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| . I NTRODUCTI ON

A. General. Tinme and Attendance (T&A) reporting for
civilian enployees is mandated by the Departnent of Defense
Fi nanci al Managenent Regul ati on (DODFMR) 7000. 14-R, Vol une
8, Cvilian Pay Policy and Procedures. A tinmekeeper is
required to record the tine and attendance and a certifier
is required to certify that the T&A biweekly subm ssion is
correct.

B. Purpose. This manual summarizes the rules and

responsi bilities governing the tinekeeping function. \Were
appropriate, the regulatory reference is annotated at the
end of the paragraph in this manual. This instruction does
not go into the details on how to use the Automated Tine,

At t endance, and Production System (ATAAPS) to performthose
ti mekeepi ng functions. (Formal training in ATAAPS was
provi ded when the ATAAPS was first introduced to this
headquarters and user guides were distributed at that
time.) Those guides belong to the position, not to the

i ndi vi dual timekeeper or certifier. A limted nunber of
copies of these guides are available in the Deputy Chief of
Staff for Resource Managenent's Fi nance and Accounti ng
Division (AMCRMF) |ocated in 3E20. Ti nekeepers and
certifiers are expected to train their replacenents in the
use of ATAAPS. Furthernore, there are specially trained
ATAAPS specialists, called GQurus, who are listed in the
appendi x, that can assist in ATAAPS trai ning.

C. Rol es.

1. The tinmekeeper, if possible, should be collocated
with the enpl oyees whose records they keep. Tinekeepers
may be civilian or mlitary personnel, including
contractors. (Organizations nay designate supervisors and
ot her personnel (secretaries, clerk typists, or others) as
ti nekeepers. (DODFMR 020102C2)

2. The supervisor of the enployees is normally the
certifier of the biweekly T&A reports. The certifier has
the ultimate responsibility for the T&A subm ssion to the



Def ense Civilian Pay System (DCPS) via ATAAPS. ( DODFMR
020102B1) .

3. The HQ AMC ATAAPS Gurus assist tinekeepers and
certifiers wth data entry problens in ATAAPS, set up new
ti mekeepers and certifiers in the ATAAPS, and del ete
ti mekeepers and certifiers from ATAAPS when they | eave HQ
AMC.

4. The HQ AMC Deputy Chief of Staff for Corporate
I nformation (Cl O provides connectivity wth ATAAPS t hrough
the Local Area Network (LAN). Tinmekeepers shoul d cont act
the HELPDESK if they cannot connect to ATAAPS.

5. Anniston Arny Depot (ANAD) provi des ATAAPS systens
managenent support for HQ AMC. They provide the connection
bet ween the ATAAPS mai nframe and the DCPS mai nfrane. The
ANAD recei ves the biweekly T&A reports from HQ AMC, batches
them and sends the batches to DFAS Charl est on ( DFAS- CH)
for interface wwth DCPS. They also interface with the
Standard Operations and Mai ntenance Arny Research and
Devel opment System (SOVARDS) to record production |abor in
the accounting system The HQ AMC HELPDESK wi I | cont act
the ANAD HELPDESK if they determ ne a connectivity problem
is not in this HQ

6. The AMCRMF is the tinekeeping functional PCC.
Ti mekeepers and certifiers are inmmedi ately advised via e-
mai | of problens wth ATAAPS and any changes in tinmekeeping
pr ocedur es.

7. The DCPS Custoner Service Representative (CSR)
enters the tinmekeeping process after the T&A has been
entered into DCPS. The DCPS has checks and bal ances to
insure the payroll is correct. The CSR receives processing
error reports and nust nmake the appropriate corrections
before the final payroll is run. The CSRs for HQ AMC are
at Aberdeen Proving Gound (APG and are U S. Arny Sol dier
and Bi ol ogi cal Chem cal Command ( SBCCOW) enpl oyees.

D. T&A Schedul es.

1. Tinekeepers can enter T&A anytine during the
current pay period.



2. Certifiers can certify T&A reports begi nning the
Friday before the end of the pay period. Certified T&A
reports nust be submtted NLT noon on the first Monday
after the close of the pay period. This wi ndow may be
expanded when the pay period ends with a holiday either on
the last Friday of the pay period or on the Monday when the
wi ndow normal |y cl oses. The ANAD nmekes the decision for
extending the certification w ndow.

3. The ANAD batches the T&A reports from HQ AMC duri ng
the evening of the first Monday after the end of the pay
period. They transmt the batches to DFAS-CH Tuesday
nmorni ng. (This manual does not cover the |abor accounting
process.)

