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1. GENERAL INFORMATION

1.1 PURPOSE. This handbook provides procedural guidance to ensure
compliance with the time and attendance recording and reporting requirements
of the Bureau's centralized integrated payroll and personnel system. It is
intended to summarize and interpret the eligibility requirements for federal
pay and leave benefits; to provide guidance on questions relating to pay and
leave; and to serve as a reference guide to regulations instructions and
Comptroller General decisions dealing with payroll matters.

Instructions are provided in this handbook for the preparation of the Time
and Attendance Report Form 5-1515A (T&A), revised July 1974, and for sending
these forms to the Branch of Employee Data and Compensation (payroll
office). Included is the information required to be shown on the T&A's,
documented approvals necessary and instructions for sending the reports to
the payroll office, where the payroll functions for all the Bureau of Indian
Affairs, except the North Star - Seattle Liaison O0ffice and the Red Lake
(Minnesota) Saw Mill, are carried out. The payroll office address is:

BUREAU OF INDIAN AFFAIRS

Branch of Employee Data and Compensation
Post Office Box 2026

Albuquerque, New Mexico 87103-2026

1.2 PAY PERIODS. Bureau employees are paid every two weeks. These two
week periods are called pay periods and are consecutively numbered each
calendar year beginning with number 1. Each pay period contains 14 calendar
days and always begins on a Sunday at midnight and ends on a Saturday at
midnight. Normally, there are 26 pay periods in a year. Fourteen calendar
days per pay period times 26 pay periods equal 364 days each year. Because
there are 365 days in each year and 366 in every fourth year, there are 27
pay periods in a calendar year every 12 years. It is because of these extra
days that pay period 1 does not start on the same day each year. Pay period
1 is always the first pay period for which payment is received by the
employee in the calendar year. The first day of pay period 1 always begins
in December. Very often the last day of pay period 1 ends also in
December. But payment is not received by the employee until the next year,
therefore, it is the first payment received in the new year and is numbered
pay period 1. The chart in Illustration 2 shows the beginning dates of each
pay period for calendar years 1978 through 1987.

A payroll 1is processed every week by the payroll office for Bureau
employees. These payrolls are known as the regular, or main payroll, and
the supplemental payroll. Processing of the regular payroll begins on the
first workday following the end of a pay period. Time and attendance
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reports received in the payroll office by noon of the first Thursday
following the end of a pay period are processed on the regular payroll.
Processing is completed the next day (on Friday). The information necessary
for the issuance of salary checks is then delivered to the Regional
Disbursing Office (RDO) for preparation and mailing of the checks. T&A's
received after the noon Thursday cut-off are processed the following week on
the supplemental payroll. Cut-off time for the supplemental payroll is U4
p.m. Wednesday of the second week following the end of a pay period. The
supplemental payroll is delivered to the RDO the next day (Thursday).
Checks processed on the supplemental payroll normally are received five to
seven days after those processed on the regular payroll.

1.3 PAYDAYS. The official payday for all Bureau employees is the second
Thursday after the end of the pay period. In the illustrations below the
pay period is from the 2nd through the 15th and payday for that pay period
is the 2T7th. The next pay period is from the 16th through the 29th and
payday for that pay period is the 11th of the following month.

2 3 4 5 6 7 8 Payday would

Pay Period 9 10 11 12 13 14 15 be the 27th
16 17 18 19 20 21 22 Payday would

Pay Period 23 24 25 26 (27) 28 29 be the 11th
30

S M T W T F 8

1 2 3 4 5 6
7 8 9 10 (11) 12 13
M 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 3

An employee's T&A processed on the supplemental payroll on Wednesday the
26th of the first month in this example should result in a check being
received on or about Wednesday the 3rd of the second month.

1.4 DISTRIBUTION OF PAYCHECKS. Payroll checks will be mailed to (A) the
employee at his/her home or other place that he/she may designate; or (B) a
designated agent at the employing office for delivery to the employee; or
(C) a financial institution designated by the employee for credit to his/her
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account. Checks delivered to a designated agent will be kept in a safe or
other secured receptacle until they can be delivered to the employee.

The Treasury Department has advised repeatedly that payroll checks not be
mailed directly to an employee at his/her office address. Where an employee
desires to have his/her check received at the place of employment, such
check is to be delivered to him/her through the respective Bureau designated
agent.

1.5 PREPRINTED T&A REPORTS. T&A reports are preprinted on the computer
two pay periods in advance of the pay period to be reported. The preprinted
T&A's received by the timekeeper each pay period will contain certain basic
identifying information. Among other things, they will contain information
that identifies the employee, the applicable pay period, the pay period
beginning and ending dates, and the timekeeper distribution code. A
detailed explanation of preprinted information on the T&A reports 1is
contained in section 1.7 below.

1.6 NEW EMPLOYEE T&A'S. Basic identifying information for the new
employees must be manually entered by the timekeeper on the T&A reports for
the first and second pay periods of employment. The employee's name and
soclal security number must appear on each manually completed T&A. The pay
period number, beginning and ending dates and year must also be entered on
every T&A.

In addition, the timekeeper distribution code must be shown on every
manually completed T&A. A detailed explanation of these and other
identifying information entries on the T&A reports is contained in section
1.7 below.

1.7 TIME AND ATTENDANCE REPORT FORMAT. The T&A report is divided into
five major sections. These are: (A) basic identifying information section,
(B) pay section, (C) leave section, (D) 700 series transaction codes, and
(E) certification section.

A. BASIC IDENTIFYING INFORMATION SECTION. This section contains:

(1) EMPLOYEE NAME. Since an employee's master payroll record in
the computer must agree exactly with the name as it appears in personnel
records (SF-50, etc.), name errors must be corrected by personnel action.
You should advise your personnel office of any errors noted in names on
computer printed T&A's. DO NOT CHANGE THE NAME PRINTED BY THE COMPUTER.
The name on a manually prepared T&A should be entered as shown on the
employee's personnel action: last name, first name, middle initial. For
example, CORDOVA, SAM A.
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(2) SOCIAL SECURITY NUMBER. The social security number is the
primary means of identifying an employee within the payroll system. It is
used in place of the individual's name and is literally the "address" of the
employee's record within the system. An error in social security number
will result in the employee being paid incorrectly, late or both. To make
matters even worse, if the erroneous soclal security number happens to be
the same as that of another employee, the T&A will be processed against the
second employee's record and cause that employee to be paid incorrectly or
not at all. Accuracy in entering the social security number is absolutely
essential to accurate, timely payment of the employees you serve. Advise
your personnel office of errors noted in social security numbers on computer
printed T&A's. DO NOT CHANGE THE SOCIAL SECURITY NUMBER PRINTED BY THE
COMPUTER UNLESS THIS CHANGE HAS BEEN APPROVED BY YOUR SERVICING PERSONNEL
OFFICE. The social security number must be on all T&A's.

INFORMATION REGARDING DISCLOSURE OF
SOCIAL SECURITY NUMBERS UNDER PUBLIC LAW 93-579

Public Law 93-579 {(Privacy Act of 1974) includes specific requirements
pertaining to requests for individuals to disclose their social
security number (SSN). Solicitation of the SSN by agencies of the
federal government is authorized under provisions of Executive Order
9397, dated November 22, 1943. The SSN is used as an identifier of an
employee's records throughout his/her federal career. Disclosure by
an employee of his/her SSN is mandatory for the purpose of effecting
legal and voluntary payroll deductions of various kinds and for
obtaining the services and benefits that the employing federal agency
provides. The SSN is also used in connection with lawful requests for
information from educational institutions and financial or other
organizations. The information gathered through the use of the SSN is
used only as necessary in personnel administration processes carried
out in accordance with established regulations and published notices
of systems of records. The SSN is also used for the selection of
persons to be included in statistical studies of personnel management
matters. The use of the SSN is made necessary because of the large
number of present and former employees and applicants who have
identical names and birth dates, and whose identities can only be
distinguished by the SSN.

(3) CHECK DIGIT. This is a number used by the computer to check
the social security number key punched from the T&A. DO NOT ENTER THIS
INFORMATION ON MANUALLY PREPARED T&A'S EXCEPT WHEN THE MANUALLY PREPARED T&A
IS USED AS A CONTINUATION SHEET. DO NOT CHANGE THE PREPRINTED CHECK DIGIT.

(4) PAY PERIOD. The last digit of the calendar year date must be
entered in the "year" box at the left of the pay period number box. For
example, 1979 is entered as 9, 1980 as 0, etc. The pay period number
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identifies the pay period for which data is being reported. The pay period
number and data being reported must agree with the beginning and ending
dates indicated in the next two boxes: "Beginning" and "Ending" dates. The
beginning date must be the first Sunday in the pay period. The ending data
must be the last Saturday in the pay period. The pay period identification
data must be on all T&A's. The chart in Illustration 2 shows the beginning
dates of each pay period for the calendar years from 1978 through 1987.

(5) AREA/AGENCY. This identifies the employing area and agency
and provides an alternate address for salary checks or leave and earnings
statements. The code consists of a prefixed letter indicating the area
office followed by two numbers indicating the agency. This code 1s assigned
by the Division of Financial Management and is recorded in 42 BIAM. Advise
your personnel office or area office payroll coordinator of any area/agency
code errors so that they can be corrected immediately. Illustration 6 lists
area office codes.

(6) PAY PLAN. The pay plan is a two character code assigned by
the 0ffice of Personnel Management (OPM) to designate various federal pay
plans such as Classification Act, or General Schedule (GS), Wage Board (WB),
FWS Leaders (WS), etc. These codes are published in the Federal Personnel
Manual (FPM), Supplement 293-31. The pay plan determines eligibility to
earn certain types of pay. For example, GS employees may receive night
differential whereas WB employees may receive night shift differential. Pay
plan also determines whether certain payroll deductions are to be made, such
as civil service retirement and social security taxes. Corrections to this
code must be made by the personnel office. Illustration 7 contains a
listing of pay plan codes used by the Bureau.

(7) EMPLOYMENT CONDITION. The code number 1 in this block
identifies the employee as full-time; code number 2 is full-time but subject
to furlough; code number 3 is part-time; code number Y4 is intermittent; and
code number 5 is part-time-career. The employment condition code controls
pay and leave benefits available to the employee. Advise your personnel
office immediately of any errors noted.

(8) DISTRIBUTION CODE. The code consists of the area code
alphabetic prefix followed by three numbers identifying the T&A distribution
point. It is used by payroll office personnel as an abbreviated geographic
location for the employee. Payroll will mail the employee's leave and
earnings statement and a computer printed T&A to the timekeeper identified
by this code. Corrections to this code must be made by entering the correct
distribution code immediately to the left of the Transaction Code 702 at the
bottom center portion of the T&A. T&A distribution codes are assigned by
the payroll office. Call (505) 766-2917/FTS U4T74-2917. THE DISTRIBUTION
CODE MUST BE ENTERED ON ALL MANUALLY PREPARED T&A'S. Should an employee
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transfer within the Bureau from the office for which you keep time to
another office or location, forward the preprinted T&A to the employee's new
duty station. The timekeeper at the new duty station will complete and
submit the preprinted T&A forwarded to him/her for the newly transferred
employee. The new duty station timekeeper must enter the correct
distribution code immediately to the left of the Transaction Code 702 at the
bottom center portion of the T&A. The area/agency code in the heading will
correct itself within three pay periods. However, the timekeeper must enter
the correct area/agency code as part of the Bureau account number.

B. PAY AND LEAVE SECTIONS. Timekeepers are responsible for recording
all accountable pay hours and periods of absence from duty for each employee
on a daily basis in the pay and leave sections of the T&A. All employee
activity for the pay period must be properly coded with the number of hours,
the appropriate transaction codes and the applicable Bureau account numbers
for the hours reported.

The pay and leave sections of the T&A are composed of five elements
wnich, with the exception of the Bureau account number, are common to both
sections. These five elements are:

(1) PAY AND LEAVE HOURS. The rules for recording activity in the
"Pay" and "Leave" sections of the T&A differ in several respects.

(a) PAY HOURS. Only hours in a pay status (including paid
leave) are entered in each daily column to coincide with each day of the pay
period. Time worked or in a pay status is entered in whole hours in the
appropriate day column, except for overtime, hazard and environmental duty,
which may be entered in 15 minute increments.

The "Pay" section contains preprinted lines identifying
the more common types of work hours. For example, regular pay is to be
reported on line 4 of the "Pay" section. Line 4 is the line which is
printed with the word "REGULAR" and Transaction Code 001 in the "Transaction
Code" column. Other types of pay hours for which no preprinted line has
been provided must be entered on the blank lines with the appropriate
transaction codes. Illustration 9 in the back of the handbook carries a
complete list of transaction codes.

More detailed instructions for recording hours worked or
in a pay status may be found in the sections of the handbook that deal with
specific types of pay.

(b) LEAVE HOURS. Hours of paid leave (annual and sick),
other absence with pay, as well as nonpay absences and compensatory time
earned and used are entered in each daily column to coincide with each day
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of the pay period. The minimum charge to leave is 1 hour. Additional
charges must be in multiples of 1 hour.

The "Leave" section contains preprinted lines
identifying the more common types of leave usage and compensatory time. For
example, annual leave is to be reported in whole hours on line 1 of the
"Leave" section. Line 1 is the line which is printed with the word "ANNUAL"
and Transaction Code 208 in the "Transaction Code" column. Other absences
from duty for which no preprinted line has been provided must be entered on
the blank lines with the appropriate transaction codes. Illustration 9 in
the back of the handbook carries a complete list of transaction codes.

In addition to the number of hours of the absence, the
beginning and ending hours of each absence must be entered. Each absence
must either be initialed by the employee or supported by an approved SF-71,
Application for Leave, or other acceptable document.

NOTE: Standard Forms 71 and other documents to support leave used should
not be submitted to the payroll office. These documents should be retained
by the timekeeper and attached to the timekeeper ccpies of the T&A's.
Employees are encouraged to initial the T&A in lieu of submitting a Standard
Form 71 in those instances where either form of certification is permissible.

More detailed instructions for recording leave and other
absences from duty may be found in the sections of the handbook that deal
with specific types of leave and other absences.

(2) NUMBER OF HOURS. The hours recorded in each daily column are
totaled at the end of the pay period. The total number of hours for each
line in both the "Pay" and "Leave" sections of the T&A is entered in the
"Number of Hours" column. Only the total number of hours as recorded in the
"Number of Hours" column is entered into the computer for computation of pay
and for recording absence from duty. If this column is not completed the
line entry will not be paid or recorded despite the entry of hours in the
daily columns.

In the "Pay" section, whole hours are entered in the "Number
of Hours" column for all types of pay with the exception of overtime, hazard
and environmental duty, which may be entered in 15 minute increments. 1In
the "Leave" section, only whole hours may be entered, and the minimum charge
is 1 hour. Additional charges must be in multiples of 1 hour. Partial and
whole hours are entered as a two place decimal. Examples: 2-1/2 hours is
entered as 2.50 and 80 hours is entered as 80.00.

BIAM REISSUE

FEBRUARY 1984
Supp. 6, Release 1, 10--30-81 '



42 BIAM SUPPLEMENT 5 1.7B(3)
TIMEKEEPER'S HANDBOOK
General Information

(3) TRANSACTION CODE. Transaction codes indicate to the computer
what action to take on the hours reported on the T&A. Each transaction code
has a unique meaning and identifies for the computer a particular type of
payment or leave usage and a particular method for computing the payment or
recording the leave usage. For example, the Transaction Code 001 informs
the computer that hours reported with that code are regular hours that are
to be paid at regular salary rates and accumulated as regular hours.

Transaction codes have been printed on the T&A for the more
common types of pay and leave usage so that the timekeeper will not have to
enter the codes manually. When a type of payment is appropriate for which
no preprinted line has been provided, or when more than one line 1is needed
for the same type of payment (such as to charge time worked to more than one
account number or to report FLSA overtime), a blank line must be selected
for the entry and a transaction code must be entered along with other
required data. Refer to Illustration 9, T&A Reporting Transaction Codes, in
the back of the handbook for a description of the proper codes to use.
Entry of an improper code will almost certainly result in the employee being
paid incorrectly, late or perhaps both. DO NOT CHANGE PREPRINTED CODES.
USE BLANK LINES FOR OTHER CODES AND A T&A CONTINUATION SHEET IF MORE LINES
THAN THOSE PROVIDED ON THE T&A FORM ARE NEEDED. An example of a T&A report
continuation sheet is shown in Illustration 10.

Transaction codes are discussed in more detail in those
sections of the handbook that deal with specific types of pay and leave.

(4) FY SPLIT. This column is used to code the fiscal year charge
in the pay period that covers the ending of one fiscal year and the
beginning of a new one. Ordinarily, this is pay period 21 each year. The
last digit of the fiscal year designation is entered in this column to
distinguish between charges to the two fiscal years involved. For example,
fiscal year 1980 is entered as 0, and fiscal year 1981 is entered as 1,
etc. For all other pay periods in a calendar year the numeric codes "1" and
"2" are used in the "FY Split" column to differentiate between the two weeks
of a pay period in order to make the computation of FLSA overtime pay (see
section 13).

(5) BUREAU ACCOUNT NUMBERS. The Division of Accounting
Management establishes the Bureau account numbers and develops and issues
instructions on coding requirements involving the use of these numbers.
These numbers identify the funds to which the salary costs reported on the
T&A are to be charged. Account numbers must be entered on each line used in
the "Pay" section of the T&A, unless the salary costs are being charged
either in whole or in part to a fixed account number (See section 3).
Account numbers are never used in the leave section of the T&A.
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Since the T&A is, in most cases, the sole source for labor
cost data, accuracy in reporting is extremely critical. Computer edit
routines can detect a code which is not listed in any of the code tables,
but it cannot detect a code that is listed but is used in error.

The Bureau account number is composed of the following
elements.

(a) AREA/AGENCY. An alphabetic code identifies the area
followed by a two digit number that identifies the agency bearing the labor
costs reported. This code is usually, but not necessarily, the same as the
area/agency code in the heading (basic identifying information). And
usually, but again not necessarily, it is the same for all entries on the
T&A. The code may differ, for instance, when an employee from one agency
performs work for and charges the funds of another agency.

(b) LOCATION. A three character code identifies the element
of the area/agency for which the expense is incurred. The two character
location codes are prefixed with a dash (-) when entered in this column. If
tribal funds are to be charged, the tribal code is used instead of the
location code.

(¢) FY/ACTIVITY/SF. This six character code identifies the
specific funds that are to be charged with the expense. The "FY" (fiscal
year) code is entered in column one of this field. If the expense is to be
charged to tribal funds, the tribal appropriation is coded in the next four
columns under "activity". Column six of this field is used to enter the
last digit of the tribal activity code when tribal funds are being charged.
There are only four such activity codes: 2651, 2652, 2653 and 2654. Thus,
if activity 2651 is to be charged, a 1 is entered in column six under "SF."
Activity 2652 is entered as 2, etec.

(d) PROGRAM ELEMENT. A two character code used to classify
program costs and related goals on a broad functional basis.

(e) PROGRAM COMPONENT. A two character code used to classify
program costs and work accomplishments on a narrower basis within program
elements.

(f) WORK ORDER. This four character code identifies the
particular office, etc., that incurred the expense. Work orders are to be
entered with tribal appropriations when determined necessary to properly
report labor costs.

(g) PROGRAM DETAIL. This five character field is an optional
use data field. It may be used with optional coding at the discretion of
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the using organization to classify costs, functions and activities, etc.,
that may not otherwise be obtained within the programmed system.

C. 700 SERIES TRANSACTION CODES. The 700 series of transaction codes
are for the purpose of indicating to the computer certain actions not
directly involved with the reporting of pay and leave hours. These
transaction codes are designed for the following purposes.

(1) 701-NEW (FIXED) ACCOUNTING DATA. Refer to section 3 for an
explanation of the Transaction Code 70l and examples of the T&A entries
required to establish a fixed account number and to report the time to be
paid against a fixed account.

(2) 7T02-NEW DISTRIBUTION CODE. The Transaction Code 702 is used
to correct a timekeeper distribution code and to change a code when an
employee transfers within the Bureau from one office or location to
another. The area code alphabetic prefix followed by three numbers
identifying the T&A distribution point 1s entered in the four spaces
immediately to the left of the preprinted Transaction code 702 in the bottom
center portion of the T&A. DO NOT CHANGE THE DISTRIBUTION CODE IN THE
HEADING (Basic Identifying Information) OF THE T&A. This will correct
itself automatically after the new or corrected distribution code is entered
as described above. The area/agency code in the heading will also correct
itself within three pay periods. However, timekeepers must be sure to enter
the correct area/agency code as part of the Bureau account number.

(3) 703-INTERMITTENT DAYS WORKED. The data in this field is used
to accumulate service credit for employees hired on an intermittent or
part-time basis. It is also used to account for the days worked by certain
employees having an appointment limited to a specified number of working
days. Employees with such appointment limitations will have normally been
hired under the authority of Schedule A 213.3102(i) or (o). Thirty
(calendar) day special need appointments do not fall in this category.

The number of days and parts of days the employee worked or
was in a paid leave status are entered as whole days in the two spaces
immediately to the left of the preprinted Transaction Code 703 in the bottom
center portion of the T&A. Days or partial days when the employee only
performs overtime work are not entered. Example: An employee working a
normal 80 hour pay period (ten eight-hour days) would be credited with 10
days in pay status. An employee working 10 four-hour days would be credited
with 10 days in pay status. An employee working 10 eight-hour days and 4
hours on a normal day off would be credited with 10 days in pay status.
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(4) 704-COLA ON/COLA OFF. The Transaction Code 704 is used to
indicate entitlement to the cost of living allowance (COLA) for classified
and similar pay plan employees (Pay Plans GS, GG, CE and CY) whose regular
post of duty is in Alaska and who are otherwise eligible to earn COLA. The
numeric code "1" is entered in the space immediately to the left of the
preprinted Transaction Code TO4 in the bottom center portion of the T&A to
begin or to reestablish automatic COLA payments to an eligible employee.
COLA will then be paid automatically on all regular hours reported on the
T&A. The Code "1" 1is not entered on subsequent T&A's. The Code "2" 1is
entered in the space to the left of Transaction Code 704 to terminate COLA
payments.

Refer to section 20 for a detailed explanation of COLA
payments.

D. CERTIFICATION SECTION. Each T&A must be certified by the
supervisor (See section 2.2). Supervisors should keep currently informed as
to the attendance or absence of the employees they supervise so that the
certification of the T&A 1is as represented. In addition, the official
authorized to approve overtime must certify each T&A reporting overtime
worked. Also, the official to whom such authority has been delegated must
approve compensatory time earned, pay at an alternate rate or hours
pertaining to a prior pay period. Timekeepers may not certify any T&A (See
section 2.2 below).

1.8 RETENTION OF T&A REPORTS. Timekeeper copies of completed T&A's should
be retained at the timekeeper location until an audit has been performed by
the General Accounting Office (GAO) or for 3 years if no GAO on site audit
is performed. Included with the T&A's should be all supporting documents
such as the SF-71, Application for Leave, military leave orders, overtime
authorizations, Jjury duty certificates, tours of duty, and any other
documents in support of pay or leave (Sec. 17, Title 6, GAO Manual for
Guidance of Federal Agencies).

1.9 INQUIRIES. Questions relating to payroll matters, regulations and
procedures 1in this handbook should be referred to the payroll office.
Supervisors and timekeepers should also maintain close contact with the
payroll coordinators in each area office of the Bureau to resolve questions
relating to current pay, adjustments, withholdings, 1leave, benefits and
related matters.

1.10 DISTRIBUTION OF HANDBOOK. Distribution of the Timekeeper's Handbook
(42 BIAM Supplement 5) will be made to all timekeepers, payroll clerks and
supervisors throughout the Bureau.
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1.11 DEFINITIONS. The definition of special or technical words and terms
used in this handbook, which are common to pay administration, may be found
in Illustration 1 in the back of this handbook.
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2. RESPONSIBILITY FOR TIMEKEEPING.

2.1 BASIC RESPONSIBILITIES. There are certain responsibilities of
supervisors, timekeepers and employees generally, which are essential to the
timekeeping function and are to be taken most seriously. These are basic
timekeeping responsibilities which are vital to proper and timely payment
and essential to accurate leave accounting.

