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Encl: 

(a) NAVCOMPT Manual, Vol 3, Chap 3 (NOTAL) 
(b) BO 12610.1 
(c) BO 12630.1 
(d) BO P7000.1 
(e) SECNAVINST 7000.11C (NOTAL) 
(f) DOD 7000.14-R, Vol 8 (NOTAL) 

(1 ) Detailed Instructions for Completion 
Timecards 

(2 ) Detailed Instructions for Completion 
Timecards 

of 

of 

Format 1 

Format 2 

(3 ) Detailed Instructions for the Completion of Work 
Schedule Change Forms 

(4 ) Type Hour Codes 
(5 ) Environmental/Hazard Codes 
(6 ) Shift Codes 
(7 ) Alternate Work Schedule Codes 
(8 ) Time and Attendance Status Codes 

1. Puroose. To publish procedures for timekeeping administra­
tion and labor distribution for all civil service personnel em­
ployed at Marine Corps Base, Camp Lejeune, in accordance with 
direction and policy guidance contained in references (a) through 
(f) . 

2. Cancellation. BO 7420.2E. 
, 

3. Background. First line supervisors perform an important role 
in the efficient utilization of labor and in recording data for 
allocation of labor costs. Civilian labor costs represent about 
50 percent of the budget base for operation and maintenance of 
this Base. Accordingly, accurate and complete attendance records 
and the proper recording of hours for every Financial Information 
Pointer (FIP) are of primary importance. The FIP determines the 
specific accounts to be charged for labor costs. Reports 
submitted to higher authority, as well as analysis of labor cost 
and manhours required for local planning, are based on data pro­
vided from attendance and labor distribution records. 
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4. Timekeeping Provisions 

a. The Biweekly Time and Attendance Card/Timecard (T&A) , 
properly certified by designated supervisory personnel, provides 
an affirmative attendance record and is the basis for computing 
pay for all civilian employees. This card is the authorization 
for payments on the biweekly payroll. False or erroneous 
recording and certification of attendance could result in an 
illegal expenditure of government funds. Time and attendance is 
recorded by two methods (time clocks or manual recording). De­
termination of the method to be used is by agreement between the 
Assistant Chief of Staff, Comptroller and the Fund Administrator. 
Fund Administrators and Organization CodeS/Work Centers are up­
dated, and published annually by the Assistant Chief of Staff, 
Comptroller. 

b. The cost of individual employment is charged to desig­
nated FIPS by the use of labor distribution. Two systems are 
used to report labor distribution. For employees who do not work 
on mUltiple jobs, labor distribution is recorded and reported on 
the Biweekly Time and Attendance Card. A separate labor distri­
bution system (when specified) is used for employees who work on 
mUltiple jobs during a day or pay period, i.e., base maintenance 
activities. 

c. Definitions and terms used in the timekeeping and labor 
functions are provided for easy reference in enclosures (1) 
through (8). 

d. Enclosures (1) and (2) provide detailed instructions for 
the completion of Biweekly Time and Attendance Cards (formats 1 
and 2). Enclosure (3) contains detailed instructions for com­
pleting work schedule change forms. Enclosures (4) through (8) 
provide the codes needed to complete a timecard (formats 1 and 2) 
and a work schedule change form. 

5. Responsibilities 

a. Assistant Chief of Staff, Comptroller 

(1) Monitors procedures and accounting operations per­
taining to recording of time, attendance, and labor charges. 

(2) Provides the cards and forms for all timekeeping and 
labor distribution functions. 

(3) Renders assistance and instruction to supervisors and 
other personnel involved in timekeeping and labor distribution 
functions. 
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(4) Performs periodic labor test checks and unannounced 

inspections of clocking stations and mustering procedures to 
determine -if effective procedures have been established for 
accuracy of time and attendance reporting. 

(5) Maintains a current file of all documents affecting 
each employee's pay. 

b. Site Manaqer, Human Resources Office-East, Camp Lejeune 
Satellite Office. Forwards all civilian personnel action forms 
and related documents affecting an employee's pay, leave and 
personal history file, to the Civilian Payroll Office. Such 
forms will be processed and forwarded in a timely manner to en­
sure timely processing for the pay period. 

c. Fund Administrators and Fund Administrator 10 Work Center 
Heads 

(1) Certifies all attendance for employees under their 
cognizance through their supervisory personnel. 