4. The DFAS-CH updates the Master Enpl oyee Record (MER)
fromDefense Civilian Personnel Data System (DCPDS) and
processes the batch received from ANAD on the eveni ng of
the first Tuesday after the close of the pay period. The
MER contains the pay rates and allotnment information for
each enpl oyee which is matched with the T&A data from
ATAAPS to conpute the payroll. If errors are discovered in
t he batches processed, they send an error report to the
appropriate DCPS CSRs for correcti on Wednesday nor ni ng.

5. The DCPS CSR nust neke the required corrections to
DCPS by noon on the Thursday follow ng the close of the pay
period. Qur CSRs at APG have access to both ATAAPS and
DCPS; however, they still may have to contact the
ti mekeeper to determine the proper correction. It is
i nportant that tinmekeepers keep their T&A docunentation
handy so the CSR can neet their narrow processi ng w ndow.
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1. References(with web sites)
A.  Regul ati ons:

1. DOD Fi nanci al Managenent Regul ation, Vol une 8
(DODFMR 8), August 1999.
(http://www. dtic.ml/conptroller/fnr)

2. Title 5, United States Code (5 U. S. C).

3. Title 5, Code of Federal Regulations (5 CF.R)

B. ATAAPS | nformation:

1. ATAAPS USERS GUI DE (UG), 18 Decenber 1995 (DETAIL)
2. QUICK AND DIRTY (Q&D) GUIDE, December 1995 (DESK
TOP)

C. O her:

1. 1999 COLLECTI VE BARGAI NI NG AGREEMENT BETWEEN HQ AMC
AND NFFE LOCAL 1332.

2. AMC Menorandum 600-12, Flexible and Credit Hour
Wor k Schedul e Program 30 April 1993 (currently under
revi sion).

3. Defense Finance and Accounting Service (DFAS)
Honmepage (http://df as4dod.dfas. ml/)

a. REFERENCES
1. Cuides
2. Regul ations

b. SYSTEMS
1. Accounting
2. Pay

c. NEWS
1. Hot Itens
2. Y2K I nformati on



4. Arny Financial Managenent Honepage
(http://www. asafmarny.ml/)

a. PUBLI CATI ONS
1. Arny Regul ations
2. DFAS-IN Regul ations
3. DOD Regul ation Link

b. ASA( FM&C)
1. Finance Qperations
2. Y2K Briefing

5. AMC RM Honepage (http://ww. anc.arnmy.ml/anc/rnl)

a. Resource Managenent Tool s
1. HQ AMC Ti nekeepi ng Manual
2. ATAAPS Desk Top Users Cuide

b. Links to Oher Sites
1. DFAS (Different than honmepage shown above)
2. Oc. of the Under Secy of Defense
(Comptroller)
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I11. TIME AND ATTENDANCE

RECORDI NG Tl ME AND ATTENDANCE (T&A) - ATAAPS is designed to
sinplify the T&A process. The tinekeeper has two options
for keeping time: shift initiated or non-shift initiated.

I f you select the shift initiated option, ATAAPS assunes

t he enpl oyee worked their normal tour of duty and enters 8
hours for each schedul ed working day of the pay period. In
t hese cases, the tinekeeper only has to enter tine for
exceptions to this 8-hour tour shift (i.e., |eave taken,
prem um hours worked, etc.)

When a tinmekeeper initially sets up an enpl oyee i n ATAAPS,
the ti nekeeper sets up the enployee's tour of duty for each
day the enployee is scheduled to work. The tour includes a
m ni mum break of 30 mnutes for lunch. The enpl oyee can
negotiate a starting tine wth the supervisor between 6:00
and 9:00 AM Requests to work flexible hours nust be nmade
in witing to the supervisor at |east 5 working days before
the start of the pay period that the flexible hours shift
will go into effect. Supervisors will respond to the
request pronptly.

A, TOUR HOURS WORKED - Tour of duty hour requirenments
(8 hours per working day/40 hours per week) can be net
ei ther by working regular hours, using | eave earned, or a
conbi nati on of both.

1. REGULAR HOURS WORKED - when the enpl oyee's
time is shift initiated, ATAAPS assunes the enpl oyee has
wor ked their normal tour and enters 8 hours RG for each
schedul ed workday. This entry is nade at the end of the
wor kday. The ATAAPS Type Hour Code (THC) RG (for Regul ar
hours worked by a graded enployee) is entered. Ungraded
enpl oyees have a THC for each shift worked (THCs can be
found starting on page 52 of the Q& guide). Tine is
recorded as a 3 digit nunber - two digits for the hour
(zero filled for hours 1 through 9) and one digit for the
fraction of an hour (see Fraction Codes on page E-1 of the
Users Qui de).