A. SUPERVISOR'S RESPONSIBILITIES. Supervisors are responsible for
the accuracy of time and attendance reporting, for administering the leave
policies for all employees under their jurisdiction, for advising employees
regarding leave matters and for guarding against leave abuses.

Listed below are more of the basic¢ timekeeping responsibilities of
all supervisors.

(1) See that timekeepers are provided with all necessary
instructions pertaining to time and attendance report preparation and are
thoroughly informed of the importance of timely submission of these
documents to the payroll office each pay period.

(2) Make certain that timekeepers are fully informed of the
correct account numbers to which time is to be charged and that time is
correctly recorded on the T&A.

(3) See that all T&A supporting documents, such as the SF-T1,
Application for Leave, military leave orders, overtime authorizations, Jjury
duty certificates, tours of duty, and any other documents in support of pay
or leave, remain on file with the timekeeper copies of T&A's until an audit
has been performed by the General Accounting Office or for three years if no
on site audit is performed (Sec.17, Title 6, GAO Manual for Guidance of
Federal Agencies).

(4) Approve and sign (certify) all T&A's. Employees are not
permitted to certify their own T&A's, except under rare circumstances where
it is not practical to do otherwise and authority has been given in writing
by an appropriate official (See section 2.2 below).

B. TIMEKEEPER'S RESPONSIBILITIES. Timekeepers are responsible for
preparation and mailing of their T&A's. In this connection, accuracy and
promptness are vital if we are to adhere to established payday schedules.
Early receipt of T&A's by the payroll office will greatly assist in the
resolution of error conditions which might otherwise delay an employee's
pay. The sooner error conditions are discovered through sight audit and the
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computer edit routines the better the chance to make corrections prior to
the completion of payroll processing. Timekeepers are urged to mail their
T&A's to the payroll office at the earliest possible time after completion.

Listed below are more of the basic timekeeping responsibilities of
all timekeepers.

(1) Record the daily hours, bi-weekly total hours and transaction
codes to the proper Bureau account number(s). Check with supervisor when in
doubt.

(2) Keep supervisors informed as to the attendance or absence of
employees under their supervision.

(3) See that the daily column(s) of the T&A are initialed for
leave used or that an SF-71, Application for Leave, has been approved by the
supervisor. DO NOT SEND SF-71's TO THE PAYROLL OFFICE. These forms are to
remain on file with the timekeeper copies of T&A's until an audit has been
performed by the General Accounting Office or for three years if no onsite

audit has been performed (Sec. 17, Title 6, GAO Manual for Guidance of
Federal Agencies).

(4) See that the "From" and "To" portion of the T&A shows the
time of absence when leave used is less than 8 hours (Subsec. 17.2, Title 6,
GAO Manual for Guidance of Federal Agencies).

(5) Retain copies of  military 1leave orders, overtime
authorizations, Jjury duty certificates, tours of duty and any other
documents in support of pay and leave with the timekeeper copies of T&A's.

(6) See that all entries on the T&A, including daily hours,
biweekly totals, signatures and initials are made in ink. DO NOT TYPE
T&A's. Typed data may be miscontrued as computer preprinted data by
key-entry personnel or the payroll office.

(7) Review each T&A carefully prior to submission to the payroll
office to assure completeness, accuracy and legibility. A failure in any of
these actions could result in incorrect pay or no payment to the employee.

(8) Adjustments to previously submitted T&A's, i.e., additions to
or correction of pay hours or leave used will be accomplished through a
supplemental or correction Té&A.

(9) Various payroll forms completed by an employee should be
forwarded promptly to the payroll office. These forms include: SF-1192,
United States Savings Bond Authorization for Purchase and Request for

BIAM REISSUE
FEBRUARY 1984

Supp. 6, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5 2.1C
TIMEKEEPER'S HANDBOOK
Responsibility for Timekeeping

Change; Form W-U4, Employee's Withholding Exemption Certificate; SF-1187,
Request and Authorization for Voluntary Allotment of Compensation for
Payment of Employee Organization Dues. There are also state tax forms,
etc. These documents should never be attached to the T&A's or otherwise
included with the T&A's mailed to the payroll office. They should be
forwarded to the payroll office under separate mailings.

C. EMPLOYEE'S RESPONSIBILITIES. It is the responsibility of each
employee to be on duty at all times as scheduled or to request time off from
duty as required for vacation leave, personal and emergency reasons, illness
or other authorized leave. When any type of leave has been approved, the
employee shall immediately inform the timekeeper so that the proper leave
account charges can be entered on the T&A.

Listed below are more of the basic timekeeping responsibilities of all
employees.

(1) Request and obtain approval in advance for any absence from
duty.

(2) 1Initial the T&A for each absence or submit a signed SF-71,
Leave Application.

(3) Obtain a medical certificate (SF-71 or other administratively
acceptable document) to support absences of more than 3 workdays due to
illness.

(4) When an illness or emergency situation prevent reporting for
duty, notify the supervisor before or as soon as possible after the time
scheduled to report for duty (normally not more than 1 hour).

NOTE: An employee who fails to request and obtain approval for an
absence without a good reason acceptable to the approving authority may be
charged with absence without leave.

2.2 CERTIFICATION OF TIME AND ATTENDANCE. Under the provisions of Section
17.2, Title 6, GAO Manual for Guidance of Federal Agencies, only supervisors
are authorized to certify (approve) time and attendance report forms
(T&A's). When such practice is not feasible because of absence of the
supervisor or for other reasons, the certification should be accomplished by
an individual operating in a supervisory capacity who possesses knowledge of
the employee's attendance. Employees shall not be permitted to certify or
approve their own time and attendance reports except in rare instances where
it is not practical to do otherwise and authority has been given in writing
by an appropriate official authorized to grant such authority. The
Commissioner of Indian Affairs, under the provisions of 6 GAO 17.2 has
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authorized all Area Directors, All Central Office Directors and all other
Heads of Offices under his direct supervision or the Deputy Commissioner's
office, or persons acting in their stead, to sign their own T&A's and to
authorize others under their jurisdiction to do so, where circumstances make
it impractical to do otherwise (Commissioner's June 10, 1975, memorandum,
subject: Supervisor's Signature Requirement on Time and Attendance Reports).

Where authority has been given an employee to certify his/her own T&A, the
written authorization must be mailed to the Branch of Employee Data and
Compensation, Post Office Box 2026, Albuquerque, New Mexico 87103-2026.
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3. FIXED ACCOUNT NUMBERS.

3.1 701 NEW (FIXED) ACCOUNTING DATA. For a vast number of Bureau
employees the Bureau account number, which identifies the funds to which the
salary costs reported on the T& are to be charged, is a "fixed" almost
never-changing code. For this reason, accounting data is stored in the
payroll and personnel computer master records of employees whose time is
consistently charged to the same account number. The computer then assigns
the account number to the hours reported on the T&A, thus eliminating the
need for the timekeeper to code the account number on the T&A each pay
period. This also eliminates countless hours of data preparation (keypunch)
time required to keypunch account numbers for every pay entry line of every
T&A submitted for payroll processing.

3.2 ESTABLISHMENT OF FIXED ACCOUNT NUMBER. The fixed account number is
established in the employee's computer master record by the timekeeper by
entering the account number in the spaces to the right of the preprinted
Transaction Code 701 on the T&A. Subsequently, the fixed account number, as
established by the timekeeper, will appear on all computer printed T&A's in
the spaces above the account number data field descriptions. See T&A
examples 3-1 and 3-2 for an illustration of this procedure.

3.3 CHANGING A FIXED ACCOUNT NUMBER. Once it is established, a fixed
account number will remain wunchanged in the employee's computer master
record and computer printed T&A's until such time as the timekeeper enters a
new and complete account number in the spaces to the right of the
Transaction Code 701. It is not possible to change only selected data
elements of a fixed account number. To change any one or a combination of
data elements of a fixed account number, the entire account number must be
entered in the spaces to the right of the preprinted Transaction Code 701.

Since T&A's are printed by the computer two pay periods in advance of the
pay period in which they are to be used, a changed fixed account number will
not be reflected on a preprinted T&A until two pay periods after the change
is entered by the timekeeper. However, the change will take effect as of
the pay period in which the change is entered and will reflect as such on
all payroll and financial accounting reports.

3.4  AUTOMATIC ASSIGNMENT AND MANUAL ENTRY. The fixed account number will
be automatically assigned by the computer to every T&A pay entry line
provided a different account number is not, at the same time, coded on that
line. Any T&A pay entry line for which an account number is coded will
simply ignore the fixed account and charge instead the account number coded
on the pay entry line. Thus, a T&A can have a combination of pay entries
some of which can be automatically charged to the fixed account while others
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can be charged to one or several other different manually coded account
numbers. In summary, once a fixed account number 1is established, the
timekeeper is required to code an account number only for a pay entry line
that is to be charged to an account number that is different from the
established fixed account number.

3.5 T&A EXAMPLES. The T&A examples that follow illustrate:

A. ESTABLISHMENT OF FIXED ACCOUNT NUMBER. Illustrates fixed account
number entry into the employee's computer payroll/personnel master record
(Example 3-1).

B. HOURS CHARGED TO A FIXED ACCOUNT NUMBER. Illustrates work hours
being charged to the fixed account number established in the employee's
computer payroll/personnel master record (Example 3-2).

C. HOURS CHARGED TO FIXED AND OTHER ACCOUNT NUMBER. Illustrates a
portion of the hours worked being charged to the established fixed account
number and a portion being charged to another account number (Example 3-3).
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4. REGULAR PAY

4.1 GENERAL. The vast majority of salary and wage payments to federal
employees are computed on (A) the "rate of basic pay" for employees serving
in classified positions under the General Schedule and similar pay plans and
for employees in the summer employment pay system, or on (B) the "scheduled
rate of pay" for wage employees, i.e., prevailing rate and negotiated rate
employees. These payments are most often referred to as "regular pay" or
"pay for regular hours worked."

4.2 APPLICABILITY. Regular pay applies to all -employees who occupy
classified, wage and summer positions in the pay plans listed below.

A. CLASSIFIED EMPLOYEES.

(1) ADMINISTRATIVE. Positions with administratively determined
rates not elsewhere specified. These employees are identified by the Pay
Plan AD.

(2) INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (school-year employees).

(3) EXPERTS AND CONSULTANTS. Employees identified by the Pay

Plan EC.

(4) SENIOR EXECUTIVE SERVICE. Employees identified by the Pay

Plan ES.

(5) EXECUTIVE PAY ACT. Employees identified by the Pay Plan EX.

(6) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay Plan GG.

(7) CLASSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1) FWS NON~-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM,
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(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. These employees are identified
by the Pay Plan WB.

C. SUMMER EMPLOYEES.

(1) PAY PLAN YV. Employees hired under Schedule A 213.3102 (v)
with occupation code 3506.

(2) PAY PLAN YW. Positions not paid a GS or wage system rate and
filled under Schedule A 213.3102 (w) with occupation code 3506.

(3) PAY PLAN GW. Positions paid a GS rate and filled wunder
Schedule a 213.3102 (w).

(4) PAY PLAN WW. Positions paid a wage system rate and filled
under Schedule A 213.3102 (w).

Classified, wage and summer pay system identification codes (pay
plans) are also listed in Illustration 7 in the back of the handbook.

4.3 BASIC AND SCHEDULED RATES OF PAY. Although there are two distinct
terms used in reference to the hourly rate of compensation for classified
and wage employees, the definitions of the two terms are practically
identical.

A. RATE OF BASIC PAY. As applied to classified employees (also to
summer employees), "rate of basic pay" means the rate of pay fixed by law or
administrative action for the position held by an employee before any
deductions and exclusive of additional pay of any kind (FPM Supp. 990-2,
Book 531, S2-2b(i)).

The "rate of basic pay" is oftentimes also referred to as the
"regular rate or pay."

B. SCHEDULED RATE OQOF PAY. As applied to wage employees, "scheduled
rate of pay" means the rate of pay fixed by law or administrative action,
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including a retained rate of pay, for the job held by an employee before any
deductions and exclusive of additional pay of any kind (FPM Supp. 532-1,
S8-2a(2)).

The "scheduled rate of pay" is oftentimes also referred to as the "regular
rate of pay".

4.4  REGULAR HOURS. Generally, regular hours are the hours of an
employee's regularly scheduled tour of duty, i.e., hours when the employee
is required to be at work, usually on a daily basis, and for which payment
is made on the "basic," "scheduled" or "regular" rate of pay. The meaning
of all three terms is essentially the same.

Payment is also made at a basic or scheduled or regular hourly rate for
hours worked by certain part-time or intermittent employees who only work a
few hours each day on an irregular or as required basis.

4.5 TRANSACTION CODE 001. Regular hours reported on the T&A 1line
preprinted with the Transaction Code 001 and the word "REGULAR"™ will be paid
at the employee's regular rate of pay. For regular hours to be paid at an
alternate rate of pay, the entry must be made on one of the blank T&A lines
with the appropriate transaction code from Illustration 9 (T&A Reporting
Transaction Codes) in the back of the handbook. Refer to section 21 of the
handbook for instructions on reporting alternate rates.

4.6 T&A EXAMPLES. The T&A examples that follow illustrate:

A. FULL-TIME REGULAR PAY. Illustrates payment of regular hours
worked on a full-time regularly scheduled tour of duty. The hours worked
are charged to more than one account number (Example 4-1).

B. PART-TIME REGULAR PAY. Illustrates payment of regular hours
worked on a part-time regularly scheduled tour of duty. The hours worked
are charged to a fixed account number (Example U4-2).

C. INTERMITTENT REGULAR PAY. Illustrates payment of regular hours
worked by an intermittent employee on an irregular or as-needed basis
(Example 4-3).
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5. AGGREGATE SALARY LIMITATION

5.1 GENERAL. Federal law limits the amount of premium pay that may be
paid to employees in classified positions under the General Schedule and
similar pay plans. Premium pay may be paid to such an employee only to the
extent that the payment does not cause his/her aggregate pay for any pay
period to exceed the amount of pay authorized for the top step rate of grade
GS-15. Thus, when an employee's rate of basic pay is less than the maximum
rate of GS-15, the employee can receive premium pay only to the extent that
the sum total of his/her base pay plus premium pay for any one pay period
does not exceed the maximum rate of GS-15 computed on a pay period basis.
In other words, the gross amount of pay (basic pay plus premium pay) for any
pay period cannot exceed the amount of basic pay that an employee in step 10
of grade GS-15 receives for one pay period.

Reference: 5 U.S.C. 5547.

5.2 APPLICABILITY. The aggregate salary limitation applies to all
classified and summer employees who occupy positions in the pay plans listed
below.

A. CLASSIFIED EMPLOYEES.

(1) ADMINISTRATIVE. Positions with administratively determined
rates not elsewhere specified. These employees are identified by the Pay
Plan AD.

(2) INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and Pay Plan
CY (school-year employees).

(3) EXPERTS AND CONSULTANTS. Employees identified by the Pay

Plan EC.

(4) SENIOR EXECUTIVE SERVICE. Employees identified by the Pay

Plan ES.

(5) EXECUTIVE PAY ACT. Employees identified by the Pay Plan EX.

(6) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay Plan GG.

(7) CLASSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.
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B. SUMMER EMPLOYEES.

(1) PAY PLAN YV. Employees hired under Schedule A 213.3102 (v)
with occupation code 3506.

(2) PAY PLAN YW. Positions not paid a GS or wage system rate and
filled under Schedule A 213.3102 (w) with occupation code 3506.

(3) PAY PLAN GW. Positions paid a GS rate and filled under
Schedule A 213.3102 (w).

(4) PAY PLAN WW. Positions paid a wage system rate and filled
under Schedule A 213.3102 (w).

Classified and summer pay system identification codes (pay plans)
are also listed in Illustration 7 in the back of the handbook.

5.3 AGGREGATE SALARY LIMIT APPLICABLE. The premium pay aggregate salary
limitation provisions in 5 U.S.C. 5547 apply to some and not to other types
of premium payments. The limitation is applicable to the following types of
premium pay.

A, OVERTIME PAY. A classified employee's total basic pay plus
overtime pay for any pay period cannot exceed the amount of basic pay that
an employee in step 10 of grade GS-15 receives for one pay period.

B. NIGHT DIFFERENTIAL. A classified employee's total basic pay plus
night differential pay for any pay period cannot exceed the amount of basic
pay that an employee in step 10 of grade GS-15 receives for one pay period.

C. SUNDAY PAY. A classified employee's total basic pay plus Sunday
pay for any pay period cannot exceed the amount of basic pay that an
employee in step 10 of grade GS-15 receives for one pay period.

D. HOLIDAY PAY. A classified employee's total basic pay plus holiday
pay (pay for work performed on a holiday) for any pay period cannot exceed
the amount of basic pay that an employee in step 10 of grade GS-~15 receives
for one pay period.

E. ANNUAL PREMIUM PAY. A classified employee's total basic pay plus
premium pay on an annual basis for any pay period cannot exceed the amount
of basic pay that an employee in step 10 of grade GS-15 receives for one pay
period.

F. COMPENSATORY TIME. A classified employee's total basic pay plus
compensatory time earned for any pay period cannot exceed the amount of
basic pay that an employee in step 10 of grade GS-15 receives for one pay
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period. Compensatory time may only be credited in the number of hours which
would permit an employee's pay for the pay period to remain under the
aggregate salary limitation were those hours to be palid at the overtime rate
applicable to the employee's rate of basic pay. The employee shall not be
credited with compensatory time or given time off for overtime work if
he/she cannot be paid for such work (37 Comp. Gen. 362 and 26 Comp. Gen.
750) .

5.4 AGGREGATE SALARY LIMIT NOT APPLICABLE. The premium pay aggregate
salary limitation provisions in 5 U.S.C. 5547 apply to some and not to other
types of premium payments. The limitation 1is not applicable to the
following class of employees and types of premium pay.

A. WAGE EMPLOYEES. The premium pay aggregate salary limitation does
not apply to the pay of wage employees, i.e., prevailing rate and negotiated
rate employees (5 U.S.C. 5541 (2) (XI) and 34 Comp. Gen. 512). Wage
employee pay system codes (pay plans) are listed in Illustration 7 in the
back of the handbook.

B. HAZARD DUTY PAY. The premium pay aggregate salary limitation does
not apply to the hazard pay differential (5 U.S.C. 5547). Hazard duty pay
may be paid to a classified employee even to the extent that it causes total
pay in any pay period to exceed the amount of basic pay that an employee in
step 10 of grade GS-15 receives for one pay period.

C. COMPENSATORY TIME OFF FOR RELIGIOUS OBSERVANCES. The premium pay
aggregate salary limitation does not apply to compensatory time earned by a
classified employee to meet his/her religious obligations (5 U.S.C.A. 5550
a). A classified employee can be granted compensatory time off for religious
observances even though the number of hours granted, when computed at one
and one-half times the employee's rate of basic pay, would cause total pay
in any pay period to exceed the amount of basic pay that an employee in step
10 of grade GS-15 receives for one pay period.

D. FLSA OVERTIME PAY. The premium pay aggregate salary limitation
does not apply to any overtime paid to classified employees under the
provisions of the Fair Labor Standards Act (Attachment 5 to FPM Letter
551-1, paragraph E). FLSA overtime pay may be paid to a classified employee
even to the extent that it causes total pay in any pay period to exceed the
amount of basic pay that an employee in step 10 of grade GS-15 receives for
one pay period.
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E. COST OF LIVING ALLOWANCE (COLA). The premium pay aggregate salary
limitation does not apply to the cost of living allowance paid to classified
employeés in the State of Alaska (5 U.S.C. 5941 and FPM Chapter 591). The
cost of living allowance may be paid to a classified employee even to the
extent that it causes total pay in any pay period to exceed the amount of
basic pay that an employee in step 10 of grade GS-15 receives for one pay
period.
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6. NIGHT DIFFERENTIAL.

0.1 GENERAL. Night differential is ©paid to employees serving in
classified positions under the General Schedule and similar pay plans at 10
percent of their rate of basic pay for all regularly scheduled hours worked
between the hours of 6 p.m. and 6 a.m., including regularly scheduled
overtime, Night differential is not paid for night work performed on an
occasional, irregular basis. ;

Reference: FPM Supp. 990-2, Book 550, S1-4..

6.2 APPLICABILITY. Night differential applies to employees in classified
positions under the General Schedule and similar pay plans Iisted below.

A. CLASSIFICATION ACT OF 1949. General Schedule employees identified
by the Pay Plan- GS.

B. GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by the
Pay Plan GG.

C. INDIAN EDUCATION PROGRAM. Indian education contract employees
identified by the Pay Plan CE (year-long employees) and the Pay Plan CY
(school-year employees).

6.3 ABSENCE ON HOLIDAYS, OTHER NONWORKDAYS OR IN TRAVEL STATUS. Payment
of night differential to a classified employee continues for regularly
scheduled night hours when the employee is absent due to a holiday, other
nonworkday (such as a designated day of national mourning), military leave,
or in an official travel status, even if not performing actual work.

6.4 ABSENCE ON PAID LEAVE. A classified employee is entitled to night
differential for regularly scheduled night hours during a period of paid
leave, but only when the total amount of that leave in a pay period is less
than 8 hours. Both night and day hours of paid leave are included in
determining the total paid leave used during the pay period.

6.5 PAID LEAVE OF EIGHT HOURS OR MORE. Payment of night differential
cannot be made to an employee for any period of leave when the total paid
leave during the same pay period is 8 hours or more (36 Comp. Gen. 734).

6.6 TEMPORARY ASSIGNMENT TO DIFFERENT TOUR OF DUTY. A classified employee
is entitled to night differential for night work performed while assigned
temporarily to a tour of duty other than his/her own. This provision does
not apply (A) where a regularly scheduled tour of duty between the hours of
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6 p.m. and 6 a.m. had not been established, or (B) where the work could be
performed during daytime hours but the employee is assigned night hours for
his/her convenience.

6.7 RELATION OF NIGHT DIFFERENTIAL TO OTHER PAY. Night differential is in
addition to overtime or holiday pay which may be payable and is not included
in the rate of basic pay used to compute overtime or holiday pay. An
employee earns the same amount of night differential during a period of
night overtime work whether paid in money or given compensatory time off for
the overtime work.

6.8  TRANSACTION CODE 004. Night differential hours reported on the T&A
line preprinted with the Transaction Code 004 and the words, "NIGHT
DIFFERENTIAL" will be paid at 10% of the employee's regular rate of pay. If
night differential is to be computed on an employee's alternate rate of pay,
the entry must be made on one of the blank T&A lines with the appropriate
transaction code from Illustration 9 (T&A Reporting Transaction Codes) in
the back of the handbook. Refer to section 21 of the handbook for
instructions on reporting alternate rates.

6.9 T&A EXAMPLES. The T&A examples that follow illustrate:

A. ND REGULAR. TIllustrates payment of night differential for a
regularly scheduled full-time tour of duty (Example 6-1).

B. ND W/PAID LEAVE MORE THAN EIGHT HOURS. TIllustrates payment of
night differential during a pay period in which the employee uses paid leave
of more than 8 hours (Example 6-2).

C. ND W/PAID LEAVE LESS THAN EIGHT HOURS. 1Illustrates payment of
night differential during a pay period in which the employee uses paid leave
of less than 8 hours (Example 6-3).
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7. NIGHT SHIFT DIFFERENTIAL.

7.1 GENERAL. Night shift differential is paid to wage employees for work
performed on a regularly scheduled basis on the second or third shifts or
both.

Reference: FPM Supp. 532-1, S8-4.
7.2 APPLICABILITY. Night shift differential applies to employees who

occupy wage system positions in both the prevailing rate and negotiated rate
pay plans listed below.

A. PREVAILING RATE

(1) FWS NON-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

{(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

B. NEGOTIATED RATE. Wage Board positions for which the rates of pay
are negotiated with the representative wunions. These employees are
identified by the Pay Plan WB.

7.3 SHIFT RATES PAYABLE. The following rates of night shift differential
are payable for second and third shift work.

A. SECOND SHIFT. Employees are paid a differential of 7-1/2 percent
of their scheduled rate of pay for the entire shift when a majority of their
regularly scheduled non-overtime hours of work occur between the hours of 3
p.m. and midnight.

