) and the days of an 

administrative workweek (weekly tour) that make-up the associate's regularly 

scheduled administrative workweek.

ww. Voluntary Leave Transfer Program. A program, authorized by 5 CFR 630.906, to 

allow Federal associates to donate annual leave to other Federal associates to 

cover medical emergencies for themselves or family members. (See donated leave 

above.)

xx. Wage System Associate. An associate whose rate of pay is set by wage 

schedules (Federal Wage System) according to the prevailing rate being paid in 

each locality for similar work. Pay rates for wage system associates differ from 

those of General Schedule associates in that they are reflected in hourly rates 

instead of annual rates throughout the country according to geographic locality. 

This includes pay plans WD, WG, WL, and WS associates.
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CHAPTER 2. THE ATTENDANCE CONTROL UNIT

1. Attendance Control Unit.

a. The attendance control unit consists of a group of associates whose time and 

attendance records are all maintained by one timekeeper/alternate and certified 

by one supervisor/alternate.

b. To ensure accurate T&A information is recorded and reported for the purpose 

of computing pay and allowance, the supervisor or other officials are 

accountable for approvals of associates' work time and absences. General 

Accounting Office (GAO) recommends the timekeeper, certifying supervisor, and 

alternates belong to another attendance control unit. This provides internal 

checks on performance and minimizes the opportunity for unauthorized, 

fraudulent, or otherwise irregular acts. However, the NPC accepts all certified 

paperless time and attendance files with the understanding that the 

accountability for the data remains with the certifying official.

c. A unique payroll block number assigned by the National Payroll Center (NPC) 

references each attendance control unit.

2. Designation of Timekeeper.

a. The supervisor, usually at the first level of supervision, shall designate an 

associate and one or more alternates to serve as timekeeper for a particular 

unit. While local, internal administrative requirements may necessitate 

completion of a GSA Form 19, Designation of Authorized Representative, use of 

the GSA Form 19 is not required by and should not be forwarded to the National 

Payroll Center.

b. The associates designated as timekeepers and alternates must have reasonable 

assurance that the associates in the attendance control unit are present or 

absent from their duty station.

3. Responsibilities of Timekeepers.

  The timekeeper's primary responsibility is the maintenance of all time and 

  leave records. The timekeeper must understand the procedures involved in 

  keeping accurate records. It is not the timekeepers responsibility to approve 

  leave or authorize overtime.

a. Daily posting.

(1) In order to ensure accurate recording of time and attendance data and 

control over T&A records, timekeepers are encouraged to make daily entries of 

premium pay, leave, and overtime on the Electronic Time and Attendance 

Management System (ETAMS) or on the optional GSA Form 873, Annual Attendance 

Record.

(2) An exception to the above rule is permitted when there are no instances of 

leave or premium pay to be recorded.

b. Obtain employee's certification.

(1) With the exception of AWOL, all absences reported in ETAMS must be supported 

by an approved OPM-71, or an e-mail to his/her supervisor, whichever is 

appropriate. 

(2) When an associate is not available to certify an absence, submission of the 

T&A record will not be delayed for the purpose of obtaining such certification. 

Upon returning to duty, the associate shall submit to the supervisor an OPM-71 

for the reported leave.

c. Obtain supervisor's certification.

(1) Timekeepers must present the T&A records of all associates in the attendance 

control unit to the supervisor for review and certification.

(2) T&A records will not be submitted to the NPC without the supervisor's 

certification.

d. Transmittal of T&A records to NPC.

(1) On Monday, the second day after the close of the pay period, timekeepers 

must complete their posting and obtain all certifications by 11:00 a.m. 

(according to their time zone).

(2) GSA, Heartland Finance Center, Region 6 does an automatic collection of time 

cards on Monday following the end of the pay period.

(3) When a holiday occurs on Monday during the week, following the end of a pay 

period, the timekeeping-processing schedule will normally be advanced one day. 

e. Maintenance of annual attendance record.

(1) The General Accounting Office (GAO) requires that "The leave record of 

civilian associates shall show the amounts earned and used of annual, sick leave 

and compensatory time and the balances available for future use. In addition, 

the record shall include information as to any leave without pay taken and the 

amount of leave granted, such as military or jury leave."

(2) To comply with this regulation, GSA designed the GSA Optional Form 873, 

Annual Attendance Record. Usage of the form is optional, but it does provide a 

concise, organized document on which to maintain this information.

(3) Complete instructions for the maintenance of the Optional GSA Form 873 

record are contained in chapter 8 of this handbook.

f. Review of the pay and leave statements.

(1) PAR produces a blue paper copy of a GSA Form 975, Pay and Leave Statement 

(P&L) and/or Electronic Pay and Leave Statement (EPLS) for each associate each 

pay period.

(2) The timekeeper is responsible for checking the paper P&L against the leave 

information maintained within the organization. For those associates who do not 

receive the paper P&L, the timekeeper must check the Supervisors Time and 

Attendance Certification Report for the amount of leave used, as well as the 

balances for that particular pay period.

(3) Chapter 9 of this handbook contains complete instructions for this 

verification and the procedures to follow if there are any discrepancies between 

the two forms.

g. Maintenance of OPM-71, Request for Leave or Approved Absence.

(1) All leave taken must be supported by proper documentation when applicable.

(2) Since the associate's initials cannot be obtained on the ETAMS record, an 

approved OPM-71, or other required documentation should be submitted to the 

supervisor for leave taken.

(3) The OPM-71, along with any other supporting documents, must be kept on file 

with the timekeeper for 6 years after the close of the leave year and then 

destroyed.

4. Responsibilities of Supervisors.

a. General.

(1) Supervisors have the primary responsibility for administering the various 

pay and leave policies and regulations. Therefore, supervisors must become 

knowledgeable in matters concerning pay and leave policy and inform the 

timekeepers of any decisions made affecting the maintenance of pay and leave 

records.

(2) Supervisors should be certain that associates understand their blue P&L 

statements and recognize the importance of careful associate review, as well as 

be responsive to and follow-up on associate's reports of suspected 

discrepancies. Note: Explanations of the blue paper P&L and Electronic P&L 

statement are available on GSA's website @ payroll.gsa.gov.

(3) Supervisors are required to be familiar with and adhere to the policies and 

procedures established in union contracts applicable to their associates.

b. Documents supporting time and leave.

(1) The supervisor is to obtain from the associate and furnish to the timekeeper 

all required supporting documents, such as the OPM-71, Application For Leave, 

medical certificates, jury duty summons, military orders, and any other similar 

documents affecting the time and attendance records of individual associates. 

These documents should be maintained in the originating office and not forwarded 

to the National Payroll Center.

(2) The supervisor is responsible for ensuring the correct completion of the GSA 

Form 544, Request, Authorization and Report of Overtime, and maintaining these 

forms for comparison to the biweekly Premium Pay Validation Report and the 

quarterly Report of Paid Overtime. See Chapter 7 for further details.

c. Certification of T&A records

(1) It is the supervisor's responsibility to certify the T&A records for all of 

their associates at the end of the pay period. .

(2) The supervisor's signature certifies the correctness of the information 

posted to the T&A record.

d. Timekeeper's daily schedule.

(1) Timekeepers must have a sufficient amount of time each day to keep up on 

their daily posting of all attendance and absences of associates.

(2) Daily maintenance includes posting data to the T&A record and to the GSA 

Optional Form 873, Annual Attendance Record.

(3) All maintenance and filing of various forms and supporting documents are to 

be kept up-to-date.

e. Supervisor's T&A certification report.

(1) A "Supervisor's T&A Certification Report" will be sent to the supervisor for 

mandatory post review each pay period. This report will contain summary data by 

pay period, as recorded in the system. Records corrected by the NPC will be 

noted with an asterisk (*). A confirming T&A is not required for these records. 

It is the supervisor's responsibility to review this report closely and to 

indicate their review on the report by signature and date. The signature and 

date confirms all entries on the report are valid (including those with 

asterisks) and that correcting documents have been submitted if necessary. The 

Supervisor's Time and Attendance Certification Report will be retained as a 

source document for audit purposes for 6 years.

f. Leave audits.

(1) Before requesting assistance with leave discrepancies from the NPC, 

supervisors should verify that timekeepers have reconciled the GSA Form 873 to 

the associate's Pay and Leave Statements, OPM-71s, sign-in/sign-out sheets, 

Supervisor's Time and Attendance Certification report, and any other supporting 

documentation within the office. When properly maintained T&A documents are 

reviewed, discrepancies should be easily detected and corrected by the 

timekeeper and supervisor.

5. Self-maintained and/or Amended T&A Records. In an organization where 

associates maintain and/or certify their own T&A record, supervisors should 

establish a system of internal controls to ensure the integrity of the T&A 

documents.

a. Authorities and documentation. Advance authority may be granted in writing by 

the Assistant Regional Administrator or Regional equivalent or Office Director 

or Central Office equivalent for associates to maintain or certify their own T&A 

record.

b. Internal Controls. To provide reasonable assurance that associates who 

maintain their own T&A are working when scheduled. The following measures may be 

taken:

(1) Arrange with other timekeeping or supervisory personnel to provide 

observation.

(2) Make occasional calls or visits to the associate during the associate's 

scheduled tour.

(3) Gauge attendance through work measurement. 
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CHAPTER 3, ELECTRONIC TIME AND ATTENDANCE

MANAGEMENT SYSTEM (ETAMS)

1. General.

a. Importance of Time & Attendance (T&A) records.

(1) The T&A Record is the most important document a timekeeper is responsible 

for. A missing or incorrect T&A record can result in late paychecks.

(2) The T&A record is also the document used to record an associate's leave 

data. The "official" leave records, according to the General Accounting Office 

(GAO), are the biweekly T&A records certified by the supervisor and submitted to 

the National Payroll Center for updating the associate's leave record.

b. Overview of technology. In October of 1994, the Office of Finance began the 

implementation of a totally new system for recording T&A data. This system, 

called Electronic Time and Attendance Management System (ETAMS), is an exception 

based system automating the recording of time and attendance. It is a paperless 

system designed to bring the advantages of automation to management, associates, 

timekeepers, and of course payroll. ETAMS has easy-to-use screens with on-screen 

edits, dramatically reducing the possibility for error. This exception-based 

reporting system requires less effort by the users and results in fewer 

inaccurate time records. In addition, users find the "look and feel" of ETAMS to 

be very familiar. Like other Windows applications, ETAMS offers a graphical user 

interface, including easy-to-use navigational tools. It features scrollable, 

multi-sort associates lists, drag and drop icons, drop-down menus, pop-up 

windows with slider bars, and context sensitive on-line help.

Another outstanding feature of ETAMS is accessibility to the INTERNET, with 

minimum desktop setup requirements. This is possible through the use of 

"thin-client" software, known as WinFrame, which includes a 128-bit encryption. 

With WinFrame, the user need only access to the INTERNET and a browser (Netscape 

4.0 or better, or Microsoft Internet Explorer 5.0 or better) to run ETAMS. ETAMS 

will run on the following desktops: Windows 3.1, Windows 95, or NT.

c. Week one vs. Week two.

(1) The ETAMS timecard and amendment records are set up as a grid displaying the 

full two-week pay period. Each day is a separate line. The date, the day number 

within the pay period (1-14), and the day of the week are displayed to assist 

viewing and coding the record. The base schedule record is also set up as grid 

and displays a full two-week period. The base schedule record only displays the 

day number (1-14) and the day of the week.

(2) All records are read from left to right, allowing for the input of three 

exception codes per day. The timecard and amendment records have a supplemental 

page, which allows for an additional three exception codes. Therefore, the 

timecard and amendment records can have a total of six exception codes on a day 

if necessary.

2. Header Fields.

a. Agency/Region/Facility ID. The ETAMS main menu screen, which lists the six 

ETAMS

options (Timecards, Amendments, Payroll Corrections, History, Reports, and Base 

Schedules), has a title bar at the very top of the screen. The title bar 

contains agency code, region code, and facility ID.

(1) Agency Code. The two or three character agency code uniquely identifies the 

Presidential Commissions, independent agencies, and GSA activities receiving 

payroll services from GSA. ETAMS currently displays only a two-digit character 

for agency code, therefore if an agency has three characters the last character 

is dropped.

(2) Region Code. This one digit alpha or numeric character identifies the GSA 

region where the associates are located. The region code is preceded by an 'R' 

for region. All Commissions and independent agencies payrolled by GSA are given 

the region code of 'R0'.

(3) Facility ID. This two-digit alpha/numeric code uniquely identifies a logical 

group of associates within a Commission, Agency, Division, Branch, or geographic 

location. In some cases of the Commissions and independent agencies, their 

agency code is also their facility ID. The facility ID is an important piece of 

information to know, as it is used by FEDdesk Support group to resolve problems 

when contacted by a user.

b. Base Schedule Record. The associates social security number (SSN), last name, 

first name, middle initial (if applicable) are located on the Base Schedule 

Record. Under the associates' SSN, a list of T&A exception codes are displayed 

and can be scrolled through. Down the right hand side is a list of fields that 

timekeepers fill out when the base schedule record is initially established for 

an associate. (Note: New associates are added to the Base Schedule option the 

first pay period they enter on duty. See Chapter 4 New Employee for 

instructions.)

1. Status – Active/Inactive

2. Block Number

3. Area/Team

4. Sep (Separated) Ind – No/Yes

5. Full/Pt – Full-time/Part-time/Intermittent

6. AWS – No/Yes

7. Meal Start – Always blank or zeros

8. Meal Stop – Always blank or zeros

9. Labor Emp – Direct/Indirect/G&A/Yes/No

10. Craft Code

11. Mutilplier

12. Add On

13. Ext Leave – No/Yes

14. Restricited – No/Yes

Note: Nine through fourteen are only applicable if the facility has been labor 

enabled.

c. Timecard and Amendment Records. The associates' SSN, name, pay period year, 

and number are displayed in aqua. Two arrows appear between the SSN and name 

fields, these arrows can be used to toggle back and forth between associate 

records. A list of T&A exception codes appear under the SSN and can be scrolled 

through by using the arrows under the exception codes. The area and team number 

displays under the associates' name. Down the right hand side will be leave 

balances for annual leave, sick leave, comp leave, and LWOP for the pay period 

and year displayed in the field marked 'YR/PP'. Also showing on the right hand 

side is the associates block number, FLSA code, and pay plan (FPS). A timecard 

will need to be manually created for any associate whose Base Schedule record 

was created after the automatic initialization of the pay period.

(1) The timecard will display the current pay period and year.

(2) The amendment will display the pay period and year being amended.

(3) New associates should verify the SSN reported on their Pay and Leave 

Statement is correct and agrees with the SSN appearing on the SF-50, 

Notification of Personnel Action.

(4) The Fair Labor Standards Act (FLSA) code is a one-character field reflecting 

the entitlement of the associate to the FLSA benefits. The FLSA codes are as 

follows:

(a) "N" – Nonexempt. Nonexempt associates are subject to the minimum wage and 

overtime provisions of the FLSA.

(b) "E" – Exempt. Exempt associates are not subject to the provisions of the 

FLSA, but continue to be paid for overtime work under the provisions of Title 5 

of the U.S. Code.

d. Leave category code.

(1) General. The leave category code is a one-character alpha field indicating 

the rate at which an associate accrues leave each pay period.

(2) Rate of leave accrual. The rate of leave accrual is based on the length of 

Federal service, tour of duty, type of appointment, and length of appointment.

(a) Length of Federal service. The Service Computation Date (SCD) (item 31 on 

the SF-50) notes the length of Federal service in the associate's personnel 

records. The Human Resources Office either upon or after the associate's 

appointment establishes this date. The computation will include prior Federal 

civilian service, active military duty, some types of DC government SERVICE, 

Peace Corps and Vista Service, and Public Health Service.

(i) The length of service affects the leave category the associate is in and the 

rate at which leave is accrued per biweekly pay period.

(ii) The accrual rates for most full-time associates are as follows:

      Length of ServiceAnnual LeaveSick Leave

      Less than 3 years44

      3 years, but less than 15 years64

      15 years or more84

(iii) Sick Leave Accrual. (Pay Period) Sick leave for all categories in this 

group is accrued at the rate of 1 hour for each 20 regular hours worked, not in 

excess of 80 hours in any pay period. OT hours are included with regular hours, 

subject to a total maximum of 80 in a pay period.

(b) Tour of duty. The tour of duty is the number or schedule of hours an 

associate is expected to be on duty each pay period and it affects the amount of 

leave the associate will be credited within a pay period.

(i) Full-time tour. Associate receives the total amount of leave for the 

appropriate category.

(ii) Part-time tour. Associate receives a prorated amount of leave for the 

appropriate category based on the actual number of hours worked in the pay 

period. The hours worked must not exceed 80 hours for computing earned leave.

(iii) Intermittent. Associate is ineligible for leave benefits because this type 

of associate has no established tour of duty.

(c) Length of appointment. Associates with appointments of less than 90 days are 

ineligible to earn annual leave. However, if the appointment is extended without 

a break, the associate will receive leave back to the original effective date of 

the appointment. 

(i) Summer aides (Full-time). If the appointment is for 90 days or more, summer 

aides earn leave at the rate reflected in the leave chart on the following page. 

For appointments of less than 90 days, the associates earn sick leave only. Any 

other leave used must be charged to LWOP, AWOL, Court, or other leave as 

appropriate.

(ii) Stay-in-school associates (Part-time). These associates cannot work more 

than 16 hours in a regular calendar week or 40 hours during a regular school 

holiday. Their leave earnings will be at the rate reflected in the leave chart 

in this chapter.

(3) Change in leave category. There are certain situations when Human Resources 

Office will change an associate's leave category. The change, in most cases, 

will produce a change in the rate of accrued leave. The earnings statement 

should reflect the new code in the pay period in which the change was effective. 

The optional Annual Attendance Record must also be adjusted to reflect the new 

accrual rates. The following are conditions requiring a change in the leave 

category.

(a) Change in an associate's tour of duty. Changes from full-time to part-time 

or intermittent, and vice versa will require that the leave category code also 

be changed by the employing office submitting an SF-52 to the Human Resources 

Office. The Human Resources Office will input the new leave category and tour of 

duty codes.

(i) An associate who is changed from a full-time tour to an intermittent or 

part-time tour within a pay period will receive credit at the full-time rate for 

that portion of the pay period when he was on the full-time tour.

Example: A full-time associate with leave category code "8" is changed to 

intermittent in the middle of the pay period. Under the full-time tour, 4 hours 

of annual leave and 2 hours of sick leave were earned for that pay period.

(ii) When an associate is changed from a part-time tour of duty to an 

intermittent tour of duty, the usual computation of leave for part-time will be 

used for the portion of the pay period that the associate was still on a 

part-time tour. He or she will earn no leave for the intermittent portion of the 

tour.

Example: A part-time associate working 20 hours a week and in leave category 

code "4" is changed to intermittent in the middle of the pay period. Under the 

part-time tour, 1 hour of annual leave and 1 hour of sick leave was earned. For 

the remainder of the pay period and until the associate is taken off the 

intermittent tour, he will not earn any leave.

(b) Change or correction in the service computation date. Often when an 

associate is appointed, the Personnel Office has not yet received verification 

of prior military and/or it may require a change or correction in the SCD. The 

leave category code originally given to the associate may also require a change. 

In addition, the NPC may be required to retroactively adjust the associate's 

leave balance if it is discovered that the associate should have been accruing 

leave at a different rate. Upon notification of a change in the SCD, the 

timekeeper should recompute the leave balances if the accrual rate changes and 

should compare the new balances with those computed by the NPC, as reflected on 

the associate's earnings statement.

(c) Change due to attainment of service requirement. The accrual rate will be 

changed by the NPC when the associate has attained the service requirement for 

the new category. This change will always be effective at the beginning of a pay 

period, and credit will be given for full pay periods and not on a pro rata 

basis.

e. Pay period number.

(1) The pay period number consists of the year and the number of the pay period 

within the pay year. 

(2) The pay period number appears on the Timecard Select screen in the right 

center of the screen.

(3) It also appears on the timecard and amendment records in aqua in the upper 

right hand side of the screen.

f. Block numbers.

(1) General. The block number is a five digit alpha-numeric code that relates an 

associate or group of associates to a specific address or attendance control 

unit. For GSA, the first digit of the block number will be the region 

identifier. For client agencies, the first two digits will be alphabetic and 

will identify the agency.

(a) The block number represents the associate's location and is used as the 

basis for distributing T&A records, earning statements, and various payroll 

related reports.

(b) The block number is an optional field on the base schedule record and can be 

filled if desired. 

(2) Assignment of block number.

(a) The assignment of a series of block numbers to an organization is made by 

the NPC and normally follows the organizational structure of the employing 

office.

(b) The initial assignment of the associate's block number is on the SF-52, 

Request for Personnel Action prepared by the Administrative or Executive Office.

(c) The block number is fed into the PAR system by means of an interface with 

the Comprehensive Human Resources Integrated System (CHRIS) and made a part of 

the Associate Master Record. It is from the associate Master Record that the 

block number is retrieved for distribution to ETAMS and the other documents 

mentioned above.