2. LEAVE HOURS TAKEN - Enpl oyees are required to
schedul e | eave in advance except for holidays or
adm ni strative | eave. Leave use nust be docunented and
approved in witing by the supervisor. Docunentation wl]l
show the dates, tinme and types of |eave taken (DODFMR 8,
050105). Docunentation can be either a manually conpl eted
hard copy (e.g., a signed SF 71, APPLI CATI ON FOR LEAVE) or
a printout of an automated record with the enpl oyee's
signature or initials by the | eave hours taken (e.g., an
ATAAPS Print Screen). The tinekeeper will ensure that the
enpl oyee has signed docunentation for all |eave taken
during the pay period (DODFMR 8, 020102C3b). These signed
and approved docunents nust be retained for 6 years and 3
nmonths (in addition to the current year) in MARKS file 37-
105g, PAYROLL SUBSTANTI ATI NG DOCUVENT FOLDERS. The
ti mekeeper is not responsible for determ ning whether the
enpl oyee has sufficient | eave earned to cover the | eave
requested. The Defense Civilian Payroll System (DCPS) wi ||
automatically nake that determ nation

a. ANNUAL LEAVE - THC LA. (Q8D, page 52)

(1) ENTITLEMENT: Advanced requests for
| eave shoul d be nade as early as possible using the SF 71
or a witten docunent specifying dates, tinme and type of
| eave. (NA 17B; DCODFMR 0201C3b)

(2) APPROVAL: If it is found that |eave
must be di sapproved or cancelled due to work | oad or
staffing needs, the Supervisor must explain the reason for
such action in witing to the enpl oyee. A copy of that
letter should be kept in MARKS File 37-105g.

(3) EXCEPTIONS: Energency annual | eave
shoul d be docunented the sane as any normal |eave. The
enpl oyee should notify the supervisor of this energency
absence no later than 2 hours after the start of their
schedul ed tour of duty.

b. SICK LEAVE - THC LS.

(1) ENTITLEMENT: | ncapacitated enpl oyees
must call their imedi ate supervisor no |ater than 2 hours
fromthe scheduled start of their tour of duty. If the
supervisor is not available, they will |eave a nessage with
t heir phone nunber, the type of |eave and the nunber of




hours required. |f the absence exceeds the anmount of |eave
originally requested, the enployee wll notify the
supervi sor or acting supervisor during the first 2 hours of
the first workday followi ng the expiration of the approved
| eave period. An SF 71, with a nedical certificate or

ot her acceptabl e evidence stating the reason for the
absence, will be submtted for all absences that exceed 3
consecutive wor kdays upon the enpl oyee's return to duty or
upon request. Sick |eave for less than 3 consecutive

wor kdays can be certified by having the enployee initial
their timecard printout or submtting a signed SF 71

wi t hout nmedical certificates.

(2) APPROVAL: Sick |eave for schedul ed
nmedi cal / dental exam nations shoul d be requested far enough
i n advance of anticipated usage to allow the supervisor to
adj ust their work schedul es and docunented by an SF 71.

(3) EXCEPTIONS: |If the enpl oyee has
insufficient sick | eave (THC LS) accrued to cover a request
for sick leave, DCPS will apply the uncovered bal ance
agai nst annual leave (THC LA). |If the enpl oyee has
i nsufficient annual |eave accrued to cover a request, the
bal ance w Il be applied against Leave Wthout Pay (LWOP)
(THC KA). If the enployee has any type of conpensatory
hours avail abl e (Conpensatory tinme earned - THC CE or
Credit hours earned - THC CD), DCPS will apply the
uncovered | eave taken agai nst them before resorting to
LWOP. Al though DCPS features these | eave defaults, the
enpl oyee shoul d nake every effort to ensure they have
sufficient balances to cover the | eave they request on the
substanti ating docunent. (Note: These defaults are in
DCPS, not ATAAPS.)

c. ADVANCED LEAVE - Provides for the advance
of annual or sick | eave to enployees in situations where
the enpl oyee has insufficient or no | eave to cover an
absence.

1. ADVANCED SICK LEAVE - In cases of
serious disability or illness, enployees, except those
serving under a limted appointnment or with a specific
term nation date, may be advanced up to 240 hours of sick
| eave, or the equivalent for uncommon tours of duty. See
also Fam |y Friendly Leave Act instructions.



(a) ENTITLEMENT: For enpl oyees with the
normal 80 hour biweekly tour of duty, up to 240 hours
advanced sick | eave may be advanced (See DODFMR 8 - 050304
for exanples of anount avail able for unconmon tours.)

(b) APPROVAL: A request for advanced
sick | eave nmust be submtted to the supervisor for
approval / di sapproval . If it is known the enployee is to be
retired or separated, the total advance cannot exceed an
anount which can be |iquidated by subsequent accrual prior
to the separation. The request nust state whether the
advance |l eave will be taken consecutively or
intermttently.