B. THIRD SHIFT. Employees are paid a differential of 10 percent of
their scheduled rate of pay for the entire shift when a majority of their
regularly scheduled non-overtime hours of work occur between the hours of 11
p.m. and 8 a.m.
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7.4 MAJORITY OF HOURS. Night shift differential is paid for the entire
shift when the majority of hours, i.e., a number of whole hours greater than
one half (including meal breaks), fall within a period for which a shift
differential is payable.

The following examples illustrate the above rule.

Tour of Duty Night Shift Differential Payable
8 a.m. - 5 p.m Shift 1, No differential

2 p.m. - 10 p.m Shift 2, 7 1/2%, 8 hours

5p.m. - 1 a.m Shift 2, 7 1/2%, 8 hours

8 p.m. - a.m Shift 3, 10%, 8 hours

2 a.m. - 11 a.m Shift 3, 10%, 8 hours

7.5 PART-TIME AND INTERMITTENT EMPLOYEES. Employees who work on a
regularly scheduled shift of less than 8 hours duration (such as a part-time
or intermittent employee) are entitled to a night shift differential for the
entire shift if a majority of their hours are worked during a period in
which a night shift differential is payable.

7.6 SPLIT SHIFTS. Employees who work split shifts, such as cooks and
instructional aids, will either receive a 7-1/2 percent differential for an
entire shift or a 10 percent differential for an entire shift if a majority
of the regularly scheduled non-overtime hours worked occur during the hours
for which a night shift differential 1is auchorized. Night shift
differential 1is not payable for any hours less than the entire shift, and
the splitting of the night shift differential is not permitted.

The following examples illustrate the payment of night shift differential
for a split shift tour of duty.

Tour of Duty Night Shift Differential Payable
10 a.m. - 2 p.m. No night shift differential is payable.
Midnight - 4 a.m. The majority of the total regularly scheduled

hours for the entire tour do not fall within
the hours of 3 p.m. and 8 a.m.

Tour of Duty Night Shift Differential Payable
7 a.m. - 10 p.m. Shift 2, 8 hours. The majority of the
3 p.m. - 8 p.m. total regularly scheduled hours for the entire

tour fall within the hours of 3 p.m. and
midnight.
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Shift 3, 8 hours. The majority of the
total regularly scheduled hours for the
entire tour fall within the hours of

11 p.m. and 8 a.m.

[V el
O ]
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7.7 TEMPORARY ASSIGNMENT TOQO DIFFERENT TOUR OF DUTY. A wage employee is
entitled to night shift differential for work performed while assigned
temporarily to a tour of duty other than his/her own.

The following examples illustrate the above rule.

A. ASSIGNMENT TO A DAY SHIFT. If an employee is temporarily assigned
from a regularly scheduled night shift to a day shift, he/she will continue
to receive the night shift differential payable for the regularly scheduled
night tour of duty. For example, an employee has a regularly assigned tour
of duty of 3 p.m. to 11:30 p.m., Monday through Friday, for which shift 2
differential is payable. The employee is then temporarily assigned to a 7
a.m. to 3:30 p.m. shift. Entitlement to shift 2 differential continues
during the entire period of the temporary assignment.

B. ASSIGNMENT TO A NIGHT SHIFT. An employee regularly assigned to a
day shift 1s entitled to night shift differential during any period of
temporary assignment to a tour of duty for which night shift differential is
payable. For example, an employee has a regularly assigned tour of duty of
7 a.m. through 3:30 p.m., Monday through Friday, for which night shift
differential is not payable. The employee is then temporarily assigned to
an 11 p.m. through 7:30 a.m. shift. Shift 3 differential is payable for the
entire period of the temporary assignment.

C. ASSIGNMENT TO A LOWER SHIFT. If an employee is temporarily
assigned to a tour of duty with a lower night shift differential rate,
he/she will continue to receive the higher night shift differential rate
payable for the regularly scheduled night tour of duty. For example, an
employee has a regularly assigned tour of duty of 11 p.m. through 7:30 a.m.,
Monday through Friday, for which shift 3 differential is payable. The
employee is then temporarily asigned to a 3:30 p.m. through midnight shift.
Entitlement to shift 3 differential will continue during the entire period
of the temporary assignment.

D. ASSIGNMENT TO A HIGHER SHIFT. If an employee 1is temporarily
assigned to a tour of duty with a higher night shift differential rate,
he/she will receive the higher differential rate for work performed on that
shift. For example, an employee has a regularly assigned tour of duty of
3:30 p.m. through midnight, Monday through Friday, for which shift 2
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differential is payable. The employee is then temporarily assigned to an 11
p.m. through 7:30 a.m. shift. Shift 3 differential 1s payable for the
entire period of the temporary assignment.

7.8 ABSENCE ON HOLIDAYS, OTHER NONWORK DAYS OR IN TRAVEL STATUS. Payment
of night shift differential to a wage employee continues for regularly
scheduled night hours when the employee is absent due to a holiday, other
nonwork day (such as a designated day of national mourning), court leave, or
in an official travel status.

7.9 ABSENCE ON PAID LEAVE. An employee who is regularly assigned to a
shift for which night shift differential 1is payable is entitled to night
shift differential during periods of paid leave. The night shift
differential payable during periods of absence with pay depends upon the
shift to which the employee is assigned at the time that leave is used as
well as on the duration of the assignment. The following examples
illustrate this rule.

A. REGULAR ASSIGNMENT. An employee who i1s regularly assigned to work
a night shift on a full-time basis will continue to receive the night shift
differential during periods of leave with pay.

B. ROTATING SHIFTS. An employee who 1is assigned to a regular
rotating schedule that involves work on both day and night shifts is not
entitled to night shift differential during periods of paid leave that occur
when he/she is scheduled to work the day shift; but the employee is entitled
to night shift differential during periods of paid leave that occur when
he/she is scheduled to work the night shift.

C. TEMPORARY ASSIGNMENT TO DIFFERENT TOUR OF DUTY.

(1)  SPECIFIED PERIOQD. 1If an employee is temporarily assigned
for a specified period of time from a regularly assigned day shift to a
shift for which night shift differential 1is payable, the night shift
differential can only be paid for that portion of the paid absence which
falls within the priod of assignment to the night shift. After expiration
of the specified period of temporary assignment, the employee's pay will
revert to the day shift rate with no further entitlement to night shift
differential.

(2) UNSPECIFIED PERIOD. If an employee 1s temporarily
assigned for an unspecified or indefinite period of time from a regularly
assigned day shift to a shift for which night shift differential is payable,
the employee will continue to receive night shift differential during
periods of leave with pay as long as he/she is required to work a shift for
which night shift differential is payable.
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(3) IRREGULAR INTERVALS. If an employee is assigned from a
day shift to a night shift at irregular intervals and 1t cannot be
administratively determined that the employee 1is basically assigned to a
particular shift, entitlement to shift differential during periods of paid
leave Wwill be based on the rate payable at the time the paid leave started.

7.10 RELATION OF NIGHT SHIFT DIFFERENTIAL TO OTHER PAY. Night shift
differential is combined with a wage employee's scheduled rate of pay, which
is then used to compute overtime pay, Sunday pay, holiday pay and the
amounts deducted for retirement and group life dinsurance (See Section
8.3B(a) for sample computation).

7.11 TRANSACTION CODES 002 AND 003. Night shift differential hours
reported on the T&A lines preprinted with the Transaction Codes 002 and 003
and the words "SHIFT 2 DIFFERENTIAL"™ and "SHIFT 3 DIFFERENTIAL" will be paid
at 7172 and 10 percent respectively of the wage employee's scheduled rate
of pay. If night shift differential is to be computed on an alternate rate
of pay, the entries must be made on the blank T&A lines with the appropriate
transaction codes from Illustration 9 (T&A Reporting Transaction Codes) in
the back of the handbook. Refer to Section 21 of +the handbook for
instructions on reporting alternate rates.

7.12 T&A EXAMPLES. The T&A examples that follow illustrate:

A. NSD REGULAR. Illustrates payment of night shift differential for
a regularly scheduled full-time tour of duty with a majority of the hours in
the second shift (Example 7-1).

B. NSD ROTATING SHIFT. Illustrates payment of night shift
differential to an employee who is assigned a regular rotating schedule of
both day and night shifts (Example 7-2).

C. NDS SPLIT SHIFT. TIllustrates payment of night shift differential
to an employee with a split shift tour of duty (Example 7-3).

D. N3D TEMPORARY ASSIGNMENT TO DIFFERENT TOUR. Illustrates payment
of night shift differential during a period of temporary assignment to a
different tour of duty (Example 7-4).

E. NSD PERIOD OF PAID LEAVE. Illustrates payment of night shift
differential during a period of paid leave to an employee assigned to a
regularly scheduled night shift (Example 7-5).
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Sunday Pay

8. SUNDAY PAY.

8.1 GENERAL. A 25 percent Sunday pay differential is paid to full-time
employees serving in classified positions under the General Schedule and
similar pay plans and to full-time wage employees for each hour of Sunday
work which is not overtime work and which is not in excess of 8 hours for
each regularly scheduled tour of duty that begins or ends on Sunday.

Reference: 5 CFR 550.171; 5 U.S.C. 5544 and 5550; FPM SUPP. 532~1, S8-le;
and FPM SUPP. 990-2, Book 550, S1-10.

8.2 APPLICABILITY. Sunday pay applies to full-time employees who occupy
classified and wage positions in the pay plans listed below.

A. CLASSIFIED EMPLOYEES

(1) CLASSIFICATION ACT OF 1949, General Schedule employees
identified by the Pay Plan GS.

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified
by the Pay Plan GG.

(3) INDIAN EDUCATION PROGRAM, Indian education contract
employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (school-year employees).

B. WAGE EMPLOYEES

(nm FWS NON-SUPERVISORY. Trades and craf'ts employees
identified by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.
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(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. these employees are identified by
the Pay Plan WB.

Classified and -wage pay system identification codes (pay plans)
are also listed in Illustration 7 in the back of the handbook.

8.3 COMPUTATION OF SUNDAY PAY FOR CLASSIFIED AND WAGE EMPLOYEES. The
computation of the 25 percent Sunday pay differential ‘is made on the rate of
basic pay for classified employees, and for wage employees it is made on the
scheduled rate of pay (day rate) or on the rate of basic pay (night rate)
depending on the type of regularly scheduled tour of duty to which the
employee is assigned.

A. CLASSIFIED EMPLOYEES. Sunday pay to classified employees is paid
at a rate equal to 25 percent of their rate of basic pay. As applied to
classified employees, "rate of basic pay" means the rate of pay fixed by law
or administrative action for the position held by an employee before any
deductions and exclusive of additional pay of any kind (FPM SUPP. 990-2,
Book 531 S1-1b(i)).

The "rate of basic pay" is sometimes also referred to as the '"regular
rate of pay."

A classified employee with a regularly scheduled tour of duty that
includes Sunday will be paid Sunday pay at 25 percent of his/her rate of
basic pay for each hour of regularly scheduled work performed on Sunday.
For example, an employee with a rate of basic pay of $7.60 per hour, who
performs 8 hours of regularly scheduled work on a Sunday, will have his/her
Sunday Pay computed as follows

Rate of Basic Pay $ 7.60
Sunday Differential Rate x25%
Sunday Pay (Hourly Rate) 1.90
Hours Worked on Sunday x8
Sunday Pay $15.20

Note: Sunday pay hours for a classified employee are recorded on the
T&A with Transaction Code 007.

B. WAGE EMPLOYEES. Sunday pay to wage employees is paid at a rate
equal to 25 percent of their "day rate" or "night rate" depending on the
type of regularly scheduled tour of duty assigned that includes Sunday.
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(1) DAY RATE. Sunday pay is computed and paid at the day rate when
the employee is assigned to a day shift that includes Sunday as one of the
regular workdays. The day rate is the employee's scheduled rate of pay,"
which means the rate of pay fixed by law or administrative action, including
a retained rate of pay or a rate of pay as provided in a negotiated union
contract, for the job held by the employee and before any deductions and
exclusions or additional pay of any kind (FPM SUPP. 532-1, S8-2a(2) and 31
Comp. Gen. 48 and 391).

The "day rate" or "scheduled rate" is sometimes also referred to as
the "regular rate of pay."

A wage employee with a regularly scheduled day shift that includes
Sunday will be paid Sunday pay at 25 percent of his/her scheduled rate of
pay for each hour of regularly scheduled work performed on Sunday. For
example, an employee with a scheduled rate of pay of $7.80 per hour, who
performs 8 hours of regularly scheduled work on Sunday, will have his/her
Sunday pay computed as follows.

Scheduled Rate of Pay (Day Rate) $ 7.80

Sunday Differential Rate x25%
Sunday Pay (Hourly Rate) 1.95
Hours Worked on Sunday x 6%
Sunday Pay $15.60

Note: Sunday pay hours for a wage employee who is regularly assigned
to a day shift and receives no night shift differential are recorded on the
T&A with Transaction Code 007.

(2) NIGHT RATE. Sunday pay is computed and paid at the night rate
when the employee is assigned to a night shift that includes Sunday as one
of the regularly scheduled workdays. The night rate is the employee's "rate
of basic pay," which means the scheduled rate of pay plus any night shift or
environmental differential (FPM SUPP. 532-1, S8-2a(3) and 32 Comp. Gen. 48
and 391).

A wage employee with a regularly scheduled night shift which includes
Sunday and who is entitled to night shift differential pay, is paid Sunday
pay for each hour of regularly scheduled work performed on Sunday. In
computing Sunday pay for such an employee, the scheduled rate of pay and the
night shift differential are combined to produce the "rate of basic pay"
(night rate) upon which the Sunday pay for each regularly scheduled hour of
Sunday work performed will be computed as follows.
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42 BIAM SUPPLEMENT 5 8.4
TIMEKEEPER's HANDBOOK

Sunday Pay

Shift 2 Shift 3
Scheduled Rate of Pay $ 7.80 $ 7.80
Night Shift Differential +.59 (7 1/2%) +.78 (10%)
Basic Rate of Pay (Night Rate) 8.39 8.58
Sunday Differential Rate X 25% X 25%
Sunday Pay (Hourly Rate) 2.10 2.15
Hours Worked on Sunday x 8 ~x 8
Sunday Pay $16.80 $17.20

Compare these examples with the previous one where the wage employee,
with an identical scheduled rate of pay, worked a regularly scheduled day
shift.

Note: Sunday pay hours for a wage employee who is regularly assigned
to the second shift and receives shift 2 differential are recorded on the
T&A with Transaction Code 027. For a wage employee who 1is regularly
assigned to the third shift and receives shift 3 differential, Sunday pay
hours are recorded on the T&A with Transaction Code 037.

8.4 RESTRICTIONS ON SUNDAY PAY. Payment of Sunday pay is restricted as
follows.

A. EIGHT HOURS. Sunday pay may not be paid for more than 8 hours of
regularly scheduled work performed on Sunday. For example, an employee
whose regular work schedule includes a 10-hour period of service on Sunday
is entitled to 8-hours pay at his/her regular hourly rate of pay, plus
premium (Sunday) pay for 8-hours at 25 percent of the regular hourly rate
and for 2 hours of overtime pay at the same rate as for overtime work
performed on any other day.

B. PAID LEAVE. Sunday pay may not be paid for hours of paid leave
used during the tour of duty beginning or ending on Sunday. Sunday pay is
authorized only for actual work performed. For example, an employee working
a regularly scheduled tour of 8 a.m. to 5 p.m., Sunday through Thursday, who
is on sick leave for the last 3 hours of the tour on Sunday (2 p.m. to 5
p.m.), will receive Sunday pay only for the 5 hours actually worked from 8
a.m. to 2 p.m.

C. STANDBY DUTY. Sunday pay may not be paid for hours of regularly
scheduled standby duty for classified employees where premium pay on an
annual basis is authorized.

8.5 PART-TIME AND INTERMITTENT EMPLOYEES, Part-time and intermittent
employees are not entitled to premium pay for Sunday work. Only full-time
employees are entitled to Sunday pay (FPM SUPP. 532-1, S8-4e(3); FPM, SUPP.
990-2, Book 550, S1-10c; and 46 Comp. Gen. 337).
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8.6 TOUR OF DUTY OF LESS THAN EIGHT HOURS ON SUNDAY. A full-time
employee with a regulary scheduled tour of duty that includes a period of
service of less than 8 hours, any part of which occurs between midnight
Saturday and midnight Sunday, is entitled to Sunday pay for the number of
hours worked not in excess of the number of hours regularly scheduled for
the period (56 Comp. Gen. 337). For example, if an employee's regularly
scheduled full-time tour of duty for a given work week includes only 4 hours
of work on Sunday, the employee can only receive 4 hours of Sunday pay for
work actually performed on that day.

8.7 TWO SEPARATE TOURS QF DUTY. An employee who has parts of two separate
tours of duty falling on Sunday is entitled to Sunday pay for not to exceed
8 hours for each tour. For example, an employee with a regularly scheduled
tour of duty of 9 p.m. to 5:30 a.m., 8-hour day, U40-hour week, Saturday
through Wednesday, would be entitled to 8 hours Sunday pay for the tour of
duty beginning at 9 p.m. on Saturday and ending at 5:30 a.m. on Sunday.
This employee would be entitled to another 8 hours Sunday pay for the tour
of duty beginning at 9 p.m. on Sunday and ending at 5:30 a.m. on Monday.

8.8 RELATION OF SUNDAY PAY TO OTHER PAY. Sunday pay is in addition to
premium pay for holiday work, overtime pay, or night pay differential and 1is
not included in the rate of basic pay used to compute the pay for holiday
work, overtime pay or night pay differentials to classified or wage
employees.

8.9 TRANSACTION CODES. Sunday pay is recorded on the T&A with Transaction
Code 007 (Sunday Pay - Regular), Transaction Code 027 (Sunday Pay - w/sft 2
Diff) and Transaction Code 037 (Sunday Pay - w/sft 3 Diff). However, if
Sunday pay is to be computed on an alternate rate of pay, the T&A entries
must be made with the appropriate transaction codes from Illustration 9 (T&A
Reporting Transaction Codes) in the back of the handbook. Refer to Section
21 of the handbook for instructions on reporting alternate rates.

8.10 T&A EXAMPLES. The T&A examples that follow illustrate:

A. SUNDAY PAY REGULAR. Illustrates payment of Sunday pay to a
classified employee with a regularly scheduled full-time tour of duty
(Example 8-1).

B. SUNDAY PAY DAY RATE. Illustrates payment of Sunday pay to a wage
employee with a day shift regularly scheduled full-time tour of duty, 10
hour day, 40 hour week, Sunday through Wednesday (Example 8-2).

C. SUNDAY PAY NIGHT RATE. Illustrates payment of Sunday pay to a
wage employee with a regularly scheduled full-time tour of duty with a
majority of the hours in the third shift (Example 8-3).
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D. PERIOD OF PAID LEAVE. Illustrates payment of Sunday pay involving
a period of paid leave (Example 8-4).

E. LESS THAN EIGHT HOUR SUNDAY TOUR. Illustrates payment of Sunday
pay to a full-time employee with a regularly scheduled tour of duty that
includes a period of less than 8 hours on Sunday (Example 8-5).

F. PARTS OF TWO TOURS ON SUNDAY. TIllustrates payment of Sunday pay

to an employee who has parts of two separate tours of duty falling on Sunday
(Example 8-6).
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42 BIAM SUPPLEMENT 5 9.1
TIMEKEEPER'S HANDBOOK
Paid Holiday

9. PAID HOLIDAY

9.1 GENERAL. Employees serving in classified positions under the General
Schedule and similar pay plans and wage employees having regularly scheduled
full-time and part-time tours of duty who are excused from work because of
the occurence of a holiday are entitled to the same rate of pay as if they
had worked on the holiday. Additionally, wage employees must have an
appointment not limited to 90 days or less or they must have been currently
employed for a continuous period of 90 days under one or more appointments

without a break in service in order to be entitled to pay for a holiday not
worked.

Reference: 5 U.S.C. 6103 and 6104; FPM SUPP. 532-1, S8-U4d; and FPM SUPP.
990-2, Book 610, S3.

9.2 APPLICABILITY. Paid holiday compensation applies to classified and to

wage employees who occupy full-time and part-time positions in the pay plans
listed below.

A. CLASSIFIED EMPLOYEES.

(1) ADMINISTRATIVE. Positions with administratively determined

rates of pay not elsewhere specified. These employees are identified by the
Pay Plan AD.

(2) INDIAN FEDUCATION PROGRAM. Indian education contract

employees identified by the Pay Plan CE (year-long employees) and Pay Plan
CY (school-year employees).

(3) SENIOR EXECUTIVE SERVICE. Employees identified by the Pay

Plan ES.

(4) EXECUTIVE PAY ACT. Employees identified by the Pay Plan EX.

(5) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified
by the Pay Plan GG.

(6) CLASSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1 FWS  NON-SUPERVISORY. Trades and crafts employees
identified by the Pay Plan WG.
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(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. The employees are identified by
the Pay Plan WB.

Classified and wage pay system identification codes (pay plans)
are also listed in Illustration 7 in the back of the handbook.

9.3 PART-TIME EMPLOYEES. Part-time employees with a regularly scheduled
tour of duty are entitled to be paid for a holiday not worked only if the
holiday falls on one of their regularly scheduled workdays. Part-time
employees are not eligible under the regulations governing pay for a holiday
not worked if the holiday falls on one of their non-workdays (25 Comp. Gen.
690) .

9.4 INTERMITTENT EMPLOYEES. Intermittent employees, since they have no

regularly scheduled tour of duty, are not entitled to be paid for a holiday
not worked.

9.5 PAID LEAVE. When a holiday falls during a period of paid leave, the
employee is paid without charge to leave for that day.

9.6 NIGHT PAY. Payment of night differential to classified employees and
night shift differential to wage employees for regularly scheduled night
hours continues when the employee is absent due to a holiday (FPM SUPP.
532-1, S8-U4c(3) and FPM SUPP. 990-2, Book 550, S1-4b(1)(a)).

9.7 HOLIDAY ON SATURDAY OR SUNDAY. Whenever a holiday falls on a Saturday,
federal offices and establishments are closed on the preceeding Friday.
Whenever a holiday falls on a Sunday, federal offices and establishments are
closed the following Monday. The Friday or Monday then becomes the
designated holiday for full-time employees with Saturday and Sunday as their
non-workdays. Whenever a holiday falls on a full-time employee's
non-workday the holiday is always designated specifically as the employee's

BIAM REISSUE
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next following workday. Also, if an employee works on both Sunday and
Monday and a holiday falls on Sunday, either the Sunday or the Monday may be
designated as the employee's holiday.

9.8 EMPLOYEES WITH SATURDAY AND SUNDAY AS REGULAR WORKDAYS. If an employee
works on Sunday or on both Saturday and Sunday, the non-workdays must be
designated in advance. The first day off may be designated as the
"Saturday" and the second day off as the "Sunday" or the first day off may
be designated as the "Sunday" and the second day off as the "Saturday." If
an employee has Sunday as one of his/her non-workdays, the non-workday must
remain designated as Sunday. When a holiday falls on an employee's
"Saturday™ then the last scheduled workday preceeding the holiday becomes
the employee's designated holiday. If the holiday falls on an employee's
"Sunday" then the next scheduled workday after the holiday becomes the
employee's designated holiday. This procedure does not apply to part-time
employees.

9.9 PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. The employee's
pay status on the workdays before and after the holiday controls entitlement
to the paid holiday. When an employee is in a paid status either before or
after the holiday, he/she is entitled to pay for the holiday even though not
worked. However, if the employee is in a non-pay status before and after
the holiday, he/she is not entitled to pay for the holiday unless actual
work is performed on that day.

9.10 LEGAL PUBLIC HOLIDAY. The following are legal public holidays.

(1) New Year's Day, January 1

(2) Washington's Birthday, the third Monday in February
(3) Memorial Day, the last Monday in May

(4) Independence Day, July 4

(5) Labor Day, the first Monday in September

(6) Columbus Day, the second Monday in October

(7) Veteran's Day, November 11

(8) Thanksgiving Day the fourth Thursday in November
(9) Christmas Day, December 25

In addition, Inauguration Day (January 20 in every fourth year) is a legal
public holiday for federal employees on duty in the District of Columbia
metropolitan area (FPM SUPP. 990-2, Book 610, S2-1).