(3) Error in block number.

(a) If an error in the block number occurs, you cannot correct the block number 

in ETAMS. Submit the correct block number to the National Payroll Center on a 

memorandum with the name, SSN, and effective date of change. The supervisor must 

approve all changes to the block number.

3. Exception codes

a. General. To record T&A data in ETAMS, exception codes are used. Exception 

codes identify the type of pay or leave being reported. For example:

Transaction code 40 is used to record annual leave.

b. Valid exception codes. Currently, there are 56 different exception codes 

available for the recording of T&A data. The exception codes are listed in 

Figure 3-3.1 and are displayed on the base schedule, timecard, and amendment 

records.

c. Posting transaction codes. On each day of the week, there are three different 

"CODE" columns on the primary timecard and an additional three "CODE" columns on 

the supplemental page. These "CODE" columns allow timekeepers to record six 

different exception codes for a particular day.

(1) An exception code is posted to a "CODE" column by either a 'drag and drop' 

method or by keying in the exception code number.

(2) Record only one exception code to a "CODE" column.

(3) Located to the right of each "CODE" column is a "START" column where summary 

hours are entered to report the time used corresponding to a particular 

exception code.

d. Posting hours. On each day of the week, there are three different "START" 

columns on the primary timecard and an additional three "START" columns on the 

supplemental page. These are used in conjunction with the three "CODE" columns 

to record the associate's time and attendance in summary hour format. Note: When 

using summary hours, the "STOP" field is never used and always remains blank.

(1) Whenever an exception code is posted to a "CODE" column, the corresponding 

time must be posted entered in the "START" column.

(2) Time entered in the "START"HOURS" column is done in summary hour format 

(hhtH). Example: If an associate takes 2 hours and 30 minutes of leave, the time 

is shown as 025H.

(3) When recording periods of pay or leave of less than a whole hour, convert 

the minutes to tenths of an hour. Figure 3-3.2 provides a table for converting 

minutes to tenths of an hour.

(4) Most all exception codes can be recorded in tenths of an hour. Figure 3-3.1 

gives the minimum amount of time (minimum increment) to be recorded with each 

exception code.

4. Other fields.

a. "REMARKS". Both the timecard and amendment records have a section at the 

bottom entitled "REMARKS" where the timekeeper may enter up to 30 characters. It 

is important for timekeepers to enter remarks on the amendment record to 

indicate why the record is being amended. This allows both the certifier and 

Payroll to know why it was amended. When an associate separates from the agency, 

it is important for the timekeeper to place a remark in the "REMARK" section 

notifying Payroll as to the associates last day at work.

b. Miscellaneous fields. The following fields appear on the right-hand side of 

the base schedule, timecard, and amendment record.

(1) "Alternate work schedules". The box labeled "AWS" is required to be set to a 

"YES" for associates working a compressed type of alternative work schedule. 

This will allow the record to pass various tour of duty edits, which it would 

otherwise fail.

(2) "Separated Indicator". The box labeled "SEP IND" is required to be set to 

"YES" in the pay period an associate is separated. This will alert the National 

Payroll Center to the separation (the NPC should be notified by phone also) and 

allow the timecard to pass various tour of duty edits, which it might otherwise 

fail. 

LISTING OF EXCEPTION CODES

      Code No.Description

      1Regular Hours

      5Actual Standby Hours

      6Actual AUO Hours Worked

      7FLSA Hours Worked

      8Meal Time

      9Make Up Hours Before Overtime

      10Regularly Scheduled OT

      11Holiday Worked

      12Sunday Premium

      13Compensatory Time Earned

      14Irregularly Scheduled OT

      15Call Back Overtime

      17OT Rotating Shift

      202nd Shift Night Differential

      22EDP Act. Expose/OT 4%

      23EDP Act. Expose/OT 6%

      24EDP Act. Expose/OT 25%

      25EDP Act. Expose/OT 50%

      26EDP Act. Expose/OT 8%

      27FFL-Care for Family member

      28FFL-Family Member Funeral

      29FFL-Adoption

      303rd Shift Night Differential

      34Furlough Regular

      35Furlough Lack of Funds

      36Credit Hours Earned

      37Credit Hours Used

      40Annual Leave

      41Compensatory Time Used

      42Court Leave

      44Restored Leave #1

      45Restored Leave #2

      46Religious Comp. Earned

      47Religious Comp. Used

      49Military Reserve Technician

      50Sick Leave

      51Regular Military Used

      52Law Enforcement Military Used

      53DC National Guard Military Used

      54Award Leave Used

      55Long Term Furlough Hours – Over 30 Days

      56Long Term Lack of Funds – Over 30 Days

      57Family Leave FMLA

      58Medical Leave FMLA

      59Suspension

      60LWOP

      61AWOL

      62-68ENVIR. Differential

      81COP Used #1

      82COP Used #2

      83COP Used #3

      84Other Paid Absences

      85Donated Leave Used

      87LWOP Workman's Comp. Used

      88Bank Leave Used

Note! All the above minimum increment is 1/10 hour.

Figure 3.3.1. Valid exception codes

CONVERSION OF MINUTES TO

TENTHS OF AN HOUR

MINUTES ARE ROUNDED DOWN TO THE NEAREST TENTH

      MINUTESTENTHS OF AN HOUR

      0-50

      6-111

      12-172

      18-233

      24-294

      30-355

      36-416

      42-477

      48-538

      54-599
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CHAPTER 4. ELECTRONIC TIME AND ATTENDANCE

(E T A M S)

1. General. The Electronic Time and Attendance Management System (ETAMS) is an 

internet-based exception-oriented system that automates the recording of time 

and attendance for all associates. Access to ETAMS is by a 128-bit encryption 

level compatible Internet browser and a citrix helper file download available on 

the FEDdesk Home Page (http://feddesk.gsa.gov) website. With ETAMS, associates 

who work their normal schedule do not require the intervention of a timekeeper 

to update their time and attendance record; supervisors are only required to 

review and certify time and attendance records for associates who have an 

exception (such as sick leave, annual leave, or overtime) during a pay period. 

ETAMS is being maintained and supported by the Heartland Region.

2. System.

a. Definition.

(1) ETAMS is divided by facilities. A facility is a logical group of associates 

within an agency and it is the agency's decision. A facility can be an entire 

agency, a Division, a Branch, or it may be based on geographic locations. If the 

Labor application is used, it may be an organization code or several 

organization codes, whichever works best for the customer. Associates whose 

timecards reside in the facility are grouped by area/team.

(2) Areas defined by the primary timekeeper. Each primary timekeeper is an area 

(example: eight primary timekeepers mean eight areas in the facility). Within 

the area are teams. Teams are subdivisions of the area designated by the primary 

certifier. If a timekeeper has only one certifier for all the timecards, there 

needs to be only one team within the area. If there are three primary certifiers 

who sign their own group of timecards, there will be three teams for the area. 

(3) ETAMS tasks separated by the various system users. ETAMS users are 

categorized as: Systems Administrator, Facility Coordinator, Timekeeper, 

Certifier, and Base User, Labor Administration, and Labor Clerk. All ETAMS users 

are assigned an individual log-on name with a password for security purposes.

b. ETAMS Users.

(1) Systems Administrator has super user privileges to all FEDdesk applications. 

Those privileges override all facility coordinators, timekeepers, certifiers, 

base user, labor administrator, and labor clerk privileges. The Systems 

Administrator is responsible for all maintenance required in FEDdesk; such as 

creating new facilities, removing unused facilities, assigning new facility 

coordinators a log-on name and password, resolving any systems problems reported 

by users and daily maintenance tasks. 

(2) Facility Coordinator (FC) is responsible for the successful completion of 

all ETAMS functions for the facility. The FC acts as the liaison between FEDdesk 

support and their ETAMS facility and provides first line support to all ETAMS 

users in the facility. The FC maintains the facility files (areas/teams, block 

numbers, users); establishes user Id's for timekeepers, certifiers, and base 

user; and changes passwords when a user has forgotten theirs.

(3) Timekeeper is the person assigned the duty of maintaining time and 

attendance records for a specific group of associates. The timekeeper maintains 

the base schedule record (bi-weekly tour of duty record for each associate); 

current pay period reporting, create and complete amendments for prior pay 

periods. Timekeepers can key exception data on a daily basis or less frequently 

if volume permits. Edits are applied as data is keyed. Timekeepers are 

responsible for obtaining signatures on all modified records before the 

scheduled collection time. Facilities are encouraged to have as few timekeepers 

as possible; recommendation is one timekeeper for every 30-50 associates.

(4) Certifiers or supervisors are responsible for the reviewing and signing of 

all base schedules, timecards, and amendments they are responsible for before 

the scheduled collection time.

(5) A base user is an associate who has access to their timecard and may make 

changes to it. Base users do not have access to their base schedule record or 

the ability to create amendments for themselves. If changes are made to their 

timecard, the record will need to be reviewed and signed by the certifier.

(6) Labor Administrators are responsible for organizing, managing, and 

maintaining labor codes for a labor facility. Code tables include: cost center 

categories, cost centers, functions, and fixed overhead.

(7) Labor Clerks can only update or enter labor data. They cannot change 

timecards.

3. Base Schedule records.

a. General. An ETAMS base schedule defines an associate's regular tour of duty 

for a two-week period. The regular tour of duty defines how many hours the 

associate works each day and what days the associate is off. Other information 

contained in the base schedule includes: area/team assignment; active/inactive 

status; full-time, part-time, or intermittent, and block number. For existing 

associates, the social security number, name, and block number are supplied 

automatically by the PARS system. The timekeeper enters the remaining 

information, including the associates' tour of duty entered in summary hours. 

Summary hours are used to record the total amount of time an associate is 

engaged in a specific activity during the workday. The Summary Hour Code is used 

to record hours and tenths of hours. Summary hour entry is used on all ETAMS 

records (Base Schedule, Timecard, and Amendment). Once the base schedule record 

is completed, the record is reviewed and signed by the certifier. Also, the base 

schedule record contains specific labor fields that must be defined 

appropriately for those ETAMS associates who are going to use the labor feature. 

b. A base schedule must be completed for each associate whose timecard is being 

submitted. The base schedule is defined at the facility to simplify data entry 

for the timekeeper each pay period. When the pay period is initialized (every 

other week), the information contained in the associates' base schedule is 

copied to create the associate's timecard for the new pay period. Consequently, 

the normal 80-hour regular tour of duty (for a full-time associate) is used to 

create the current timecard; therefore, only exception data (like sick leave 

etc.) would require entry. When labor is turned on for the facility, the labor 

record moves with the timecard.

(1) The base schedule can be modified any time during the pay period; however, 

for it to be in effect for the new pay period, any changes made to an 

associate's base schedule (i.e. assigned shift) must be completed (and signed) 

prior to the automatic initialization process being run. Any changes made after 

initialization will not take effect until the next pay period. Note, when 

changing an area/team assignment in the base schedule, the change is immediately 

effective on the timecard. 

(2) A timekeeper may create a base schedule record for new associates before the 

information is supplied by the PAR system. At the base schedule select screen, 

click in the SSN field and enter the associates' SSN, then click 'OK'. A message 

displays telling you the SSN is not in the base schedule and asks if you want to 

add it. Click 'Yes' to bring up the base schedule record. Once at the base 

schedule record fill in all the needed Information (last name, first name, 

middle initial, status, block number, area/team, 

full-time/part-time/intermittent, AWS, labor info if applicable, and the tour of 

duty). Once the base schedule record is completed, notify the certifier so they 

can review and sign the record. 

4. Timekeeping procedures.

a. General. There are two different options used in ETAMS to record time for 

associates, timecard and amendment options. Timecards and Labor Default (if 

applicable) records are created for the new Pay Period during an automatic 

"Initialization" process by copying "Signed" base schedule records into the new 

pay period File. Timekeepers create amendments for a prior pay period when 

adjustments are needed. 

b. Timecards. Once the pay period has been initialized, if an associate works 

their regular shift/tour (as depicted in their base schedule records), and thus, 

there are no exceptions to the normal tour, the timecard is "signed" and ready 

to go. Nothing needs to be done to the timecard or the labor record; it is ready 

to be "picked-up" at the scheduled day and time.

(1) When a timecard is displayed, it is read from left to right starting with 

Day 01 and then down to Day 14. For each day, there is room for three exception 

codes on the first page of the timecard. A second (supplemental) page is 

provided for those exceptions requiring four or more exception codes on the same 

day. (Note, the base schedule only uses one page and does not require a 

second/supplemental page.)

(2) Perform the following steps to enter exception data to a timecard:

(a) From the ETAMS main menu, select the timecards option.

(b) Double click on the associate whose record requires modification to display 

the timecard. 

(c) With the associate's record displayed, enter (or select) the appropriate 

exception code in the first "code" field on the Day associated with this 

"exception". There are three ways to enter exception codes on a timecard; they 

are:

(1) Drag and drop from the exception codes tool bar at the top-left of the 

screen; position the tip of the mouse pointer on the appropriate exception code 

icon found on the tool bar. Click and hold the left mouse button to drag the 

code to the appropriate code box for the given day. Release left mouse button to 

drop the code into the box.

(or)

(2) Drag and Drop from the complete list of exception codes. Display the 

complete list of exception codes by positioning the mouse pointer inside any 

gray "code" column. [Note, if the codes pop-up box displays in a portion of the 

screen that you need to see, simply move the display box to another area of the 

screen (click inside the blue "codes" title bar and hold and drag the display 

box to another part of the screen).]. From the list displayed, if needed click 

on the down arrow to scroll the list until you find the code you want. Click on 

the code (holding the left mouse button) and drag the code to the appropriate 

day and release the left mouse button to drop the code into the 'code' field. To 

close the exception codes box, click on the close button.

(or)

(3) If you know the exception code number, simply click in the appropriate 

"code" field and enter the code number.

(d) After entry of the exception code, the cursor moves to the "start" field 

awaiting input of summary hour information. Enter the number of hours used or 

worked associated with the just-entered exception code. There is room for three 

codes per day to be entered on the first page of the timecard. (For example, if 

an associate took two hours and 30 minutes of annual leave on the first Monday 

of the pay period, enter code 40 in the 1st "code" column followed by 025H in 

the start column. If a second code is to be entered for the same day, tab to the 

next "code" column and enter the code number in the second "code" field to the 

right of the line, followed by summary hours used or worked).

(e) After entry of the "start" field, the cursor moves to the "stop" field; 

however, please note when using summary hours, the "stop" field is never used 

and always remains blank.

(f) Screen edits check totals and performs system verifications to ensure 

entries are appropriate. After visually verifying all the exception information 

for the timecard(s) and any needed correction data has been entered; then, 

notify the certifier that the timecard(s) are ready for signature. (Note: you 

would normally contact the certifier only after all records for your area are 

completed and ready for signature.)

(g) After the timecard(s) are "signed", they are then ready for "pick-up" by the 

pay site software on the scheduled "pick-up" day and time.

(h) If a new base schedule record has been added after the pay period records 

have been created, a timecard will have to be created manually for the 

associates first pay period. To create the timecard manually perform the 

following steps:

(1) From the ETAMS main menu screen, click on Timecards.

(2) At the timecard select screen, within the "List" box, click inside the "Base 

Schedule" radio button. The base schedule list of names to which you have access 

is then displayed.

(3) Either click once on the name of the associate you wish to add and then 

click 'OK' or double click on the associates' name. 

(4) A message will display "Timecard does not exist. Do you want to add it?" 

Click 'Yes'.

(5) The information from the base schedule record is copied to create the 

timecard for the current pay period. 

(6) If needed, add any exception codes to the timecard. When complete, notify 

the certifier for signature. 

c. Amended Timecard. The amendments menu option is used to create amendment 

records for those associates whose original timecard record, for some reason, 

was not complete. (Amendments can also be used to correct incorrect data 

generated by payroll correction records.) Amendments are also created when a 

timecard for the pay period is not signed by collection time. Like the ETAMS 

timecards, ETAMS amendments must also be verified and "signed" by the certifier 

before they can be sent to the ETAMS pay site for processing. During the ETAMS 

initialization process, all processed amendments are moved to history.

Note: all unsigned amendments remain in the amendment file until they are 

"signed" and/or deleted.

(1) When entering amendment data, it is usually easier to retrieve the original 

timecard from history and change the record so that it looks like it should have 

if it had been correct when it was originally sent in for processing. In other 

words, change only what is needed to amend the record. Note: if an amendment is 

required for a pay period that is not in history, the complete timecard has to 

be entered.

(2) An amendment is a timecard from a previous pay period that needs 

modification. Amendments are collected on the day and time shown on the 

timekeeper schedule. Perform the following steps to add an amendment.

(a) From the ETAMS main menu, click on amendments. The select screen shows all 

the amendments currently on file.

(b) From the 'list' box, click the 'base schedule' radio button. The base 

schedule list of names is displayed.

Note: Alternately, click in the 'SSN' field in the upper left portion of the 

screen. Enter the associate's SSN. Go to step (d) in this procedure.

(c) Click once on the name of the associate for whom you want to create an 

amendment.

(d) Select the year and PP (Pay Period) number in the upper center portion of 

the screen, by clicking on the down arrow, to display the appropriate year and 

pay period number for the amendment.

(e) Click OK. A message displays to tell you that the SSN (for the specified pay 

period/year) is not in the amendment file and asks if you want to add it.

(f) Click Yes if the SSN, associate name, and pay period/year displayed are 

correct. One of two scenarios occurs:

(1) If the amendment is for an associate who has a history record for the pay 

period, the timecard displays. When Labor is turned on for the Facility, the 

Labor record displays along with the Timecard. Make any needed changes to the 

record.

(or)

(2) If the amendment is for an associate who has no history record for the 

specified pay period, a blank timecard displays. Complete the entire timecard, 

including the regular tour of duty, any transactions that were originally 

submitted, plus any changes or additions that need to be submitted.

Note: To delete an amendment: After displaying the record, select file, and then 

delete amendment.

(g) Enter a 'Remark' to inform payroll and the certifier as to why this 

amendment was needed.

(h) When all amendments are entered, notify the certifier. Signed amendments are 

collected once a pay period as scheduled.

Note: If only amending the labor portion of a timecard, the timecard needs to be 

signed by the certifier before the record will be collected.

(3) Supplemental Page. A supplemental page must be used anytime more than three 

Exception code entries are needed for any given day of the pay period. The 

supplemental page is accessed by clicking in the box next to the words "show 

supp" in the upper right portion of the timecard or amendment record.

The supplemental screen displays two lines of data entry fields for each day of 

the pay period. Line 1 for each day shows the information that was entered on 

the primary page of the timecard or amendment, while Line 2 is available for any 

further 'supplemental' entries that must be made for that day. A total of six 

exception codes can be recorded on any given day. Once an entry has been made on 

the supplemental page and the user returns to the primary page, in the aqua box 

below "show supp" it will now say "supp exists".

d. Payroll Corrections. A Timecard and/or Amendment processed by the Payroll 

Center may error out due to additional edits in the Payroll system. The Payroll 

Technician will correct the records so the employee will have a valid record 

processed for the appropriate pay period. These corrections are then returned to 

ETAMS to be reviewed by the Timekeeper and Certifier. A remark will appear in 

the 'Remark Section' explaining why the Timecard and/or Amendment were 

corrected.

5. ETAMS Collection.

a. Timecards. On Monday, after the pay period has ended, Region 6, Heartland 

Financial Systems Division staff automatically collects timecards. Timekeepers 

and certifiers have until 11:00 am their time to complete the records (entering 

exceptions and signature).

b. Amendments. Amendments are automatically collected on the second Thursday of 

the pay period. Timekeepers and certifiers have until 11:00 am their time on the 

second Thursday to complete any amendments. This includes the creating, 

adjustments made, and certifier's signature. 
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Figure 5-6. Environmental differential transaction codes

CHAPTER 5. RECORDING HOURS WORKED

1. Regular Hours. (See Chapters 3 & 4 also)

a. General. In GSA an administrative workweek is the 7 consecutive days 

beginning 12:01 AM Sunday and ending with Saturday Midnight.

(1) Regular hours represent the amount of time an associate is in a pay status 

during his/her basic tour of duty.

(a) For full-time associates, regular hours would normally be 40 hours per week, 

8 hours each day, Monday through Friday or the appropriate tour of duty, 9, 10 

hours per day.

(b) For part-time associates, regular hours would normally be in the range of 16 

to 32 hours per week, with an equal or varied number of hours per day.

(c) For intermittent-associates, regular hours would be the time actually worked 

each day (not to exceed 8 hours), as they do not have a basic tour of duty.

(2) Regular hours are reduced by the amount of time an associate is in a non-pay 

status during his/her basic tour of duty. ETAMS will reduce regular hours by any 

time reported as:

(a) LWOP (transaction code 60)

(b) AWOL (transaction code 61)

(c) Furlough hours (transaction code 34)

      (d) Lack of funds dismissal (transaction code 35)

      (e) Suspension (transaction code 59)

      (f) Leave Without Pay, Workman's Compensation (transaction code 87)

(3) Recording Regular/Summary Hours. 