(c) PROCEDURE: A copy of the approved
| eave request (m nus the supporting nmedi cal docunentation)
is sent to the DCPS Custoner Service Representative (CSR)
at Aberdeen Proving G ound (APG so the advanced | eave can
be set up in DCPS (ATAAPS is atime entry systemonly - it
contains no | eave bal ances). A copy of the approved | eave
advance request should also be retained in MARKS file 35-
105g. Wen the enpl oyee uses the advanced | eave, the
ti mekeeper records the hours as THC LG (@D, page 52). The
enpl oyee pays off the advanced | eave after returning to
duty as he/she earns sick |eave during the remainder of the
year. The enployee will carry a negative | eave bal ance
until the advance is paid back. (It takes about 2.5 years
to pay back 240 hours advanced sick | eave.) Conplete rules
governing the various types of |eave are found in chapter 5
of DODFMR 8 and the conplete list of THCs used in ATAAPS to
record the |l eave use is in &D, pages 52 and 53.

(2) ADVANCED ANNUAL LEAVE - (DODFMR 8 -
050205) .

(a) ENTITLEMENT: Enpl oyees may request
the current | eave year accrual of annual |eave if there is
reasonabl e assurance that the enployee wll be in a duty
status | ong enough to earn the anount of |eave advanced.

(b) APPROVAL: As in the case of advanced
sick | eave, the enployee submts the advanced annual | eave
request to the supervisor for approval/di sapproval .

(c) PROCEDURE: A copy of the approved
request is sent to the DCPS CSR at APG for entry into the
payroll system The tinmekeeper will charge | eave up to the




approved anount as THC LB. \When the enpl oyee returns to
duty, the advanced |leave is paid off by the normal biweekly
annual | eave accrual.

3. EXCEPTION: Subsequent |oss of accrual
may result in an indebtedness situation. Enployees
separating fromfederal service nust repay any advanced
| eave unl ess the separation is caused by death, disability
retirement, or a disability that prevents return to duty or
continued service, and which is the basis of the separation
as determ ned by the enpl oying activity based upon nedi cal
evi dence.

d. ADM N STRATI VE LEAVE - The official title
for "ADM N LEAVE" is excused absence. It covers a
mul ti tude of circunstances where nmanagenent authorizes
absence fromduty without |oss of pay or charge to the
enpl oyee' s earned | eave (DODFMR 8 - 0516).

(1) ENTITLEMENT - Adm n | eave can be
granted for blood donation, building closures, registering
and/or voting, taking exam nations requested by managenent,
and attendi ng conferences and conventions in the best
interest of the federal service. Al are coded as excused
absence - THC LN (Q&D page 53).

(2) APPROVAL: Managenent may authorize
adm n |l eave for circunstances |isted above. Supervisors
have the option of excusing infrequent absences and
tardi ness of |less than an hour on the part of enpl oyees.

e. HOLI DAY LEAVE - (DODFMR 8 - 0513)

(1) ENTITLEMENT: When no work is
performed, an enployee in a pay status on a regularly
schedul ed wor kday either preceding or succeeding a holiday
is entitled to straight-time pay for the holiday regardl ess
of his status on the holiday not worked, THC LH (Q&D - page
52).

(2) EXCEPTION:. When work is perforned on
t he holiday, prem um pay provisions apply (DODFMR 8 -
030305). The enployee will be paid the regular holiday
| eave (coded LH) plus prem um pay equal to their basic rate
of pay for the holiday hours worked that is not in excess
of 8 hours, recorded as THC HG (Q&D - page 54). Enpl oyees




required to work holidays are entitled to no less than 2
hours of holiday work pay.

f. COURT LEAVE - (DCDFMR 8 - 0517).

(1) ENTITLEMENT: Enpl oyees are
aut hori zed court | eave with pay when sumoned to serve as a
juror or appear as a witness in a nonofficial capacity on
behal f of any party in connection with any judicial
proceeding to which the United States, District of
Colunmbia, or a state or |ocal governnent is a party. Use
THC LC (Q&D - page 52). If an enployee is sumoned to
court while on annual |eave, court |eave shall be
substituted for those days actually served in court (DODFMR
8 - 051702).