A paid holiday may also be established by Presidential Proclamation. Legal
public holidays are not the same as a designated "non-workday" when
government offices are closed by Executive Order without intent to declare a
holiday. Such non-workdays are discussed in Section 38 of the handbook.
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9.11 REPORTING PROCEDURE. There is no unique T&A reporting transaction
code to report paid holiday hours on a T&A. Therefore, paid holiday hours
are never recorded on the T&A as a line entry separate and distinet from all
other line entries. Instead, the letter "H" 1s entered in the appropriate
day column for the designated holiday on the "regular" pay line of the T&A.
And when totaling the regular hours to make an entry in the "Number of
Hours" column, the "H"™ is considered to represent the number of regularly
scheduled hours the employee normally would have been in work status on that
date had there been no holiday.

In the following example the employee has a regularly scheduled full-time
tour of duty of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Monday through
Friday. The employee works the regular tour Monday through Thursday.
Friday is a holiday and the employee does not work. Regular hours worked
and the hours of the employee's regular schedule on the holiday are computed
and reported on the T&A as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 4o
Hours Worked:

Regular Hours Worked 8 8 8 8 HOL 32
T&A Entries:

Regular Hours 8 8 8 8 H 40

In the following example a wage employee has a regularly scheduled full-time
tour of duty of 8 a.m. to 7 p.m., 10~hour day, 40-hour week, Monday through
Thursday. The employee works the regular tour Monday through Wednesday.
Thursday is a holiday and the employee does not work. Regular and overtime
hours worked and the hours of the employee's regular schedule on the holiday
are computed and reported on the T&A as follows.

SUN MON TUE WED THU FRI SAT  TOTAL

Regularly Scheduled Tour 10 10 10 10 4o
Hours Worked:
Regular Hours Worked 8 8 8 HOL 24
Overtime Hours Worked 2 2 2 6
T&A Entries:
Regular Hours 8 8 8 H 34
Overtime Hours 2 2 2 6

In the above example, if the employee had worked the 10 hours on Friday as
scheduled and no holiday had occurred, payment would have been made the same
as for the other 3 days of the scheduled workweek, i.e., 8 hours regular and
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2 hours overtime. However, because the employee did not work and was
eligible for a paid holiday, he/she received 10 hours pay at the scheduled
or regular rate of pay. Overtime pay can only be paid for actual work
performed in excess of 8 hours in a day or 40 in a week (See Section 12).

9.12 T&A EXAMPLES. The T&A examples that follow illustrate:

A. PAID HOLIDAY REGULAR. Illustrates payment of paid holiday
compensation to a classified employee with a regularly scheduled full-time
tour of duty (Example 9-1).

B. PAID HOLIDAY TEN-HOUR DAY. Illustrates payment of paid holiday
compensation to a wage employee with a full-time tour of duty of four
ten-hour days per week (Example 9-2).

C. PAID HOLIDAY PART-TIME. Illustrates payment of paid holiday
compensation to a part-time employee with a regularly scheduled tour of

duty. The holiday falls on one of the employee's regular workdays (Example
9-3).

D. PERIOD OF PAID LEAVE. Illustrates payment of paid holiday
compensation involving a period of paid leave (Example 9-4).

E. HOLIDAY ON SATURDAY OR SUNDAY. Illustrates payment of paid
holiday compensation when the holiday falls on Saturday or Sunday (Example
9-5).

F. SATURDAY AND SUNDAY AS REGULAR WORKDAYS. 1Illustrates payment of
paid holiday compensation to an employee with Saturday and Sunday as regular
workdays (Example 9-6).

G. PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. Illustrates
the effect of without pay absence on paid holiday compensation on the day
before and the day after the holiday (Example 9-7).
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2 BIAM SUPPLEMENT 5 10.1.
TIMEKEEPER'S HANDBOOK
Holiday Pay

10. HOLIDAY PAY

10.1 GENERAL. Employees serving in classified positions under the General
Schedule and similar pay plans and wage employees with regularly scheduled
full-time and part-time tours of duty who perform work on a holiday are
entitled to pay for the hours of their regularly scheduled tour for that day
plus premium pay at a rate equal to their rate of basic or scheduled rate of
pay, as applicable, for the hours of work performed on the holiday which are
not (A) in excess of 8 hours, or (B) overtime work.

Reference: FPM SUPP. 532-1, S8-4d and FPM SUPP. 990-2, Book 550, S1-5.
10.2 APPLICABILITY. Holiday pay applies to classified employees and to

wage employees who occupy full-time and part-time positions in the pay plans
listed below.

A. CLASSIFIED EMPLOYEES.

(1) CLASSSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified
by the Pay Plan GG.

(3) INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (school-year employees).

B. WAGE EMPLOYEES.

(1) FWS NON-SUPERVISORY. Trade and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the

Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.
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(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative union. These employees are identified by
the Pay Plan WB.

Classified and wage pay system identification codes (Pay Plans)
are also listed in Illustration 7 in the back of the handbook.

10.3 COMPUTATION OF HOLIDAY PAY FOR CLASSIFIED AND WAGE EMPLOYEES. Holiday
pay is paid at the rate of basic pay for classified employees, and for wage
employees it is paid at the scheduled rate of pay (day rate) or on the rate
of basic pay (night rate) depending on the type of regularly scheduled tour
of duty to which the emplOyee is assigned.

A. CLASSIFIED EMPLOYEES. As applied to classified employees, "rate
of basic pay" means the rate of pay fixed by law or administrative action
for the position held by an employee before any deductions and exclusive of
additional pay of any kind (FPM SUPP. 990-2, Book 531, S2-2b(1)).

The "rate of basic pay" is sometimes also referréd to as the "regular
rate of pay."

A classified employee who performs work on a holiday is paid at
his/her rate of basic pay for each hour of work performed on that day. For
example, an employee with a rate of basic pay of $7.60 per hour who performs

8 hours of work on a holiday will have his/her holiday pay computed as
follows.

Rate of Basic Pay $ 7.60
Hours Worked on the Holiday x 8
Holiday Pay $60. 80

Note: Holiday pay hours for a classified employee are recorded on the
T&A with Transaction Code 019.

B. WAGE EMPLOYEES. Holiday pay to wage employees is made at the "day

rate" or at the "night rate" depending on the type of regularly scheduled
tour of duty to which the employee is assigned.

(1) DAY RATE. Holiday pay is paid at the day rate when the
employee 1is regularly assigned to a day shift. The day rate 1is the
employee's "scheduled rate of pay" which means the rate of pay fixed by law
or administrative action, including a retained rate of pay or a rate of pay
as provided in a negotiated union contract, for the job held by the employee
and before any deductions and exclusions or additional pay of any kind (FPM
SUPP. 532-1, S8-1a(2) and 31 Comp. Gen. U48 and 391).
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The "day rate' or "scheduled rate of pay" 1is sometimes also
referred to as the "regular rate of pay."

A wage employee with a regularly scheduled day shift, who
performs work on a holiday, is paid at his/her scheduled rate of pay for
each hour of work performed on that day. For example, an employee with a
scheduled rate of pay of $7.80 per hour, who performs 8 hours of work on a
holiday, will have his/her holiday pay computed as follows.

Scheduled Rate of Pay (Day Rate) $ 7.80
Hours Worked on the Holiday x 8
Holiday Pay $63.20

Note: Holiday pay hours for a wage employee who is regularly
assigned to a day shift and receives no night shift differential are
recorded on the T&A with Transaction Code 019.

(2) NIGHT RATE. Holiday pay is paid at the night rate when the
employee 1is regularly assigned to a night shift. The night rate is the
employee's "rate of basic pay" which means the scheduled rate of pay plus
any night shift or environmental differential (FPM SUPP. 532-1, S8-2A(3) and
31 Comp. Gen. 48 and 391).

A wage employee with a regularly scheduled night shift and
entitlement to night shift differential pay, who performs work on a holiday,
is paid at his/her rate of basic pay for each hour of work performed on that
day. In computing holiday pay for such an employee, the scheduled rate of
pay and the night shift differential are combined to produce the "rate of
basic pay" (night rate) upon which holiday pay for each hour of holiday work
performed will be computed as follows.

Shift 2 Shift 3
Scheduled Rate of Pay $ 7.80 $ 7.80
Night Shift Differential + .59(7 1/2%) + .78(10%)
Basic Rate of Pay(Night Rate) 8.39 8.58
Hours Worked on the Holiday x 8 x 8
Holiday Pay $67.12 $68.64

Compare these examples with the previous one where the wage

employee, with an identical scheduled rate of pay, worked a regularly
scheduled day shift.
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Note: Holiday pay hours for a wage employee who is regularly
assigned to the second shift and receives shift 2 differential are recorded
on the T&A with Transaction Code 029. For a wage employee who 1s regularly
assigned to the third shift and receives shift 3 differential, holiday pay
hours are recorded on the T&A with Transaction Code 039

10.4 LESS THAN TWO HOURS WORKED ON A HOLIDAY. An employee who 1s required
to perform work on a holiday must be paid a minimum of 2 hours holiday
premium, even when less than 2 hours are worked (5 U.S.C. 550.131).

10.5 OQOVERTIME WORK ON A HOLIDAY. An employee is entitled to pay for
overtime work performed on a holiday at the same rate as for overtime work
performed on any other day.

In the following example the employee has a full-time regularly scheduled
tour of duty of 8 a.m. to 5 p.m., 8-hour day, U40-hour week, Monday through
Friday. The employee works the scheduled tour Monday through Thursday.
Friday is a holiday and the employee works 10 hours. The overtime was
officially ordered and approved in advance. Regular hours worked, the hours
of the employee's regular schedule on the holiday and the hours actually
worked on the holiday, including the overtime hours, are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 4o
Hours Worked & Leave Used
Regular Hours Worked 8 8 8 8 HOL 32
Holiday Hours Worked 8 8
Overtime Hours Worked 2 2
T&A Entries:
Regular Hours 8§ 8 8 8 H 40
Holiday Pay 8 8
Overtime 2 2

10.6 EMPLOYEES WITH SATURDAY AND SUNDAY AS REGULAR WORKDAYS. The rules for
designating the holiday in advance when an employee has Sunday or both
Saturday and Sunday as regular workdays are explained in Section 9.8 of the
handbook, which deals with payment of holiday compensation to eligible
employees who are excused from performing work on a designated holiday. If
the employee works on the designated holiday, however, payment will be made
as described in this section of the handbook.

In the following example an employee has a regularly scheduled tour of duty
of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Saturday through Wednesday.
Thursday and Friday are the employee's regular days off. Thursday 1is a
holiday. The employee's first day off (Thursday) is designated as his/her
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"Saturday." Since the holiday falls on his/her "Saturday," the employee's
holiday is the last scheduled workday before the holiday (Wednesday). The
employee works on that day. Regular hours worked, Sunday premium, the hours
included in the employee's regular schedule on the holiday and the hours
actually worked on the holiday are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour g8 8 8 8 8 40
Hours Worked & Leave Used
Regular Hours Worked 8§ 8 8 HOL 8 32
Holiday Hours Worked 8 8
T&A Entries:
Regular Hours 8 8 8 H 8 40
Sunday Pay 8 8
Holiday Pay 8 8

10.7 PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. An employee is
entitled to holiday pay for work actually performed on the holiday without
regard to pay status on the day before and the day after thé holiday. An
employee is also entitled to paid holiday compensation in the number of
hours regularly scheduled for that day without regard to pay status on the
day before and the day after the holiday whenever any work is actually
performed on the holiday.

In the following example an employee with a regularly scheduled tour of duty
of 8 a.m. to 5 p.m, 8-hour day, 40-hour week, Monday through Friday, works
the regular tour on Monday and Tuesday, is absent without leave (AWOL) on
Wednesday and on leave without pay (LWOP) on Friday. Thursday is a holiday
and the employee works 4 hours. The regular hours worked and holiday pay
time are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8§ 8 8 8 8 40
Hours Worked & Leave Used
Regular Hours Worked 8§ 8 HOL 16
Holiday Hours Worked 4 4
AWOL 8 8
LWOP 8 8
T&A Entries:
Regular Hours 8 8 H 24
Holiday Pay y 4
AWOL 8 8
LWOP 8 8

BIAM REISSUE
FEBRUARY 1084
Supp.5, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5 10.8
TIMEKEEPER'S HANDBOOK
Holiday Pay

10.8 RELATION OF HOLIDAY PAY TO OTHER PAY. Holiday pay is in addition to
overtime pay, night differential (classified employees), night shift
differential (wage employees), and Sunday pay and is not included in the
rate of pay used to compute the overtime pay, night differential, night
shift differential, or premium pay for Sunday work

10.9 LEGAL PUBLIC HOLIDAY. The holidays designated by federal statute are
listed in Section 9.10 of the handbook.

10.10 TRANSACTION CODES. Holiday pay 1is recorded on the T&A with
Transction Code 019 (Holiday Pay - Regular), Transaction Code 029 (Holiday
Pay - w/sft 2 Diff) and Transaction Code 039 (Holiday Pay - w/sft 3 Diff).
However, if holiday pay is to be computed on an alternate rate of pay, the
T&A entries must be made with the appropriate transaction codes from
Illustration 9 (T&A Reporting Transaction Codes) in the back of the
handbook. Refer to Section 21 of the handbook for instructions on reporting
alternate rates.

10.11 T&A EXAMPLES. The T&A examples that follow illustrate:

A. HOLIDAY PAY REGULAR. TIllustrates payment of holiday pay to a
classified employee with a full-time regularly scheduled tour of duty
(Example 10-1).

B. HOLIDAY PAY DAY RATE. Illustrates payment of holiday pay to a

full-time wage employee with a regularly scheduled daytime tour of duty
(Example 10-2).

C. HOLIDAY PAY NIGHT RATE. Illustrates payment of holiday pay to a
fu}l-time wage employee with a regularly scheduled tour of duty with a
majority of hours in the second shift (Example 10-3).

D. HOLIDAY PAY PART-TIME. Illustrates payment of holiday pay to a
part-time ‘employee with a regularly scheduled tour of duty. The holiday

falls on one of the employee's regular workdays (Example 10-4).

E. LESS THAN TWO HOURS WORKED ON A HOLIDAY. Illustrates payment of

holiday pay to a full-time employee with a regularly scheduled tour who
works a period of less than 2 hours on the holiday (Example 10-5).

F. OVERTIME WORK ON A HOLIDAY. 1Illustrates payment of holiday pay
Plus payment Tor overtime work performed on the holiday (Example 10-6).
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G. SATURDAY AND SUNDAY AS REGULAR WORKDAYS. TIllustrates payment of
holiday pay to an employee with Saturday and Sunday as regular workdays
(Example 10-7).

H. PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. TIllustrates
payment of holiday pay involving non-pay absence on the day before and the
day after the holiday (Example 10-8).
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42 BIAM SUPPLEMENT 5 1.1
TIMEKEEPER'S HANDBOOK
Overtime Pay

11. OVERTIME PAY.

11.1 GENERAL. Overtime is generally defined as that time in excess of 8
hours in a day or 40 hours in a week which is (A) officially ordered or
approved and (B) performed by the employee. It is payable for all
full-time, part-time and intermittent tours of duty worked by employees in
classified positions under the General Schedule and similar pay plans and by
wage employees in prevailing and negotiated rate positions. It applies also
to employees occupying summer employment positions.

Reference: FPM SUPP. 532-1, S8-4 and FPM SUPP. 990-2, Book 550, S1-3.
11.2 APPLICABILITY. Overtime applies to classified, wage and summer

employees who occupy full-time, part-time and intermittent positions in the
pay plans listed below.

A. CLASSIFIED EMPLOYEES.

(1) INDIAN EDUCATION PROGRAM. Indian education contract

employees identified by the Pay Plan CE (year-long employees) and Pay Plan
CY (school-year employees).

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay-Plan GG.

(3) CLASSIFICATION ACT OF 1943  General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1) FWS NON-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identifed by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

BIAM REISSUE
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(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. These employees are identified
by the Pay Plan WB.

C. SUMMER EMPLOYEES.

(1) PAY PLAN YV. Employees hired under Schedule A 213.3102(v)
with occupation code 3506.

(2) PAY PLAN YW. Positions not paid a GS or wage system rate and
filled under Schedule A 213.3102(w) with Occupation Code 3506.

(3) PAY PLAN GW. Positions paid a GS rate and filled under
Schedule A 213.3102(w).

(4) PAY PLAN WW., Positions paid a wage system rate and filled
under Schedule A 213.3102(w).

Classified, wage and summer pay system identification codes (pay
plans) are also listed in Illustration 7 in the back of the handbook.

11.3 APPROVAL, OF OVERTIME. Requests for overtime (paid overtime or
compensatory time) must be approved in writing by individuals designated by
the employing office. Except in emergencies, overtime should be authorized
in advance. Timekeepers should not record overtime worked on T&A's prior to
receipt of approved overtime authorizations. Overtime authorizations should
remain on file attached to the timekeepers copies of the T&A's until an
audit 1is performed by the General Accounting Office or for 3 years if no
on-site audit is performed. The official authorized to approve overtime
must certify each T&A reporting overtime worked.

11.4 COMPUTATION OF OVERTIME PAY FOR CLASSIFIED SUMMER AND WAGE EMPLOYEES.
Overtime pay is- computed on the rate of basic pay for classified and summer
pay system employees, and for wage system employees it is computed on the
scheduled rate of pay (day rate) or on the rate of basic pay (night rate)

depending on whether the employee is assigned to a day shift or a night
shift.

A. CLASSIFIED AND SUMMER EMPLOYEES. The following rates are paid to
classified and summer employees for overtime work.

(1) One and one half times the basic hourly rate when the

employee's rate of basic pay does not exceed the minimum scheduled rate of
GS-10 (step 1).

BIAM REISSUEL
FEBRUARY 1984
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(2) One and one half times the basic hourly rate of the minimum
scheduled rate of GS-10 (step 1) when the employee's rate of basic pay is
more than that rate.

Note: The "minimum scheduled rate" is the rate authorized on the
regular GS salary schedule (not special pay rates for Step 1, GS-10).

B. WAGE EMPLOYEES. The following rates are pald to wage employees
for overtime work.

(1) DAY RATE. Overtime is computed and paid at the day rate when
the employee is assigned to a day shift, even though the overtime extends
into or falls entirely within night shift hours (31 Comp. Gen. 48 and 391).
The day rate is the employee's "scheduled rate of pay," which means the rate
of pay fixed by law or administrative action, including a retained rate of
pay or a rate of pay as provided in a negotiated union contract, for the job
held by the employee and before any deductions and exclusions or additional
pay of any kind (FPM SUPP. 532-1, S8-2A(2)).

The "day rate" or "scheduled rate of pay" 1is sometimes also
referred to as the "regular rate of pay".

A wage employee with a scheduled day shift, who performs overtime
work, is paid at one and one-half times his/her scheduled rate of pay for
each hour of overtime work performed. For example, an employee with a
scheduled rate of pay of $7.80 per hour who performs 4 hours of overtime
work on a given day, will have his/her overtime pay for that day computed as
follows.

Scheduled Rate of Pay (Day Rate) $ 7.80
Overtime Rate (11/2 times) x150%
Overtime Hourly Rate $ 11.70
Overtime Hours Worked x4
Overtime Pay $ 46.80
Note: Overtime pay hours for a wage employee who 1s regularly

assigned to a day shift and receives no night shift differential are
recorded on the T&A with Transaction Code 005.

(2) NIGHT RATE. Overtime is computed and paid at the night rate when
the employee is assigned to a night shift, even though the overtime extends
into or falls entirely within a day shift (23 Comp. Gen. 962 and 24 Comp.
Gen. 39 and 155). The night rate is the employee's "rate of basic pay,"
which means the scheduled rate of pay plus any night shift or environmental
differential (FPM SUPP. 532-1, S8-1a(3)).
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A wage employee with a regularly scheduled night shift and entitlement
to night shift differential pay, who performs overtime work, is paid at one
and one-half times his/her rate of basic pay for each hour of overtime work
performed. In computing overtime pay for such an employee, the scheduled
rate of pay and the night shift differential are combined to produce the
"rate of basic pay" (night rate) upon which the overtime rate for each hour
of overtime work performed will be computed as follows.

Shift 2 Shift 3
Scheduled Rate of Pay $ 7.80 $ 7.80
Night Shift Differential + .59(71/2) + .78(10%)
Basic Rate of Pay (Night Rate) 8.39 8.58
Overtime Rate (1172 times) x150% X150
Overtime Hourly Rate $12.59 $12.87
Overtime Hours Worked x 4 X 4
Overtime Pay $50.36 $51.48

Compare these examples with the previous one where the wage employee,
with an identical scheduled rate of pay, worked a regularly scheduled day
shift.

Note: Overtime pay hours for a wage employee who 1is regularly
assigned to the second shift and receives shift 2 differential are recorded
on the T&A with Transaction Code 025. For a wage employee who is regularly
assigned to the third shift and receives shift 3 differential, overtime pay
hours are recorded on the T&A with Transaction Code 035

11.5 REGULARLY SCHEDULED AND IRREGULAR, UNSCHEDULED OVERTIME. Two terms
which are very widely used in connection with overtime work are (A)
"regularly scheduled overtime," and (B) "irregular, unscheduled overtime."

These two terms are defined below in order to place them into proper
perspective and to emphasize that the essential difference between them is
concerned with the occurrence in time of overtime work and not with the
manner in which overtime pay is computed.

A. REGULARLY SCHEDULED OVERTIME. Regularly scheduled overtime 1is
work which is duly authorized in advance and scheduled to recur on
successive days or after specified intervals such as every Saturday during
the summer season (48 Comp. Gen. 334).

B. IRREGULAR, UNSCHEDULED OVERTIME. Irregular, unscheduled overtime
is overtime worked on an occasional basis.

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5 11.6
TIMEKEEPER'S HANDBOOK
Qvertime Pay

11.6 CREDITING OVERTIME. Overtime work is credited under a variety of
rules and conditions for classified, summer and wage system employees.
Following are these rules, which apply equally to all three classes of
employee.

A. MINIMUM PERIOD. Overtime work .performed is credited and paid for
in minimum periods of 15 minutes or multiples thereof. Overtime work that
amounts to less than a 15-minute multiple shall not be carried over and
accumulated for pay purposes. Such amounts must be dropped on a daily basis.

B. LEAVE WITH PAY. Authorized absence from duty on leave with pay
during an employee's U0O-hour workweek, (including authorized absence on a
legal holiday or nonworkday established by Executive or administrative order
or for compensatory time off) is considered employment. Such absences do
not reduce the amount of overtime earned under Title 5, U.S.C. during an
administrative workweek. Leave with pay (e.g., annual and sick leave) is
charged only for an absence that occurs within an employee's basic #40-hour
workweek (21 Comp. Gen. 965; 25 Comp. Gen. 3U44; and 46 Comp. Gen. 217).

To be entitled to overtime pay an employee must actually perform duty
in excess of 8 hours in a day or 40 hours in a week. Absence from duty
during the basic workweek, in a paid leave or other authorized pay status,
since it is considered employment, is included in computing the 8 hours in
one day or 40 hours in one week, to determine the amount of overtime
otherwise payable.

In the following example an employee has a regularly scheduled tour of
duty of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Monday through Friday.
The employee is on annual leave (paid leave) during the entire regularly
scheduled tour Monday through Thursday. However, the employee works 10
hours on Friday and 8 hours on Saturday, thus exceeding both the 8-nour day
limit and the M40-hour week limit. Note that the hours of paid leave are
counted toward the accumulation of the 40 hours in a week beyond which
overtime 1s payable. Regular hours worked, paid leave and the overtime
hours worked are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 &8 8 4o
Hours Worked & Leave Used:
Regular Hours Worked 8 8
Overtime Hours Worked 2 8 10
Annual Leave Used 8 8 8 8 32
T&A Entries:
Regular Hours 8 8 8 8 8 40
Overtime Hours 2 8 10
Annual Leave 8 8 8 8 32
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Note: Hours of paid leave are entered in the "Pay" section of the T&A
so that payment can be made to the employee and also in the "Leave" section
of the T&A in order to reduce the employee's leave accounts by the number of
hours used.