(a) The sum of the hours in the associate's tour of duty are recorded as regular 

hours. 

(b) If an intermittent associate does not work at all during a particular week, 

record "9000" on each day.

(c) If the associate is in a non-pay status for the entire day (8 hours LWOP, 

AWOL, etc:) do not change the regular hours. Post only the LWOP, AWOL, etc.

(d) If the associate has an 8 hour daily tour and is in a pay status for the 

entire day, the "8 Regular Hours Per Day" field is the preferred method of 

recording.

2. Overtime.

a. General.

(1) Overtime work is:

        (a) For regular and AWS flexible schedules, any time worked in excess of 

        8 hours in a day, excluding credit hours worked:

(b) In addition, for regular schedules and AWS flexible schedules, any time 

worked in excess of 40 hours in an administrative workweek (a weekly tour of 

duty), not counting daily overtime or credit hours worked.

(c) For AWS compressed schedules (such as 5/4/9), any time worked in excess of 

the specified scheduled tour of duty; and

(d) For FLSA-nonexempt associates on flexible schedules and FLSA-exempt 

associates on any schedule, work that is ordered and approved by one with 

authority to do so. 

(2) The supervisor schedules regularly scheduled overtime in advance of the 

administrative workweek in which the associate will work the hours. (General 

Schedule associates are entitled to night shift differential for regularly 

scheduled overtime hours worked between 6:00 pm – 6:00 am.)

Example – On Friday, a supervisor makes up the work schedule for the next 

administrative workweek which is to begin on Sunday (at GSA, the administrative 

workweek always begins on Sunday and ends the following Saturday). On this 

schedule, the supervisor schedules the associate to work 2 overtime hours on 

both Monday and Tuesday nights. If the associate does in fact work those hours, 

the overtime would be reported as "regularly scheduled" and entitled to night 

pay if applicable.

(3) Irregular overtime is scheduled by the supervisor and worked by the 

associate in the same administrative workweek. This is considered emergency 

overtime.

Example – On Wednesday, a supervisor tells the associate that due to an 

emergency he/she must work 2 hours overtime that night and 2 hours again the 

following night (Thursday). In this example, all the overtime worked by the 

associate would be considered "irregular" overtime, as the hours were both 

scheduled and worked in the same administrative workweek

(4) The minimum credit for overtime worked is 1/10 of an hour (6 minutes).

(5) An associate will not be authorized to work overtime for 30 hours or more 

during three consecutive pay periods without prior written justification from 

the associate's supervisor. This justification must state the conditions 

requiring the performance of such overtime by the associate. For specific 

guidance concerning the justification and approval of such overtime, supervisors 

should refer to the HB, Time and Leave Administration (OAD P 6010.4).

(6) Generally, annual leave will not be granted to an associate on the same day, 

the preceding day, or the day following, any day during which overtime has been 

authorized. The supervisor is responsible for making this determination.

b. Overtime Transaction Codes. There are five transaction codes, available to 

the timekeeper, for recording possible overtime situations:

(1) Transaction Code 9 = Make Up Hours Before Overtime

(2) Transaction Code 10 = Regularly Scheduled Overtime

(3) Transaction Code 14 = Irregular Overtime

(4) Transaction Code 15 = Call Back Overtime

(5) Transaction Code 17 = Overtime Rotating Shift - FWS Non-Workday.

**The use of the above codes is explained below in items (c) – (f).

(6) For irregular overtime use transaction code 14. Night shift differential is 

not applicable for this "emergency" overtime.

c. GS and GG Associates. GS and GG associates receive paid overtime at the first 

shift rate. Therefore, when recording overtime for these associates use 

transaction code 10 - Regularly Scheduled Overtime or transaction code 14 for 

Irregular Overtime. Code 20 for night shift differential is applicable between 

6:00 p.m. - 6:00 a.m.

d. Federal Wage System (FWS). Overtime worked by Federal Wage System (FWS) 

associates must be recorded on the day on which the overtime was begun. 

Therefore, use transaction codes 10, 14 or 17, whichever is applicable.

(1) If the overtime is worked on a non-workday, the shift of the last previous 

workday is used by PAR.

(2) If the associate works a rotating shift and overtime is worked on a 

non-workday, record the overtime using transaction code 17 - Overtime Rotating 

Shift = FWS, Non-Workday.

NOTE: Do not code night shift differential for FWS associate's overtime hours. 

PAR will do it automatically.

e. "Call back" Overtime - GS, GG and FWS. If overtime work is performed by an 

associate on a day not within his normal tour of duty, or on a regular workday 

for which he is required to return to his place of employment, the associate 

must be paid for a minimum of 2 hours of overtime work, even if he performs 

less. This type of overtime is referred to as "Call back" time. When "Call back" 

time is involved, post a minimum of 2 hours with the applicable overtime 

transaction code 15. However, when early reporting for duty merges with and 

continues into a regularly scheduled tour of duty for the day, the associate is 

not entitled to the 2-hour minimum call back overtime provision.

f. Effect of LWOP, AWOL, etc. Under Title 5, an associate receives overtime or 

working in excess of their scheduled daily tour, 40 hours in a week, or 80 hours 

in a pay period. However, to receive overtime under any basis, the associate 

must be in a pay status for the stated number of hours. Any non-pay absences 

(LWOP, AWOL, Furlough, Lack of Funds, Dismissal) must be made up before overtime 

hours can be recorded.

(1) On the ETAMS record, "make up" hours are recorded with transaction code 9 - 

Make Up Hours Before Overtime. Use transaction code 9 until the LWOP, AWOL, etc. 

is completely offset by day or by week, then any additional hours are recorded 

as overtime, transaction codes 10, 14, or 17).

(2) Examples

(a) A GS associate, with a normal 8-hour daily tour, has 2 hours LWOP on 

Wednesday morning but stays after and works 4 hours Wednesday evening. On the 

ETAMS record, the timekeeper would record the 4 hours as follows: 2 hours 

transaction code 9 (this makes up the LWOP and the associate will be paid at 

his/her regular hourly rate) and 2 hours transaction code 10 (regularly 

scheduled overtime pay, associate will be paid time and half) or code 14 

(irregular overtime pay, associate paid time and half).

(b) A GS associate, with a normal 40-hour weekly tour, has 3 hours LWOP on 

Wednesday morning but works 8 hours on Saturday. On the ETAMS record, the 

timekeeper would record the 8 Saturday hours as follows: 3 hours - transaction 

code 9 (this makes up the LWOP) and 5 hours transaction code 10 (regularly 

scheduled overtime) or transaction code 14 (irregularly overtime pay).

(c) A GS associate with a normal 40-hour weekly tour, has 3 hours LWOP, on 

Wednesday morning, but works 8 regular hours on Thursday and 4 additional hours 

on Thursday evening. On the T&A form, the timekeeper would record on Thursday 

all 4 additional hours with transaction code 10 (regularly scheduled overtime) 

or transaction code 14 (irregularly scheduled overtime). In this case 

transaction code 9 would not be used because the associate is in a pay status 

for 8 hours on Thursday and qualifies for overtime under the basis of exceeding 

8 hours in a day.

g. FLSA implications.

(1) The Federal Employees Pay Comparability Act (FEPCA) removed the requirement 

that FLSA-nonexempt overtime pay be calculated under two separate laws to 

provide the greater entitlement (Title 5 U.S.C. and FLSA). Under FLSA as 

amended, overtime for nonexempt federal employees is computed solely under rules 

prescribed under 5 CFR Part 551. For example, for nonexempt employees overtime 

hours are hours in excess of 8 hours in a day as well as forty in a week, and 

hours in a paid non-work status count in the calculation of overtime pay. 

However, some types of work still do not count toward the daily 8-hour overtime 

threshold, but do count toward the 40-hour weekly standard. This includes 

"suffered and permitted" overtime and travel during hours on a non-workday 

corresponding to scheduled hours on a regular workday. The pay rate used in 

FLSA-nonexempt overtime compensation includes certain types of earnings not 

included in the FLSA-exempt overtime pay computation under 5 CFR Part 550. In 

addition, under FLSA there is no maximum hourly rate limitation (GS-10, step 1) 

or biweekly maximum earnings limitation for FLSA nonexempt associates.

(2) Recording overtime for non-exempt associates.

(a) Authorized and Approved Overtime. Associates covered by FLSA (non-exempt), 

like FLSA exempt associates, must have their authorized and approved overtime 

recorded on the T&A record. Record this overtime by following the instructions 

outlined earlier in sections a. - f. and using transaction codes 9, 10, 14, or 

17, whichever is applicable. FLSA non-exempt computations will be done by the 

National Payroll Center in accordance with 5 CFR Part 551.

(b) FLSA Hours. Certain time in travel status and "suffered and permitted" time 

is counted as hours of duty in computing overtime in excess of the weekly 

threshold but not the daily threshold. Record this "extra" time with transaction 

code 07 FLSA Hours Worked as outlined in paragraph 8 at the end of this chapter.

3. Holidays.

a. General.

(1) When a holiday falls on a full-time or part-time associate's regular 

workday, the associate is entitled to either be excused with pay or receive 

holiday premium pay for up to the hours in their scheduled daily tour. If the 

associate works more than their scheduled daily tour, he/she will be paid at the 

normal overtime rate for the additional hours.

(2) If an associate is required to report for work on a holiday, and is eligible 

to receive holiday pay, the associate must be paid for a minimum of 2 hours work 

at the premium rate, even if he/she performs less. However, when early reporting 

for duty merges with and continues into a regularly scheduled tour of duty for 

the day, the associate is not entitled to the 2-hour minimum provision.

    (3) Holiday pay is an amount added to basic pay that is equal to basic pay.

(4) An associate who regularly receives night differential is entitled to the 

same night differential pay on a holiday even if he/she does not work the 

holiday.

b. Recording Holiday Off – GS and Federal Wage System. When a full-time or 

part-time associate is excused from working on a holiday: Record the associate's 

regular hours as usual.

Any night differential normally received for the associate's regular tour of 

duty must also be recorded using the appropriate night differential transaction 

code.

c. Holiday Transaction Code 11. There is only one transaction code for recording 

holiday hours worked. Record time in whole hours and tenths of hours only if 

associate worked on the holiday. The use of this code is explained below in 

items d and e. 

a. Recording Holiday Worked - GS Employees. When a full-time or part-time 

associate is required to work on a holiday:

(1) Record regular hours as usual, using the "8, 9, or 10 regular hours per day" 

or for the appropriate hours.

(2) Record the amount of time worked (not to exceed regular hours) with 

transaction code 11 - Holiday Worked, only if associate worked.

(3) When a GS associate works more than their regular tour, record the 

additional time as overtime, using transaction code 10 (regularly scheduled 

overtime) or code 14 (irregularly scheduled overtime. Do not code additional 

holiday pay.

(4) If a GS associate is entitled to night pay, record the applicable time with 

transaction code 20 - 2nd Shift Night Differential.

(5) Examples

(a) A GS associate with a normal 8-hour daily tour, is required to work 5 hours 

on a legal holiday. On the ETAMS form the timekeeper would record the holiday as 

follows 8 regular/summary hours and 5 hours - transaction code 11.

(b) A GS associate whose regular tour of duty is from 8:00 p.m.–5:30 a.m., 

working 9 hours, on a legal holiday. On the ETAMS form the timekeeper would 

record the holiday as follows: 9 regular/summary hours, 9 hours - transaction 

code 11, and 9 hours - transaction code 20. (See 5 CFR 610.406 (a).)

e. Recording Holiday Worked - Federal Wage System Associates. When a full-time 

or part-time wage system associate is required to work on a holiday:

(1) Record regular hours as usual, using the "8 Regular Hours Per Day" field.

(2) Record the amount of time worked (not to exceed regular tour hours) with 

transaction code 11 - Holiday Worked.

(3) When a Wage System associate works more that their regular tour, record the 

additional hours as overtime, using the appropriate overtime code.

(4) Night differential is recorded only on regular hours. If night differential 

is applicable for holiday hours worked, the payroll system will apply it.

(5) Examples:

A Wage System associate who normally works the third shift is required to work 5 

hours of the third shift on a legal holiday. On the ETAMS form the timekeeper 

would record the holiday as follows: Record "8 Regular Hours Per Day" field), 5 

hours - transaction code 11, 8 hours – transaction code 30.

f. Minimum 2 Hours Holiday Pay. When an associate is required to report for work 

on a holiday the associate must be paid for a minimum of 2 hours work at the 

premium rate, even if he/she performs less. Therefore, when recording holiday 

hours worked, post a minimum of 2 hours with the applicable holiday transaction 

code. However, when early reporting for duty merges with and continues into a 

regularly scheduled tour of duty for the day or when the regular tour merges 

into hours worked beyond the regular tour, the associate is not entitled to the 

2-hour minimum provision.

4. Sunday Premium.

a. General

(1) A full-time associate with a regularly scheduled daily tour of duty falling 

partly or wholly within the period beginning at midnight Saturday and ending at 

midnight Sunday is entitled to Sunday premium pay for all hours actually worked 

during that regularly scheduled daily tour.

(2) Associates who are regularly scheduled for non-overtime work on Sunday, but 

who take paid leave instead, do not earn Sunday Premium Pay. Examples of paid 

absences include annual leave, sick leave, compensatory time off, credit hours, 

court leave, home leave, military leave, shore leave, funeral leave, and 

administrative leave.

(3) An employee who works more than their regular tour on a Sunday Shift 

receives the normal overtime rate for all additional hours.

(4) Part-time and intermittent employees are not entitled to Sunday Premium pay.

b. Sunday premium transaction code. There is one transaction code for recording 

Sunday Premium Pay - Code 12.

c. GS and GG Associates.

(1) Sunday premium hours worked by GS or GG employees must always be recorded 

using transaction code 12.

(2) Sunday premium hours are recorded in addition to regular/summary hours, 

which are recorded as usual.

d. Federal Wage System Associates.

(1) Sunday premium hours worked by Federal Wage System associates are recorded 

with transaction code 12 on the day on which the work was begun.

(2) Sunday premium hours are recorded in addition to regular hours, which are 

recorded as usual.

5. Night Pay/Night Shift Differential.

a. General. GS and Wage System associates who are regularly scheduled to work at 

night are entitled to receive night pay and night shift differential, 

respectively, in addition to their positions' scheduled rate of pay.

(1) GS and Wage System associates receive night pay/night shift differential for 

paid absences the same as if those hours had been worked. (But see 8-hour rule 

for GS associates in item d. below.)

(2) GS and Wage System associates who regularly receive night pay/night shift 

differential are entitled to the same night differential pay on a holiday, even 

if they do not work.

b. Anticipation of Night Pay/Night Shift Differential.

(1) If an associate's regular tour of duty includes work on the last Friday or 

Saturday of the pay period, the timekeeper shall record the night differential 

in advance of it's completion in order for the ETAMS record to be forwarded to 

the National Payroll Center on schedule.

c. Night Differential Transaction Codes. There are 2 transaction codes available 

to the timekeeper for recording night differential pay in increments of 1/10 of 

an hour.

(1) Transaction code 20 = 2nd Shift Night Differential

(2) Transaction code 30 = 3rd Shift Night Differential

(3) The use of the above codes is explained below in items d. and e.

d. Night Pay for General Schedule Associates.

(1) General. General Schedule associates, full-time and part-time, are entitled 

to a night pay differential (10%) for any work regularly scheduled between the 

hours of 6 p.m. and 6 a.m.

(a) If the shift provides for a meal period between 6 p.m. and 6 a.m., the 

associate is not entitled to night pay for that meal period.

(b) GS associates are not entitled to night pay for any periods of leave taken 

between the hours of 6 p.m. and 6 a.m. if the aggregate of paid leave taken 

during the same pay period is 8 hours or more. When a GS associate's total hours 

of leave with pay (annual, sick, compensatory or other) equals or exceeds 8 

hours within the pay period, night pay is only received for that time actually 

worked between 6 p.m. and 6 a.m.

(c) Night differential shall be paid for any overtime hours comprising regularly 

scheduled work periods between the hours of 6 p.m. and 6 a.m. but shall not be 

paid for irregular or occasional overtime worked between such hours. The 

supervisor with the guidance of the Human Resources Office staff makes 

determinations for night pay.

(2) Temporary Assignment.

(a) An associate regularly assigned to a day shift is to receive night pay if 

the work performed on the previous day was at the night shift tour.

(b) Night shift GS associates temporarily assigned to a day tour do not continue 

to receive night pay for the day shift hours worked.

(3) Recording Night Pay - GS Associates.

(a) Always record night pay for GS associates for regular hours and overtime 

hours using transaction code 20 - 2nd Shift Night Differential.

(b) The minimum credit for night pay is 1/10 of an hour.

(c) Night pay is recorded in addition to regular hours, which are recorded as 

usual.

(d) Night pay is recorded in addition to regularly scheduled overtime hours, 

which are recorded with T/C 10.

e. Night Shift Differential for Wage System Associates.

(1) General. Wage system associates are entitled to night shift differential pay 

for the entire shift provided that more than half the hours of their regularly 

scheduled tours fall within the second or third shift.

(a) Wage system associates are entitled to night differential for all absences 

with pay the same as if the hours were worked.

(b) When less than 5-hours of an 8-hour tour fall in a night shift, the 

associate is not entitled to any night shift differential.

(c) An associate who works in both the second and third shifts and works less 

than 5 in either one is paid night shift differential for the entire 8 hours at 

the lower second shift rate.

(d) Meal times of an hour or less are to be used in shift determination when 

they fall in the night shift.

(e) Normally, Federal Wage System associates will earn night shift differential 

in whole hour increments because of the "entire shift" provision. However, night 

shift differential can be recorded in increments of 1/10 hour if the situation 

requires it.

(2) Recording Second Shift Night Differential - Wage System Associates. Second 

shift is defined as a tour of duty where more than half (5 hours or more) of the 

regular scheduled hours fall between 3:00 p.m. and midnight. Second shift night 

differential is (7 1/2%) for the entire 8-hour tour.

(a) For second shift Wage System associates, in addition to regular hours, 

record night shift differential using transaction code 20 - 2nd Shift Night 

Differential.

(3) Recording Third Shift Night Differential - Wage System associates. Third 

shift is defined as a tour of duty where more than half of the regular scheduled 

hours fall between 11:00 p.m. and 8:00 a.m. Third shift night differential is 

(10%) for the entire 8-hour tour.

(a) For third shift Wage System associates, in addition to regular hours, record 

night shift differential using transaction code 30 - 3rd Shift Night 

Differential.

(4) Temporary Assignment. A Wage System associate regularly scheduled to a night 

shift receives his regular night shift differential even though assigned during 

the week to a temporary daily tour with a lower or no differential is payable. 

6. Environmental Differential.

a. General. Environmental differential is a premium paid to a Federal Wage 

System associate (For GS associates see below, item (e), Hazard Pay) who is 

exposed to a hazard, physical hardship or working condition of an unusually 

severe nature, the result of which could be significant physical discomfort, 

distress, injury, illness or death. Entitlement is on the Standard Form 50 

produced by Human Resources.

(1) Full-time, part-time and intermittent wage system associates are eligible 

for environmental differential, but only when performing an assigned duty with a 

differential specifically established for it by OPM.

(2) An associate subjected simultaneously to more than one hazard or severe 

working condition shall receive the highest differential rate applicable but 

shall not receive more than one differential for a given period of work.

(3) Environmental differentials are expressed as percentages. For all wage 

system associates, the exact premium rate is calculated by multiplying the 

particular percentage by the second rate of a WG-10 on the current, regular 

non--supervisory wage schedule for the area.

(4) Environmental differential is part of basic pay used to compute overtime, 

holiday or Sunday pay, and retirement and group life insurance deductions. It is 

not part of basic pay for lump sum annual leave or severance pay purposes.

b. Environmental Differential Transaction Codes. The seven transaction codes 

used for recording environmental differential are listed in Figure 5-6. Part I 

and Part II refer to the basis for payment as explained in items (c) and (d) 

respectively. Be sure that the code you use is applicable for the percentage of 

differential to which the associate is entitled. The GS percentages given in 

parenthesis are applicable to hazard pay as discussed in item (e).

c. Payment for Actual Exposure.

(1) Transaction codes 62-65 (Part I) are recorded on the basis of the 

associate's actual exposure to the hazard.

(2) When an associate is exposed to a hazard listed in Part I, a minimum of 1 

hour is to be recorded with the applicable transaction code.

(3) If the exposure lasts beyond 1 hour, record the exact amount of time that 

the associate is actually exposed to the hazard, to the nearest 1/10 of an hour.

(4) Environmental differential is recorded in addition to regular hours, which 

are recorded as usual.

d. Payment for Hours in Pay Status.

(1) Transaction codes 66-68 (Part II) are recorded based on the total number of 

hours the associate is in a pay status on the day on which an exposure takes 

place, regardless of the length of actual exposure time.