(2) APPROVAL: Supervisors will approve 8
hours court | eave for each day a properly summonsed
enpl oyee serves in court, regardl ess of the actual hours
spent in court. Jurors/w tnesses on call or discharged for
an indefinite period are not entitled to court |eave - they
must either report to work or charge annual |eave. The
enpl oyee will provide a copy of the court order, subpoena,
or summons to their supervisor as far in advance of the
court |eave as possible. Upon return to duty, the enployee
must present the certificate of attendance received from
the clerk of the court to his supervisor (DODFMR 8 -
0501709). The United States and District of Col unbia
courts do not pay Federal Enployees for jury duty, but npst
states and | ocal courts do. Federal enployees on court
| eave status are not allowed to keep jury fees, they nust
be turned in the their Custonmer Service Representative with
a DD Form 1131 for subm ssion to the payroll office (DODFMR
8 - 051715). The enployee nay retain any reinbursenents
for expenses fromthe court (DODFMR 8 - 0501710). A |ocal
exception should be noted for Prince Georges County in
Maryl and where it states right on the certificate of
attendance that jury fees are not paid. |[f a holiday
occurs during the time the enployee is on jury duty, the
enpl oyee may keep the jury fee paid for the holiday (DODFMR
8 - 0501713).

g. MLITARY LEAVE - Eligible full-tine
enpl oyees are allowed Mlitary | eave to neet Reserve or
Nat i onal Guard active duty requirenents (weekend drills
don't count). They are credited 15 cal endar days of
mlitary | eave each fiscal year and any unused portion not



in excess of 15 days can be carried over to the next fiscal
year (DODFMR 8 - 051803).

(1) ENTITLEMENT: The enpl oyee wll be
charged for Mlitary Leave, THC LM (Q&D - page 52), for
each regul arly schedul ed workday while attending mlitary
training duty. Leave is charged on a cal endar year basis.
(DODFMR 8 - 051804) .

(2) APPROVAL: Enployees nust submt a
copy of their orders directing active duty to their
supervisor who in turn forwards a copy to the CSR.  Upon
return to duty, a certified verification of attendance from
the unit indicating conpletion of training duty will be
given to the supervisor who will forward to the CSR. Note
that no charges are made for non-workdays at the begi nning
and end of the period of absence for active mlitary duty,
but all intervening non-workdays falling within the period
of active mlitary duty will be charged to mlitary | eave
(DODFMR 8 - 051805).

h. FAMLY LEAVE - There are actually two
entitlements regarding famly |l eave. The Famly and
Medi cal Leave Act (FMLA) of 1993 (PL 103-3) and the Famly
Friendly Leave Act (FFLA) under 5 USC, Section 6311. The
ATAAPS uses specific Famly Leave Codes (FLC) which are
recorded in the hazard code field in conjunction with the
THC for the | eave being used in the Type Hours Fiel d(Q&D -
page 56).

(1) EMLA: Provides up to 12
adm ni strative workweeks of unpaid | eave (LWOP), THC KA,
during any 12-nonth period to take care of specified famly
and nedi cal needs for enployees covered by the sick and
annual | eave provisions of 5 USC part 630.

(a) ENTITLEMENT: The enpl oyee nust have
at least 12 nonths of federal service. Tenporary or
intermttent enployees are not entitled to FM.. Up to 12
adm ni strative workweeks can be charged during a 12-nonth
period; however, the enployee can elect to substitute
annual , sick, or |eave nade avail abl e under the Vol untary
Leave Transfer Programfor LWOP. The enpl oyee's work
schedule is the basis for conmputing FMLA avail abl e ( DODFVR
8 - 050402). An 80-hour full-tinme enployee will have 480
hours available for FMLA (40 hour per week tinmes 12 weeks).




(b) APPROVAL: FM. may be used for:

(1) Birth of enployee's child/care of a
newborn (FLC DA)

(2) Adoption or Foster Care (FLC DB)

(3) Care of a famly nenber suffering
froma serious health condition (FLC DC)

(4) Serious health condition of enployee
that prevents performance of duties of their position (FLC
DD)

(c). EXCEPTION. If possible, the
enpl oyee shoul d provide the supervisor with notice of
intent to take FMLA not | ess than 30 days before the | eave
is to begin or as soon as practicable. The agency nmay
require nmedical certification for the FMLA (DODFMR 8 -
050405). Under certain conditions, FMLA can be taken
intermttently or the enpl oyee may work under a schedul e
reduced by the hours of FM.LA

(2) FAMLY FRIENDLY LEAVE: This act
specifically allows the use of sick |eave for famly care
or bereavenent. Enployees who accunul ate sick | eave under
5 USC may under certain circunstances use up to their
normal accrual for the |l eave year for famly care and
ber eavenent purposes. Leave under this act is recorded
under THC LS.

(a) ENTITLEMENT: The initial entitlenent
for FFLA leave is forty hours of sick leave. This initial
entitlement can be advanced under the rul es governing
advanced sick leave. A full-tine federal enployee may use
an additional 64 hours (for a total of 104 hours) of sick
| eave in a | eave year for famly care, bereavenent or
adopti on purposes, provided that the enpl oyees renaining
sick | eave bal ance does not fall bel ow eighty hours.
Part-tinme enpl oyees may use up to the nunber of hours
normal Iy accrued for sick |eave during the | eave year.