(2) Appoints personnel to perform timekeeping and labor 
distribution functions to include supervisors to certify time and 
attendance cards. Individuals who are not supervisors may be 
assigned as timekeepers but are not allowed to certify time and 
attendance cards. 

(3) Timekeepers are responsible for the following 
functions: 

(a) Racks time and attendance cards. 

(b) Supervises clocking stations where time clocks 
are utilized. 

(c) Enters time and labor distribution information on 
time and attendance cards in accordance with established 
procedures. 

(d) Ensures that daily musters are accurate, as 
applicable. 

(e) Forwards time and attendance cards to the Civil­
ian Payroll Office at times designated. 

(4) Submits an annual letter of authorization to the Ci­
vilian Payroll Office with sample signatures of supervisors and 
alternates authorized to certify time and attendance cards. 

3 
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(5) Ensures daily time and attendance entries are made, 

to include assurances that checkout times recorded after the end 
of each shift. One of the following time and attendance methods 
is used: 

(a) Time and attendance recording by designated 
employees. 

(b) Electromechanical devices, i.e., time clocks. 

(c) Sign-in/sign-out sheets (Muster Sheets) showing 
time of arrival and departure. If this method is used, it must 
be a seriatim recording, whereby each employee signs his/her name 
in the sequence of arrival. When departing work, each employee 
will again sign his/her name in the same manner. Sign-in/sign­
out sheets with employees names preprinted on the sheet are not 
authorized. Entries will not be posted in advance, nor will 
time and attendance cards be certified in advance unless atten­
dance sheets are called in early by the Civilian Payroll Divi­
sion, Comptroller Department to meet special payday or other 
requirements. 

(6) Administers overtime and holiday work. 

(7) Ens'ures the certification of time and attendance 
distribution records is made by supervisory personnel. In the 
absence of the immediate supervisor, or alternate, refer records 
to the next higher supervisor, or alternate for certification. 
Ensure that an employee in a subordinate position does not cer­
tify the time and attendance distribution records of an employee 
in a senior position. Under no circumstances will employees 
certify their own time cards. 

(8) Ensures musters are accurate and, where time clocks 
are used, designate supervisory personnel to monitor clocking in 
and out operations, i.e., to ensure no employee clocks in or out 
for another employee. 

(9) Submits changes in employee work schedules, shift 
schedules, and additional pay entitlements to the Civilian Pay­
roll Office. 

d. Work Center Heads 

(1) Ensures a daily time and attendance distribution 
card, where applicable is maintained for each employee. 

(2) Reviews time and attendance cards to assure proper 
recording of time and attendance entries. 

4 



(3) Determines that late arrivals (after beginning of 
shift) and early departures (before end of shift) (ACTUAL ARRIVAL 
AND DEPARTURE TIME) are reflected on the time cards and initialed 
by the employees I supervisor. 

(4) Ensures time and attendance cards are properly 
certified and are put in numerical sequence prior to delivering 
to the Civilian Payroll Division. 

(5) Ensures all brief periods of absence and/or tardiness 
of one half hour or less are excused or charged as leave; or 
leave without pay; or unauthorized absence. 

(6) Ensures each Fund Administrator or Work Center (as 
applicable) provides the Civilian Payroll Office a letter of 
authorization with sample signature of personnel authorized to 
certify time cards. Letters are required no later than 30 June 
and/or as changes occur. 

(7) Ensures all hours of attendance and absence are 
recorded prior to certification at the end of the pay period. 
Certification prior to the end of the pay period is prohibited, 
except when specifically authorized by the Assistant Chief of 
Staff, Comptroller. 

(8) Ensures person who certifies attendance has actual 
knowledge of the employee's attendance. For example, a day shift 
supervisor may not certify the attendance of a second or third 
shift employee. 

e. Employees 

(1) Clocks in and out, by using assigned time clocks, or 
reporting to unit timekeepers where clocks are not used. 

(2) Notifies the supervisor of any irregularity in 
clocking "in" apd "out" so time cards may be properly posted. 

6. Overtime and Holiday Work 

a. General Provisions for Overtime 

(1) Overtime shall be limited to cases of necessity and 
only for the purposes authorized by reference (e), such as: 

(a) Urgent fleet readiness. 

(b) Emergencies. 

(c) Safeguarding life and property. 

5 
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(d) Individual incidences where savings can be 

clearly demonstrated. 