(2) Transaction codes in Part II are recorded in increments of 1/10 of an hour.

(3) Environmental differential is recorded in addition to regular hours, which 

are recorded as usual.

e. Hazard Pay. General Schedule associates receive what OPM refers to as "hazard 

pay". Hazard pay is identical in concept to environmental differential and 

payable under many of the same working conditions. For this reason, hazard pay 

has been incorporated into the environmental differential transaction codes. It 

should be noted that GS associates at GSA are rarely entitled to hazard pay due 

to the nature of their assigned duties and the strict OPM guidelines concerning 

its payment. Currently there are no GS associates receiving hazard pay at GSA.

Hazard pay is always recorded on the basis of hours in a pay status (see item d. 

above), even if the applicable transaction code is listed as a Part I 

transaction code.

Figure 5-6. Environmental Differential Transaction Codes

ENVIRONMENTAL DIFFERENTIAL TRANSACTION CODES

Part I - Payment for Actual Exposure

(Paid only when exposed)

      Percent (%)Regular HoursOvertime Hours

      4%Code 62Code 22

      6%Code 63Code 23

      25%Code 64Code 24

      50%Code 65Code 25

Part II Payment for Hours in Pay Status

(Tour Type)

      Percent (%)Regular HoursOvertime Hours

      4%Code 66Code 66

      8%Code 67Code 67

      25%Code 68Code 68

**Combine Reg. & OT hours and record appropriate EDP code for combined hours.

EXAMPLE: REGULAR/SUMMARY HRS = 8; OT HOURS = 5

Regular Hours = 8 HOURS

CODE 10 OR 14 = 5 HOURS

EDP CODE 67 = 13 HOURS

7. Annual Premium Pay.

a. General. Annual premium pay is additional annual pay authorized for 

associates in positions that involve either administratively uncontrollable 

periods of overtime (criminal investigator) or substantial periods of standby 

duty (firefighter).

(1) These associates often have uncommon tours of 120 or 144 hours per pay 

period. Associates with such tours have leave category codes (4, 6, and 8) which 

allow them to earn leave at a pro rata increased rate. For example, a 120-hour 

employee with 10 years of service would earn 9 hours annual leave (120/80 x 6) 

and 6 hours sick leave (120/80 x 4) per pay period.

(2) Conversely, a 120-hour associate working a 24-hour shift every other day is 

charged 24 hours of leave for absences of the entire workday (one hour, for each 

of the 24 hours the associate was on leave)

b. Administratively Uncontrollable Overtime (AUO). An associate receiving annual 

premium pay for administratively uncontrollable work may not be paid any other 

premium pay for irregular, unscheduled overtime, but may be paid premium pay for 

regularly scheduled overtime duty and premium pay for work at night, on Sundays, 

and on holidays. No one in GSA currently receives AUO.

c. Recording of AUO.

(1) The associate's entire regularly scheduled tour (80 hours for criminal 

investigators) must be recorded with transaction code 20 - 2nd Shift Night 

Differential.

(2) The associate's entire regularly scheduled tour must also be recorded with 

regular/summary hours.

8. Law Enforcement Availability Pay (LEAP).

a. General. Availability pay is compensation for criminal investigators for any 

unscheduled duty in excess of the 40-hour workweek and replaces AUO annual 

premium pay. It is in addition to any regularly scheduled overtime in excess of 

2 hours on any day containing part of the associate's basic 40-hour workweek and 

in addition to regular overtime on any other day. 

(1) Criminal investigators who meet the annual certification requirement of an 

average 2-hours per regular workday unscheduled work hours are entitled to 

availability pay.

(2) Availability pay is 25 percent of basic pay. Availability pay is 

compensation for any irregular or occasional overtime work hours on any day 

containing part of the associate's basic 40-hour workweek.

b. Coverage. Only General Schedule (GS) associates who qualify as criminal 

investigators for the purpose of availability pay are those properly classified 

in the GS-1811 (Criminal Investigating) and GS-1812 (Game Law Enforcement) 

series under OPM standards. 

(1) Availability pay generally applies only to those GS-1811 and GS-1812 

criminal investigators who meet the definition of "law enforcement officer" in 5 

U.S.C. 5541(3) which generally requires that the associate be covered under the 

early retirement provisions for law enforcement officers. 

(2) However, an investigator may also meet that definition if he or she holds a 

supervisory or administrative position that has been officially approved as a 

"secondary position" under the regulations governing the law enforcement officer 

retirement provisions. Members of the Senior Executive Service (SES) are not 

eligible to receive availability pay.

c. Availability Hours. To be eligible for availability pay, GSA must determine 

annually whether each investigator performs or is available to perform an 

average of at least 2 hours on an annual basis of unscheduled duty per regular 

work day. This determination is made in accordance with requirements under 5 CFR 

550.182 through 550.184.

GSA should ensure that all investigators receiving availability pay are 

performing significant amounts of actual unscheduled overtime work, as opposed 

to being merely available to perform such work.

9. FLSA Hours.

a. General. Under the Fair Labor Standards Act (FLSA) regulations at 5 CFR part 

551, a nonexempt associate is entitled to overtime compensation for all hours 

worked in excess of 8 per day or 40 per week. "Hours worked" over 40 in a week 

under FLSA provisions includes certain additional types of time, which are not 

considered "hours worked" over 8 in a day under 5 CFR part 550. It is this time 

discussed below, which is only considered "hours worked" under the FLSA 

provisions that is to be recorded as "FLSA hours".

(1) "Suffered and permitted" time. Under FLSA "hours worked" includes any work 

outside regular work hours which management "suffers and permits" to be 

performed for the benefit of GSA by the associate. Unapproved work is "suffered 

and permitted" and "hours of work" under FLSA regulations if the supervisor 

knows or has reason to believe the associate is performing it and does not take 

reasonable measures to stop the work.

(a) If the supervisor is aware that the work is being performed, it does not 

have to be ordered, approved, or even requested to be FLSA hours of work.

(b) The "suffered and permitted" provisions apply not only to work performed at 

the work place but also work performed away from GSA premises or the job site 

and work performed at home.

(c) Supervisors have the responsibility to ensure that work is only performed 

when it is needed and wanted, that FLSA-nonexempt associates are informed when 

they are and are not to work, and that reasonable efforts are made to prevent 

them from working outside scheduled hours.

(d) Supervisors must keep accurate records concerning the hours worked by their 

nonexempt associates.

(2) FLSA travel time. Under FLSA provisions, certain time spent in authorized 

travel by a nonexempt associate is considered "hours worked." A discussion of 

the various kinds of travel and their treatment under the FLSA appears at the 

end of this section in items c. - k.

(3) FLSA Training time. Under FLSA provisions certain types of training is 

considered hours of work as described in item l.

b. Recording FLSA hours.

(1) Time, which is considered as hours worked only under FLSA provisions, is 

recorded on the ETAMS record with transaction code 07 - FLSA Hours Worked.

(2) The only time to be recorded with transaction code 07 is "suffered and 

permitted" time and travel time outside the regular tour of duty that is 

considered as hours of work under FLSA regulations.

(3) The minimum credit for FLSA hours is 1/10 of an hour.

(4) Although the overtime provisions of the FLSA apply only when the total hours 

actually worked within each week exceed 40, the FLSA "hours worked" in all 

instances must be recorded. The National Payroll Center will determine if any 

additional overtime pay is due and will adjust the associate's pay in the 

subsequent pay period if required.

c. Travel time as "hours worked" under the FLSA. The instructions, which follow 

in items d. - k. apply only to time spent traveling by nonexempt associates 

under the FLSA. Existing rules applicable to time spent traveling by associates 

(both exempt and nonexempt) under Title 5 or other appropriate statute or 

regulations continue in effect without change.

(1) These instructions apply only to actual travel time between an associate's 

official duty station and the point of destination, or between temporary duty 

points, and for the usual waiting time, which interrupts such travel. Whether 

time spent at a temporary duty station is hours worked is determined under the 

normal rules governing hours of work under the FLSA.

(2) Whether time spent in authorized travel by a nonexempt associate is to be 

considered hours of work under the FLSA depends upon the kind of travel 

involved. The rules set forth below cover specific travel situations. Close 

attention must be paid to the rules applicable to each situation because what is 

"hours of work" under one situation may not be "hours of work" in another.

d. Definitions.

(1) Authorized travel. Authorized travel is defined as travel, which is 

performed:

(a) Under the direction or control of a responsible official of the employing 

agency: and

(b) For the benefit of the employing agency.

(2) Official duty station. Official duty station has been defined in Federal 

Travel Regulations as the associate's designated post of duty, the limits of 

which will be the corporate limits of the city or town in which the officer or 

employer is stationed. If the associate is not stationed in an incorporated city 

or town, the official duty station is the reservation, station, or established 

area, or in the case of larger reservation, the established sub-division thereof 

having definite boundaries within which the designated post of duty is located."

e. Home to work - work to home. Ordinarily, travel by an associate to and from 

work outside the regular workday is not considered hours of work. In the 

following instances such travel is outside normal duty hours and is counted as 

hours of work under FLSA.

(1) Associate drives a government vehicle from work to home (home to work) as a 

requirement of the agency to respond to emergency calls or to transport other 

associates.

(2) Associate reports to a designated meeting place and as a requirement of the 

agency transports passengers or equipment to a job site. The travel from the 

designated meeting place to the job site is hours of work and the associate's 

workday begins with the picking up of tools or receipt of instructions at the 

meeting place.

(3) Associate meets at a designated place and is transported as a passenger to a 

job site. If the associate picks up and carries tools, receives instructions or 

performs other work, his workday begins at that time and subsequent travel to 

the job site and return is hours worked. However, if no work is performed and 

the associate merely is transported as a passenger to the job site, such time 

spent traveling is not hours of work.

(4) Associate (at home) receives an emergency call outside his regular working 

hours to travel to a temporary duty station (outside the limits of the official 

duty station) and the distance traveled is greater than normal home to work 

travel. The entire time spent traveling is hours of work only if the distance 

traveled is greater than normal home to work travel.

f. Travel within the limits of the official duty station.

(1) Time spent by an associate in authorized travel as part of a job assignment 

during the workday is considered travel that is all in the day's work. Such 

travel time shall be counted as hours worked.

(2) Furthermore, time spent before or after regular working hours which is 

directly associated with the performance of a given job assignment and serves to 

extend the associate's regular tour of duty is also considered hours worked.

(3) The following table illustrates the FLSA concept of travel as hours of work 

outside regular hours. The situations involve travel within the limits of the 

official duty station during a single day.

      Type of Travel InvolvedIs Travel Time "Hours of Work"

      a. From home, directly to the job site before regular working hoursNO – 

      See paragraph e above for exception

      b. From normal duty location to job siteYES

      c. From job site to job siteYES

      d. From job site to normal duty stationYES

      e. From job site directly to home after regular working hoursNO – See 

      paragraph e above for exception

g. Work performed while traveling away from official duty station.

(1) Any work an associate is required to perform while traveling will be counted 

as hours worked. For example, an associate required to drive a vehicle or to 

assist in the operation of a conveyance to a given destination is working while 

driving or riding and shall have such time counted as hours worked.

(2) Bona fide meal periods are deducted from hours worked. Also, when an 

associate is required to be on duty traveling continuously for 24 hours or more, 

authorized sleeping periods of not more than 8 hours may be deducted from hours 

worked, provided adequate sleeping facilities are furnished and the associate 

can usually enjoy an uninterrupted period of sleep.

(3) When an associate is completely relieved from duty for a period long enough 

to enable the associate to use the time effectively for his own purpose, this of 

duty period is not hours worked. For example a driver of an automobile 

terminates his travel at 6 p.m. to obtain lodgings for the night and commences 

his travel at 8 a.m. the next morning.

h. Travel as a passenger on a 1-day assignment.

(1) Travel as a passenger to and return from a temporary duty station outside 

the limits of the official duty station during the same day is viewed as a part 

of the associate's principal duties for that particular day.

(2) Bona fide meal periods, normal home to work and work to home travel, and 

time spent waiting at a common carrier in excess of the normal waiting time 

outside regular working hours are not included as hours of work.

(3) Normal waiting time is that which is required by the common carrier (that 

is, 30 minutes prior to scheduled departure) and may differ according to each 

carrier's rules. Time spent at a terminal awaiting a connecting flight is normal 

waiting time and is counted as hours of work.

(4) When traveling by automobile, travel time from the official duty station to 

the temporary duty station is hours of work. But when travel by automobile is 

from home directly to the temporary duty station, the associate shall be 

credited with the lesser of:

(a) The actual hours worked for the time spent traveling to the temporary duty 

station, excluding normal home to work travel; or

(b) The estimated hours worked for such travel had the associate traveled 

directly from the official duty station to the temporary duty station.

i. Overnight travel away from official duty station.

(1) An associate who performs such travel during regular working hours on 

regular workdays is substituting travel for other duties during these hours and 

the time spent traveling is hours worked.

(2) The same principle applies to such travel as a passenger during 

corresponding hours on non-workdays (hours corresponding to an associate's 

regular working hours on regular workdays).

(3) Time spent in travel as a passenger that occurs outside regular working 

hours (and outside corresponding hours on non-workdays) is not considered hours 

of work if the travel keeps the associate away from the official duty station 

overnight and the associate performs no work while traveling.

(4) The same rules mentioned in paragraph 6 h. above with regard to meal times, 

normal waiting time, connecting flights, etc. apply to travel performed 

overnight as long as such time occurs during regular working hours on regular 

workdays or during hours which correspond to an associate's regular hours on 

non--workdays.

(5) There is no provision in the regulations for extending the workday because 

of travel when that travel is away from the official duty station on an 

overnight assignment unless the associate performs work while traveling.

j. Travel by mode of transportation other than that selected by the agency. 

There are instances when an associate, for personal reasons such as an aversion 

to flying, does not use the mode of transportation selected by the employing 

agency. When this occurs the associate shall be credited with the lesser of:

(1) That portion of the actual travel time which is to be considered working 

time, or

(2) That portion of the estimated travel time, which would have been considered 

working time had the associate used the mode of transportation selected by the 

employing agency.

k. Travel at a time other than that selected by the employing agency.

(1) Employing agencies are responsible for specifying, within reasonable limits, 

the time during which a authorized travel will be performed by its associates. 

To the maximum extent practicable, the travel of an associate away from his 

official duty station shall be scheduled within the associate's regularly 

scheduled workweek.

(2) When an associate, for personal reasons, travels at a time other than the 

time selected by the agency or, for personal reasons, travels by an indirect 

route or interrupts travel, the associate shall be credited with the lesser of:

(a) That portion of the actual travel time which is to be considered working 

time, or

(b) That portion of the estimated travel time, which would have been considered 

working time had the employee traveled at the time and by the route selected by 

the agency.

l. Training As FLSA-nonexempt Overtime. Overtime that is allowable under rules 

governing FLSA-exempt rules may also apply to FLSA-nonexempt associates. In 

addition, the following are two types of situations that may result in overtime:

(a) FLSA nonexempt associates who are directed to participate in training to 

improve performance in their current positions during time outside regular work 

hours must be compensated for a resultant overtime. However, apprenticeship, 

entry-level, internship, or other career-related training outside regular work 

hours may not be compensated under FLSA-nonexempt rules.

(b) FLSA-nonexempt training that is scheduled in advance of the administrative 

workweek is considered to be performed during regular hours and is overtime 

under 5 CFR Part 551. An example is the 6th day of a 6-day training course for 

which hours are scheduled in advance of the administrative workweek. Unless 

overtime is approved for one of the FLSA-exempt reasons, overtime for 

FLSA-exempt associates would be prohibited in a comparable situation.

m. Travel as Hours of Duty for FLSA-exempt Associates. Generally, FLSA-exempt 

overtime or other premium pay travel is not permitted except under very rare 

circumstances, such as:

(1) Travel while performing work that can only be performed while traveling 

(such as making high altitude astronomical observations while flying) or work 

incident to such travel;

(2) Travel under arduous conditions (i.e., on horseback); and

(3) Travel to (and usually return from) an event that cannot be controlled 

administratively (meaning not under the control of any federal agency and not 

subject to rescheduling), with an immediate official necessity.

n. Training as Hours of Duty for FLSA-exempt Associates. Premium pay (including 

overtime pay) for training for FLSA-exempt associates is prohibited, except 

under rare circumstances, such as:

(1) The continuation of existing premium pay (regular overtime, night, holiday, 

Sunday, or availability pay);

(2) Training at night when the training requires night conditions;

(3) When the cost of the training, including the cost of the overtime, is less 

than the cost of the same training confined to regular working hours, or

(4) When OPM grants an exception to 5 CFR 410.402(a) specifically requested by 

GSA.
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CHAPTER 6. RECORDING LEAVE AND ABSENCES

1. Annual Leave.

a. General. Annual leave is provided and used for two general purposes:

(1) It allows every associate an annual vacation period of extended leave for 

rest and recreation.

(2) It provides periods of time off for personal and emergency purposes.

(3) Annual leave is a benefit and accrues automatically. While associates have a 

right to take accrued and accumulated annual leave, supervisors have the 

responsibility to fix the time when it may be taken.

b. Associates not entitled to earn annual leave.

(1) A full-time or part-time associate, who enters on duty or separates during 

the pay period and does not complete his scheduled tour of duty, earns no annual 

leave during that fractional pay period. In addition, the hours worked will not 

be considered in determining leave credits.

(2) A full-time or part-time associate with an appointment of less than 90 days 

is not entitled to earn annual leave.

(3) Intermittent associates are not entitled to earn or to use annual leave.

c. Annual leave ceilings.

(1) The maximum accumulation of regular earned annual leave an associate may be 

carry forward from one leave year to the next is 30 days or 240 hours. 

Associates stationed outside the 50 states have a maximum accumulation of 45 

days or 360 hours (See (3) below, for exception for associates in the Senior 

Executive Service.) However, if an associate had accumulated leave in excess of 

240 hours at the beginning of the 1954 leave year (for associates in Alaska and 

Hawaii, the year in which statehood was gained), he/she may retain this 

accumulated leave until he/she subsequently reduces it by using more annual 

leave than earned in any leave year. The maximum amount of annual leave an 

associate is entitled to carry over at the end of the leave year is called the 

associate's annual leave ceiling.

(2) An associate whose annual leave balance at the end of the leave year is 

greater than his/her ceiling forfeits the excess leave. Therefore, when carrying 

leave balances forward to the new leave year, the PAR system will automatically 

bring forward only the annual leave ceiling or the actual leave balance if it is 

less than the ceiling.

(3) Associates in the Senior Executive Service (SES) have a 90-day (720-hour) 

maximum limitation on the amount of annual leave they may carry over from one 

leave year to the next. Previously, SES members could accumulate annual leave on 

an unlimited basis. Since the inception of the Senior Executive Service, SES 

members have been exempt from the annual leave accumulation ceilings of 30 days 

(240) and 45 days (360) hours for service overseas contained in 5 U.S.C. 6304.

(4) If an SES member begins a new leave year with 720 or more hours of annual 

leave and earns more annual leave than used during the leave year, the excess 

leave hours will be forfeited at the beginning of the succeeding leave year. All 

SES members will be subject to the "use or lose" rules for the forfeiture of 

excess annual leave, under 5 CFR 630.302, for any leave earned and not used 

during a leave year in excess of the new 720-hour ceiling. Thus, if an SES 

member has 1,000 hours as a personal leave ceiling at the start of leave year 

2002 and earns 100 hours more than used in 2002, the associate loses those 100 

hours and the personal leave ceiling remains at 1000 hours at the beginning of 

leave year 2003.

d. Accrual of annual leave.

(1) Annual leave will accrue for all associates (leave category codes, 4, 6, or 

8) during each full, biweekly pay period while in a pay status, this excludes 

intermittent associates. Annual leave accrues at end of the pay period.

(a) If a full-time associate is in non-pay status (LWOP or AWOL) at the end of 

the pay period and has not yet accumulated 80 hours in non-pay status at the end 

of the pay period, the leave accrual will not be withheld automatically by the 

PAR system.

(b) If a full-time associate has accumulated 80 hours or more of non-pay status 

at the end of the pay period, then the PAR system will automatically reduce 

his/her annual leave accrual by the amount of leave he/she earns in one pay 

period, either 4 hours, 6 hours, or 8 hours.

(2) For permanent part-time associates, the amount of annual leave reduced due 

to LWOP will be dependent upon two factors: (1) the accrual rate per pay period 

and (2) the total hours scheduled to work each pay period. For example, an 

associate in leave category 4, working 40 hours each pay period, has accumulated 

a total of 40 hours of LWOP. His/her normal accrual per pay period is 2 hours of 

annual leave, but because the LWOP totals the number of scheduled hours he/she 

works per pay period, his/her annual leave account will be reduced by 2 hours.

(3) The leave balances of temporary, part-time associates (leave category 4, 6, 

or 8) are not reduced by non-pay status because these associates earn leave only 

when in a pay status and according to the number of hours worked.