(b) APPROVAL: Until 7 Nov 99, supervisors
were required to keep informal records on the purpose of
the famly friendly | eave for personnel reports. Now there
are two new FLCs that are recorded in the Hazard Code Field
i n ATAAPS:



DE - FFL FAM LY CARE/ BEREAVEMENT
DF - SI CK LEAVE FOR ADOPTI ON PURPOSES

The FLCs are for reporting purposes only and nmust be used
in conjunction with the appropriate THC. The FLCs DE and
DF can only be used with THC LS where as FLCs DA, DB, DC
and DD can be used with THCs KA, LS, LA, LB, LG LQ CT and
CN (@D - page 56).

i. LEAVE WTHOUT PAY (LWOP) - This is a
tenporary non-pay status and absence fromduty granted at
t he enpl oyee' s request (DODFMR 8 - 052601). Enpl oyees nmay
be granted LWOP when they do not have other |eave to their
credit and require | eave for energencies and ot her
necessities. LWOP nmay al so be granted when the enpl oyee
has | eave to his or her credit but for good and sufficient
reason desires no to take it.

(1) ENTITLEMENT: The enpl oyee nust cal
in wthin the prescribed tinmefranmes just |ike any ot her
unpl anned | eave, requesting LWOP. Wen an enpl oyee is on
approved LWOP, THC KA, the enployee shall be entitled to a
job of like status and pay upon return subject to
appl i cabl e regul ations (NA 17C2).

(2) APPROVAL: LWOP will be docunmented
just like any other |eave. LWOP granted to an enpl oyee
cannot be converted to sick or annual leave at a later tine
except in the case allowed by regul ation (DODFMR 8 -
052603) .

(3) EXCEPTIONS: Wen the nunber of LWOP
hours during a full-time enpl oyee's | eave year equals their
bi weekly tour of duty hours (i.e., 80), the enployee's
| eave accrual s (annual and sick) are reduced by the anpunt
earned for that pay period. |If the enployee is in the 6-
hour annual | eave accrual category and the reduction is
required in the | ast pay period of the year, when they
woul d be entitled to accrue 10 hours of annual |eave, the
annual | eave accrual will only be reduced by 6 hours. At
the end of the | eave year, if the nunber of LWOP hours is
| ess than the biweekly tour of duty hours, the LWOP hours
are dropped (DODFMR 8 - 052604).

j. TIME-OFF AWARDS: A time-off award is an
absence with pay (DODFMR 8 - 0515). The 5 U.S.C. 4502(e)



allows tinme-off awards to be granted in |ieu of cash. The
5 CF.R 451.101-107 does not allow a tinme-off award to be
converted to cash under any circunstances (DODFMR 8 -
031102A). Tine-off awards are posted to the enpl oyee's
record (MER) and reduced when the tinme off is taken or
forfeited. Usage reported prior to posting in the MER will
result in a negative balance in DCPS. Failure of the Human
Resource O fice to post the time-off award within tw pay
periods is assuned to be a tine and attendance error and
usage w Il be converted as shown in Table 5-2 (DODFMR 8 -
031103B)

(1) ENTITLEMENT: The maxi num ti me- of f
that can be granted cannot exceed 40 hours to any one
i ndi vidual for a single achievenent. The maxi num anount of
time off that can be granted to any one individual during a
| eave year is 80 hours. Special rules apply for part-tine
enpl oyees and enpl oyees with unusual tours of duty (DODFMR
8 - 031102A2).

(2) APPROVAL: Tine-off awards used are
coded as THC LY (Q&D - page 53). Tine-off awards nust be
used within 1 year fromthe effective date. An enpl oyee
who becones incapacitated for duty during a period of tine
off may be granted sick |leave. Incentive time off not used
within the 1-year tinefranme is forfeited and cannot be
restored (DODFMR 8 - 031102A1).

(3) EXCEPTIONS: Unused tinme-off awards
shoul d be transferred when the enpl oyee transfers from one
activity to another within the same conponent; however,
unused tinme-off awards are forfeited when an enpl oyee
transfers to another agency (DODFMR 8 - 031102A3).

B. OVERTIME WORK - Cenerally, overtine work is defined
as work in excess of 8 hours a day or 40 hours in a week.
This applies to both Exenpt and Non- Exenpt enpl oyees.

For exenpt enployees any work in excess of 8 hours a day or
40 hours in a week nust be officially ordered and approved.
Supervi sors have the right to ask enployees to work nore
than their normal 8-hour tour or 40-hour week. Enployees
who perform assigned overtinme work are entitled to either
overtinme pay or conpensatory tinme dependi ng upon a nunber
of factors.