In the following example an employee has a regularly scheduled tour of
duty of 40 hours per week, 10 hours each day, Monday through Thursday. The
employee works a regularly scheduled tour Monday through Wednesday. The
employee is absent on annual leave (paid leave) the first 2 hours of the
scheduled tour on Thursday and works the remaining 8 hours. Since absence
in a paid leave status is considered employment, and since the absence was
during the first 2 hours of the duty day, it is creditable in applying the
8-hour day limit. The employee earns both regular pay, paid leave and
overtime on that day, and those hours are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 10 10 10 10 L0
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 2 8
Annual Leave Used 2 2
T&A Entries:
Regular Hours 8§ 8 8 8 32
Overtime Hours 2 2 2 2 8
Annual Leave 2 2

C. LEAVE WITHOUT PAY. Before an employee can be paid for overtime
work he/she must make up any nonpay absence from duty (AWOL, LWOP,
Suspension) that falls within the period of service upon which his/her right
to overtime pay is based (i.e., work in excess of 8 hours in a day or in
excess of 40 hours in an administrative workweek).

(1) EXCESS OF EIGHT HOURS IN A DAY. During any one workday an
employee must be in a pay status for 8 hours at the rate of pay for regular
hours before he/she can be paid at the overtime rate for work performed that
day. Thus, for a period of leave without pay on a scheduled workday, an
equal period of work outside the scheduled tour, but on the same calendar
day, must be substituted and paid at the regular rate of pay before an
employee can be paid at the overtime rate for work in excess of 8 hours in a
day (FPM SUPP 532-1, S8-Ub and FPM SUPP 990-2, Book 550, S1-3b).

In the following example an employee has a regular work schedule
of 8 hours each day, 5 days a week, Monday through Friday. The employee
works the scheduled tour Monday through Thursday. On Friday the employee is
charged leave without pay (LWOP) for the first 3 hours of the scheduled
tour. The employee works the remaining 5 hours of the regular tour on that
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day plus an additional 4 hours for a total of 9 hours of actual work
performed on that calendar day. At the end of the eighth hour worked on

Friday the employee has made up the 3 hour leave without pay absence, and
the one additional hour worked is paid at the overtime rate on the basis of
exceeding 8 hours work in one day. Regular hours, LWOP and overtime work
are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour g8 8 8 8 8 Lo
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 8 40
Overtime Hours Worked 1 1
LWOP 3 3
T&A Entries:
Regular Hours 8 8 8 8 8 40
Overtime Hours 1 1
LWOP 3 3

Note: Hours of nonpay absence from duty, unlike hours of paid
leave, are not entered in the "Pay" section of the T&A. Such hours are
entered only in the "Leave" section of the T&A for leave accounting purposes.

(2) EXCESS OF FORTY HOURS IN A WEEK. During any administrative
workweek an employee must be in a pay status for 40 hours at the rate of pay
for regular hours before he/she can be paid at the overtime rate for work
performed in the administrative workweek. Thus, for a period of leave
without pay within the basic workweek, an equal period of work performed
outside the basic workweek (but within the same administrative workweek)
must be substituted and paid at the regular rate of pay before an employee
can be paid at the overtime rate for work in excess of 40 hours in an
administrative workweek (FPM Supp. 532-1, S8-4b and FPM Supp. 990-2, Book
550, S1-3b).

In the following example an employee has a regular work schedule of 8

hours each day, 5 days a week, Monday through Friday. The employee works
the scheduled tour Monday through Wednesday and on Friday. On Thursday the
employee is absent without leave (AWOL) for 6 hours. The employee works 8
hours on Saturday, which is outside the regularly scheduled workweek but

within the same administrative workweek. At the end of the sixth hour
worked on Saturday the employee has made up the 6 hour absence without pay,

and the 2 additional hours worked are paid at the overtime rate on the basis
of exceeding 40 hours in an administrative workweek. Regular hours, AWOL
and overtime work are computed as follows.
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SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 40
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 2 8 6 40
Overtime Hours Worked 2 2
AWOL 6 6
T&A Entries:
Regular Hours 8 8 8 2 8 6 uQ
Overtime Hours 2 2
AWOL 6 6

Note: Hours of nonpay absence from duty, unlike hours of paid leave,
are not entered in the "Pay" section of the T&A. Such hours are entered
only in the "Leave" section of the T&A for leave accounting purposes.

11.7 ABSENCE DURING SCHEDULED OVERTIME HOURS. An employee who has a
regularly scheduled tour of duty that includes regularly scheduled overtime
hours (e.g., six 8-hour days; four 10-hour days) receives overtime pay only
when he/she actually performs work during the overtime hours, except as
follows.

A. COURT OR MILITARY LEAVE. An employee who 1s absent on court leave
or military leave receives the same pay that he/she would receive for
working the regularly scheduled tour of duty (31 Comp. Gen. 173). If the
employee 1is on court or military leave on a day he/she would otherwise
receive overtime pay, he/she will. receive overtime pay for the regularly
scheduled overtime hours.

B. OFFICIAL TRAVEL. An employee who performs official travel
receives overtime pay for travel performed during the regularly scheduled
overtime hours (5 U.S.C. 5542 (b) (2) (A)).

C. COMPENSATORY TIME. An Employee receives overtime pay for
regularly scheduled overtime hours when he/she is granted the use of earned
compensatory time during the regularly scheduled overtime hours.

In the following example an employee has a regular work schedule of 10
hours each day, 4 days a week, Monday through Thursday. The employee works
the scheduled tour Monday through Wednesday. On Thursday the employee works
8 hours and is absent on paid leave (annual) the last 2 hours of the
scheduled tour. Because paid absence from duty during a period which, if
worked would have been overtime, cannot be paid as overtime, the paid
absence is paid as regular time. An employee may be paid overtime only for
hours actually worked. Regular hours, paid leave and overtime are computed
as follows.
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SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 10 10 10 10 40
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 6
Annual Leave Used 2 2

T&A Entries:

Regular Hours 8 8 8 10 34
Overtime Hours 2 2 2 6
Annual Leave 2 2

Compare the above example to the following one, which is identical,
except that the 2 hours of paid leave on Thursday occur -during the first 2
hours of the scheduled tour instead of during the last 2 hours. Therefore,
the employee receives overtime pay for the last 2 hours .worked. Regular
hours, paid leave (annual) and overtime are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 10 10 10 10 4o
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 2 8
Annual Leave Used 2 2
T&A Entries:
Regular Hours 8 8 8 8 32
Overtime Hours 2 2 2 2 8
Annual Leave 2 2

Note: An employee excused from work during scheduled overtime hours
to receive medical treatment or who is in continuation of pay (traumatic
leave) due to a job-related injury does not receive overtime pay (46 Comp.
Gen. 217 and 20 CFR 10.206 (c)). An employee who works a 10-hour day tour
and who receives overtime pay for work in excess of 8 hours in a day does
not receive overtime pay when he/she performs no work on a holiday that
falls on one of the regularly scheduled four 10-hour days (47 Comp. Gen.
358).

11.8 TIME IN TRAVEL STATUS. Time in travel status away from the official
duty station is deemed employment which is subject to overtime compensation
only when (A) it is within the employee's regularly scheduled administrative
workweek, including regular overtime work, or (B) the travel (1) involves
the performance of actual work while traveling, (2) is incident to travel
that involves the performance of work while traveling, (3) is carried out
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under such arduous and unusual conditions that the travel 1s inseparable
from work, or (4) results from an event which could not be scheduled or
controlled administratively (5 CFR 550.112(e)).

1.9 TRANSACTION CODES. Overtime pay 1is recorded on the T&A with
Transaction Code 005 (Overtime Pay~Regular), Transaction Code 015 (Overtime
Pay-w/Fringe), Transaction Code 25 (Overtime Pay w/SFT 2 Diff and
Transactions Code 035 (overtime Pay - w/SFT 3 Diff.). However, if overtime
pay is to be computed on an alternate rate of pay, the T&A entries must be
made with the appropriate transaction codes from Illustration 9 (T&A
Reporting Transaction Codes) in the back of the handbook. Refer to section
21 of the handbook for instructions on reporting alternate rates.

11.10 T&A EXAMPLES. The T&A examples that follow illustrate:

A. OVERTIME PAY REGULAR. Illustrates payment of overtime worked in
connection with a regularly scheduled full-time tour of duty by a classified
employee (Example 11~1).

B. OVERTIME PAY PART-TIME. Iilustrates payment of overtime to a
part-time employee with a regularly scheduled tour of duty {(Example 11-2).

C. OVERTIME PAY INTERMITTENT. 1Illustrates payment of overtime to an
intermittent employee who works on an irregular or as needed basis (Example

11-3).

D. OVERTIME PAY DAY RATE. Illustrates payment of overtime to a
full-time wage employee with a regularly scheduled daytime tour of duty
(Example 11-4).

E. OVERTIME PAY NIGHT RATE. lllustrates payment of overtime to a
full-time wage employee with a regularly scheduled tour of duty with a
majority of hours in the third shift (Example 11-5).

F. PERIOD OF LEAVE WITH PAY. Illustrates payment of overtime
involving a period of leave with pay (Example 11-6).

G. PERIOD OF LEAVE WITHOUT PAY. 1Illustrates payment of overtime
involving a period of leave without pay. In example 11-7 the employee must
make up a period of nonpay absence from duty to qualify for overtime pay
based on work in excess of 8 hours in a day. 1In example 11-8, the employee
must make up a period of nonpay absence from duty to qualify for overtime
pay based on work in excess of 40 hours in a week.

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5 11.10H
- TIMEKEEPER'S HANDBOOK
Overtime Pay

H. ABSENCE DURING SCHEDULED OVERTIME HOURS. Illustrates the effect
of paid absence on overtime pay during a regularly scheduled tour of duty
that includes regularly scheduled overtime hours (e.g., six 8-hour days or
four 10-hour days). In example 11-9 the employee is on court leave during a
period in which he/she would otherwise receive overtime pay. In example
11-10 the employee is on paid leave the last 2 hours of a scheduled tour
that includes regularly scheduled cvertime. TIn example 11-11 the employee
is on paid leave the first 2 hours of a scheduled tour that includes
regularly scheduled overtime.
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42 BIAM SUPPLEMENT 5 12.1
TIMEKEEPER'S HANDBOOK
Call-Back Overtime

12. CALL-BACK OVERTIME

12.1 GENERAL. Call-back overtime pay is provided to compensate an employee
for the inconvenience of being called back to the place of employment to
perform "unscheduled duty" rather than to pay him/her on an "actual time
worked" basis. Except as stated in section 12.8 below, whenever an employee
is called back to perform unscheduled work, such work is considered to be at
least 2 hours in duration for the purpose of overtime compensation.
Classified employees receive overtime pay or compensatory time off unless
restricted by the aggregate salary limitation (see section 5). There is no
authority to grant wage employees compensatory time off in lieu of overtime
pay. Wage employees always receive overtime pay for overtime work performed.

Reference: 5 U.S.C. 5542 (b) (1); FPM Supp. 532-1, S8-4b (8); FPM Supp.
990-2, Book 530, S1-3b (3).

12.2  APPLICABILITY. Call-back overtime applies to classified and wage
employees who occupy full-time, part-time and intermittent positions in the
pay plans listed below.

A. CLASSIFIED EMPLOYEES.

(n INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and Pay Plan
CY (school-year employees).

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay Plan GG.

(3) CLASSIFICATION ACT OF 1949, General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1) FWS NON-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.
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Call-Back Overtime

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. These employees are identified
by the Pay Plan WB.

12.3 CALL-BACK SITUATIONS. A call-back situation exists when an employee
is required to return to the place of employment for unscheduled duty as
defined below.

A. REGULAR WORKDAY. A call-back situation exists when an employee is
required to return to work on a regular workday before or after his/her
regularly scheduled tour of duty, but not when the call-back period is
continuous with the scheduled hours of work.

B. HOLIDAY CALL-BACK. A call-back situation exists when an employee
is required to return to work outside the scheduled hours of the regular
tour on a holiday.

C. SCHEDULED NONWORKDAY. A call-back situation exists when an
employee 1is required to return to work on one of his/her scheduled
nonworkdays.

12.4 UNSCHEDULED DUTY. For call-back pay purposes, unscheduled duty is
duty that is ordered within the administrative workweek in which the duty is
performed (37 Comp. Gen. 1).

12.5 OVERTIME SCHEDULED IN ADVANCE. For call-back pay purposes, overtime
that is scheduled in advance of the beginning of an administrative workweek
is "scheduled" overtime duty, and is not covered by the 2-hour minimum pay
requirement for call-back duty (37 Comp. Gen. 1). Also, call-back overtime
is not paid if an employee reports for "scheduled" overtime work and is
excused because of lack of work, weather or other reasons without performing
overtime work (40 Comp. Gen. 379).

12.6 CALL-BACK CONTINUQUS WITH SCHEDULED TOUR. The minimum 2 hours of
overtime pay (or compensatory time) is not paid when an employee performs
unscheduled overtime work immediately following the scheduled tour, or when
called in early for duty that merges with and continues into the scheduled
hours of duty for that day (45 Comp. Gen. 53).
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12.7 CALL-BACK OQVERTIME NOT PERFORMED. An employee receives call-back
overtime pay (or compensatory time) even though work is not actually
performed as a result of the employee being called back to duty (40 Comp.
Gen. 379).

12.8 CALL-BACK WORK IS NOT OVERTIME. An employee is paid on an "actual
time worked" basis at his/her rate of basic pay if the call-back work is not
considered as overtime hours for purposes of overtime pay (unpublished Comp.
Gen. Decision B-163730, dated April 26, 1963). This rule is illustrated in
the following examples for an employee with a regular work schedule of 10
hours each day, 7 a.m. to 6 p.m., Monday through Thursday.

A. BASIC RATE PAID FOR CALL-BACK DUTY. The employee is called back
to work on Friday, and works for 1 hour from 10 p.m. to 11 p.m, The
call-back work is not overtime, i.e., in excess of 8 hours in a day or in
excess of 40 hours of basic pay in an administrative workweek. Therefore,
the employee must be paid at his/her rate of basic pay for only the one hour
of call-back work, i.e., the time actually worked. Regular and overtime
hours are computed as follows.

SUN MON TUE WED THU FRI SAT  TOTAL

Regularly Scheduled Tour 10 10 10 10 4o
Hours Worked & Leave Tsed:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 2 8
Call-Back Work 1 1

T&A Entries:
Regular Hours
Overtime Hours 2 2 2 2 8

(00}
o
o
[0 o]
—
W8]
w

B. OVERTIME PAID FOR CALL-BACK DUTY. The employee is called back to
work on Wednesday, and works for 1 hour from 10 p.m. to 11 p.m. The
call-back work is overtime, i.e., work in excess of 8 hours in one day.
Therefore, the employee must be paid the minimum 2-hours call-back
overtime. Regular and overtime hours are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 10 10 10 10 40
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 2 8
Call-Back Work 1 1
T&A Entries:
Regular Hours 8 8 8 8 32
Overtime Hours 2 2 4 2 10
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12.9 SEPARATE CALL-BACK INCIDENTS. An employee receives the minimum 2
hours of overtime pay (or compensatory time) for each separate time he/she
is called back for unscheduled duty. This is true even though the second or
subsequent returns occur before the expiration of 2 hours from the time that
the employee previously reported for duty (35 Comp. Gen. 448).

12.10 TRANSACTION CODES. There is no unique transaction code to report
call-back overtime on the T&A. Call-back overtime is generally reported
with the Transaction Code 005 (Overtime Pay-Regular), which is used to
report regularly scheduled and irregular, unscheduled overtime. However, if
call-back overtime is to be computed on an alternate rate of pay, the
applicable transaction code is 105. Refer to section 21 of the handbook for
instructions on reporting alternate rates.

12.11 T&A EXAMPLES. The T&A examples that follow illustrate:

A. CALL-BACK ON REGULAR WORKDAY. Illustrates call-back overtime pay
for an employee required to return to work on a regular workday after
completion of the regularly scheduled tour for the day (Example 12-1).

B. CALL-BACK ON HOLIDAY. Illustrates call-back overtime pay for an
employee required to return to work outside the scheduled hours of the
regular tour on a holiday (Example 12-2).

C. CALL-BACK ON SCHEDULED NONWORKDAY. 1Illustrates call-back overtime
pay for an employee required to return to work on one of his/her scheduled
nonworkdays (Example 12-3).

D. CALL-BACK OVERTIME NOT PERFORMED. Illustrates call-back overtime
pay for an employee even though no actual work is performed as a result of
the employee being called back to duty (Example 12-4).

E. CALL-BACK WORK IS NOT OVERTIME. Illustrates the reporting of
call-back work which is not considered as overtime for purposes of overtime
pay. In the following two examples the employee has a regular work schedule
of 10 hours each day, 7 a.m. to 6 p.m., Monday through Thursday. In example
12-5 the call-back work is not overtime. 1In contrast, the call-back work in
Example 12-6 is overtime.
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42 BIAM SUPPLEMENT 5 13.1
TIMEKEEPER'S HANDBOOK
FLSA Overtime

13. FLSA OVERTIME

13.1 GENERAL. Under certain conditions employees covered by the Fair Labor
Standards Act (FLSA) receive a greater overtime pay benefit than the benefit
payable by application of Title 5, U.S. Code pay rules. Title 5 contains
the general provisions governing wage payments to federal employees,
including the computation of pay for overtime work. The 1974 Amendments to
the Fair Labor Standards Act introduced a new concept (method) into the
federal pay system for the computation of overtime pay. This new overtime
computation method 1is in addition to and not a replacement for the
traditional method used under Title 5. This means, of course, that certain
employees, those who are nonexempt under the FLSA, are subject to two
overtime wage computation methods-Title 5 and FLSA.

Reference: Fair Labor Standards Amendments of 1974 (Public Law 93-259) and
FPM Letter No. 551-1 and attachments, dated May 15, 1974.

13.2 APPLICABILITY. employees covered by the FLSA, that is, those entitled
to receive FLSA overtime pay are identified in the lower left-hand corner in
the "Remarks" portion of the T&A by the letter "N" (non-exempt). Employees
not covered by the FLSA, that 1is, those not entitled to receive FLSA
overtime pay, are identified in the lower left-hand corner in the "Remarks"
portion of the T&A by the letter "E" (exempt). This section of the
Timekeepers Handbook applies only to employee's coded "N" on their T&A's.
The T&A reporting procedure described in this section is to be used only for
them as work conditions warrant. Please note, however, that many employees
coded "E" are still eligible to receive overtime pay under Title 5 pay
rules. For these employees the overtime T&A reporting procedures described
in other section of the handbook, particularly section 11, continue to
apply. However, in no case should the T&A's of employee coded "E" be
reported as described in this section of the handbook. Again, this section
applies only to employees coded "N."

13.3 FLSA OVERTIME ENTITLEMENT. Under FLSA pay rules, overtime entitlement
begins to accrue only after an employee has completed more than 40 hours of
actual work in an administrative workweek and where certain so-called
"includable" types of payments have been made to the employee.

A. INCLUDABLE PAYMENTS. The FLSA provides that the following types
of payments are to be included in the computation of overtime pay to
non-exempt employees.

(1) REGULAR PAY. This is pay for regular hours worked paid at
the rate of basic pay to classified employees and at the scheduled rate of
pay to wage employee (See section 4). BIAM REISSUE

FEBRUARY 1984
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TIMEKEEPER'S HANDBOOK '
FLSA Overtime

(2) NIGHT DIFFERENTIAL. This is premium pay paid to classified
employees at the rate of 10 percent of their rate of basic pay for all
regularly scheduled hours worked between the hours of 6 p.m. and 6 a.m. (See
section 5).

(3) NIGHT SHIFT DIFFERENTIAL. This is premium pay paid to wage
employees for work performed on a regularly scheduled basis on the second or
third shift or both (See section 7).

(4) HAZARD DUTY PAY. This is a differential not exceeding 25
percent of the rate of basic pay paid to classified employees who perform
hazardous duties or duties involving physical hardship (See section 18).

(5) ENVIRONMENTAL DIFFERENTIAL. This is a premium differential
paid to wage employees exposed to duty involving unusual physical hardship
or hazard (See section 19).

(6) SUNDAY PAY. This is a premium differential paid to
classified and wage employee for regularly scheduled hours of Sunday work.

(7) COST OF LIVING ALLOWANCE (COLA). This is an allowance peéid
certain classified and similar pay system employees serving in non-foreign
areas outside the continental limits of the United States (See section 20).

(8) HOLIDAY PAY. This is premium pay paid at their regular rate
of pay to classified and wage employees for work actually performed on a
holiday (See section 10).

B. REGULAR RATE. Once it has been determined that an employee is
entitled to overtime pay, it becomes necessary to compute what is referred
to in the FLSA as the employee's "regular rate." The regular rate is
computed by adding up all includable payments made for all hours of actual
work performed during the week and then dividing the sum by the total number
of actual hours worked. The employee is then entitled to an additional
one-half the regular rate for each hour of actual work performed which is in
excess of 40 hours for the week. This additional amount is added to the
first sum and the result is the total amount due the employee for the week
under the FLSA. This is compared to what the employee would receive under
the Title 5 pay rules, and the employee is entitled to be paid the greater
amount. Thus, two computations are necessary.

C. TWO COMPUTATIONS. The two computations required to determine
under which method-Title 5 or FLSA-the employee will derive the greater
benefit is illustrated by the following example.

BIAM REISSUE
FEBRUARY 1984
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FLSA Overtime

In this example a c¢lassified employee has a regularly scheduled
full-time tour of duty of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Monday
through Friday. The employee, who is paid a $6.28 hourly rate of basic pay,
works the regularly scheduled tour Monday through Friday. The employee also
works 2 irregular overtime hours on Thursday and 4 on Friday. The overtime
on both days 1is worked under hazardous duty conditions. Regular hours,
overtime hours and hazardous duty are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 40
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 8 40
Overtime Hours Worked 2 6
T&A Entries:
Regular Hours g§ 8 8 8 8 40
Overtime Hours 4 6
Hazard Duty Hours¥ 10 12 22

*¥When an employee performs duty for which hazard duty pay is
authorized, the employee is paid hazard duty pay for all the hours in pay
status for the day on which the hazardous duty was performed. Hazard duty
pay is therefore payable for the entire period of time worked on Thursday
(10 hours) and for the entire period of time worked on Friday (12 hours).

The actual pay computations under both Title 5 and FLSA pay rules
based on the above example are illustrated below.

(1) IITLE 5.
Hours Rate of Pay Amount
Regular Pay 40 $6.28 $251.20
Overtime (Time and one-half’) 6 9.42 56.52
Hazard Duty (25% of Basic Rate) 22 1.57 34.54
Gross Pay (Title 5) $342.26
(2) FLSA.
Hours Rate of Pay Amount
Actual Hours Worked (Basic Rate) 46 $6.28 $288.88
Hazard Duty (25% of Basic Rate) 22 1.57 34.54
$323.42
Regular Rate ($323.42 + 46) 7.04
Overtime ($7.04 : 2) (Hrs. > U40) 6 3.52 21.12
Gross Pay (FLSA) $344.54

BIAM REISSUE
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In this example the FLSA computation is greater than the Title 5
computation; consequently, the employee is entitled to be paid the greater
amount computed under the FLSA pay rules.

13.4 MODIFIED T&A REPORTING FOR FLSA. Generally, entitlement to overtime
pay is predicated on the concept of an 8-hour day and a 40-hour workweek.
This holds true whether overtime pay is computed under Title 5 pay rules or
FLSA pay rules. However, there is one major difference between the two sets
of rules. Under Title 5, time and attendance can be reported on a biweekly
basis, that is, for an entire 2-week pay period straight across on the T&A.
Under FLSA, the 8-hour day, 40-hour basic workweek concept requires that
time and attendance be reported and accumulated on a weekly basis.
Therefore, it 1is necessary that time and attendance for FLSA eligible
employees be reported and accumulated separately for each of the two weeks
of a pay period when certain FLSA reporting criteria is present.