(4) For leave accrual reduction purposes, periods of non-pay status totaling 

less than 80 hours will be dropped at the end of the leave year.

e. Minimum charge. The minimum charge to annual leave is one tenth of an hour (6 

minutes).

f. Recording annual leave. For those full-time and certain part-time associates 

entitled to earn and use annual leave, it shall be recorded in the following 

manner.

(1) Record the number of annual leave hours taken with the transaction code 40 - 

Annual Leave. Absences of less than an hour must either be recorded in tenths or 

be excused by the supervisor. A timekeeper does not have the authority to excuse 

absences.

(2) Annual leave is recorded in addition to summary hours, which are recorded as 

usual.

(3) An associate must use all his/her compensatory leave prior to using annual 

leave. For example, if the associate has 3 hours of compensatory time to his/her 

credit and is in a leave status for the entire day, then 3 hours must be 

recorded with transaction code 41 and 5 hours recorded with transaction code 40.

(4) The associate's indicate their request for annual leave by either submitting 

an OPM-71, Application for Leave or sending an email to the supervisor 

requesting the leave.

g. Substitution of annual leave for LWOP. If an associate requests and is 

administratively granted leave without pay (LWOP) when he/she has annual leave 

to his/her credit, the period of leave without pay may not be converted to 

annual leave at a later time, unless the period was granted for absence due to 

an injury or illness for which a claim for disability compensation was 

disallowed.

h. Conversion of annual leave to sick leave.

(1) If sickness occurs during a period of annual leave, the annual leave may be 

converted to sick leave upon the approval of the supervisor in accordance with 

the regulations of your office.

(2) Annual leave may not be substituted for sick leave that was previously 

granted for the purpose of avoiding a forfeiture of annual leave at the end of 

the leave year. However, under certain conditions, advanced sick leave may be 

converted to annual leave provided the leave is charged prior to the time it 

would be forfeited at the close of the leave year. You may make such 

substitution only with the approval of the associate and his/her supervisor.

2. Sick Leave.

a. General. Sick leave is paid leave granted to eligible employees for use when 

an employee is physically unable to perform his/her normal duties. Sick leave 

may also be granted for appointments with dentists, eye doctors, and for any 

other medical service. Sick leave accrues at beginning of each pay period.

(1) All eligible associates earn sick leave at the same rate, regardless of the 

length of their service. No qualifying period is required before an associate 

may earn, use, or be advanced sick leave.

(2) Full-time associates earn 4 hours per pay period; part-time employees earn 1 

hour for each 20 hours worked.

b. Associates not entitled to earn sick leave.

(1) A full-time or part-time associate, who enters on duty or separates during 

the pay period and does not complete his/her scheduled tour of duty, earns no 

sick leave during that pay period. The hours worked will not be considered in 

determining leave credits.

(2) Intermittent associates are not entitled to earn or use sick leave.

c. Minimum charge. The minimum charge to sick leave is one tenth of an hour (6 

minutes).

d. Accumulation of sick leave.

(1) All sick leave remaining unused at the close of a leave year, regardless of 

the balance, will be carried forward automatically to the next leave year by the 

PAR system.

(2) Sick leave may accumulate from pay period to pay period, and from leave year 

to leave year, without restriction. There is no ceiling on the amount of sick 

leave an associate may accumulate.

e. Effect of LWOP, AWOL etc.

(1) When a full-time or a permanent part-time associate (leave category 4, 6, or 

8) is absent in a non-pay status (LWOP or AWOL) totaling the number of hours of 

his/her tour of duty, the PAR system will automatically reduce his/her sick 

leave accrual by one pay period's accrual.

(2) The sick leave balances of temporary, part-time associates (leave category 

4, 6, or 8) are reduced by non-pay status according to hours worked since they 

earn leave only when they are in a pay status.

(3) For leave accrual reduction purposes, periods of non-pay status, totaling 

less than 80 hours, will be dropped at the end of the leave year.

f. Recording sick leave. For full-time and part-time associates, who are 

entitled to earn and use sick leave, it shall be recorded in the following 

manner:

(1) Record the number of sick leave hours taken with the transaction code 50 - 

Sick leave. The minimum charge to sick leave is one tenth of an hour (6 

minutes). Absences less than 6 minutes must either be recorded in tenths or be 

excused by the supervisor. A timekeeper does not have the authority to excuse 

absences.

(2) The associate's request for sick leave is indicated by his/her submitting an 

OPM-71, or an e-mail to his/her supervisor, whichever is appropriate. 

(a) in excess of 3 days; If part of the AFGE Bargaining Unit this in excess of 4 

days.

(b) when the sick leave is requested in lieu of annual leave after the associate 

has returned to work;

(c) when it is advanced sick leave;

(d) at the discretion of the supervisor for certain associates for any period of 

sick leave; and

(e) OPM-71 is used as a doctor's certificate.

(3) When the amount of sick leave needed exceeds the amount the associate has 

accrued and an advance has not yet been requested or approved, then sick leave 

must be charged to either compensatory time, annual leave, or LWOP.

(4) Absences recorded as sick leave have no effect on the number of hours 

recorded as regular hours.

g. Advanced sick leave.

(1) In certain instances, permanent full-time associates may be granted sick 

leave in addition to their accrued sick leave. The associate is required to 

submit an OPM-71 for this advanced sick leave.

(2) The rules and regulations governing the approval of advanced sick leave can 

be found in the Time and Leave Administration Handbook (OAD P 6010.4). It is the 

supervisor's responsibility to see that the timekeeper is made aware of any 

associate in his/her group who has been given approval for advanced sick leave.

(3) When advanced sick leave is granted, the approval do not need to be 

forwarded to the NPC.

h. Liquidation of sick leave indebtedness.

(1) Advanced sick leave is normally liquidated by subsequent leave earnings each 

pay period. Unliquidated advanced sick leave is carried forward from one leave 

year to the next until it has been liquidated by earnings.

(2) In some instances the associate may be permitted to convert the advanced 

sick leave to annual leave. This can be done only with the approval of the 

associate's supervisor through the use of amended T&A records.

i. Conversion of sick leave to annual leave.

(1) Annual leave may not be substituted for sick leave previously granted for 

the purpose of avoiding a forfeiture of annual leave at the end of the leave 

year.

(2) However, under certain conditions, advanced sick leave may be converted to 

annual leave provided the annual leave is charged prior to the time it would be 

forfeited at the close of the leave year.

j. Conversion of annual leave to sick leave. When sickness occurs during a 

period of annual leave, the period of illness may be charged to sick leave 

rather than annual leave. The associate must request this substitution from 

his/her supervisor within 2 days after his/her return to duty. An OPM-71 must be 

submitted for this request. The timekeeper does not have the authority to 

convert leave.

3. Family Friendly Leave Act (FFL).

a. General.

(1) The Family Friendly Leave Act, effective December 2, 1994, allows associates 

to use up to 104 hours of sick leave each leave year (or, in the case of a 

part-time associate or an associate with an uncommon tour of duty, the number of 

hours of sick leave normally accrued during a leave year) to (1) provide care 

for a family member as a result of physical or mental illness, injury, 

pregnancy, childbirth, medical, dental, or optical examination or treatment; (2) 

make arrangements necessitated by the death of a family member or attend the 

funeral of a family member; or (3) used for purposes related to the adoption of 

a child.

(2) Associates can use 40 hours of sick leave regardless of their sick leave 

balance and 64 additional hours of sick leave providing they maintain 80 hours 

sick leave.

b. Recording Family Friendly Leave. For those full-time and part-time associates 

entitled to use Family Friendly Leave, it will be recorded in the following 

manner: 

There are three transaction codes for recording Family Friendly Leave. These 

codes are used in addition to recording the hours of sick leave (Code 50) and 

regular hours.

Code 27 – to care for a family member

Code 28 – for a family member funeral

Code 29 – for adoption

Family Friendly Leave hours are recorded in whole hours and increments of 1/10th 

of an hour.

4. Expanded Sick Leave for Family Care. 

a. General.

(1) The regulations provide up to 12 weeks of accrued sick leave each year for 

use caring for a family member with a serious health condition. Essentially, the 

regulations expand the use of sick leave established under the Family Friendly 

Sick Leave Act from 13 days to 12 weeks, but limit the extended use to the care 

of a family member (as defined under the sick leave regulations) with a serious 

health condition (as defined under the Family and Medical Leave regulations). If 

an associate uses any or all of his/her 13-day entitlement to sick leave for 

family care purposes, the amount would be subtracted from the 12-week 

entitlement.

(2) Although the 12 weeks apply to both types (FFL and FMLA), the serious health 

condition must be met only after the 13-day routine family-care limit has been 

reached.

(3) An associate would be required to continue maintaining a sick leave balance 

of 80 hours.

b. Recording Expanded Sick Leave. For full-time and part-time associates, who 

are entitled to use the expanded sick leave, it will be recorded in the 

following manner.

(1) The transaction code for recording expanded sick leave is (Code 27) and used 

in addition to recording the hours of sick leave (Code 50).

(a) Expanded Sick Leave is recorded in whole hours and increments of 1/10th of 

an hour.

5. Family/Medical Leave Act (FMLA)

a. General.

(1) The regulations provide associate entitlement for up to 12 weeks of unpaid 

leave or leave-without-pay (LWOP) during any 12-month period for Family Leave 

(the birth of a child, adoption/foster care of a child, or for the care of a 

spouse, son, daughter, or parent with serious medical condition) or Medical 

Leave (a serious health condition of the associate).

(2) Associates may substitute earned leave (i.e.-annual leave, restored annual 

leave, sick leave, compensatory time, leave from a leave transfer program, or 

advanced leave) for any part of the 12-week LWOP entitlement.

(3) Family Medical Leave Act hours are recorded in addition to summary hours, 

which are recorded as usual.

b. Recording Family/Medical Leave.

(1) Family Medical Leave hours are recorded in whole hours and increments of 

1/10th of an hour.

(2) There are two transaction codes for recording family/medical leave.

(3) Record family leave (family members) with transaction code 57 - Family Leave 

in addition to codes 40, 41, 44, 45, 60, 85 and/or 88.

(4) Record medical leave (associate) with transaction code 58 – Medical Leave in 

addition to codes 40, 41, 44, 45, 50, 60, 85 and/or 88.

(5) Specific guidance can be found in the Time and Attendance Handbook (OAD P 

6010.4) and any questions regarding the approval should be directed to the 

appropriate Human Resources Office.

6. Compensatory Time.

a. General. Compensatory time is time off earned by certain full-time or 

part-time GS and GG associates in lieu of payment for irregular or occasional 

overtime hours worked.

b. Compensatory time earned.

(1) Compensatory time is earned at a rate of 1/10 hour for each 1/10 hour of 

overtime worked. The "2-hour minimum" rule applicable to "call-back" overtime 

also applies to compensatory time earned.

(2) GSA Form 544, Request, Authorization, and Report of Overtime, is required 

for approval of compensatory time earned in the same manner as for paid 

overtime.

c. Compensatory time used.

(1) Compensatory time must never be granted prior to earning it. It is not to be 

anticipated.

(2) Compensatory time balances must be used before any annual leave can be used. 

Normally compensatory time should be used within four pay periods after it has 

been earned.

(3) Compensatory time must be requested and approved by the associate's 

supervisor and earned by the associate prior to the use of the leave.

d. Compensatory time year-end balance.

(1) If compensatory leave is on the books at the time of a resignation, 

retirement, etc., it will be paid to the associate at the overtime rate.

(2) The overtime rate used in determining the amount of the payment will be the 

one that was in effect for the associate at the time of the resignation, 

retirement, etc.

e. Recording compensatory time. For associates, who are entitled to earn and use 

compensatory time, there are two transaction codes for recording it on the T&A 

record.

(1) Record compensatory time earned with transaction code 13 - Compensatory 

Earned.

(2) Record compensatory time used with transaction code 41 - Compensatory Time 

Used.

(3) Compensatory time is recorded in increments of 1/10 of an hour.

(4) Compensatory time is recorded in addition to regular hours, which are 

recorded as usual.

(5) The associate's request for compensatory leave used is indicated by 

submitting an OPM-71, Application for Leave or an email to the supervisor 

requesting leave.

7. Religious Compensatory Time.

a. General.

(1) Any associate, including FWS employees and members of the Senior Executive 

Service, may elect to work religious overtime for the purposes of taking time 

off without charge to leave when personal religious beliefs require the 

associate to abstain from work during certain periods of the workday or 

workweek. Any associate who elects to work religious compensatory overtime for 

this purpose must be granted (in lieu of overtime pay) an equal amount of 

religious compensatory time off (hour for hour) from his scheduled tour of duty.

(2) Any associate may work religious compensatory overtime before or after the 

grant of religious compensatory time off. Supervisors are encouraged to arrange 

an associate's work schedule in such a way that the religious compensatory time 

is repaid within three pay periods of the date granted. 

b. Restrictions.

(1) The law also provides that an associate's election to work religious 

compensatory overtime or to take religious compensatory time off to meet 

religious obligations may be disapproved if such a modification in work 

schedules interferes with the efficient accomplishment of the agency's mission.

(2) All agency regulations and other existing laws regarding earning and use of 

religious compensatory time, as well as those applying to the payment of 

overtime, are superseded by Title VI of Public Law 95-390 for the purpose of 

adjusting work schedules for religious observances.

(3) The law in no way abridges an associate's right to request leave or to 

request to have his/her hours of work adjusted for time off for religious 

observances.

c. Recording religious compensatory time. There are two codes for recording 

religious compensatory time.

(1) Record religious compensatory time earned with transaction code 46 – 

Religious Compensatory Earned.

(2) Record religious compensatory time used with transaction code 47 – Religious 

Compensatory Time Used.

(3) Religious compensatory time is recorded in whole hours and increments of 

1/10 of an hour.

(4) Religious compensatory time is recorded in addition to summary hours, which 

are recorded as usual.

(5) The associate's request for religious compensatory time used is indicated by 

submission of an OPM-71, Application For Leave or an email to the supervisor 

requesting leave.

8. Credit Hours.

a. General.

(1) Credit hours are any hours, within a flexible schedule, in excess of an 

associate's basic work requirement and the associate elects to work so as to 

vary the length of a workweek or a workday with the supervisor's approval..

(2) Credit hours are worked at the option of the associate; they are 

distinguished from overtime hours and compensatory time since management does 

not officially order them in advance.

b. Recording credit hours.

(1) There are two transaction codes for recording credit hours.

(a) Record credit hours earned with transaction code 36 – Credit Hours Earned.

(b) Record credit hours used with transaction code 37 – Credit Hours Used.

(c) Credit hours are recorded in whole hours and increments of 1/10th of an 

hour.

(d) Credit hours are recorded in addition to summary hours, which are recorded 

as usual.

(2) Specific guidance can be found in the Time and Attendance Handbook (OAD P 

6010.4, Chapter 12, page 31 & 35) and any questions regarding the approval 

should be directed to the appropriate Human Resources Office.

9. Court leave.

a. General.

(1) Court leave is granted to permanent and temporary full-time and part-time 

associates to serve on a jury, to serve as a witness in behalf of a state or 

local government in a nonofficial capacity, and to serve as a witness in behalf 

of any party in connection with any judicial proceeding to which the United 

States, the District of Columbia, State, or local government is a party.

(2) Absences to serve, as a witness, in an official or nonofficial capacity in 

behalf of the Federal Government or District of Columbia will be reported as 

official duty status.

(3) Absences to serve as witnesses in a nonofficial capacity for a private party 

cannot be charged as court leave and must be recorded as annual leave or LWOP, 

as applicable.

b. Associates not entitled to court leave.

(1) Full-time and part-time associates in a non-pay status are not entitled to 

court leave.

(2) Intermittent associates are not entitled to court leave.

(3) Associates serving in an official capacity as a witness for the Federal 

Government are not entitled to court leave. They are considered to be in 

official duty status.

c. Verification of court service.

(1) If an associate is called for court service, thus qualifying them for court 

leave, they must submit a copy of the court order to his/her supervisor.

(2) Upon return to duty, the associate is required to submit written evidence of 

his/her attendance at court showing the actual dates served and a detailed 

breakdown of the amount of compensation received. Do not send written documents 

to the NPC.

d. Recording court leave.

(1) Record the number of hours of court leave taken with transaction code 42 - 

Court Leave.

(2) Record court leave in whole hours and tenths of hours. 

(3) Absences recorded as court leave have no effect on the number of hours 

recorded as summary hours.

(4) The associate must either submit an OPM-71 or an email to the supervisor 

requesting the use of leave.

e. Court service compensation.

(1) If the associate received payment from the court for his/her services, the 

associate may keep the money received for meals and transportation. In instances 

where the court makes no distinction in the payment as a fee or as an amount for 

meals and transportation, the entire amount received must be turned into the 

appropriate Accounts Receivable (6BCDR or 7BCR) with the associate's 

appropriation on the check.

(2) Since an associate on leave without pay, although otherwise eligible, may 

not be granted court leave, he/she may keep all money received for court or jury 

services. If an associate elects to take annual leave during their period of 

court leave, they keep all the money they received for court or jury services.

(3) Since an intermittent associate may not be granted court leave, they may 

keep all money received for court or jury services.

10. Regular Military Leave.

a. General.

(1) Military leave is defined as the period of leave with pay from official duty 

authorized for permanent or temporary indefinite associates who are called for 

active duty or training in the reserve components of the Armed Forces (Army 

National Guard of the U.S., Army Reserve, Naval Reserve, Marine Corps Reserve, 

Air National Guard of the U.S., Air Force Reserve, and Coast Guard Reserve).

(2) Military leave is limited, with some exceptions, to a maximum of 30 days 

during each fiscal year. Specific guidance can be found in the Time and Leave 

Administration Handbook (OAD P 6010.4) and any questions regarding the 

limitations should be directed to the appropriate Human Resources Office.

b. Eligibility for regular military leave.

(1) Permanent and temporary associates to exceed one year, who are members of 

the National Guard or Reserve Components of the Armed Forces, must be granted 

military leave upon presentation of competent orders.

(2) Temporary and intermittent associates are not eligible for military leave.

(3) Associates appointed under the Intergovernmental Personnel Act are eligible 

for military leave with pay if appointed for periods in excess of 1 year.

c. Regular Military Leave Limitations.

(1) 30-day limitation per absence. Except as provided in Section d below, 

military leave of absence with pay is limited to a maximum of 30 days during 

each fiscal year, regardless of the number of training periods in the fiscal 

year. This leave may be taken intermittently, hour for hour, a day at a time, or 

as otherwise directed under orders issued by competent military authority (but 

no less than one hour at a time).

(2) 15-day accrual and carryover. A full-time associate, who is a member of a 

reserve component, accrues a total of 15 days of military leave per year 

credited at the beginning of the fiscal year and may carry over a maximum of 15 

days of unused military leave from one fiscal year to the next. The full 15 days 

of military leave may be granted from the first day of the fiscal year, whether 

or not an associate is expected to stay employed with the Federal Government for 

the entire year. Part-time associates are limited to a percentage of the 

full-time accrual, which is determined by dividing 40 into the number of hours 

in the associate's regularly scheduled workweek. As an example, an associate 

regularly scheduled to work 32 hours a week would be entitled to 12 days of 

military leave each fiscal year. This is arrived at by dividing 40 into 32, 

which results in 80 percent. 80 percent of 15 days equals 12 days.

d. Regular Military Leave Documentation.

(1) Normally, the associate must apply to his/her supervisor for military leave 

by submitting an OPM-71, Application for Leave or an email at least 2 weeks in 

advance of the departure.

(2) A copy of the order calling the associate to military duty should accompany 

the OPM-71, but may be submitted at a later date if necessary.

(3) An associate returning from military leave should submit to his/her 

supervisor a certification from the responsible military officer regarding the 

associate's military attendance.

(4) The timekeeper maintains the certificate of attendance. The National Payroll 

Center will accept the supervisor's certification on the T&A record as evidence 

of proper documentation to support the military leave is on file.

e. Recording Regular Military Leave.

(1) By law, the minimum charge to military leave is one hour. Timekeepers will 

indicate this by recording the hours with transaction code 51 – Military Leave 

each hour the associate is out, regardless of the associate's tour of duty. 

(2) Military leave is recorded in addition to regular hours, which are recorded 

as usual.

(3) Non-workdays (typically weekends and holidays), occurring within the period 

of military leave, will not be charged. Associates who request military leave 

for inactive duty training (which generally is 2, 4, or 6 hours in length) will 

be charged only the amount of military leave necessary to cover the period of 

training and necessary travel. Non-chargeable hours to military leave in the 

civilian workday must be worked or charged to another leave category, as 

appropriate.

(4) If it is determined that an absence for military leave is in excess of the 

limitation, this excess must be recorded as annual leave or LWOP.

f. Additional Military Leave.

(1) Law enforcement military duty. Federal associates, who are members of a 

reserve component of the Armed Forces or the National Guard, are entitled to 22 

additional workdays of leave in a calendar year for periods of active Federal 

service in aid of law enforcement and service to provide public assistance. For 

example, during a natural disaster such as a flood, earthquake, or hurricane, 

non-workdays falling within such a period of absence are not charged against the 

22 days of leave allowed for this purpose.

g. Recording Law Enforcement Military Leave.