1. OVERTI ME PAY - For exenpt enpl oyees whose rate
of pay does not exceed GS-10 Step 1 the overtine rate is
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one and a half tinmes the enployee's hourly rate. For
exenpt enpl oyees whose rate of pay exceeds GS-10 Step 1

the rate of pay is one and a half tinmes the GS-10 Step 1
hourly rate (DODFMR 8, 030302Al1). For non-exenpt enpl oyees
the overtine rate is one and a half times the enpl oyee's
hourly rate.

a. ENTITLEMENT: Exenpt enpl oyees whose rate
of pay does not exceed GS-10 Step 10 are entitled to
overtinme pay unless the enpl oyee requests conpensatory tine
inlieu of overtinme pay. Non-exenpt enployees are al so
entitled to overtine pay unless they request conpensatory
time in lieu of overtime pay. For exenpt enployees the
maxi mum overtine rate is one and a half tinmes the GS- 10
Step 1 hourly rate. Additionally, exenpt enpl oyees whose
rate of pay exceeds GS-10 Step 10 may be directed to earn
conpensatory tinme in lieu of overtinme pay for irregular or
occasional overtine work. The enpl oyees should al so be
made aware that there is also a biweekly pay cap at the
bi weekly salary of a GS-15 Step 10 (DODFMR 8, 030302E3).
This biweekly pay cap (maximumlimtation rule) also
i ncl udes conpensatory tinme earned.

b. APPROVAL: All overtine/conpensatory tine
nmust be approved by the supervisor in advance of being
wor ked or as soon as possible for energency situations.
(DODFMR 8, 030302). Docunentation will be retained for 6
years and 3 nont hs.

c. TYPES OF OVERTI ME

(1) SCHEDULED OVERTI ME: Overtinme that is
schedul ed prior to the enployee's regularly schedul ed week
is considered regularly schedul ed overtine (DODFMR 8,
030302A1) and is recorded in ATAAPS using THC OGS (Q&D, page
54). |If an enpl oyee works between 1800 and 0600 usi ng code
CS, night differential will be paid at the rate of 10
percent of the enployee's hourly rate per hour worked.

(2) | RREGULAR OR OCCASI ONAL OVERTI MVE:
Overtine that is not part of an enployee's regularly
schedul ed adm ni strative wor kweek (DODFMR 8, 030302A2) and
is recorded in ATAAPS as THC QU. Night differential is not
added to overtinme hours coded as OQU. 1In this headquarters,
nost overtinme should be THC OQU. If the tinekeeper is not
sure which code to use, the supervisor wll make the
decision. |If enployees subject to overtine are called back
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to work after conpleting their regular work schedul e, they
will be paid for a mnimum of 2 hours overtinme (DODFMR 8,
30302D). The tinekeeper will enter the actual hours worked
as THC OC and the systemw || determ ne the difference

bet ween actual time worked on call back and the 2-hour
mnimumtitle 5 entitlenent and pay accordingly (Q&D, page
54).

2.  COVPENSATCRY TI ME

a. ENTITLEMENT: Eligible enployees can have
conpensatory tinme off fromtheir schedul ed tour of duty
i nstead of paynent for the anmount spent in irregular or
occasi onal overtinme work (DODFMR 8 - 030302E)

b. APPROVAL: Supervisors may require
"enpl oyees whose basic rate of pay exceeds the nmaxi mum
applicable rate of a GS-10 to take conpensatory tinme off in
lieu of overtinme pay" (NA - 15C). Earned conpensatory
time, THC CE or THC CU, nust be used within 26 pay periods
or it will be paid off at the overtine rate in effect at
the tine it was earned. Supervisors should make every
effort to ensure that conpensatory tinme (which is not
i ncluded in the budget) does not convert to overtinme by
requiring their enployees to use their conpensatory tine
earned before 26 pay periods have el apsed ( DODFMR
8,050602). The DCPS provi des Conpensatory Tinme Aging
Reports after each payroll has been run. Conpensatory tine
earned prior to 8 Jun 97 has been "G andfathered”. It wll
not convert to overtinme after 26 pay periods have el apsed.
But all conpensatory tinme bal ances nust be paid off when an
enpl oyee separates or is transferred to another activity at
the overtine rate (DODFMR 8, 050603); therefore,
supervi sors need to make a conscientious effort to have
their enpl oyees reduce those bal ances as well.
Conmpensatory tinme taken, THC CT, is applied against the
ol dest CE bal ance current first, until the current bal ance
is used up, then it is applied against the grandfathered
bal ance. This allocation of CT is nmade by DCPS.