13.5. FLSA REPORTING CRITERIA. The modified T&A reporting method will be
used only for non-exempt (Code "N") employees who, during any given pay
period, have been paid for overtime work performed in either week of the pay
period and who also received other "includable" premium payments for the
same week or weeks in which overtime work was performed. These three
elements (Code "N", overtime pay and other premium pay) are essential if
computation of overtime pay under FLSA pay rules 1is to yield a greater
benefit to the employee than the benefit yielded under the Title 5 pay rules.

And only when these three elements are present will it be necessary to use
the modified reporting method. Otherwise, the customary reporting procedure
is to be used. Again, the modified reporting method will be used only for
non-exempt employees (Code "N" on the T&A) and only in those instances where
in either or both weeks of the pay period they have been paid for:
A. Overtime work performed, plus
B. Any or all of the following types of premium pay:
(1) Night Differential
(2) Night Shift Differential
(3) Hazard Duty Pay

(4) Environmental Differential

(5) Sunday Pay BIAM REISSUE
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13.6 WEEKLY RECORDING. Weekly recording for employees eligible for FLSA
overtime pay is accomplished in somewhat the same manner used annually to
split the cost between fiscal years in the pay period that covers the ending
of one fiscal year and the beginning of the ensuing one. Numeric codes are
used in the "FY Split" column of the T&A to differentiate between the two
weeks of a pay period. Code "1" is used for the first week and Code "2" is
used for the second week. Weekly recording with Codes "1" and "2" to
distinguish between the two weeks of a pay period is accomplished as follows.

In the account number portion of the T&A, a "1" is entered in the "FY Split"
column for any time reported for the first week of the pay period. Any time
reported for the second week of the pay period is entered on the blank lines
with a "2" in the "FY Split" column. Thus, there will be at least two line
entries for every type of pay reported, provided, of course, that the pay
extends beyond the first week of the pay period. For example, if regular
pay, night differential and overtime are being reported, the time for the
first week of the pay period will be recorded on the "Regular" and "Night
Diff" preprinted lines and on a blank line for the overtime work, with a "1"
in the "FY Split" column.

Then for the second week of the pay period, the regular pay, night
differential and overtime work entries will be recorded on separate blank
lines with a "2" in the "FY Split" column and the appropriate transaction
codes in the "Transaction Code" column. Thus, for every type of pay
reported (and this applies also to every type of leave used), each type must
be reported on at least two separate lines if that type of pay (or leave)
extends beyond the first week of the pay period.

The actual preparation of T&A's for FLSA overtime pay is illustrated in the
examples that follow at the end of this section of the handbook. Please
take particular note of example 13-4 which illustrates the wuse of
Transaction Code 008 and example 13-5 which illustrates the use of
Transaction Code 020. These transaction codes are used in the "Pay" section
of the T&A to report certain periods of paid nonwork in order to exclude
them from the FLSA overtime wage computation.

13.7 TRANSACTION CODE 008 CALL-BACK OVERTIME NOT WORKED. The Transaction
Code 008 is prescribed for use on the T& to report that portion of
call-back overtime which may not actually have been worked by the employee.
As explained in section 12 of the handbook, an employee so entitled is
guaranteed two hours pay for call-back work even though he/she may not have
actually worked the two hours. Under FLSA pay rules, if such an employee
works only one hour, the pay for the hour not worked must be reported
separately in order to exclude it from the FLSA overtime pay computation.

BIAM REISSUE
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The following reporting procedure will be followed in order to facilitate
the computation of FLSA overtime pay when an employee has been paid for a
portion of call-back overtime not worked. As an example, an employee with a
regular tour of duty of 8 a.m. to 5 p.m. is called back to work at 6 p.m. to
complete a special assignment. At 7 p.m., the assignment is completed and
the employee is released from duty. Two hours credit for overtime with
Transaction Code 005 must be reported on the T&A although the employee only
worked one hour overtime. The one hour not actually worked must also be
reported on the T&A as a separate line item with Transaction Code 008. And,
of course, a "1" or a "2" must be entered in the "FY Split" column to
designate the week of the pay period in which the call-back work was
performed (See T&A example 13-4),

13.8 TRANSACTION CODE 020 PAID HOLIDAY. The Transaction Code 020 is
prescribed for use on the T&A to denote paid holiday hours as a period of
paid nonwork for FLSA overtime pay computation purposes. As explained in
section 9 of the handbook, the time from which an employee is excused from
performing duty on a holiday is called "Paid Holiday". On a paid holiday an
eligible employee receives the normal pay for regular hours he/she would
have worked had the holiday not occurred. A paid holiday, therefore,
represents paid hours for a period of time not worked. And since in our T&A
reporting system the letter "H" is coded in the appropriate day column for
the holiday on the "Regular" pay line of the T&A, and since the number of
hours represented by the letter "H" are included in the total number of
hours reported for that line entry with the Transaction Code 001, the
computer has no way of distinguishing a paid holiday from a normal workday
reported on that same line. To make this distinction, and in order to
comply with the FLSA pay rules, a paid holiday, in addition to being
reported with the letter "H", must also be reported separately with the
Transaction Code 020 in order fto exclude it from the FLSA overtime pay
computation.

The following reporting procedure will be followed in order to facilitate
the computation of FLSA overtime pay when an employee receives paid holiday
compensation. The letter "H" is entered in the appropriate day column for
the holiday on the "Regular" pay line. And, when totaling the regular hours
to make an entry in the "Number of Hours" column, the "H" is considered to
represent the number of regular hours the employee normally would have
worked on that day if no holiday had occurred. Thus, if the employee was
regularly scheduled to work 8 hours on the holiday, the "H" would be counted
as 8. To satisfy the FLSA overtime pay computation requirements, the 8
hours must also be reported on the T&A as a separate line item. The 8 hours
are entered in the appropriate day column for the holiday on the first
available blank line in the "Pay" section with Transaction Code 020. And,
of course, a "1" or a "2" must be entered in the "FY Split" column to
designate the week of the pay period in which the holiday occurred (See
example 13-5).
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13.9 T&A EXAMPLES. The T&A examples that follow illustrate:

A. FLSA OVERTIME NIGHT DIFFERENTIAL. Illustrates payment to a
non-exempt classified employee who meets the requirements for FLSA overtime
pay by working overtime and earning night differential pay (Example 13-1).

B. FLSA OVERTIME NIGHT SHIFT DIFFERENTIAL AND SUNDAY PAY.
Illustrates payment to a non-exempt wage employee who meets the requirements
for FLSA overtime pay by working overtime and earning night shift
differential and Sunday pay (Example 13-2).

C. FLSA OVERTIME HAZARD DUTY. TIllustrates payment to a non-exempt
classified employee who meets the requirements for FLSA overtime pay by
working overtime and earning hazard duty pay (Example 13-3).

D. FLSA OVERTIME COLA. Illustrates payment to a non-exempt
classified employee in Alaska who meets the requirements for FLSA overtime
pay by working overtime and earning a cost of 1living allowance (COLA)
(Example 13-4).

E. FLSA OVERTIME LEAVE USED. Illustrates the reporting of leave used
and payment to a non-exempt classified employee who meets the requirements
for FLSA overtime pay by working overtime and earning night differential pay
(Example 13-5).

F. FLSA OVERTIME CALL-BACK OVERTIME. Illustrates the special
reporting of call-back overtime not worked and payment to a non-exempt
classified employee who meets the requirements for FLSA overtime pay by
working overtime and earning night differential pay (Example 13-6).

G. FLSA OVERTIME PAID HOLIDAY. Illustrates the special reporting of
a paid holiday and payment to a non-exempt classified employee who meets the
requirements for FLSA overtime pay by working overtime, by working on the
holiday and by earning Sunday pay (Example 13-7).
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14. PREMIUM PAY ON AN ANNUAL BASIS.

14.1 GENERAL. The Federal Employees Pay Act of 1945, as amended, permits
payment of premium pay on an annual basis to employees serving in classified
positions under the General Schedule and similar pay plans when certain
requirements are met. There are two kinds of annual premium pay: Regularly
Scheduled Standby Duty Pay (authorized under 5 CFR 550.141) and Pay For
Administratively Uncontrollable Work (authorized under 5 CFR 550.151).

Reference: FPM Supp. 990-2, Book 550, S1-6.

14.2  APPLICABILITY. Premium pay on an annual basis is authorized for
employees in classified positions under the General Schedule and similar pay
plans listed below.

A. CLASSIFICATION ACT OF 1949. General Schedule employees identified
by the Pay Plan GS.

B. GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by the
Pay Plan GG.

C. INDIAN EDUCATION PROGRAM. Indian education contract employees
identified by the Pay Plan CE (year-long employees) and the Pay Plan CY
(school~year employees).

14.3 REGULARLY SCHEDULED STANDBY DUTY. Premium pay on an annual basis may
be palid to an employee in a position requiring him/her regularly to remain
at, or within the confines of his/her duty station for longer than ordinary
periods of duty. A substantial part of such duty must consist of remaining
in a standby status rather than performing work. Annual premium pay so
determined may not exceed 25 percent of the minimum rate of basic pay for
grade GS-10. This additional premium compensation is paid on all regular
hours reported on an employee's T&A.

A. OTHER PREMIUM PAY AUTHORIZED. An employee receiving annual
premium pay for regularly scheduled standby duty may be paid other premium
pay for irregular, unscheduled overtime work.

B. OTHER PREMIUM PAY NOT AUTHORIZED. An employee receiving annual
premium pay for regularly scheduled standby duty may not be paid other
premium pay for (1) regularly scheduled overtime work, (2) night work, (3)
Sunday work, and (4) holiday work.
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4.4 PAY FOR ADMINISTRATIVELY UNCONTROLLABLE WORK. Premium pay on an
annual basis may be paid to an employee in a position in which the hours of
duty cannot be controlled administratively, and which requires substantial
amounts of irregular, unscheduled overtime duty. The duties of the position
must be such that while overtime work is required, it is not possible to
schedule such duty in advance; and the employee generally 1is made
responsible for recognizing, without supervision, circumstances which
require him/her to remain on duty. Annual premium pay so determined may not
exceed 25 percent of the minimum rate of basic pay for grade GS-10. This
additional premium pay 1is paid on all regular hours reported on an
employee's T&A.

A. OTHER PREMIUM PAY AUTHORIZED. An employee receiving annual
premium pay for administratively uncontrollable work may be paid other
premium pay for (1) regularly scheduled overtime work, (2) night work, (3)
Sunday work, and (4) holiday work.

B. OTHER PREMIUM PAY NOT AUTHORIZED. An employee receiving annual
premium pay for administratively uncontrollable work may not be paid for
irregular, unscheduled overtime work.

14.5 REGULARLY SCHEDULED AND IRREGULAR, UNSCHEDULED OVERTIME DEFINED.

A. REGULARLY SCHEDULED OVERTIME. This is overtime work which is duly
authorized in advance and scheduled to recur on successive days or after
specified intervals such as every Saturday during the summer season (48
Comp. Gen. 334).

B. IRREGULAR, UNSCHEDULED OVERTIME. This is overtime worked on an
occasional basis.

14.6 PAY COMPUTATION. Servicing personnel offices are responsible for
submitting to the payroll office written certification of an employee's
eligibility for payment of premium pay on an annual basis. This
information, including the percentage rate, is encoded into the employee's
computer record from the written certification. Computer programs will
automatically include the proper premium pay in computing the compensation
due for each T&A submitted for payment. No action 1is required by
timekeepers to indicate on the T&A that an employee is eligible for annual
premium pay.

Note: Servicing personnel offices are also responsible for officially

informing the payroll office when an employee is no longer eligible to
receive annual premium pay.
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15. STANDBY AND ONCALL DUTY.

15.1 GENERAL. Full-time employees serving in classified positions under
the General Schedule and similar pay plans and full-time wage employees who
perform standby and oncall duty (except those classified employees who
receive annual premium pay under 5CFR 550.141 and 550.151) are paid the same
as if they were performing actual overtime work, i.e., at time and one-half
their rate of basic pay. Standby and oncall duty, for the purpose of
overtime compensation, is defined as periods.of time in which an employee is
officially ordered to remain at or within the confines of his/her duty
station, not performing actual work but holding himself/herself in readiness
to perform actual work when the need arises or when called.

Reference: FPM Supp. 532-1, S8-4b (2) and FPM Supp. 990-2, Book 610, S1-3d.

15.2 APPLICABILITY. Standby and oncall duty applies to full-time employees
who occupy classified and wage positions in the pay plans listed below.

A. CLASSIFIED EMPLOYEES.

(1) CLASSIFICATION ACT OF 1940, General Schedule employees
identified by the Pay Plan GS.

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay Plan GG.

(3) INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (School-year employees).

B. WAGE EMPLOYEES.

(1) FWS NON-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the

Pay Plan WS.
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(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative union. These employees are identified by
the Pay Plan WB.

Classified and wage pay system identification codes (pay plans)
are also listed in Illustration 7 in the back of the handbook.

15.3 ADMINISTRATIVE WORKWEEK. For employees with a tour of duty which
includes a period during which they remain at or within the confines of
their duty station in a standby status instead of performing actual work,
the regularly scheduled administrative workweek is the total number of hours
of regularly scheduled hours of duty a week, including time in a standby
status, but not time allowed for sleep and meals.

15.4 EATING AND SLEEPING TIME, The decision in 25 Comp. Gen. 161
reaffirmed the so-called "two-thirds rule" whereby sleeping and eating time
of 8 hours during each 24 hours on the job shall be considered not to be
"hours of employment" for firefighters and similar protective and custodial
employees unless actual work is performed. If the standby time covers a
period of 24 consecutive hours, 8 hours must be set aside for sleeping and
eating, and employees are pald for 16 of the 24 hours. Employees will not
be paid under the two-thirds rule, however, when actual work is performed
for more than 16 of the 24 hours, or when the period of standby time is less
than 24 hours. Under such circumstances, employees will be paid for all
hours of actual work performed and standby time performed during the period,
less the time allowed for sleeping and eating.

15.5 RELATION OF STANDBY AND ONCALL PAY TO PREMIUM PAY ON AN ANNUAL BASIS.
Employees will not be pald standby and oncall duty overtime pay and premium
pay on an annual basis for regularly scheduled standby duty or pay for
administratively uncontrollable work at the same time.

Employees receiving annual premium pay who are placed on standby duty will
have their annual premium pay authorizations cancelled effective the date
the employees are assigned to standby duty. Annual premium pay
authorizations may be reestablished when the employees are returned to
normal duty which includes regularly scheduled standby duty under 5 CFR
550.141 or pay for administratively uncontrollable work under 5 CFR 550.151.

15.6 REPORTING PROCEDURE. When an employee is to be paid regular pay and
standby pay totaling 24 hours, the entire amount must be entered as regular
time on the T&A. The payroll office will then process the necessary forms
to pay the employee in accordance with the two-thirds rule as described in
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TIMEKEEPER'S HANDBOOK
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25 Comp. Gen. 161. However, if the employee actually works more than 16
hours during a workday, the time worked must be entered as 8 regular hours
and the remainder as overtime hours. It will also be necessary to certify
on the T&A that actual work was performed as reported. Additionally, a tour
of duty report must accompany each T&A. All T&A's and other documents in
support of standby pay are to be mailed, separate from other T&A's, to the
Branch of Employee Data and Compensation, Post Office Box 2026, Albuquerque,
New Mexico 87103, Attention: Supervisor, Technical Support Unit.

FEBRUARY 1984
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16. COMPENSATORY TIME

16.1 GENERAL. Classified employees may be compensated for irregular or
occasional overtime work by overtime pay or compensatory time off in lieu of
overtime pay (FPM Supp. 990-2, Book 550, S1-3d). Wage employees must be
paid overtime compensation for all overtime worked. There is no authority
to grant wage employees compensatory time off in lieu of overtime pay (FPM
Supp. 532-1, S8-4b (10)).

16.2 APPLICABILITY. Compensatory time applies to employees in classified
positions under the General Schedule and similar pay plans listed below.

A. CLASSIFICATION ACT OF 1949. General Schedule employees identified
by the Pay Plan GS.

B. GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by the
Pay Plan GG.

C. INDIAN EDUCATION PROGRAM. Indian education contract employees
identified by the Pay Plan CE (year-long employees) and the Pay Plan CY
(school-year employees).

16.3 COMPENSATORY TIME RATE OF PAY.

A. RATE OF BASIC PAY BELOW MAXIMUM OF GS-10. An employee whose rate
of basic pay is at or below the maximum rate of basic pay for grade GS-10
must be paid for overtime worked unless the employee elects to receive
compensatory time off instead (25 Comp. Gen. 62 and restated in B-106097,
dated October 23, 1951). Neither an employee's supervisor nor any other
official may attempt to influence or force an employee to accept
compensatory time off rather than pay. Once the decision is made, however,
the employee is not permitted to change or revoke it at a later date.

B. RATE OF BASIC PAY ABOVE MAXIMUM OF GS-10. An employee whose rate
of basic pay is above the maximum rate of basic pay for grade G3-10 may be
paid for overtime work performed or may be granted compensatory time off
instead. This decision will be made by the official having delegated
authority to approve overtime. In making this determination, the following
are examples of factors that should be considered.

(1) Can compensatory time be used within a reasonable length of
time?

(2) Are sufficient funds available to pay overtime?
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(3) Are other considerations significant (e.g., leave balances
and schedules)?

16.4 RESTRICTIONS ON COMPENSATORY TIME. Compensatory time earned shall not
be granted in place of overtime pay for regularly scheduled overtime work;
overtime pay 1is required. Additionally, compensatory time may not be
granted:

A. For any overtime worked when payment for such overtime work is
prohibited by the aggregate salary limitation (See section 5).

B. For overtime worked by wage employees.

C. To employees who are required to work during a period when other
federal employees are excused from duty by an executive order which does not
declare the day (or part of a day) to be a holiday (25 Comp. Gen. 255 and 43
Comp. Gen. 501).

16.5 CREDITING COMPENSATORY TIME. Authorized compensatory time is credited
in minimum periods of 1 hour or multiples thereof. Credit is given on the
basis of 1 hour of compensatory time for every hour of overtime worked.
Overtime work that amounts to less than 1 hour cannot be credited as
compensatory time. The number of overtime hours that may be paid in cash in
a single pay period is the maximum number of hours of compensatory time that
may be credited in that pay period (aggregate salary limitation for
classified employees, 5 U.S.C. 5547). In other words, compensatory time may
only be credited in the number of hours which would permit an employee to
remain under the aggregate salary limit were those hours to be paid at the
overtime rate applicable to the employee's rate of basic pay. This
limitation does not apply to employee's who are non-exempt under the
provisions of the Fair Labor Standards Act (FLSA).

16.6 USING COMPENSATORY TIME. Employees and supervisors have a shared
responsibility for requesting and scheduling compensatory time off as soon
as practicable after it is earned. Compensatory time off should normally be
taken within the same pay period or the pay period following that in which
the overtime work was performed. If this cannot be done without detriment
to the work, compensatory time off may be granted within 6 months of the
time the overtime work was performed. If it 1is not wused within the
prescribed time limit, the employee loses the right both to compensatory
time off and to overtime pay unless the failure is due to an exigency of the
service beyond the employee's control (5 CFR 550.114),

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81
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16.7 PAYMENT FOR COMPENSATORY TIME. Normally, employees who transfer to
another agency or are separated will not be paid for unused compensatory
time to their credit. Such compensatory time should be used prior to the
transfer or separation. However, where due to reasons beyond the control of
the employee, compensatory time off is not taken prior to separation and no
extension of the date is granted, overtime should be paid (26 Comp. Gen.
750).

Conversion to paid overtime may be necessary for reasons such as workload,
staffing or other valid considerations that preclude the scheduling or use
of compensatory time. Such overtime pay is based on the employee's rate of
basic pay applicable at the time the overtime was performed.

16.8 TRANSACTION CODES 207 AND 210. Compensatory time earned is reported
on the T&A 1line preprinted with the Transaction code 207 and the words
"Comp. Earned." Compensatory time used 1is reported on the T&A line
preprinted with the Transaction Code 210 and the words "Comp. Used." For
compensatory time used the beginning and ending hours of the employee's
absence are entered in the "Absent" portion of the T&A. The employee should
initial each day's absence or submit a Standard Form 71 to support the
period of absence. The required entries should also be made in the "Pay"
section of the T&A for regular hours to pay the employee for the hours of
compensatory time being reported as used. See the T&A examples that follow.

16.9 T&A EXAMPLES. The T&A examples that follow illustrate:

A. COMPENSATORY TIME EARNED. Illustrates overtime work being
credited as compensatory time earned (Example 16-1).

B. COMPENSATORY TIME USED. Illustrates use of and payment for
compensatory time used (Example 16-2).

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM

Example 16-1
Page 1

*poxJoM swT3JeA0 JuriJodsd yRL yoes AJT3J90 gsnuw SwrjlJgoro saogdde o) pezraoyjgne TRTOTJJO oYL 870N

‘039 ‘00°Zl SB paJajus ST sJnoy g f00°0g SB pPaJojus ST SJnoy
0g :oTdwexy ‘Tewlosp ooeTd-OM3 B SB UUMTOD ,SJNOH JO JOQUNN, SY3 UT pPaJajus ST AJqus SUTT Vy3L
UoBa JO SJnoy JO Joqumnu T[eq03 8yl -Surqgodad TENQOEB JOJ 8Sn 0] SJ8qUINU qUNOOOB JOJ SUOT30NJ]SUT
SUTQUNODOE J9YJ0 pUR TENUBW JUTJUNOOOR nesJdng ayq 09 J9J9Y °SNOTITIOTJ ST UOTIBJILSNTIT ¥BL 9Y3 UT
pesn Jsqunu 7uUNOoOR 9yl Y¥I 9U3 JO UOT108Ss ,LBd, 9Ud UT poOJIS1US 40U ST poaudes auwr] AJaojesusdwod
SB pO3IpeJd IJOM BUWIZFJBA0 JeINIaJJdT 9yl o3ou oasesfd -o8ed BuIMOTTOJ ©U]g UO pOIBRJYISNTII oJe
paudes swr] ALJojesuadwod se polTpedo pue pred 8q 09 swWIl 8Yyj3 juodad 03 §RL SYg UO paJdtnbad ssTJUY

cl [4 4 c 4 4 c psudgey *dwo)
08 8 8 8 8 8 8 o] 8 8 8 SJNOH JeTngsy
$S8TJJUH VIL
cl 14 e 4 c 14 4 pPa3J0M SJNOH SWIFJIBAQ
08 8 8 8 8 8 8 8 8 8 8 payJoM sJnoy JeTndsy
:POS( 9ABST R PINJOM Sdn oy
08 8 8 8 8 8 8 8 8 8 8 JanoJ, paTnpayos ATJeindsy

TVI0L IVS IH4d OHL qdM HNL NOW NNS IVS THd NHL THM dNL NOW NNS

*SMOTTOJ SB peojndwod sJde pauJdes awlq Agoqesusdwod pue sJnoy JeInday ‘pauded swrl Lqolesusdwod
SB pPOQIPaJO ST SABD 980U3 JO UOEd U0 POYJOM JSWTIJIDA0 SJNOY g dYL °od9M Dpuodes aya Jo AepsJany] pue
Aepson] ‘Aepuoly uo sanoy g pue poTdad Aed ayjz Jo o8M 13SJTJ 9yl JO AepTJagd pue Lepsoupap ‘Lepuop
U0 BWIJSA0 SJNOY 2 PuB Jnoj Jendad ayjl siJom sskoTduwe ay] “Aepidyg ySnouayq Aepuol ‘osm Janoy-Qf
‘fep anoy~g ‘cw:d ¢ 03 cw'e g Jo £qnp JOo Jnoj poInpayos ATJeinIod suTl3~TINJ B SeY osfoTdws ayg
‘poudes owrl LJojesusduwiod sB PIITIPSJD NJOM SWTIJIA0 panpayosun ‘aeTnfaddr Jo oTduexs ue ST STYJ

L-91 oTdwexy

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



N

SHUYWIV

JAVIT X01S QIDINVACY
Q0IHId AVd HOIHd [S)ILININLISNTOY “ w m. M“Q Q“ ‘ w N
.