(1) Law enforcement military leave is recorded with transaction code 52 – Law 

Enforcement Military Leave.

(2) Law enforcement military leave is recorded in addition to regular hours, 

which are recorded as usual.

(3) Specific guidance can be found in the Time and Leave Administration Handbook 

(OAD P 6010.4) and any questions regarding the limitations should be directed to 

the appropriate Human Resources Office.

h. D.C. National Guard. Associates, who are members of the DC National Guard and 

are otherwise eligible, are entitled to leave without loss in pay or time, 

without limit, for each day of a parade or encampment ordered or authorized by 

the commanding general under Title 39, District of Columbia Code.

i. Recording DC National Guard Military Leave.

(1) DC National Guard Military leave is recorded with transaction code 53 – DC 

National Guard Military Leave.

(2) DC National Guard Military leave is recorded in addition to regular hours, 

which are recorded as usual.

(3) Specific guidance can be found in the Time and Leave Administration Handbook 

(OAD P 6010.4) and any questions regarding the limitations should be directed to 

the appropriate Human Resources Office.

j. Documentation.

(1) Normally, the associate must apply to his/her supervisor for military leave 

by submitting an OPM-71, Application for Leave or an email, at least 2 weeks in 

advance of the departure.

(2) A copy of the order calling the associate to military duty should accompany 

the OPM-71 or email, but may be submitted at a later date if necessary.

(3) An associate returning from military leave should submit to his/her 

supervisor a certification from the responsible military officer regarding the 

associate's military attendance.

(4) The timekeeper will maintain the certificate of attendance. The National 

Payroll Center will accept the supervisor's certification on the T&A record as 

evidence that proper documentation to support the military leave is on file.

11. Restored Leave

a. General. Subject to established guidelines, an associate may be granted a 

restoration of any annual leave forfeited at the end of the leave year due to 

administrative error, exigency of business, or associate illness. Specific 

guidance can be found in the Time and Leave Administration Handbook (OAD P 

6010.4) and any questions concerning the guidelines should be directed to the 

appropriate Human Resources Office.

b. Conditions. There are three conditions under which forfeited annual leave may 

be restored:

(1) Administrative error. A written request from the associate should be 

submitted to the National Payroll Center, accompanied by documentary evidence of 

the error resulting in the forfeiture of annual leave.

(2) Exigency of public business. Due to workload, special project, or some 

similar condition, the associate may be prevented from taking scheduled annual 

leave resulting in forfeiture of leave at the end of the leave year.

(3) Sickness. Forfeited leave may be restored when an associate had annual leave 

scheduled, but was unable to use it due to absence because of illness and it was 

so late in the leave year that the annual leave could not be rescheduled.

c. Approval procedures. The proper approval procedures are contained in the HB, 

Time and Leave Administration, (OAD P 6010.4). It is the associate's 

responsibility to obtain the necessary approval for restoration of any annual 

leave. After appropriate approval is obtained the letter is forwarded to the NPC 

for entering into the PAR system.

d. Timekeeper responsibilities. Once the National Payroll Center receives 

approval and the written request, the restored leave account will be 

established. The timekeeper must verify the restoration of the hours on the pay 

and leave statement.

(1) The principal responsibilities of the timekeeper include establishing a 

schedule for usage, to record the restored leave used on the T&A record, and to 

maintain a record of the restored leave on the optional GSA Form 873.

(2) Restored leave must be accounted for separately from annual leave and has no 

effect on the annual leave ceiling, carryover, or annual leave hours. If there 

is a second incident of leave restoration, it must be accounted for separately 

from the first, on both the T&A record and the optional GSA Form 873.

e. Schedule for restored annual leave.

(1) The Office of Personnel Management regulations require a specific schedule 

set up by the associate for the use of this restored leave.

(2) The National Payroll Center will not notify a timekeeper that an associate 

has established a restored annual leave account. Again, timekeepers must verify 

the restoration hours on the associate's pay and leave statement. The associate 

and his/her supervisor must schedule the use of this leave.

(3) Restored leave must be used by the end of 2 full leave years following the 

end of the leave year in which the leave was restored. (See OAD P 6010.4).

f. Recording restored leave.

(1) Electronic Time and Attendance Management System (ETAMS).

(a) Usage of restored leave is recorded with transaction code 44 – Restored 

Leave #1.

(b) If there is a second restored leave account, usage of this leave is recorded 

with transaction code 45 – Restored Leave #2.

(c) Record usage of restored leave in whole hours only and in increments of 1/10 

of an hour.

(d) Restored leave has no effect on regular hours, which are recorded as usual.

(2) Optional Annual Attendance Record (GSA 873). The back of the GSA Form 873 is 

now generic and can be used to maintain usage and balances for any leave such as 

restored leave. This form can be used to annotate the restored earned and used 

leave on the back so the associate has a restored annual leave account. Use the 

reverse of this form to keep a record of the use of leave. The following is an 

example of the information required for scheduling and recording this leave.

      Restored Leave Account

      Restoration Date:

      Hours Restored:

      (3) Forfeiture Date:

      Scheduled Date(s):Usage HoursActual Dates Used:Actual Hours Used:Used to 

      Date:

      Balance:

      (1) + (2) = (3)

      (2)

      (1)

      The current balance plus the hours used to date must equal the number of 

      hours restored.Record the leave as it is used and keep the balance 

current.

g. OPM-71, Request for leave. Submitting an OPM-71 or an e-mail to the 

supervisor requesting leave indicates the associate's request for restored 

leave. After approval by the supervisor, the timekeeper maintains the OPM-71. 

The associate must specify on the OPM-71 when restored leave is being used.

h. Closing of restored leave account.

(1) Forfeiture. Any balance remaining at the end of the second leave year after 

restoration is again lost. Annotate the optional GSA Form 873 to reflect this 

forfeiture.

(2) Separation. The restored leave account will be closed when an associate 

separates. Depending on the type of separation, the balance in the account will 

either be included in the terminal leave pay or transferred to the hiring agency 

with the other leave balances.

12. Donated Leave.

a. General. The voluntary leave transfer program was authorized by 5 CFR 630.906 

to allow Federal employees to donate annual leave to other Federal associates to 

cover medical emergencies for themselves or family members. Further information 

regarding the administration of the voluntary leave transfer program can be 

found in the Time and Leave Administration Handbook, OAD P 6010.4.

b. Timekeeper responsibilities.

(1) Donor's timekeeper. Leave can be donated from current annual leave or from 

restored leave. If the donation is from restored leave, it should be documented 

on the reverse side of the optional GSA Form 873. Leave donated from current 

accrued balance will be deducted by payroll. Do not record the deduction on the 

donor's ETAMS Time and Attendance Record. When the deduction has been made by 

Payroll, subtract the donated hours from the donor's optional GSA Form 873, 

Annual Attendance Record. Verify the balance with the associates Pay and Leave 

statement.

(2) Recipient's timekeeper. If the medical emergency is for the recipient's own 

incapacity or for care of a family member with a contagious disease, all sick 

and all annual leave must be exhausted before donated leave is used.

(a) If the medical emergency is for care of a family member with an incapacity 

other than a contagious disease, the annual leave balance must be exhausted 

before donated leave is used.

(b) In addition, an associate is required to use the sick leave provided for 

under the Family Friendly Leave Act before he or she can become eligible for 

donated leave.

c. Recording donated leave.

(1) Record the amount of leave donated in the space provided on the reverse side 

of the optional GSA Form 873. As leave is used, record on the timecard using 

transaction code 85, transferred leave used.

(2) Maintain the current balance available by posting the usage to the optional 

GSA Form 873.

(3) Associates who are in a transferred leave status can earn up to a maximum of 

40 hours annual leave and 40 hours sick leave. The law permits an associate to 

use annual or sick leave, as appropriate, earned while the associate was in a 

shared leave status before the medical emergency is terminated. The maximum 

amount of leave that may be accrued by full-time associates is still limited to 

a total of 40 hours of sick leave and 40 hours of annual leave. Timekeepers must 

record the earned leave in a separated set-aside account using the optional GSA 

Form 873A, Earned Leave Record. This leave should be accrued at the rate 

applicable for the associate's leave category. The hours earned for leave while 

in this status will not appear on the associate's pay and leave statement and 

should not be posted to the optional GSA Form 873, until the first full pay 

period after the medical emergency has ended.

(4) Transferred leave is reported in increments of whole hours and 1/10 of an 

hour.

13. Continuation of Pay (COP).

a. Background. On November 6, 1974, Congress amended the Federal Employees 

Compensation Act (FECA) by means of Public Law 93-416. This law provides that an 

associate who is injured on-the-job is entitled to continuation of his regular 

pay with no charge to leave. This traumatic injury must be job related and the 

associate can continue to be paid only for a period up to 45 calendar days.

b. Definition. A traumatic injury is defined as a wound or other condition of 

the body caused by an external force, including stress or strain.

(1) The associate must be able to identify the injury as to the time and place 

it occurred and also as to the physical part or function of the body affected by 

the injury.

(2) The injury must be one caused by a specific incident or series of events 

within a single day or work shift.

c. Day of Injury. On the day of injury, there is no charge against the 45-day 

period.

(1) Full-time and part-time associates.

(a) Record summary hours on the T&A record as if the associate was on duty the 

whole day.

(b) Record any period of absence after the day of the injury using transaction 

code 81, 82, or 83 - COP Hour

(2) Intermittent associates.

(a) On the day after the injury, record the number of hours the associate is to 

be paid for in the summary hours and use transaction code 81, 82, or 83.

(b) Any period of absence is not recorded.

d. Recording COP hours. The 45-day counting period begins on the first full day 

of disability, normally the day following the injury.

(1) Full-time/part-time associates.

(a) Record the actual number of hours absent each workday (not to exceed regular 

hours) with transaction code 81, 82, or 83 - COP Hours.

(b) Non-workdays, falling within the period of COP, count toward the 45-day COP 

limitation and timekeepers will record this by posting "9000" in the hours 

showing non work days with hours with transaction code 81, 82, or 83 on these 

days.

(c) The minimum charge to LWOP Workman's Compensation is 1/10 of an hour.

(d) Continue to record regular hours as usual during the period of COP.

(e) Any night differential or Sunday premium applicable to the associate's 

regular tour of duty must be recorded using the appropriate transaction code.

(2) Intermittent/part-time associates with varying tour. For associates and 

part-time associates who do not work the same number of hours each week, the 

National Payroll Center must manually compute an average weekly rate based on 

the associate's pay for the previous year, therefore, the recording procedures 

differ from those immediately above and are as follows:

(a) The record code of 9000 is loaded on the non work days with the transaction 

code 81, 82, or 83.

(b) For all subsequent pay periods, while the associate remains on COP, the 9000 

code is loaded for non work days with transaction code 81, 82, or 83. 

e. 45-day limitation.

(1) Since the associate is only entitled to a continuation of regular pay for a 

45-calendar day period, the timekeeper must keep track of this time by recording 

the COP daily on the GSA Form 873, Annual Attendance Record.

(a) Non-workdays, weekend days, and holidays must be counted toward the 45-day 

limitation.

(b) Even if an associate is absent for only a portion of a workday, a full 

calendar day is charged.

(2) If the associate does not return to duty when the 45 calendar days expire, 

he or she must be placed on sick leave, annual leave, or LWOP.

f. Termination of employment.

(1) A traumatic injury does not require the continuation of a person's 

employment beyond the date it ordinarily would have been terminated had the 

associate not been injured. However, GSA must continue to pay the injured 

associate even though he/she has been removed from the active payroll. 

(2) If the person's employment has been terminated before the 45-day limitation 

expires, a T&A record must be prepared so that the National Payroll Center can 

process the payment through the payroll automatic system.

(3) The date of separation from the rolls should be annotated in the "Remarks" 

section stating the number of COP days remaining.

14. LWOP Workman's Compensation.

a. General.

(1) LWOP Workman's Compensation is a non-pay status and absence from duty while 

being paid under the Office of Workers' Compensation Program (OWCP) after an 

associate has exhausted their 45 calendar days allowable due to an on-the-job 

injury. The LWOP code (60) does not differentiate between associates in regular 

LWOP and those associates in LWOP while on OWCP.

(2) LWOP Workman's Compensation is a non-pay status and therefore reduces the 

number of regular hours reported.

b. Recording LWOP Workman's Compensation

(1) LWOP Workman's Compensation is recorded with transaction code 87 – LWOP 

Workman's Compensation.

(2) The minimum charge to LWOP Workman's Compensation is 1/10 of an hour.

(3) Do not reduce the summary hours by any time reported as LWOP Workman's 

Compensation.

15. Other paid absences.

a. General. "Other paid absences" is a catchall category used to record the 

various excused absences and administrative dismissals specifically permitted 

under agency wide policy as promulgated in OAD P 6010.4. An excused absence and 

administrative dismissal here defined as an administratively authorized absence 

from duty without charge to leave or loss of pay.

(1) Intermittent associates are not entitled to "other paid absences".

(2) All "other paid absences" must be approved by the associate's supervisor in 

accordance with the rules and regulations of your office. Specific guidelines 

for the granting of "other paid absences" can be found in OAD P 6010.4.

b. Types of other paid absences. The more common types of "other paid absences 

are briefly discussed below. Detailed guidance concerning the various types can 

be found in OAD P 6010.4 and related questions should be directed to the 

appropriate Human Resources Office.

(1) Administrative leave. While the term "administrative leave" is not 

officially specified in legislation or executive regulation, each agency has 

been given the authority to close offices and facilities because of interruption 

to normal operations due to emergency situations. In such cases, the Regional 

Administrators and the Heads of Services and Staff Offices may authorize 

"administrative leave" and relieve associates from active duty without charge to 

leave or loss of pay.

(2) Blood donations. Associates, who volunteer as blood donors, without 

compensation to the American Red Cross or to other organizations maintaining 

blood banks, may be excused from duty without charge to leave or loss of pay for 

a period of time not to exceed 4 hours.

(3) Examinations. Subject to certain limitations, associates may be excused 

without charge to leave or loss of pay for the time necessary to complete: OPM 

examinations, GSA placement examinations, GSA interviews, medical examinations, 

medical treatment, professional examinations, and Armed Forces examinations.

(4) Funeral leave. An associate is entitled to not more than 3 days of leave 

without loss of or reduction in pay or leave to which he/she is otherwise 

entitled, to make arrangements for or to attend the funeral of or memorial 

service for an immediate relative who died as a result of wounds, disease, or 

injury incurred while serving as a member of the Armed Forces in a combat zone.

(5) Hazardous weather conditions. During hazardous weather conditions, 

supervisors may excuse tardiness not in excess of 2 hours without charge to 

leave or loss of pay.

The head of a Central Office Service or Staff Office or by a Regional 

Administrator may personally review and authorize tardiness, in excess of 2 

hours. When hazardous conditions persist or worsen during the day, it may be 

administratively determined that associates should be dismissed from work early. 

In such cases, timekeepers will be advised as to the amount of time to be 

excused.

(6) Military funerals. Associates who are veterans of a war, campaign, or 

expedition (for which a campaign badge has been authorized), or who are members 

of honor or ceremonial groups or organizations of such veterans, may be excused 

from duty without charge to leave or loss of pay for a period not to exceed 4 

hours in any one day, to enable them to participate as active pallbearers, as 

members of firing squads, or as guards of honor in funeral ceremonies for 

members of the Armed Forces of the United States whose remains are returned from 

abroad for final interment in the United States.

(7) Official time. Associates may be excused, without charge to leave or loss of 

pay, to perform representational duties for labor organizations or nonunion 

representational functions for other associates. Specific guidance can be 

obtained by contacting the appropriate Human Resources Office.

(8) Voting and Registration. Under certain circumstances, associates may be 

excused without loss of pay or leave for the purpose of registering or voting in 

an election or referendum.

(a) Voting. As a general rule, if the polls are not open at least 3 hours before 

or 3 hours after the associate's regular duty hours, (core hours for associates 

under flextime), the associate may be granted an amount of excused leave which 

will permit the associate to report for work 3 hours after the polls open or 

leave work 3 hours before the polls close, whichever requires the lesser amount 

of time off. Under exceptional circumstances, an associate may be granted 

additional time, not to exceed 1 day. Time off in excess of 1 day will be 

charged to annual leave or LWOP.

(b) Registration. When registration is required in person, time off may be 

granted on substantially the same basis as for voting, except that no such time 

will be granted if registration can be accomplished on a non-workday and the 

place of registration is a reasonable 1-day round trip from the associate's 

place of residence.

(9) Organ donation. Public Law 103-329 entitles associates to take up to seven 

days of paid leave each calendar year (in addition to sick or annual leave) to 

serve as a bone marrow or organ donor.

c. Recording other paid absences.

(1) Excused absences and administrative dismissals are recorded with transaction 

code 84 - Other Paid Absences.

(2) Other paid absences are to be recorded in whole hours only.

(3) Other paid absences have no effect on regular hours, which are recorded as 

usual.

(4) The type of or reason for the absence must be noted in the "Remarks" area.

16. Leave Without Pay (LWOP).

a. General. Leave without pay (LWOP) is a temporary non-pay status and absence 

from duty administratively granted upon an associate's request. In most cases, 

LWOP is the result of a lack of sufficient annual or sick leave to cover all or 

a portion of the requested period of absence.

(1) Full-time and part-time associates may be charged LWOP.

(2) Intermittent associates may not be charged LWOP.

b. Recording LWOP.

(1) Periods of LWOP are recorded with transaction code 60 - LWOP.

(2) The minimum charge to LWOP is 1/10 of an hour.

(3) LWOP is a non-pay status and therefore reduces the number of summary hours 

reported. Do not reduce summary hours by the amount of time recorded with 

transaction code 60.

(4) The associate must either submit an OPM-71 or an email to the supervisor 

requesting the use of leave.

17. Absence Without Leave (AWOL).

a. General. AWOL is a non-pay status resulting from a supervisory determination 

not granting leave for an absence which is unauthorized or for which the 

associate's request for leave has been denied.

(1) AWOL may be changed to annual or sick leave if it is later determined that 

the absence was excusable.

(2) Full-time and part-time associates may be charged AWOL.

(3) Intermittent associates may not be charged AWOL.

b. Charges for AWOL.

(1) Supervisors have the authority to charge the associate AWOL in accordance 

with the policy set out in the HB, Time and Leave Administration (OAD P 6010.4).

(2) When an associate is charged AWOL, the charges will be made in increments of 

1/10 hour. Absences on separate days are not to be combined. No "cuff" records 

are to be kept for accumulating AWOL charges.

c. Recording AWOL.

(1) AWOL is recorded with transaction code 61 - AWOL.

(2) The minimum charge to AWOL is 1/10 of an hour.

(3) AWOL is a non-pay status and reduces the number of summary hours reported. 

Do not reduce regular hours by the amount of time recorded with transaction code 

61.

(4) The associate does not have to initial any absences charged to AWOL.

18. Suspension.

a. General. Suspension is a placement of an associate in temporary disciplinary 

reasons or other reasons pending an inquiry.

(1) Suspension is a non-pay status and reduces the number of regular hours 

reported.

b. Recording Suspension.

(1) Suspension is recorded with transaction code 59.

(2) The minimum charge to suspension is 1/10 of an hour.

(3) Do not reduce regular hours by any time reported as suspension.

(4) If the absence is only for part of a scheduled workday, the beginning and 

ending times must be entered in the "Remarks" column.

19. Furlough Hours.

a. General. A furlough is the temporary placement of an associate or group of 

associates in a non-duty, non-pay status. A furlough may be necessitated by a 

shortage of funds, lack of work, or some unforeseen circumstance such as a 

natural disaster.

(1) Furlough, as discussed here, means a "short furlough" for a period of 30 

calendar days or less (22 workdays). These days may be consecutive or 

discontinuous (e.g. 1 day per week for 22 weeks).

(2) Furloughed associates cannot elect to use paid leave in lieu of being placed 

in a non-pay status.

(3) Specific questions concerning furloughs and their impact on associates 

should be directed to the appropriate Human Resources Office.

b. Recording furlough hours.

(1) Periods of furlough are recorded with transaction code 34 - Furlough Hours.

(2) Record furlough time in increments of 1/10 of an hour.

(3) Furlough hours is a non-pay status and reduces the number of regular hours 

reported. Do not reduce regular hours by the amount of time recorded with 

transaction code 34.

20. Lack of Funds Dismissal.

a. General. As required by the Office of Management and Budget (OMB), GSA has 

developed an official contingency plan for the orderly termination of agency 

functions in the event that Congress fails to enact either regular 

appropriations or a continuing resolution before the beginning of a fiscal year. 

Following guidelines issued by OMB and the White House, the contingency plan 

provides for the release of all "nonessential" associates and upon release, 

their placement in a non-duty, non-pay status.

(1) A lack of funds dismissal is only applicable to a temporary situation where 

Congressional action was underway, but not completed, before current authority 

expired.