c. EXCEPTION. Conpensatory tine off (tinme-
off) for religious reasons AW5 U. S.C. 5550a is recorded
in a special |eave account (DODFMR 8 - 0511). Religious
time-off earned is recorded under THC CR and religi ous
time-of f taken is recorded under THC CA (Q&D - page 54).
Use of THC CA allows up to 40 hours | eave that can be
advanced if there is no THC CR bal ance avail able. Advanced
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conpensatory tinme for religious reasons should be repaid
within a reasonabl e anobunt of tinme. Wen an enpl oyee
separates, dies or transfers to another DOD Conponent, any
unused tine-off balance will be paid, by the |osing
activity at the basic hourly rate in effect when the tine
was wor ked. Conpensatory tinme worked in this manner is
exenpt from maxi mumpay limtations and all other

provi sions of overtine and prem um pay contained in 5
C.F. R 550.1001-1002. [If the enployee has an unli qui dated
advance tine-off balance at the tine of separation, death
or transfer, an indebtedness is created. (DODFMR 8-
030302F).

d. Types of Conpti ne:

(1) SCHEDULED COMPTI ME: Conptinme that is
schedul ed prior to the enployee's regularly schedul ed week
is considered regularly schedul ed conpti ne (DODFMR 8,
030302A1) and is recorded in ATAAPS using THC CE &D, page
54). |If an enpl oyee works between 1800 and 0600 usi ng code
CS, night differential will be paid at the rate of 10
percent of the enployee's hourly rate per hour worked.

(2) | RREGULAR OR OCCASI ONAL COVPTI VE:
Conmptime that is not part of an enployee's regularly
schedul ed adm ni strative workweek (DODFMR 8, 030302A2) and
is recorded in ATAAPS as THC CU. Night differential is not
added to conptinme hours coded as CU. In this headquarters,
nost conptinme should be THC CU. If the tinekeeper is not
sure which code to use, the supervisor will make the
deci si on.

3. CREDIT HOURS - The credit hour program all ows
an enpl oyee to work nore than the basic work requirenents
in a given workday or workweek, so they can take them off
in any subsequent pay period. Unlike conpensatory tine
earned, credit hours earned do not convert to overtine
after a given nunber of pay peri ods.

a. ENTITLEMENT: The enpl oyee can carry a
credit hours earned bal ance indefinitely but the maxi num
credit hours that can be earned is 24 hours. Once the
maxi mum has been reached, no nore credit hours can be
earned until sufficient credit hours have been used. Any
credit hours in excess of 24 hours will be |ost.
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b. APPROVAL: Enployees cannot earn nore
than 2 credit hours per workday or 16 credit hours per bi-
weekly pay period. Tinekeepers record credit hours as the
first hour(s) worked during the duty day and enter THC CD
in ATAAPS (Q&D, page 54). Credit hours cannot be used in
the pay period earned - they are for use in subsequent pay
periods. Credit hours used are recorded as THC CN in
ATAAPS. Enpl oyees participating in the credit hour program
must sign in/out on a daily |og and the supervisor may
require enployees to sign in/out electronically. Enployees
absent on days schedul ed for credit hours cannot be charged
nmore than 8 hours of |eave. Enployees separating with
credit hours earned will be paid at their current hourly
rate, not the overtine rate (DODFMR 8 - 051004). Note that
credit hours nust be worked between 0600-1730; therefore
they are not subject to night differential, since the first
hours worked are the credit hours (night differential is
paid for work between 1800-0600).

4. N GHT DI FFERENTIAL is paid to GS enpl oyees
under 5 USC for work between the hours of 1800 and 0600 if
their regular tour of duty includes work during those
hours. Enpl oyees working a tour in the Conmand Logi stics
Operation Center (CLOC) would be covered under this rule.
The system (DCPS) conputes night differential (at the rate
of 10 percent of their hourly rate) based on the starting
time, hours worked and the THC. Any hours worked between
1800 and 0600 the next day under THC RG or OGS will be paid
night differential (DODFMR 8 - 030303A).

5. HOLIDAY WORKED - If a GS enpl oyee works on a
holiday, two entries are required. The regular holiday is
recorded as THC LH and hour 080. Then the actual holiday
hours worked are recorded as THC HG (Q&D - page 54).

6. OTIHER PAY DI FFERENTI ALS - not usually
appl i cabl e when working in HQ AMC, however, they can be
encountered on TDY. They include Hazardous duty pay and
Environnental differential pay. The entitlenents are
covered starting in DODFMR 8, 030308 and the Hazard Codes
begi n on page 55 of the Q&D.

C. RECORD RETENTION — Al payroll docunentation, to
i nclude | eave slips, overtine and conpensatory tine
aut hori zations, credit hour records, jury duty attendance
slips, etc., will be retained for a period of 6 years and 3
nont hs or until audited, whichever cones first.
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