G3INHVYI INIL AVOLVSNIdNOD
D HOSIAYIdNS NN 1 D3IHH0D 0311630

Example 16-1

42 BIAM
Page 2

EL I ELT
NIVYL IAVYIT HOH STVILINI 3TA0T4WI
T T
440 v102 SIVND3IZ g L
NO V102 SIvND3I | v o h 1N N
3
T T
a3INHOM s
SAVO LNILLIWHILNY m ° h ot I']
T T i v
3402
Q3IA0HLdY NOILNGIYISIO M3IN N o h ud
T T T T L T [“ T A‘w T T T - L T T cupjlm T e T T AAFWVJD Q? Yata
! i ! E g
T T 1 T T T 1 1 T T T e T " N N
. | “ [0z |00°F ¥ | B8k (810 €[ ul¥
3 1 ol
T T T T ! LI B T T I N T 171 ) 3
T T ™ T+ 17 T T — T T 1 -4 A
| ! ] B | D v
oo oo
LIS S ™1 T by T T T3 ™ T 1 S
t I 1 L'Le aClia7 =5 3
i i i
| B S | TT T tr—r——— 7 T T T 771 1T
_ i i 6'0'C TR w |5 1
T~ 17 T 1 7% T T TAT T T T . =TT
i | | 80'¢c {rrivi= m |6
LS e et T L ot T 1 T 1 1 =T e T T
I
| ™1 jm T ” LA 1 T T T T 71
N }
T TT1 T T T 4” 1 T T D S B |
T T 1 1 ]_ T J_ T ﬁ“ T T T e TT
| e L T ﬂ T m L “ T T—T T T T 1
T T T T m T ﬂ T -+m T T T 7T & T 1
}
T T T i T 1 ¥ _< I _" { T T " T 1 T 1 I T T e | T
}
T T 1 T T _ﬁ T 4M T T F_q T—T T T 1 L |
T T T T | B — L e s T L T T T
i i |
i ) 4
T T T T 1“\ T 4_ T ﬂ“ T J | T T 1 e T 1 N
0
T T T T “ T . 1 .Lm 1 T T % T T v
J. } 4.
T T 1 71 T T Tt T Tl JT T T T T 3 Tt TAae A %
I'E€ €7 OAL7 [€/7-]90¥¢| [\'0'0|00°C¢ 8882 &y 1582828 d
T T T 773 T T TAT T T ; T =k - - X —
_ ! i voo 12 R NP RE Y
T T T ™7 T— T T T T T—T w T —7 % T T - = - - -
| | _ €00 T/ LN T T AN £ L | A ~
+ 4 v
T Tt T T 11— T—T T TR T T T oy " - - ©
| ] i 00 T NIH T AT S| LS P
Tt ™ Tt Tt ™7 T P Y c _h (3}
| | _% « ¥1vQ DNILNNOJDY MIN V]
' —
vi3a Y3040 dWOD | W313 [ 351 ALIAILOY  § A4 NOIL aonaov | 1 ) nloa 3 N N ) ) n a 3 N N )
WYHOOHd JHOM ' ' ‘w201 vaIuv < 3002 SHNOH v %] H 3 n 0 n v ] H 3 n o n o~
WyH50ud ) NOLLOY 10 s 1 1| M} W s s 4 L bomi w s
B SNVHL HIBWON 1 ~
_ _ “ SHNOH IAVYIT ANV AVd RJ.
=¥
"ONOD NVd AJOV ONIGNI ONINNIOIB ON HA 11910 HIGWNN
3003 NOUNBIMLSIa w3 Avd vigy GOT3d Avd P'e) ALIBNO3S D08 3WVN 33A074n3 «.mr

1HOd3H 3ONVANILLY ANV IWIL



42 BIAM

Example 16-2
Page 1

BIAM REISSUE
FEBRUARY 1984

*osfordwe 8yj3 Aq peTBIZITUT pue yRI dUj Jo uoTzJdod ,jussqy, SUj
JO S)Oo0Tq ,0I-WOJdJ, 89Ul UI paJajua aJe auwr3 AdJojzesusdwoo UO £4np WoJJ SOUSSqe JO SJanoy oyl 970N

‘039 ‘Q0'g Se paJsqjue ST sJdnoy § 00°0g SB pPaJsjus ST SJnoy
0g :ordwexy ‘TewWIOoSp 20BTd-OM3 B SB UUMIOO ,SJNOH JO Joquny, 9Yj UT paJajus ST AJjUus SUTT V3L
yoes JO SJanoy JOo Jsqunu Te303 Y] ‘Jurquaodsd TeEN3OEB J0J 9SN 07 SJISQUNU JUNOOOEB JOJ SUOTIRONJISUT
Jurqunoode Jdyle pur Tenuew SuTjunoddoe nesang dYg 03 J9J8Y *SNOT1TI0TJ ST UOTIRJIFSNTII
Y®I ©9ya UT pesn Jaqunu qunoode 8YyJ "yYRIL ¥yl JO SUOIIOSS ,9ABOT, pue ,Aed, SY3l UI Yloq paJsjus
aJe psosn awrl ALJoqesuddwod JO sJnoy dYy3 eyl dqou asedTd ‘o8ed JuTMOTIOJ SU3 U0 DPdIBRJIISNTIT oJe
pesn awr3 AJogesusdwod se pafaeyo pue pied a9 03 duwWT3 dYjz 3uodsa 03 yRIL Yl uo paarnbaua seTJquy

8 8 paudaey °dwo)
08 8 8 8 8 8 8 8 8 8 8 sJnoy Jetnday
1S9 TJIqUT VI
8 8 poxJoM *duo)
cl 8 8 8 8 8 ¢ 8§ 8 8 PS}JOM SJnoy JeTndsy

PSS S9ABOT ¥ PONJIOM SJNOYH
08 8 8 8 8 8 8 8 8 8 8 JnoJ paTtnpayog ArtaeInday
TYIOL IVS IMJ NHI @3M 3NI NOA NAS IY¥S I¥4 NHI @3M FNL NOW NOS

*MOTSQ po3eJdIsSnIII se paindwod
aJe posn swrtg AJojesusdwod pue sJanoy JeTndoy ‘owr} Agojesuadwod Jo sdanoy g sosn safordwe oyj Aep
qeyq ug ‘potdad Aed syg JO ooMm puooss ayjl Jo LepTdd uo 1dsoxs Jnoj psnpayds ATJeIngsd ayjz s)JIoM
ssfkoTdwe oayjg “AepTJdd ySnodys Lepuol ‘3eem anoy-ph ‘Aep Jnoy-g ‘*wrd g 03 *we g Jo £3np JO Jnoj
peanpayos AraeTn8sd suwIl-TINJ © YatMm o0hkordwe ue £q posn swry ALdojesusdwod Jo sjduexe ue ST STUL

¢-9l o1duexy

Supp.5, Release 1, 10-30-81



N

SNUYNIW

000a

3AVIT MIIS GIDNVAGY

0GOIY3d AVd HOIHG (SLELNINLSNTOY
O3NUV3I INIL AHOLVSNIdWOD

PRGN T~

HOSIAH34NS SR 1038500 031314430

Example 16-2

42 BIAM
Page 2

1HOd3H 3ONVANILLY ANV JWIL

INILHIAO
NINVL IAVIT HO4 STVILINI 33A0T4WI
AVIZNA440 QIZIHOH LAY 430 ¥I103 STYND3 Z 1INt &
NO ¥102 $1vnOD3 | N
3
OGINHOM o1 S
SAVO INILEIWHILNI []
3000 v v
us
03IAOHIdY NOILNBIYLSIO M3IN
T T =T T T T T 7 T/ o P 1~ - A
! ! ! ooy Jignla .
L 1 T L T T 71 T T e T T - = R jond
[ u ! M TE ¢ 40 2 B
H
T T M t— | I— T T T 1T A 3
_ | 1 el A
N H
T LI — T T T 1 T T T =
| ! 1 = o v
' 1 'y
T T T — — T T e T T
_ _ f a7 3
it i L oy
T 1 — — — T T T T 1 5
| i _ RETES ~ [ 1
4 i 1
T T T L T LI TT T e T T : y--
_ | | J m(\u,)\\/\n\
T T . = % T T 1 e T 1
i
}
T T — +— 1 1 T T T
| ! ]
: H
1 T = _ T T m T T™T T T T
T — " T ! T T ;" T T T T T
" i
T T I m T T | T TT T T71
U T m 2 w Y T .m 1 T T T
4 ' 1
T L L L L L T T T 7T
{ 4 i
T T _ T ! T Tt T T T T 1
i
T T m T _1 T L LA T T~ T
e [l 4
T T 1 ¥ v T ML 1 v I I T T e | 1 A
| | [ —
L +
™ T — +— — T T T 1 of
| | | |
3. il i
L T AT P\ AY B T T O 2
e/ OPLT €7 -|T0Y oo0°og AR R TAIEAC A v
T T = —r—T T T 71 L U N B | 1Y . - o
! ! u Wik s 4o —
T T T t—7 —t T T T T & T 7 = - 5 |
_ [ I ; EL EE I AP E _
H , )
T T T T t T +— —t T—T T—7T T T T - ” p
i | ! 3 AF1d ClLA/~T )
L] T T T -Px LI 0 T 1 T L T 1 T ]
1 l ! <« ¥4V ONILINNOIOVY MIN %
Il |
vi3a ¥3auo w313 | ALIMLOY NOIL AON3DV | n s Jnlala st w]la] i | nflala N v o
' ! ‘w301 < SHNOH v Y] H 3 n o n v ] H 3 n o n
WYHOOYd HHOM TereE 30 vauy 3 e Y wlwlat?] 8 n vy | i e A B
5 YIBRON e N
~ l— SHNOH 3AVIT ONV AVd _FS
0
£y |
ONQD NYd AdDv ONIGN] ONINNIO I8 ON HA 11910 [«
300D NOILNSBIYLSIa W3 Avd vInv GOT43d AVd %) 3NVYN 3TA0TaNI =)
[0V 4



42 BIAM SUPPLEMENT 5 17.1
TIMEKEEPER'S HANDBOOK
Compensatory Time Off For Religious Observances

17. COMPENSATORY TIME OFF FOR RELIGIOUS OBSERVANCES

17.1 GENERAL. An employee whose personal religious beliefs require absence
from work during the established workday or workweek may elect to work
overtime as a replacement for time lost meeting those religious
obligations. Any employee (classified, wage or summer) who elects to work
overtime for this purpose must be granted (in lieu of overtime pay) an equal

amount of compensatory time off (hour for hour) from the scheduled tour of
duty.

Reference: 5 U.S.C.A. 5550a.
17.2 APPLICABILITY. Compensatory time off for religious observances

applies to classified, wage and summer employees who occupy full-time,
part-time and intermittent positions in the pay plans listed below.

A. CLASSIFIED EMPLOYEES.

(1) ADMINISTRATIVE. Positions with administratively determined

rates of pay not elsewhere specified. These employees are identified by the
Pay Plan AD.

(2) INDIAN EDUCATION PROGRAMS. Indian education contract

employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (school-year employees).

(3) SENIOR EXECUTIVE SERVICE. Employees identified by the Pay
Plan ES.

(4) EXECUTIVE PAY ACT. Employees identified by the Pay Plan EX.

(5) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay Plan GG.

(6) CLASSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1) FWS NON-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.
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(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7 WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. These employees are identified
by the Pay Plan WB.

C. SUMMER EMPLOYEES.

(1) PAY PLAN YV. Employees hired under Schedule A 213.3102 (v)
with occupation code 3506.

(2) PAY PLAN YW. Positions not paid a GS or wage system rate and
filled under Schedule A 213.3102 (w) with occupation code 3506.

(3) PAY PLAN GW. Positions paid a GS rate and filled under
Schedule A 213.3102 (w).

(4) PAY PLAN WW. Positions paid a wage system rate and filled
under Schedule A 213.3102 (w).

Classified, wage and summer pay system identification codes (pay
plans) are also listed in Illustration 7 in the back of the handbook.

17.3 EMPLOYING OFFICE CONSENT. An employing office is expected to consent
to an employee's request to work compensatory overtime for religious
observances. But if no productive overtime is available to be worked by the
employee at the time of the request, alternative times must be arranged for
the performance of overtime work. Nevertheless, an employee's election to
work overtime or to take religious compensatory time off to meet religious
obligations may be disapproved by the employing office if the modification
of work schedules in order to accommodate the employee will interfere with
the efficient accomplishment of the employing office mission.

17.4 OVERTIME WORK BEFORE OR AFTER. An employee may work overtime before
or after being allawed the use of religious compensatory time off. The use
of advanced compensatory time off must be repaid by an equal amount of
compensatory overtime work within a reasonable amount of time. Appropriate
records of compensatory religious overtime earned and used must be kept by
the employing office.
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17.5 AGGREGATE SALARY LIMIT NOT APPLICABLE. The premium pay aggregate
salary limitation- provisions in 5 U.S.C. 5547 do not apply to compensatory
overtime performed by an employee for religious reasons. Thus, an employee
can be granted compensatory time off for religious observances even though
the number of hours granted, when computed at one and one-half times the
employee's rate of basic pay, would cause total pay in any pay period to
exceed the amount of basic pay that an employee in step 10 of grade GS-15
receives for one pay period.

17.6 TRANSACTION CODES 227 AND 228. Religious compensatory time earned is
reported on the T&A with Transaction Code 227 on one of the blank lines in
the "Leave" section of the T&A. The official authorized to approve overtime
must certify each T&A on which religious compensatory time earned 1is
reported. No entry is made in the "Pay" section of the T&A when religious
compensatory time is worked (earned). Religious compensatory time used is
reported on the T&A with Transaction Code 228 on one of the blank lines in
the "Leave" section of the T&A. The beginning and ending hours of the
employee's absence are entered in the "Absent" portion of the T&A. The
employee should initial each day's absence. The required entries should
also be made in the "Pay" section of the T&A for regular hours to pay the
employee for the hours of religious compensatory time being reported as
used. See the T&A examples that follow.

17.7 T&A EXAMPLES. The T&A examples that follow illustrate:

A. RELIGIOUS COMPENSATORY TIME EARNED. Illustrates irregular,
unscheduled overtime work being credited as compensatory time earned
(Example 17-1).

B. RELIGIOUS COMPENSATORY TIME USED. Illustrates use of and payment
for- religious compensatory time used (Example 17-2).
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18. HAZARD DUTY PAY

18.1 GENERAL. A differential not exceeding 25 percent of the rate of basic
pay is payable when an employee performs a duty included in the Office of
Personnel Management's (OPM) schedule of irregular or intermittent hazardous
duties or duties involving physical hardship.

Reference: FPM Supp. 990-2, Book 550, S9.
18.2 APPLICABILITY. Hazard duty pay is payable to full-time, part-time and

intermittent employees serving in classified positions under the General
Schedule and similar pay plans listed below.

A. CLASSIFICATION ACT OF 1949. General Schedule employees identified
by the Pay Plan GS.

B. GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by the
Pay Plan GG.

C. INDIAN EDUCATION PROGRAM. Indian education contract employees
identified by the Pay Plan CE (year-long employees) and the Pay Plan CY
(school~-year employee).

18.3 SCHEDULE OF HAZARDOUS DUTIES. A schedule of the irregular or
intermittent duties for which the OPM has authorized payment of a hazard
differential is contained in Appendix A to Subpart I of Part 550 of the
OPM's regulations in FPM Supplement 990-2. The Appendix is not designed to
list hazardous occupations. Rather, it is a list of duties or situations
which the OPM has found to involve unusual physical hardship or hazard.

18.4 RESTRICTIONS ON HAZARD DUTY PAY. Hazard duty pay may not be paid to:

A. Employees in positions the classification of which takes into
account the degree of physical hardship or hazard involved in the
performance of the duties authorized by the OPM.

B. Employees who volunteer, i.e., for employees who perform a
hazardous duty without proper authorization, either expressed or implied.

18.5 PAYMENT OF HAZARD DUTY PAY. Hazard duty pay is paid only to those
employees who are assigned hazardous duty or duty involving physical
hardship for which a differential is authorized. It is computed on the
basis of hours in a pay status within a 24-hour period, so that if an
employee works under hazardous conditions whether during the regularly
scheduled tour of duty, regularly scheduled overtime or irregular overtime,
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that employee will receive hazard duty pay for all hours in pay status
within that day, including hours of paid 1leave and hours paid as
compensatory time used.

An employee who performs hazardous duty in an 8-hour workday while on duty
for 1 hour and in a paid leave status for the remaining 7 hours, receives
hazard duty pay for the entire 8 hours. However, if the employee is absent
from duty in non-pay status for the T remaining hours, the hazard duty pay
is paid for only the 1 hour in pay status.

In the following example an employee has a regularly scheduled tour of duty
of 8 a.m. to 5 p.m., 8-hour day, U40-hour week, Monday through Friday. The
employee works the regularly scheduled tour Monday through Wednesday. On
Thursday the employee works the regular tour plus 2 hours overtime involving
hazardous duty. On Friday the employee is on paid leave (annual) the first
2 hours of the regular tour and works under conditions involving physical
hardship for the remaining 6 hours. The employee also works 6 hours
overtime on that day which do not involve the performance of hazardous
duty. Regular, overtime, paid leave and hazard duty hours are computed as
illustrated below.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour g8 8 8 8 8 4o
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 6 38
Overtime Hours Worked 2 6 8
Annual Leave Used 2 2
T&A Entries:
Regular Hours 8 8 8 8 8 40
Overtime Hours 2 6 8
Hazard Duty Hours 10 14 24
Annual Leave Hours 2 2

If the hours of paid leave in the above example had been leave without pay
or some other type of non-pay absence from duty, the employee would have
received only 12 hours of hazard duty pay on that day (Friday).

18.6 CONTINUOUS PERIOD OVER TWO DAYS. For purposes of crediting hazard
duty pay, hours in a pay status for work performed during a continuous
period extending over 2 days is to be considered to have been performed on
the day on which the work began, and any allowable hazard duty differential

is reported on that day. BIAM REISSUE
FEBRUARY 1984
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In the following example an employee '‘has a regularly scheduled tour of duty
of 8 a.m. to 5 p.m., 8-hour day, U4O-hour week, Monday through Friday. The
employee works the regular tour on Monday plus 2 hours overtime involving
hazardous duty. On Tuesday the employee. works under hazardous conditions
during the last U4 hours of the regular tour. The employee returns to work
overtime from 7 p.m. Tuesday until 3 a.m. Wednesday. This 8-hour overtime
period extends over 2 days with 5 hours occurring on Tuesday and 3 on
Wednesday. The employee then works the scheduled tour on Wednesday,
Thursday and Friday. Regular, overtime and hazardous duty hours are
computed as illustrated below.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 4o
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 8 40
Overtime Hours Worked 2 5 3 10
T&A Entries:
Regular Hours 8 8 8 8 8 40
Overtime Hours 2 5 3 10
Hazard Duty Hours 10% 1p%* 26

*0n Monday the employee's hazardous duty is computed on the basis of 10
hours (8 regular and 2 overtime), the total number of hours worked that ‘day.

*¥%¥0n Tuesday the employee's hazardous duty is computed on the basis of 16
hours (8 regular and 8 overtime). For hazard duty pay purposes, the entire
period of overtime work, which extends over two days (Tuesday and Wednesday)
is credited and reported on Tuesday, the day on which the work began.

18.7 RELATION OF HAZARD DUTY PAY TO OTHER PAY. Hazard duty pay is in
addition to other premium pay or allowances and is not included in the rate

of basic pay used to compute additional pay or allowances payable to
classified employees.

18.8 AGGREGATE SALARY LIMIT NOT APPLICABLE. The premium pay aggregate
salary limitation provisions in 5 U.S.C. 5547 do not apply to hazard duty
pay. Hazard duty pay may be paid to a classified employee even to the
extent that \it causes total pay in any pay period to exceed the amount of
basic pay that an employee in step 10 of grade GS-15 receives for one pay
period.
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18.9 TRANSACTION CODE 006. Hazard duty pay is recorded on the T&A with
Transaction Code 006. If hazard duty pay is to be computed on an employee's
alternate rate of pay, the entry must be made with the appropriate
transaction code from Illustration 9 (T&A Reporting Transaction Codes) in
the back of the handbook. Refer to section 21 of the handbook for
instructions on reporting alternate rates.

18.10 T&A EXAMPLES. The T&A examples that follow illustrate:

A. HAZARD DUTY PAY REGULAR. Illustrates payment of hazard duty pay
to a classified employee assigned hazardous duty during a portion of the
regularly scheduled tour of duty (Example 18-1).

B. HAZARD DUTY PERIOD OF PAID LEAVE. Illustrates payment of hazard
duty pay to a classified employee for all hours in a pay status, including
hours of paid leave (Example 18-2).

C. HAZARD DUTY PERIOD OF NONPAY ABSENCE. Illustrates the effect of
nonpay absence on the payment of the hazard duty differential (Example 18-3).

D. HAZARD DUTY CONTINUOUS PERIOD OVER TWO DAYS. Illustrates payment
of hazard duty pay and crediting of hazard duty hours for work performed
during a continuous period extending over 2 days (Example 18-4),
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42 BIAM SUPPLEMENT 5 19.1
TIMEKEEPER'S HANDBOOK
Environmental Differential

19. [ENVIRONMENTAL DIFFERENTIAL

19.17 GENERAL. An environmental differential is paid to an employee who is
exposed to irregular or intermittent duty involving unusual physical
hardship or hazard listed in the Office of Personnel Management's (OPM)
schedule . of hazardous duties or duties involving physical hardship and
working conditions of an unusual nature. The amount of the environmental
differential which is payable is determined by multiplying the percentage
rate authorized for the exposure by the second rate for WG-10 on the current
regular non-supervisory wage schedule for the local wage area.

Reference: FPM Supp. 532-1, S8-7.

19.2 APPLICABILITY. The environmental differential is payable to
full-time, part-time and intermittent employees serving in wage positions
under the pay plans listed below.

A. FWS NON-SUPERVISORY. Trades and crafts employees identified by
the Pay Plan WG.

B. FWS LEADERS. Trades and crafts employees identified by the Pay
Plan WL.

C. MARINE WAGE RATE. Employees identified by the Pay Plan WM.

D. PRINTING AND LITHOGRAPHIC. Employees identified by the Pay Plan

WP.

E. SUPERVISORY TRADES AND CRAFTS. Employees identified by the Pay
Plan WS.

F. WAGE TRAINEE. Employees identified by the Pay Plan WT.

G. WAGE BOARD. Positions for which the rates of pay are negotiated
with the representative unions. These employees are identified by the Pay
Plan WB.

19.3 SCHEDULE OF ENVIRONMENTAL DIFFERENTIALS. A schedule of the irregular
or intermittent duties for which the OPM has authorized payment of an
environmental differential for the various degrees of hazard, physical
hardship and unusual working conditions are contained in Appendix J, Part I
and Part II of FPM Supplement 532-1. Part I of Appendix J 1lists the
categories and conditions for which envirommental differential is paid on
the basis of actual exposure time. Part II of Appendix J lists the
categories and conditions for which envirommental differential is paid on
the basis of hours in pay status. BIAM REISSUE

FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5 19.4
TIMEKEEPER'S HANDBOOK
Environmental Differential

19.4 RESTRICTIONS ON ENVIRONMENTAL DIFFERENTIAL. Environmental differen-
tial may not be paid to:

A. Employees in positions the classification of which takes into
account the degree of physical hardship or hazard involved in the
performance of the duties authorized by the OPM.

B. Employee's who volunteer, i.e., for employees who perform a
hazardous duty without proper authorization, either expressed or implied.

C. Employees who perform physically trying or hazardous duties not
covered by one of the defined categories of exposure in Appendix J.

Note: In the latter instance, if the 1local situation (hazard,
hardship, etc.) is considered to be unusual in nature so as to warrant
payment of an envirommental differential, action is to be initiated to
request the OPM to consider authorizing the payment of an environmental
differential.

19.5 PAYMENT BASED ON ACTUAL EXPOSURE. When an employee is entitled to a
differential which 1is paid on an actual exposure basis under Part I,
Appendix J, the employee is paid a minimum of one hour's differential for
each exposure. But when more than one exposure occurs within the same hour
the employee 1is paid only the exposure which results in the highest
differential. For exposure that continues beyond one hour the employee is
paid in one-quarter hour increments for each 15 minutes and portions thereof
in excess of 15 minutes. However, when more than one exposure occurs during
the continuous period, the employee will be paid for that period only for
the exposure which results in the highest differential.