(2) During a lack of funds dismissal, annual or sick leave may not be granted to 

associates in lieu of being placed in a non-pay status.

b. Recording lack of funds dismissal.

(1) A temporary dismissal, caused by a lapse of appropriations, is recorded with 

transaction code 35 - Lack of Funds Dismissal.

(2) Record this time in increments of 1/10 of an hour.

(3) Lack of funds dismissal is a non-pay status and therefore reduces the number 

of regular hours reported. Do not reduce regular hours by the amount of time 

recorded with transaction code 35.
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CHAPTER 7. SUPPORTING DOCUMENTS

1. General.

a. Purpose. The general purpose of support documents is to provide backup for 

the official T&A record, as reflected in the PAR system and to provide 

documentation for GAO audits.

b. FLSA and Title 5 Overtime claims. In May 1994, GAO issued a decision 

(B-250051) ruling that we may now apply a 2-year statute of limitations on back 

pay, instead of the previous 6-year standard, for associates covered by the 

FLSA. Those associates covered by Title 5 pay provisions remain subjects to the 

6-year statute of limitations.

c. Retention. OPM does not impose any specific record keeping requirements. 

However, in cases brought before the GAO, they consistently hold that in the 

absence of accurate records, the employer will be liable if the associate meets 

his burden of proof in any claim against the agency, and agency and the employer 

does not have adequate supporting documentation.

d. General Record Schedule (GRS). The GRS states that all time and attendance 

records, upon which leave date and premium pay data are based, should be 

maintained for 

6 years after the end of the relevant leave year or after GAO audit, whichever 

comes first. This includes all flexitime registers, leave and overtime requests 

forms, military leave and jury leave applications, and the Supervisor's Time and 

Attendance Certification Report.

e. Supervisor discretion. In view of the above considerations, we suggest 

supervisors consider the liabilities they may face based on the time and 

attendance factors and the associate dynamics of their organization when 

determining the support documentation to require and the length of time to 

retain the documentation.

2. Request for Leave or Approved Absence (OPM-71) or other format.

a. Conditions requiring a leave application. A leave application is required to 

support the leave information posted to an associate's T&A record and submitted 

to his supervisor for approval. It is up to the supervisor to make sure the 

timekeeper receives the approved leave application for the files. Specific 

guidance for the supervisor concerning these requirements can be found in the 

Time and Leave Administration Handbook (OAD P 6010.4). The following are some of 

the conditions requiring an OPM-71:

(1) Leave taken by an associate working alone;

(2) Advanced sick leave;

(3) Sick leave in excess of 3 days; or 4 days if a member of the AFGE Bargaining 

Unit.

(4) Sick leave applied for in lieu of annual leave after the associate has 

returned to work from a period of annual leave;

(5) Leave taken while an associate is on detail to another Federal agency;

(6) Military leave taken by an eligible associate. A copy of the military orders 

calling the associate to duty should accompany the leave application.

b. Preparation of the leave application.

(1) The leave application must either be typed/handwritten in ink or submitted 

by electronic mail.

(2) The associate is responsible for obtaining the approval and signature of the 

supervisor authorized to grant the associate leave.

(3) The timekeeper shall check the leave application to be sure all the 

necessary information has been entered on the form. This includes a means of 

identifying the associate (first and/or last name or SSN), the date(s) and 

times(s) of the absence, the correct number of hours and the type of leave to be 

recorded on the associate's T&A record, the associate's signature (electronic if 

available), and the supervisor's signature (electronic, if available) of 

approval.

c. Electronic leave application.

(1) Each office may establish leave request procedures within their office 

fitting to the needs of their organization.

(2) The leave request should originate with the associate and be addressed to 

the supervisor. A copy should also be sent to the timekeeper.

(3) Approval/disapproval should go back to the associate from the supervisor 

with a copy to the timekeeper.

(4) Timekeepers should follow the retention rules of the office and maintain an 

electronic folder for leave requests for the specified time.

d. Retention and filing of leave applications.

(1) The timekeeper shall retain these documents or files to substantiate the 

leave recorded on an associate's T&A record.

(2) New files for leave request will be started each leave year. The timekeeper 

will maintain files for 6 years after the current leave year and then destroy 

them.

(3) If a supervisor has reason to believe there may be an inquiry or issue at a 

later date, it is their responsibility to request the timekeeper to maintain the 

relevant files for a longer period.

3. GSA Form 544, Request, Authorization, and Report of Overtime.

a. Conditions requiring GSA Form 544 or other office approved form. Normally, 

overtime (paid or compensatory time) will be authorized in advance in writing; 

an exception may be made only where there is adequate reason for not obtaining 

prior written approval. Specific guidelines for authorization of overtime can be 

found in the Time and Leave Administration Handbook (OAD P 6010.4.)

b. Preparation of a request for overtime. When overtime is determined as 

necessary and cannot be avoided, the following procedures will apply:

(1) The requesting official will complete the GSA Form 544. Sufficient time 

should be allowed for approval of the request. Detailed justification 

specifically describing the reason for the overtime is to be included. The form 

must be prepared, dated, and approved prior to performance of overtime work, 

except in the case of bona fide emergencies. In the case of emergencies, the 

request must be completed as soon as possible.

(2) All copies of the request will be submitted to the appropriate service or 

staff office budget officer to determine the adequacy of financing. After 

review, the budget officers will indicate adequacy, retain a copy of the form, 

and send the remaining copies to the Head of Service or Staff Office or their 

designee for approval.

(3) After approval, the request will be returned to the originating office. Do 

not send it to the NPC.

(4) After performance of the approved overtime work, in lieu of typing the 

"actual overtime worked" data on the back of the GSA Form 544, simply attach the 

Premium Pay Validation Report (PPVR), or a copy of the report, to the form. The 

option to manually enter the information remains available for those who prefer 

to do so. Verification of the actual overtime may be accomplished by either 

signing in the "reporting officer" block on the back of the form or by signing 

the PPVR itself and then attaching it to the Form 544.

(5) If there is a 10 percent or higher increase in the amount of actual hours 

worked, an explanation of the reason will be added to the PPVR and brought to 

the attention of the supervisor of the associate who worked the overtime. 

Specific guidelines of the supervisor's responsibility can be found in the Time 

and Leave Administration Handbook (OAD P 6010.4).

c. Retention and filing of requests for overtime.

(1) The supervisor will retain the originals of these documents to substantiate 

the overtime or compensatory time earned and recorded on an associate's T&A 

record.

(2) The request will be filed by pay period sequence, as more than one associate 

can be covered by a single form.

(3) New files for requests for overtime will be started each leave year. The 

originating office will maintain the files for 6 years after the current leave 

year and then destroy them.

(4) If a supervisor has reason to believe there may be an inquiry or overtime 

issue at a later date, it is their responsibility to request that the timekeeper 

maintain the relevant files for a longer period.
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CHAPTER 8. ANNUAL ATTENDANCE RECORD

1. General. The optional GSA Form 873, Annual Attendance Record, provides a 

record of leave earned and used during one leave year for an individual 

associate.

a. GSA Form 873 may be completed in pencil.

b. Supplies of the optional GSA Form 873 can be obtained from the Forms 

Warehouse in Fort Worth, Texas.

c. Each pay period the timekeeper must compare the leave figures on the optional 

GSA Form 873 to those shown on the associate's earnings statement to verify they 

agree. If they do not agree, the leave use must be checked and the record 

corrected by comparing the data to the Supervisors Certification Report.

2. Supervisor's use of the optional GSA Form 873.

a. Associate's use of sick leave. 

(1) Supervisors can identify associates whose use of little or no sick leave 

warrants recognition by way of a certificate. 

(2) Supervisors can also identify associates who have an abnormal pattern of 

using sick leave. Attendance records will help the supervisor to maintain 

control over associates who may be abusing sick leave.

b. Monitoring advanced annual leave.

(1) The HB, Time and Leave Administration, (OAD P 6010.4) sets forth the duties 

and responsibilities of supervisors for approving the use of annual leave in 

advance of its being earned. It strengthens the administration of the leave 

program by placing certain restrictions on the granting of advanced annual leave 

and will minimize negative leave balances at the time of separation.

(2) The supervisor can use the information posted on the optional GSA Form 873 

to grant advanced annual leave in compliance with the agency policy.

c. Managing "use or lose" leave balances. A supervisor is responsible for 

managing the activities of the office and referring to optional GSA Form 873 for 

information on the annual leave balances of associates. Supervisors can use this 

information to establish a leave schedule that avoids excessive leave use at the 

end of the leave year by associates who would otherwise have leave to "use or 

lose".

d. Overtime hours. Enter the overtime hours on the optional GSA Form 873 in the 

blocks provided on the untitled columns on the back of the form daily, so that:

(1) The supervisor knows whether associates may exceed the 30-hour limit. (See 

the HB, Time and Leave Administration, (OAD P 6010.4).) If the requested 

overtime would exceed the 30-hour limit, the supervisor should justify it on GSA 

Form 544, Request, Authorization and Report of Overtime.

(2) Information needed to reconstruct the T&A record is readily available if the 

T&A record must be amended.

3. Maintaining the Optional GSA Form 873.

a. Establishing the record for each associate.

(1) If you are using the optional GSA Form 873 at the beginning of the new leave 

year, or whenever a new associate is gained during the year, the 873 should be 

prepared for each associate in the attendance control unit.

(2) Complete the bottom left side of the optional GSA Form 873, before the 

beginning of the new leave year or when a new associate is assigned to a unit.

(3) Part-time associates whose leave category is 4, 6, or 8 earn leave based on 

the number of hours worked each pay period. You may find it helpful to maintain 

the leave records for these associates on the optional GSA Form 873A, Earned 

Leave Record.

b. Opening balances.

(1) Both annual leave and sick leave can be carried forward from one leave year 

to the next. The carryover amount is shown as the opening balance and is to be 

posted in the indicated column on the optional GSA Form 873.

(2) Opening balances for both sick and annual leave must be verified against the 

number of hours shown on the employee's first earnings statement of the new 

leave year.

c. Daily recording of attendance. The optional GSA Form 873 records all the 

information shown on the bi-weekly T&A record. The first section on the optional 

GSA Form 873 is to be completed by transcribing the information from the T&A 

record to the annual attendance record. This should be done daily if you are 

using the form.

d. Leave earned.

(1) Full-time permanent and full-time associates (leave categories 4, 6 and 8) 

earn annual leave based on the number of years in service. Post the amount of 

annual leave earned each pay period for these associates.

(2) All full-time associates, except those on standby, working uncommon tours of 

duty earn the same amount of sick leave (4 hours per pay period), regardless of 

their annual leave category. Part-time permanent associates earn sick leave 

based on the number of hours they have worked each pay period. Post the amount 

of sick leave earned each pay period for these associates.

(3) Those associates, who accrue 80 or more hours in a non-pay status, do not 

earn any leave for that pay period. When the cumulative total of non-paid 

absences reaches 80 hours, record zero hours of annual and sick leave earned for 

the pay period.

e. Leave Used.

(1) The number of hours of leave used for the pay period must be recorded in the 

correct columns. Be sure that the totals agree with the figures recorded on the 

T&A record.

(2) Both annual and sick leave must also be recorded to show the totals of each 

type of leave used for the leave year. These figures are to be shown in the 

"used to date" column. To get this figure, simply add the number of hours shown 

in the "used this pay period" column to the number of hours in the "used to 

date" column of the previous pay period.

f. Leave balances.

(1) The balance of annual, sick and compensatory leave is to be recorded by pay 

period in the "balance" column for each type of leave.

(2) The balance of annual, sick and compensatory leave in a pay period is 

derived by adding the amount earned in the pay period to the previous balance 

and subtracting the amount used in the current pay period.

g. Cumulative time in a non-pay status.

(1) Since the accumulation of LWOP, AWOL, furlough hours, and/or dismissals due 

to lack of funds affect the amount of annual and sick leave earned for a pay 

period, it is important to maintain an accurate and current record of these four 

types of non-paid absences.

(2) Record charges of LWOP (t/c 60), furlough hours (t/c 34) and lack of funds 

dismissal (t/c 35) in the "LWOP used this pay period" column of the optional GSA 

Form 873.

(3) Record charges of AWOL (t/c 61) in the AWOL used this pay period" column of 

the optional GSA Form 873.

(4) The cumulative total of the previous pay period plus "LWOP used this pay 

period" and "AWOL used this pay period" equals the cumulative total for the 

current pay period.

(5) For full-time associates, when the cumulative total reaches 80 hours and any 

multiple of thereafter, they do not earn any sick leave or annual leave for that 

pay period.

Record zero in the annual leave and sick leave earned columns.

h. Military leave.

(1) The amount of military leave that an associate uses is recorded by pay 

period in the "Military Leave" column of the optional GSA Form 873. Since an 

associate is limited to the number of calendar and/or workdays within the fiscal 

year that he/she may be on military leave, it is important that this column be 

kept current and that the total of military leave taken since October 1 of the 

prior leave year be brought forward under the heading of the column.

(2) The supervisor is responsible for making sure that associates are eligible 

for military leave. Supervisors depend upon timekeeping records for information 

regarding an associate's leave usage.

i. Other leave. All other paid absences are to be recorded each pay period in 

the "Other leave" column. Identify the type of "other leave" to correspond with 

what you have recorded on the T&A record. The number of hours shown in this 

column on the optional GSA Form 873 must agree with the number of hours recorded 

as court leave (t/c 42) and other paid absences (t/c 84) on the T&A record.

4. Maintaining the Optional Form 873A, Earned Leave Record for Part-time 

Temporary Associates Appointed for Less Than One Year.

a. Establishing the record for each associate.

(1) The optional GSA Form 873A is used to maintain the annual and sick leave 

records for associates who earn these types of leave based on the hours they 

have worked each pay period.

(2) Complete the bottom of the optional GSA Form 873A with the associate's name, 

address, SSN etc. and the leave year.

b. Opening balances of leave for the new leave year.

(1) Both annual and sick leave can be carried forward from one leave year to the 

next. Record the carryover balances of annual and sick leave in the correct 

columns.

(2) Record the carryover balances of hours worked for both annual leave and sick 

leave in the appropriate space.

(3) The opening balances for both annual and sick leave should be verified 

against the number of hours shown on the employee's first Pay and Leave 

Statement of the new leave year.

c. Recording leave earned and used.

(1) Hours worked this pay period. This column is used to record the number of 

regular and overtime (not to exceed 80) hours that the associate worked during 

the pay period.

(2) Total hours worked. The column is the sum of hours worked in the previous 

pay period plus the hours worked in the current pay period.

(3) Hours applied to leave earned. Depending on the leave category (4, 6 or 8), 

this number is given in increments of 20, 13, or 10.

(a) Leave category 4--increments of 20 (20, 40, 60, 80)

(b) Leave category 6--increments of 13 (13, 26, 39, 52, 65, 78)

(c) Leave category 8--increments of 10 (10, 20, 30, 40, 50, 60, 70, 80)

(4) Balance of hours worked. This column is equal to the total hours worked 

minus the hours applied to leave earned for the current pay period.

(5) Annual leave earned this pay period. Based on the number of hours worked 

applied to leave earned for the current pay period, the chart on the following 

page shows the amount of leave earned for each of the leave categories reflected 

on the optional GSA Form 873A.

(6) Annual leave used this pay period. The number of hours of annual leave used 

during the current pay period.

(7) Earned annual leave balance. This is equal to the earned annual leave 

balance from the previous pay period, plus the amount of annual leave earned in 

the current pay period, minus the annual leave used during the current pay 

period.

(8) Sick leave earned. The amount of sick leave earned is calculated in the same 

manner as explained above for increments of 20 hours worked.

(9) Sick leave used and balance. The amount of sick leave used and the balance 

is calculated as explained above.

5. Retention and Filing of GSA Forms 873 and 873A.

a. The timekeeper shall retain these forms and file them in the attendance 

control unit.

b. New forms shall be started each leave year. The timekeeper shall retain the 

previous year's forms for 1 year after the close of the leave year and then 

destroy them. Retain associates 873's who are injured for 6 years.

Figure 8-4. Annual leave earned for Part-Time Temporary Associates categories 4, 

6, and 8.

      PART-TIME TEMPORARY ASSOCIATES

      Leave Category468

      Leave (earned in increments of:

      (20)

      (13)

      (10)

      Hours

      AppliedHour

      EarnedHours

      AppliedHours

      EarnedHours

      AppliedHours

      Earned

      201131101

      402262202

      603393303

      804524404

      655505

      786606

      707

      808
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CHAPTER 9. PAY AND LEAVE STATEMENT

l. General. An electronic and blue paper GSA Form 975, Pay And Leave Statement, 

is produced by PAR for associate's who had any type of earnings, deductions, or 

leave actions during the pay period.

2. Receipt and distribution of blue paper Pay and Leave Statements.

a. Receipt.

(1) Timekeepers normally receive their blue paper Pay And Leave Statements on 

the Monday or Tuesday, prior to the Wednesday payday.

(2) The blue paper Pay And Leave Statements are subject to the provisions of the 

Privacy Act and must remain secured prior to distribution.

b. Distribution.

(1) The leave data on the outside of the blue paper Pay And Leave Statements or 

on the Supervisors Certification Report must be reviewed and reconciled by the 

timekeeper prior to distribution.

(2) The blue paper Pay And Leave Statements must be delivered directly to the 

associates or mailed to the associates' home address.

3. Electronic Pay and Leave Statements (EPLS). The EPLS will provide timely 

access to current pay period pay and leave data, as early as the Thursday after 

the pay period ends, and on-line access to prior pay periods' data and topical 

information regarding payroll issues. The EPLS also allows associates to make 

on-line changes to certain payroll data elements. These elements are controlled 

personally by associates through the Internet pay and leave application at 

http://payroll.gsa.gov. While the general information available through EPLS is 

readily accessible, the pay and leave data is protected by 128-bit encryption, 

the strongest Internet security level currently available.

To log on to your electronic pay and leave statement (EPLS), you must have a 

personal identification number (PIN).

a. Click on Login to Electronic Pay and Leave Statement (EPLS).

b. Security information will appear. You can delete this message from appearing 

in the future by clicking on the check mark (Show This Alert Next Time) or click 

on (Continue) for this message to appear each time.

c. Click on Associate Login and follow the instructions.

4. Explanation of data fields. The data contained in both the electronic and 

blue paper statement is displayed from top to bottom and left to right. For an 

explanation of the electronic and blue paper pay and leave statement go to 

http://payroll.gsa.gov. You do not need a PIN to get an explanation of the pay 

and leave statements. 

5. Discrepancies. After the timekeeper has completed the review above, any 

discrepancies between the pay and leave statements and the optional Annual 

Attendance Records must be resolved immediately. Discrepancies should not go 

back any more than one pay period, as the review and reconciliation process is 

to be completed each and every pay period.

If the pay and leave statement is in error, an amended ETAMS record must be 

submitted by the timekeeper to bring the system generated figures into agreement 

with the optional Annual Attendance Record, if used, or the Supervisors 

Certification Report. 
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CHAPTER 10. ALTERNATIVE WORK SCHEDULES

1. General. Alternative Work Schedules (AWS) is a term encompassing the many 

different types of flexible and compressed schedule alternatives offered in 

addition to the traditional fixed work schedule. The following paragraphs are 

intended to be a broad overview of AWS programs Specific provisions will vary 

according to the terms reached in the National or local labor agreement.

2. Definitions.

a. Alternative Work Schedules (AWS) – Flexible and compressed work schedules, 

established under the provisions of P.L. 99-196 and 5 U.S.C. 6120 et. seq., are 

collectively known as alternative work schedules.

b. Basic Work Requirement – The number of hours, excluding overtime hours, an 

associate is required to work or to account for by leave. Depending on the type 

of AWS, it may be on a daily, weekly, and/or biweekly basis.

c. Compressed Schedule – An 80-hour biweekly work requirement scheduled for less 

than 10 workdays, in the case of a full-time associate. For part-timers, it 

means a biweekly work requirement of less than 80-hours scheduled for less than 

10 days.

d. Core Time – The designated hours and days during the biweekly pay period when 

an associate, on a flexible schedule, must be present for work. Core time 

includes the unpaid meal period when the associate may be away from work. The 

meal period is usually restricted to certain hours within the core time. For 

example, core time from 9 a.m. to 3 p.m. may include a period, possibly between 

11:30 a.m. and 2 p.m., for associates to take their unpaid meal breaks.

e. Credit Hours – The hours within a flexible schedule that the associate elects 

to work over their basic work requirement hours to vary the length of a workweek 

or workday.

f. Flexible Time – Part of the schedule of working hours when associates may 

choose their time of arrival at and departure from work, within limits set by 

the controlling directive or agreement.

g. Flexitime – A system of work scheduling that splits the workday into two 

distinct kinds of time: core time and flexible time. Under Flexitime, the 

associate must be at work during core time and must account for the total number 

of hours they are scheduled to work.

h. Flexitour – An established tour of duty, different from the official hours of 

work, excluding shift schedules.

i. Official Hours of Work – The standard office hours currently established in 

the regions and Central Office.

j. Overtime Hours (in a flexible schedule) – All hours over 8 hours in a day or 

40 hours in a week that are officially ordered in advance, but does not include 

credit hours. Overtime hours (in a compressed schedule) are any hours over those 

specified in the compressed work schedule.

3. Flexible Work Schedules.

a. General. Flexible work schedules provide associates a measure of control over 

their own working hours. Under a flexible schedule, the associate may vary the 

times he/she reports for duty and departs from work within certain constraints. 

There are basically two types of flexible work schedules: flexitour and 

flexitime.

b. Flexitour. Flexitour is only a minor variation on the traditional work 

schedule of five (5) 8-hour days. Under flexitour, associates may choose a fixed 

daily and weekly tour of duty differing from the official hours of work. The 

associate selects any arrival time falling within the morning flexible time 

band. Once this selection has been made and their supervisor has approved, the 

associate's schedule is fixed until the next selection period. Associates can 

request short temporary changes in their schedule to meet personal needs; these 

are to be handled in the same manner as requests for leave.

c. Flexitime. In contrast to flexitour, flexitime allows the associate to vary 

their schedule each day. Under flexitime, the day is broken down into two 

district kinds of time: core time is the portion of the day when all associates 

must be at work and flexible time is the portion of the workday when the 

associate has the option of choosing an arrival and departure time within 

prescribed limits. Associates on flexitime may alter their arrival and departure 

time on a daily basis without requesting supervisory approval or giving advance 

notice. Flexible schedules, as discussed in this chapter, are limited to those 

schedules with a fixed number of hours in the daily and weekly tours. Flexible 

schedules varying in the number of hours worked per day or week are not covered 

here.

(1) Tour of Duty. The tour of duty is comprised of all the hours and days the 

core time bands and flexible time bands have been designated.

(2) Basic work requirement. The basic work requirement is the number of hours 

within a specific period of time an associate must work or account for by sick 

leave, annual leave, leave without pay, compensatory time off, or excused 

absence. Depending on the schedule, the basic work requirement is 8 hours in a 

day, 40 hours in a week, or 80 hours in a pay period. By GSA policy, all 

flexitime schedules for full-time associates must use one of these basic work 

requirements. For a part-time associate, the basic work requirement is the 

number of hours an associate is required to work or otherwise account for by 

credit hours, sick leave, annual leave, etc. within a specified period of time.

(3) Premium pay.

(a) Overtime pay. Associates are entitled to overtime pay for any hours over 8 

in a day or 40 in a week that are officially ordered and approved, in addition 

to the weekly or biweekly work requirement.

(b) Compensatory time off. Under flexitime, an associate may earn compensatory 

time off for regular overtime, irregular, or occasional overtime work. An 

associate may earn up to, but no more than 10, compensatory hours off. At no 

time may the compensatory time balance be over 10 hours during a week or pay 

period. This limit does not apply to compensatory time off for religious 

observances.

(c) Religious compensatory time. Any associate (including FWS associates, and 

members of the Senior Executive Service) may elect to work religious overtime 

for the purposes of taking time off without charge to leave when personal 

religious beliefs require the associate abstain from work during certain periods 

of the workday or workweek. Any associate who elects to work religious 

compensatory overtime for this purpose must be granted (in lieu of overtime pay) 

an equal amount of religious compensatory time off (hour for hour) from his 

scheduled tour of duty.

(d) Night pay for General Schedule associates. The regular rules under 5 U.S.C. 

5545(a) apply.

(e) Night pay for Wage System employees. The regular rules of 5 U.S.C. 5543(f) 

and 38 U.S C. 4017(e)(2) apply.

(f) Holiday pay. The regular rules apply.

(g) Sunday pay. The regular rules apply.

(4) Leave. Time off during the associate's basic work requirement must be 

charged to the appropriate category of leave, unless the associate is authorized 

compensatory time off. An associate may choose to charge time off during a 

flexible time band to an appropriate leave category. There is no requirement 

that associates use the flexible time bands for medical appointments, dental 

appointments, or other personal matters instead of taking annual or sick leave.

(5) Late arrivals under flexitime. Tardiness should be largely eliminated under 

flexitime since associates are free to arrive any time within the morning 

flexible time band. Under flexitime, an associate is late only when he/she 

arrives after the start of core time. When traffic, weather conditions, etc., 

causes associates to arrive at work later than "normal", but still within the 

morning flexible time band, their departure times are adjusted and they simply 

work later. If an associate arrives later than "normal," but still desires to 

leave at his/her "normal" departure time, annual leave or LWOP must be charged. 

The supervisor may not dismiss the time by granting an excused absence. However, 

if an associate is officially late, arriving after the beginning of core time, 

this time may be dismissed by the supervisor subject to the established 

guidelines for granting excused absences.

4. Compressed Work Schedules.

a. General. Under a compressed schedule, the 40-hour workweek is compressed into 

fewer than 5 working days per week or less than 10 working days in a 2-week 

period. The most common compressed work schedules are the 4-day week and the 

5-4/9 plan, which are discussed below in items b. and c. respectively.

b. Four-day workweek.

(1) Tour of duty. Both the associate and the supervisor establish the tour of 

duty, limited to four 10-hour days, in accordance with the agency and office 

policy. It is a fixed schedule until reestablished.

(2) Basic work requirement.

(a) A full-time associate has a 10-hour daily basic work requirement, a 40-hour 

weekly basic work requirement, and an 80 hour biweekly work requirement.

(b) For a part-time associate, the basic work requirement is the number of hours 

the associate must work each day, the number of hours the associate must work 

during four days in the administrative workweek, and the number of hours the 

associate must work in a biweekly pay period.

(3) Non-overtime work. Non-overtime work is work performed during an associate's 

compressed schedule and not in excess of 10 hours in a day or 40 hours in an 

administrative workweek.

(4) Premium pay.

(a) Overtime pay. Work performed outside an associate's compressed work schedule 

and in excess of 10 hours in a day or 40 hours in a week is overtime work. The 

associate is entitled to overtime pay for overtime work in accordance with 

applicable provisions of law.

(b) Compensatory time off. Associates may request compensatory time off in lieu 

of overtime pay, as provided by 5 U.S.C. 5543. Compensatory time off is limited 

to General Schedule associates.

(c) Night pay for General Schedule associates. The regular rules under 5 U.S.C. 

5545(a) apply. An associate is entitled to night pay for regularly scheduled 

night work performed between the hours of 6 p.m. and 6 a.m.

(d) Night pay for Federal Wage System associates. The regular rules of 5 U.S C. 

5543(f) and 38 U.S C. 4017(e)(2) apply for determining the majority of hours for 

entitlement to night pay.

(e) Holiday pay. A full-time associate who performs non-overtime work on a 

holiday (or a day designated as the "in lieu of" holiday) is entitled to basic 

pay plus premium pay equal to basic pay for that holiday work, not to exceed 10 

hours. A part-time associate is entitled to holiday pay only for work performed 

during his compressed work schedule on a holiday. A part-time associate is not 

entitled to holiday premium pay for work performed on a day designated as an "in 

lieu of" holiday.

(f) Sunday pay. A full-time associate who performs non-overtime work during a 

period of service, a part of which is performed on Sunday, is entitled to Sunday 

pay for the entire 10-hour period of service. A part-time associate is not 

entitled to Sunday pay.

(5) Holiday.

(a) A full-time associate, who is relieved or prevented from working on a day 

designated as a holiday, is entitled to pay with respect to that day for 10 

hours. When an associate has three consecutive non-workdays off and a holiday 

falls on one of these non-workdays, the following rules shall apply in 

designating the workday as the "in lieu of" holiday.

(i) When the holiday falls on the associate's first or second non-workday, the 

preceding workday will be designated as the "in lieu of" holiday.

(ii) When the holiday falls on the third non-workday, the preceding workday will 

be designated as the "in lieu of" holiday, or with the supervisor approval, the 

next workday will be designated as the "in lieu of" holiday.

(b) For a part-time associate, if a holiday falls on a day during his/her 

compressed work schedule, the associate is entitled to pay for the number of 

hours he/she was scheduled to work on that day, not to exceed 10 hours. A 

part-time associate is not entitled to an "in lieu of" holiday if a holiday 

falls on a non-workday.

(6) Leave.

(a) Time off during an associate's basic work requirement must be charged to the 

appropriate leave category unless the associate is authorized compensatory time 

off or an excused absence. For example: A full-time associate who takes one day 

of annual leave will be charged leave for 10 hours. This results in 40 hours of 

annual leave for an entire workweek similar to a full-time associate on a normal 

8-hour/5-day tour of duty.

(b) The statutory provisions of title 5, relating to the earning of or 

entitlement to sick, annual, military, and funeral leave, and in some cases 

creditable service for retirement purposes, have as a frame of reference the 

8-hour day with the result that the provisions are stated in terms of "days". 

Such references to a day or workday (or to multiples or parts thereof) will be 

considered to be references to 8 hours (or the respective multiples or parts 

thereof). It is not intended to either decrease or increase any associate's 

existing entitlement to leave or creditable service for retirement purposes.

(7) Excused absences. The amount of excused absence to be granted will be based 

on the 'associates' established compressed work schedule in effect for the 

period of the excused absence.

c. 5-4/9 plan.

(1) Tour of duty. The tour of duty, limited to 9 hours a day for 8 days and 8 

hours a day for 1 day within a biweekly pay period, is established by both the 

associate and the supervisor in accordance with the agency and office policy. It 

is a fixed schedule until reestablished.

(2) Basic work requirement.

(a) A full-time associate has a daily work requirement of 9 hours a day for 8 

days and 8 hours a day for 1 day of the biweekly pay period.

(b) For a part-time associate, the basic work requirement is the number of hours 

the associate must work each day and the number of hours the associate must work 

during 9 days in a biweekly pay period.

(3) Non-overtime work. Non-overtime work is worked performed during an 

associate's compressed work schedule and not in excess of the daily work 

requirement or 80 hours in a biweekly pay period.

(4) Premium pay.

(a) Overtime pay. Work performed outside an associate's compressed work schedule 

and in excess of either 8 or 9 hours, depending on the scheduled tour of duty 

for the day, or 80 hours in a biweekly pay period, is overtime work. The 

associate is entitled to overtime pay for overtime work in accordance with 

applicable provisions of law.

(b) Compensatory time off. Associates may request compensatory time off in lieu 

of overtime pay as provided by 5 U.S.C. 5543. 

(c) Night pay for General Schedule employees. The regular rules under 5 U.S.C. 

5545(a) apply. An associate is entitled to night pay for regularly scheduled 

night work performed between the hours of 6 p.m. and 6 a.m.

(d) Night shift differential for Federal Wage System associates. The regular 

rules of 5 U.S.C. 5545(f) and 38 U.S.C. 4107(e)(2) apply for determining the 

majority of hours for entitlement to night pay for Federal Wage System 

associates.

(e) Holiday pay. A full-time associate, who performs non-overtime work on a 

holiday (or a day designated as the "in lieu of" holiday), is entitled to basic 

pay plus premium pay equal to basic pay for that holiday work, not to exceed 8 

hours. A part-time associate is entitled to holiday pay only for work performed 

during his/her compressed work schedule on a holiday. A part-time associate is 

not entitled to holiday premium pay for work performed on a day designated as an 

"in lieu of" holiday.

(f) Sunday pay. A full-time associate who performs non-overtime work during a 

period of service, a part of which is performed on Sunday, is entitled to Sunday 

pay for the entire 9-hour period of service. A part-time associate is not 

entitled to Sunday pay.

(5) Holiday.

(a) A full-time associate relieved or prevented from working on a day designated 

as a holiday is entitled to pay with respect to that day for either 8 or 9 

hours, depending on the scheduled tour of duty for that day. When an associate 

has 3 consecutive non-workdays off and a holiday falls on one of these 

non-workdays, the following rules shall apply in designating the workday as the 

"in lieu of" holiday.

(i) When the holiday falls on the associates' first or second non-workday, the 

preceding workday will be designated as the "in lieu of" holiday.

(ii) When the holiday falls on the third non-workday, the next workday will be 

designated as the "in lieu of" holiday.

(b) For a part-time associate, if a holiday falls on a day during his compressed 

work schedule, the associate is entitled to pay for the number of hours he/she 

was scheduled to work on that day not to exceed 9 hours. A part-time associate 

is not entitled to an "in lieu of" holiday if a holiday falls on a non-workday.

(6) Leave.

(a) Time off during an associate's basic work requirement must be charged to the 

appropriate leave category unless the associate is authorized compensatory time 

off or an excused absence. For example: A full-time associate who takes one day 

of annual leave will be charged leave for either 8, 9 or 10 hours, depending on 

what his/her scheduled hours were for that day.

(b) The statutory provisions of Title 5 relating to the earning of or 

entitlement to sick, annual, military, and funeral leave, and in some cases 

creditable service for retirement purposes, have as a frame of reference the 

8-hour day with the result that the provisions are stated in terms of "days". 

Such references to a day or workday (or to multiples or parts thereof) will be 

considered to be references to 8 hours (or the respective multiples or parts 

thereof). It is not intended to either decrease or increase an associate's 

existing entitlement to leave or creditable service for retirement purposes.

(7) Excused absences. The amount of excused absence to be granted will be based 

on the associate's established compressed work schedule in effect for the period 

of the excused absence.
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CHAPTER 11. MISCELLANEOUS

1. New Associates.

a. General. A Base Schedule record will have to be prepared by the timekeeper 

for any new Associate who enters on duty during the pay period.

(1) A manual timecard will need to be created once the base schedule is 

completed and signed, if the base schedule was created after the initialization 

of the pay period. Otherwise a timecard will be created automatically at 

initialization time.

(2) The information needed to prepare the base schedule record can be found on 

the associate's SF-50, Notification of Personnel Action.

b. First Pay Period.

(1) For the associate's first pay period, if he/she worked a full pay period and 

there were no exceptions, no entries will need to be done to the timecard. A 

remark in the "REMARKS" section should be made stating the date the associate 

entered on duty.

(2) If an associate's entered on duty date is in the middle of the pay period, 

the timekeeper will need to put all 9000 (indicates none working days) on the 

first week of the pay period and change the full-time/part-time indicator to 

"YES" only on the timecard. A remark in the "REMARKS" section should be made 

stating the date the associate entered on duty.

2. Reassignments and Transfers (Between Facilities and/or Regions).

a. General. Only one valid record for an associate can be in ETAMS. When the 

gaining timekeeper inputs a transferring associates SSN, they should receive the 

following message: 'John Doe is currently inactive in Facility __, Area __, Team 

__. Would you like to add them to your facility?'. If the timekeeper receives 

the message 'Base Schedule does not exist. Do you want to add it?', they have 

keyed in the wrong SSN for the transferring associate. The gaining timekeeper 

needs to verify the associates SSN. 

b. Transfer Effective End of Pay Period.

(1) If the last day worked in the old facility was the end of the pay period, 

the T&A record must be completed and signed by the certifier in the usual manner 

for the automatic pick-up. The timekeeper in the old facility may want to put a 

remark in the "REMARKS" section indicating the effective date of the transfer. 

Once the timecards have been collected the timekeeper for the old facility will 

need to log into ETAMS and go to the base schedule option, pull up the 

associates base schedule record and change the status indicator from "ACTIVE" to 

"INACTIVE". This will allow the new timekeeper to pull the associates record 

into the new facility.

(2) Once the pay period has been collected and the losing timekeeper has set the 

status on the base schedule record to "INACTIVE", the gaining timekeeper can log 

into ETAMS, go to the base schedule option and on the 'Base Schedule Select' 

screen, key in the new associates SSN in the SSN field and click 'OK'. A message 

will pop up asking if you want to add this associate to your facility, click 

'YES' and the base schedule record will appear. The timekeeper will make the 

necessary changes to the associates base schedule record, such as block number, 

area/team assignment, tour of duty (if applicable), and labor information if the 

facility is labor enabled.

If the automatic initialization has been completed before the base schedule was 

pulled into the new facility and timecard will need to be manually created for 

the associate. If the initialization has not been done before the base schedule 

was pulled into the new facility, a timecard will be created upon 

initialization. To manually create a timecard, the timekeeper will log in and go 

to the timecard option. Key the associates SSN in the SSN field, click on 'OK', 

they will be prompted with message 'Timecard does not exist, do you want to add 

it.', click on 'Yes' and the timecard is created. 

c. Transfer Effective Middle of Pay Period. If an associate transfers in the 

middle of a pay period, the losing timekeeper needs to contact the gaining 

timekeeper or visa versa to decide who will be doing the current timecard for 

the associate who is transferring. Timekeepers will need to pass necessary 

information to each other so the timecard can be completed properly.

3. Interoffice Detail.

a. General. When an associate is detailed to another office within GSA, the T&A 

record and the optional GSA Record 873 for the associate must be transferred to 

the timekeeper at the associate's place of detail. The facility coordinator will 

change the area/team assignment so the new timekeeper will have access to the 

associate's T&A record.

(1) All supporting documents for leave taken and overtime authorization will be 

kept at the associate's permanent place of duty. The timekeeper for the 

associate's place of detail will forward all of these documents to the regular 

timekeeper for filing and retention.

(2) When an associate is detailed to an office for more than 30 days, the block 

number should be changed for the period of the detail. This will assure receipt 

of the leave and earning statements for the associate in the new location.

b. Detail within a pay period. Whenever a associate is detailed within the 

bi-weekly pay period, his base schedule and T&A record can be changed to reflect 

the area and team number of the detailed office.

(1) When the detail begins within a biweekly pay period, the timekeeper at the 

associate's permanent location will post on the T&A record the appropriate hours 

worked and any charges to leave and have the facility coordinator change the 

area and team assignment to the detailed office for the completion of the T&A 

record for the pay period. The timekeeper will forward the optional GSA Record 

873 to the new timekeeper.

(2) Conversely, at the end of the associate's detail, if it is within a biweekly 

pay period, the timekeeper will post on the T&A record the appropriate hours 

worked and any charges to leave, have the facility coordinator change the area 

and team assignment back to the regularly assigned location for completion of 

the T&A record for the pay period. The timekeeper will forward supporting 

documents and the optional GSA Record 873 back to the regularly assigned 

location.

4. Interagency Detail. When an associate is detailed to another Federal agency, 

the detail agreement between GSA and the other agency will provide for the 

agency to report the associate's attendance and absence by letter to the 

appropriate timekeeper for each pay period.

a. Any leave taken within the detail should be supported by an SF-71, 

Application for Leave, which should be received with the letter from the agency 

to which the associate is detailed.

b. If the information is not received in time from the agency, the timekeeper 

may post the regular hours for each workday in order to avoid the delay in 

submitting the T&A record to the National Payroll Center.

c. When the information is received late from the agency, the timekeeper must 

submit an amended T&A record to adjust the information previously submitted.

d. Frequent follow-up should be made with the agency to reduce delays that could 

result in errors in paychecks or incorrect leave balances. Inform your 

supervisor or appropriate Human Resource office of these delays so that they may 

take the necessary action to avoid any further delays. 

5. Intergovernmental Detail.

a. General. Under the provisions of the Intergovernmental Personnel Act (IPA), 

GSA associates may be detailed to state or other local governments or 

institutions of higher education for temporary duty.

b. Pay and Leave Records. For personnel record purposes, the associates are 

classified as "on detail" or in a leave without pay status. However, for 

purposes of pay the associate may be:

(1) paid in full by GSA;

(2) paid partly by GSA and partly by the agency to which the associate is 

detailed; or paid in full by the agency to which the associate is detailed.

c. Agreement of Detail. The agreement covering the detail will specify the 

method of payment and will also provide for the detail agency to report the 

associate's attendance and absence to the timekeeper.

(1) For associates paid entirely or partially by GSA while on this type of 

detail, their T&A record will be posted in the usual manner. The "Remarks" 

section of the T&A record must be annotated to reflect that the associate is on 

a IPA detail. Also show the location of the detail.

(2) For associates paid entirely by the detail agency, the T&A record should be 

posted as if the associate were on LWOP. A reference to the detail must be made 

in the "Remarks" section of the T&A record.

d. Return to Duty. When the associate returns to duty from the detail, the 

timekeeper shall report the associate as being on duty in his regular office. 

Annotate in the "Remarks" section of the T&A record the date the detail was 

terminated.

6. Separations.

a. General. Immediately upon being officially notified that an associate will be 

separating, call and advise the National Payroll Center so the associate's leave 

status can be reviewed. If any negative leave balances exist, the associate must 

pay back to the government the total dollar amount of the leave advanced with 

adequate notification, the National Payroll Center can offset any liabilities 

against the associate's current pay, and thus avert a possible collection 

problem.

b. Final Pay Period.

(1) For the associate's final pay period, set the "Sep Ind" (separated 

indicator), located in the lower right hand side of the T&A record, to 'YES'.

(2) Annotate in the "Remarks" section of the T&A record the associates last day 

in a pay status.

Validation 