In the following examples the employee has a regularly scheduled tour of
duty of 8 a.m. to 5 p.m., 8-hour day, U40-hour week, Monday through Friday.
The employee is exposed to situations for which a differential is authorized
under Part I, Appendix J, as follows.

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5

19.5 (cont.)

TIMEKEEPER'S HANDBOOK
Environmental Differential

Mon

Tue

Wed

Thu

Fri

Sat

In computing environmental differential,

Hours Worked
8:30 a.m. - 9:00
9:20 a.m. - 9:30

10:00 a.m. - 11:30
12 noon - 12:05
8:00 a.m. - 8:05
8:55 a.m. - 9:20
10:00 a.m. - 10:05
10:55 a.m. - 11:10
11:14 a.m. - 11:20
8:45 a.m. - 9:00
9:40 a.m. - 9:45
3:55 p.m. - 4:00
6:00 p.m. - 6:30
8:45 a.m. - 8:50
9:00 a.m. - 5:00
9:05 a.m. - 9:30

)]
a.m. 4
a.m L
a.m. 25
p.m. y
a.m y
a.m 4
a.m. y
a.m 25
a.m. 4
a.m. 4
a.m. 25
p.m. k
p.m. y
a.m 4
p.m
a.m. 4

Differential Earned

1 hour @ u4%
0 (2nd exposure in same
hour)

1-1/2 hours @ 25%
1 hour @ U4%

1 hour €@ 4%
1/2 hour @ 4% (Continua-
tion of preceding hour)
1 hour @ 25% (See
following)
15 min. @ 25% (Continua-
tion of preceding hour)
15 min. @ 25%

1 hour @ 25% (See
following)

1 hour @ 4%

1 hour @ 4% (Even though
entitled to 2 hours
callback overtime, only
1 hour of environmental
differential)

1 hour @ 4%
Annual Leave

1 hour @ 4% (Even though
entitled to 2 hours
callback overtime, only
1 hour of environmental
differential)

as shown in the above examples,

entitlement begins with the first instance of exposure and ends one hour
later (except that if exposure continues beyond one hour, entitlement ends
at the end of the last full quarter-hour in which exposure occurs). All
exposure which occurs during the period of entitlement is computed only on
the basis of the highest differential rate authorized during the period.

Supp.5, Release 1, 10-30-81

BIAM REISSUE
FEBRUARY 1984



42 BIAM SUPPLEMENT 5 19.6
TIMEKEEPER'S HANDBOOK
Environmental Differential

19.6 PAYMENT BASED ON HOURS IN PAY STATUS. When an employee is exposed to
a situation for which an envirommental differential is authorized on the
basis of hours in a pay status, the employee is paid for all hours in a pay
status within a 24-hour period. For example, if an employee is exposed to a
situation covered under Part II, Appendix J, whether during the regularly
scheduled tour, scheduled overtime or irregular, occasional overtime, the
employee receives environmental differential for all hours in pay status
that day, including hours of paid leave.

In the following example an employee has a regularly scheduled tour of duty
of 8 a.m. to 5 p.m., 8~hour day, U4O-hour week, Monday through Friday. The
employee works the regularly scheduled tour Monday through Wednesday. On
Thursday the employee works the regular tour plus 2 hours overtime involving
hazardous duty. On Friday the employee works the first 2 hours of the
regularly scheduled tour under conditions that involve physical hardship and
the remaining 6 hours under normal working conditions. The employee also
works 4 hours overtime on that day which do not involve the performance of
hazardous duty. Regular, overtime and environmental differential hours are
computed as illustrated below.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 4o
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 8 40
Overtime Hours Worked 2 4 6
T&A Entries:
Regular Hours 8 8 8 8 8 4o
Overtime Hours 2 4 6
Environmental Diff-
erential 10 12 22

19.7 CONTINUOUS PERIOD OVER TWO DAYS. When exposure to a hazardous duty
situation occurs during hours in pay status for a continuous period
extending over 2 days, the exposure is considered to have occurred on the
day on which the exposure began, and any allowable environmental
differential is credited and reported on that day.

In the following example an employee has a regularly scheduled tour of duty
of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Monday through Friday. On
Monday the employee works the regular tour plus 3 hours overtime (5 p.m. to
8 p.m.) and is exposed from 6 p.m. to 8 a.m. to a situation for which an
environmental differential is authorized. On Tuesday the employee works the
regular tour plus 11 hours overtime. This 11 hour overtime period extends
over 2 days with 7 hours occurring on Tuesday and 4 on Wednesday. The

BIAM REISSUE
FEBRUARY 1984
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42 BIAM SUPPLEMENT 5 19.8
TIMEKEEPER'S HANDBOOK
Environmental Differential

employee is exposed to a situation for which an environmental differential
is authorized during 3 of the 4 overtime hours that extend into Wednesday.
The employee then works the scheduled tour on Wednesday, Thursday and
Friday. Regular, overtime and envirommental differential hours are computed
ag illustrated below.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 40
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 8 40
Overtime Hours Worked 3 7 4 14
T&A Entries:
Regular Hours 8 8 8 8 8 40
Overtime Hours 3 7 4 14
Environmental Diff-
erential 11% 19%% 30

¥0n Monday the employee's environmental differential 1s computed on
the basis of 11 hours (8 regular and 3 overtime), the total number
of hours in pay status that day.

¥%0n Wednesday the employee's environmental differential is computed
on the basis of 19 hours (8 regular and 11 overtime). For
environmental differential pay purposes, the 11-hour period of
overtime, which extends over 2 days (Tuesday and Wednesday), is
credited and reported on Wednesday, the day on which the exposure
began.

19.8 ABSENCE ON PAID LEAVE. An environmental differential is paid
to an employee during periods of paid leave (annual, sick,
administrative excusals, ete.) only under the following
circumstances.

A. ACTUAL EXPOSURE BASIS. When an employee 1is exposed to a
situation for which an environmental differential is authorized on
an actual exposure basis, the differential is paid during a period
of absence on paid leave only for the period of absence that occurs
within the minimum payment periods specified in 19.5 above.

B. HOURS IN A PAY STATUS. When an employee is exposed to a
situation for which an environmental differential is authorized on
the basis of hours in a pay status, the differential is paid during
a period of absence on paid leave on the day on which the exposure

oceurs. BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5 19.9

TIMEKEEPER'S HANDBOOK
Environmental Differential

19.9 RELATION OF ENVIRONMENTAL DIFFERENTIAL TO OTHER PAY. Environmental
differential is combined with a wage employee's scheduled rate of pay, which
is then used to compute overtime pay, Sunday pay, holiday pay, and the
amounts deducted for retirement and group life insurance.

19.10 TRANSACTION CODE 016. Environmental differential is recorded on the
T&A with Transaction Code 016. If environmental differential is to be
computed on an employee's alternate rate of pay, the entry must be made with
the appropriate transaction code from Illustration 9 (T&A Reporting
Transaction Codes) in the back of the handbook. Refer to section 21 of the
handbook for instructions on reporting alternate rates.

19.11 T&A EXAMPLES. The T&A examples that follow illustrate:

A, PAYMENT BASED ON ACTUAL EXPOSURE. Illustrates payment of
environmental differential to a wage employee on an actual exposure basis
(Example 19-1).

B. PAYMENT BASED ON HOURS IN PAY STATUS. 1Illustrates payment of
environmental differential to a wage employee for all hours in a pay status
Wwithin a 24-hour period (Example 19-2).

C. CONTINUOUS PERIOD OVER TWO DAYS. Illustrates payment of
environmental differential when exposure to a hazard, hardship, etc., occurs
during a continuous period extending over 2 days (Example 19-3).

BIAM REISSUE
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42 BIAM SUPPLEMENT 5 20.1
TIMEKEEPER'S HANDBOOK
Cost Of Living Allowance (COLA)

20. COST OF LIVING ALLOWANCE (COLA)

20.17 GENERAL. Cost of living allowance or nonforeign allowance, which in
the Bureau of Indian Affairs is more commonly referred to simply as COLA, is
additional pay authorized under 5 U.S.C. 5941, to certain classified
employees serving in nonforeign areas outside the continental limits of the
United States (Alaska, Hawaii, the Commonwealth of Puerto Rico, ferritories
of the United States, etc.) COLA is paid at a post of duty in a nonforeign
area where living costs are substantially higher than in the District of
Columbia. COLA rates are established by the O0ffice of Personnel Management
(OPM) and may not exceed 25 percent of an eligible employee's rate of basic
pay.

Reference: 5 U.S.C. 5941 and FPM Chapter 591.
20.2 APPLICABILITY. COLA is paid to full-time, part-time and intermittent

employees whose regular post of duty is in Alaska and who occupy classified
positions under the General Schedule and the similar pay plans listed below.

A. CLASSIFICATION ACT OF 1949. General Schedule employees identified
by the Pay Plan GS.

B. GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by the
Pay Plan GG.

C. INDIAN EDUCATION PROGRAM. Indian education contract employees
identified by the Pay Plan CE (year-long employees and by the Pay Plan CY
(school-year employees).

20.3 PAYMENT OF COLA. The cost of living allowance is paid for each hour
worked or in a pay status beginning as of the date the employee arrives at
the nonforeign post of duty on regular assignment and continues until the
employee is separated or departs on transfer to a new post of regular
assignment. Other conditions affecting payment of COLA are as follows.

A. QTHER THAN POST OF REGULAR ASSIGNMENT. An employee required to
perform work in another area where payment of COLA is authorized, is paid
the allowance authorized for his/her own post of regular assignment.

B. PAID LEAVE AND DETAIL. Payment of COLA continues at the rate
prescribed for the post of regular assignment for all periods of absence on
paid leave and periods on detail, including transit time.
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42 BIAM SUPPLEMENT 5 20.3C
TIMEKEEPER'S HANDBOOK
Cost Of Living Allowance (COLA)

C. PART-TIME AND INTERMITTENT EMPLOYEES. Payment of COLA to eligible
part-time and intermittent employees is made for the period of time for
which they receive basic pay.

D. ON SEPARATION. COLA is computed at the authorized rate on the
lump-sum payment for annual leave to an employee who 1s separated at the
nonforeign post of duty while still entitled to receive COLA.

20.4 TRANSACTION CODE 704-COLA ON/COLA OFF. The Transaction Code 704 in
the bottom center portion of the T&A is used to indicate entitlement to the
cost of living allowance (COLA) for employees in the Pay Plans GS, GG, CE
and CY whose regular post of duty is in Alaska and who are otherwise
eligible to earn COLA.

A. COLA ON. The numberic Code "1" is entered in the space
immediately to the left of the preprinted Transaction code 704 to begin or
to reestablish automatic COLA payments to an eligible employee. COLA will
then be paid automatically on all regular hours reported on the T&A. The
Code "1" is not entered on subsequent T&A's in order to continue automatic
COLA payments. Once the COLA indicator has been turned on and thus
established in an employee's master payroll record in the computer, COLA
will be paid for all regular hours reported until the indicator is turned
off. COLA charges are automatically and proportionally distributed against
the account number(s) recorded on the T&A for regular hours.

B. COLA QFF. To terminate automatic COLA payments for an employee,
the numberic Code "2" is entered in the space immediately to the left of the
preprinted Transaction Code 704. This will turn off the COLA indicator and
no COLA payments will be made on the regular hours reported in the pay
period nor on any subsequent T&A's submitted for payment.

20.5 TRANSACTION CODE 014. There may be instances where it is necessary to
pay COLA for only a portion of the regular hours reported for a pay period.
This is done by entering the number of regular hours for which the employee
is entitled to COLA on both the line preprinted with the word "REGULAR" and
Transaction Code 001 and on a blank line in the "Pay" section of the T&A
with the Transaction Code 014 (See T&A examples 20-3 and 20-4). The use of
a separate line entry for regular hours with the Transaction Code 014
instructs the computer that COLA is not to be paid for regular hours
reported with Transaction Code 001, but only for those hours reported with
Transaction Code 014,
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42 BIAM SUPPLEMENT 5 20.6
TIMEKEEPER'S HANDBOOK
Cost Of Living Allowance (COLA)

20.6 RELATION OF COLA TO OTHER PAY. COLA is not included in the rate of
basic pay used to compute overtime pay, night differential, holiday pay,
Sunday pay and retirement and group life insurance deductions, or any other
additional pay, allowances or pay differentials. Also, COLA is not inecluded
in gross income for federal tax computation purposes for employees in Pay
Plans GS and GG, but it is included for employee in Pay Plans CE and CY.

20.7 T&A EXAMPLES. The T&A examples that follow illustrate:

A. ESTABLISHMENT OF AUTOMATIC COLA. Illustrates establishment of
automatic COLA payments for a classified employee and payment effective the
date of appointment at the nonforeign duty station (Example 20-1).

B. COLA PART-TIME. Illustrates payment of COLA to a part-time
classified employee with a regularly scheduled tour of duty of varying hours
each day (Example 20-2).

C. COLA PORTION OF PAY PERIOD. Illustrates payment of COLA for only
a portion of the regular hours reported for a pay period. In example 20-3
the employee arrives at the nonforeign duty station on the second Sunday of
the pay period. In example 20-4 the employee departs the nonforeign duty
station and COLA is payable only through the second Monday of the pay period.
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Alternate Rates

21. ALTERNATE RATES

21.1 GENERAL. Most wage employees are hired to work in only one occupation
at one rate of pay. There are some wage employees, however, who are hired
to work in more than one occupation or do so because of union agreements.
These employees have a regular position rate of pay for the occupation in
which they work most of the time, and they also have a secondary or
alternate rate of pay for their second occupation. For example, an employee
may drive a truck most of the time; but, on occasion, the same employee may
work as a bulldozer operator or some other different pay job classification.

21.2 APPLICABILITY. Although alternate rates of pay are used in connection
with only a relatively few occupation series within the wage rate pay
system, it is at least theoretically possible to have alternate rates of pay
for wage employees in any one of the pay plans listed below.

A. FWS NON-SUPERVISORY. Trades and crafts employees identified by
the Pay Plan WG.

B. FWS LEADERS. Trades and crafts.employees identified by the Pay
Plan WL.

C. MARINE WAGE RATE. Employees identified by the Pay Plan WM,

D. PRINTING AND LITHOGRAPHIC. Employees identified by the Pay Plan

WP.

E. SUPERVISORY TRADES AND CRAFTS. Employees identified by the Pay
Plan WS.

F. WAGE TRAINEE. Employees identified by the Pay Plan WT.

G. WAGE BOARD. Positions for which the rates of pay are negotiated
with the representative unions. These employees are identified by the Pay
Plan WB.

21.3 PAY COMPUTATION. The servicing personnel office produces a personnel
action which automatically establishes a personnel and payroll master record
in the computer for each individual employee. This record carries the
employee's regular occupation rate of pay, and it also contains a record
location for entering an alternate rate of pay for both regular hours and
overtime hours worked. Regular pay plus premium pay, such as overtime, the
night work differentials, holiday and Sunday pay can be computed on the
basis of the regular or alternate position rates of pay. Whether the
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computation of an employee's pay is made on the basis of the regular or
alternate rate of pay depends on the occupation in which the employee
performs service and on the hours pay transaction codes reported on the T&A
by the timekeeper.

21.4 REPORTING PROCEDURE. Eligibility and time reporting requirements for
the various types of pay described in this handbook are the same for all
wage employees occupying like positions whether performing service in their
regular or alternate occupation, except that a different transaction code is
required to report the identical type of pay. For example, regular hours
worked by an employee in his/her regular occupation are reported on the T&A
with Transaction Code 001, whereas regular hours worked by that same
employee in his/her alternate occupation must be reported with Transaction
Code 101. The timekeeper selects the appropriate codes to designate on the
T&A whether the employee 1is to be paid at the regular or alternate
occupation rate of pay. The automated payroll system then assigns the
appropriate rate of pay from the employee's master payroll record based on
the codes selected by the timekeeper and computes the employee's pay from
the hours reported on the T&A.

21.5 TRANSACTION CODES. Regular and premium pay hours payable to an
employee in his/her alternate occupation must be entered each on separate
blank lines in the "Pay" section of the T&A with the appropriate transaction
codes listed below and in Illustration 9 in the back of the handbook.

Transaction Codes for Alternate Rates of Pay:

Regular Pay 101
Overtime Pay (Regular) 105
Overtime Pay (with Shift 2 Differential) ous
Overtime Pay (with Shift 3 Differential) 065
Holiday Pay (Regular) 109
Holiday Pay (with Shift 2 Differential) ol49
Holiday Pay (With Shift 3 Differential) 069
Sunday Pay (Regular) 107
Sunday Pay (With Shift 2 Differential) ou7
Sunday Pay (With Shift 3 Differential) 067
Night Shift Differential (SFT2) 102
Night Shift Differential (SFT3) 103
Environmental Differential 116

21.6 T&A EXAMPLES. No time and attendance reporting examples are provided
for this section of the handbook. Wage employees are subject to the same
pay regulations whether performing duty in the regular or alternate
occupation. Thus, T&A reporting requirements are the same in either
instance, with the exception that different transaction codes apply to the
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identical types of pay. For T&A reporting examples, therefore, refer to the
sections of the handbook that deal with the pay benefits to which wage
employees, generally, are entitled on the basis of their employment status,

i.e., full-time, part-time or intermittent; and substitute the corresponding
alternate rate transaction codes.
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22. FRINGE BENEFITS FOR TEMPORARY WAGE BOARD CONSTRUCTION WORKERS

22.1 GENERAL. Construction workers in private industry and workers on
federal contract construction projects may receive additional wage payments
for certain fringe benefits such as health and welfare, pensions and
vacation. In the interest of bringing federal wage rates into line with
prevailing local wage rates, temporary Wage Board (Pay Plan WB) construction
workers employed by the Bureau in ungraded positions are authorized to
receive similar fringe benefit pay. The fringe benefit pay is paid as an
increment to the hourly scheduled rate of pay received by the employee for
each regular hour worked. For example, it may be determined that in
accordance with prevailing local wage rates the scheduled rate of pay and
fringe benefits proper for a temporary Wage Board construction worker are as
follows.

Scheduled Rate of Pay $6.010
Fringe Benefits:
Health and Welfare $.370
Pension 400
Vacation .250
Total Fringe Benefit Increment 1.020
Total Hourly Rate of Pay $7.030

22.2 COMPUTATION OF OVERTIME. 1In certain wage areas construction employees
are paid fringe benefits only on regular hours worked, but in other wage
areas fringe benefits are paid on both regular and overtime hours worked.
The servieing personnel offices are responsible for determining what the
practice 1s for the local prevailing wage rate area. This information
should be obtained through channels from the servicing personnel office.
Sample overtime computations with and without the fringe benefits increment,
using the rates from the above example, are illustrated below for an
employee who works 2 hours overtime.

With Fringe Without Fringe
Scheduled Rate of Pay $ 6.010 $ 6.010
Overtime Rate (1-1/2 times) x150% x150%
Overtime Hourly Rate 9.015 9.015
Fringe Benefit Increment¥ 1.020 -0-
Total Overtime Hourly Rate 10.035 3.015
Overtime Hours Worked X2 X2
Total Overtime Pay $20.070 $18.030

*¥The total fringe benefit increment is added after the time and one-half
computation is made. The employee does not receive one and one-half times
the fringe benefit increment.
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22.3 FRINGE BENEFITS PAID ON REGULAR HOURS ONLY. Where fringe benefits are
paid only on regular hours worked, the transaction codes for reporting both
regular and overtime work by temporary construction workers performing duty
in their regular and alternate occupations are as follows.

A. REGULAR OCCUPATION.

Regular Hours Overtime Hours
TC 001* TC 005%*

B. ALTERNATE OCCUPATION.

Regular Hours Overtime Hours
TC 101% TC 105%%

¥The Transaction Codes 001 and 101 instruct the computer program to
pay each regular hour worked at an hourly rate of pay that includes both the
scheduled (regular) rate of pay and the fringe benefit increment.

¥%*The Transaction Codes 005 and 105 instruct the computer program to
pay each overtime hour worked at an hourly rate of pay which is computed at
one and one-half times the employees scheduled (regular) rate of pay.

22.4 FRINGE BENEFITS PAID ON REGULAR AND OVERTIME HOURS. Where fringe
benefits are paid on regular and overtime hours worked, the transaction
codes for reporting both regular and overtime work by temporary construction
workers performing duty in their regular and alternate occupations are as
follows.

A. REGULAR OCCUPATION.

Regular Hours Overtime Hours
TC 001% TC 015%%

B. ALTERNATE OCCUPATION.

Regular Hours Overtime Hours
TC 101% TC 155%%

¥The Transaction Codes 001 and 101 instruct the computer program to pay each
regular hour worked at an hourly rate of pay that includes both the
scheduled (regular) rate of pay and the fringe benefit increment.

**¥The Transaction Codes 015 and 155 instruct the computer program to pay
each overtime hour worked at an hourly rate of pay which is computed by
adding the fringe benefit increment to one and one-half times the employee's
scheduled (regular) rate of pay. BIAM REISSUE

FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM SUPPLEMENT 5 22.5
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22.5 OTHER PREMIUM PAY NOT AUTHORIZED. With the exception of pay for
overtime work in excess of 8 hours in a day or 40 in a week, temporary Wage
Board construction workers, since they are wusually employed on an
intermittent basis, are not entitled to receive other types of premium pay
such as for night, Sunday and holiday work.

22.6 T&A EXAMPLES. The T&A examples that follow illustrate:

A. FRINGE REGULAR HOURS ONLY. Illustrates payment of fringe benefit
pay authorized on regular hours only (Example 22-1).

B. FRINGE REGULAR AND OVERTIME HOURS. Illustrates payment of fringe
benefit pay authorized on both regular and overtime hours worked (Example
22-2) .
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23. EMPLOYMENT OF EXPERTS AND CONSULTANTS

23.17 GENERAL. 1Instructions applicable to the employment of experts and
consultants (Pay Plan EC) in positions excepted from the federal competitive
service by statute, Executive Order or by the Office of Personnel Management
(OPM) are contained in 5 U.S.C. 3109 and in FPM Chapters 213 and 304.
Particular reference is made to section 213.3102(1) of Schedule A in FPM
Chapter 213 and Subschapter 1 of FPM Chapter 304.

23.2 TEMPORARY EMPLOYMENT. If the employment of an expert or consultant is
temporary, the period of employment is for one year or less and is limited
to work on programs, projects, problems, or phases thereof, requiring
service of one year or less.

23.3 INTERMITTENT EXPLOYMENT. If the employment of an expert or consultant
is intermittent, the employee works on an occasional or irregular basis on
programs, projects, problems, or phases thereof, not to exceed 130 working
days during any period of 365 consecutive days. When an intermittent expert
or consultant is paid for all or any part of a day for more than 130 days in
a service year, the appointment will automatically convert to a temporary
appointment.

23.4 RATE OF PAY. Whether appointed to =a temporary or intermittent
position, experts and consultants are generally employed on a per diem basis
and are paid their full daily rate of pay for each day in which they perform
service regardless of the actual number of hours worked; and a Saturday,
Sunday or holiday on which duty is performed is counted as a regular workday
(27 Comp. Gen. 776; 28 Comp. Gen. 328; and 46 Comp. Gen. 667).

23.5 PAY LIMITATION. The biweekly pay limitation applicable to the vast
majority of federal employees in the classified service by virtue of 5
U.S.C. 5308 applies also to experts and consultants. And although experts
and consultants are generally not entitled to overtime pay, they are
nevertheless also limited by virtue of the biweekly aggregate salary
limitation provisions in 5 U.S.C. 5547. On a biweekly basis, therefore, an
expert or consultant may only be compensated an amount which does not cause
his/her total pay for any pay period to exceed the amount of basic pay that
an employee 1in step 10 of grade GS-15 receives for one pay period
(unpublished Comp. Gen. Decision B-90867, dated November 21, 1978).

23.6 T&A EXAMPLE. The T&A example that follows illustrates payment to an
expert or consultant. You will note that to pay an expert or consultant
working at a per diem rate, eight (8) hours is recorded for each day in
which work i1s performed regardless of the number of hours worked. The
entries are made on the T&A line preprinted with the word "REGULAR" and the
Transaction Code 001 (Example 23=1).
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