(2) The above restrictions do not apply to overtime that 
is authorized by current regulations to be regularly scheduled as 
part of a normal tour of duty, i.e., civilian firefighters em­
ployed under a two platoon system and entitled to firefighter 
premium or overtime entitlement under the Fair Labor Standards 
Act (FLSA). Holiday work shall be limited to employees regularly 
assigned to functions requiring a 24-hour watch, i.e., utility 
plants, firefighters, and telephone operators. 

b. overtime Provisions of Fair Labor Standards Act (FLSA) 

(1) The FLSA introduced a new concept regarding overtime 
work into the Federal Service. Under this concept, a nonexempt 
employee becomes entitled to overtime compensation (for hours 
worked in excess of 40 per week) for all work that management 
"suffers or permits" to be performed. Under this concept, any 
work performed prior to or after established shift hours, or 
during the prescribed lunch period, by an employee covered by the 
overtime provisions of the Act for the benefit of the agency, 
whether requested or not, is working time if the manager or 
supervisor knows of or has reason to believe it is being per­
formed. The Act provides that an employee can seek relief di­
rectly from the Office of Personnel Management and/or the courts 
for overtime work performed that the employee feels he/she has 
not been properly compensated for. 

(2) It is important to emphasize that the FLSA does not 
in any way diminish a supervisor's responsibility for ordering or 
authorizing overtime work. The FLSA simply adds an additional 
responsibility to supervisors; to see to it that overtime work is 
not, in fact, performed except when payment for such overtime is 
intended. 

(3) section 210 of the Federal Employees Pay Comparabil­
ity Act of 1990 (FEPCA) (Public Law 101-509, November 5, 1990) 
amended section 5542 of Title 5, united states Code, to eliminate 
the requirement to compute overtime pay for nonexempt employees 
under Title 5 and the Fair Labor Standards Act (FLSA). Under the 
amended law, overtime pay for nonexempt employees will be com­
puted solely under the FLSA. 

(4) The law also provides that: 

(a) certain hours of work in excess of eight hours in 
a day shall be deemed to be overtime hours. 

(b) Hours in a paid nonwork status shall be hours of 
work. Examples of paid nonwork status include annual, sick, 
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court, military, and funeral leave, excused absence, pay for 
holiday when no work is performed, compensatory time off, con­
tinuation of pay, and credit hours under flexible work schedules 
(when taken) 

(c) Certain hours of work provisions formerly appli­
cable only to exempt employees will be used in FLSA overtime pay 
computations. 

(d) Agencies may grant compensatory time off from an 
employee's scheduled tour of duty instead of payment under the 
FLSA for an equal amount of time spent in irregular or occasional 
overtime work. 

(e) Upon request of a nonexempt employee an agency 
may grant compensatory time off from a scheduled tour of duty 
instead of payment under the FLSA for an equal amount of time 
spent in irregular or occasional overtime work i.e., overtime 
work not scheduled in advance of the employee's workweek. In 
addition, an agency may establish a work period where employees 
must use earned compensatory time. However, if an employee fails 
to use compensatory time before the expiration of the established 
work period, the agency must pay the employee for the overtime 
work at the FLSA overtime rate. Compensatory time off may be 
granted only upon request of an employee. A nonexempt employee 
may NOT be required to take compensatory time off instead of re­
ceiving payment for overtime work. 

c. Collecting and Reporting Civilian Overtime Work 

(1) All periods of regularly scheduled and approved 
overtime work will be recorded on the Biweekly Time and Atten­
dance Card. The Comptroller General has defined "regularly 
scheduled overtime" to mean overtime duly authorized in advance 
and scheduled to recur on successive days or after specific in­
tervals. Regularly scheduled overtime will not be approved in 
increments of less than 15 minutes. 

(2) All periods of irregular, unscheduled overtime work, 
will be rounded to the nearest whole minute, and will be recorded 
on the Biweekly Time and Attendance Card. Odd minutes are accu­
mulated and rounded on a workweek basis. Activities shall round 
down to the lower quarter hour increment those odd minutes 
of work less than 50 percent of the fraction used to compute the 
work, and shall round up to the next higher increment those odd 
minutes of work that equals or exceeds 50 percent of the fraction 
used to compute the work. Irregular, unscheduled overtime is 
paid in quarter hour multiples. 

7 
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d. Ordering and Approving Overtime, Compensatory Time and 
Holiday Time 

(1) The Fund Administrators (FA) as listed below are 
delegated authority to approve regular and emergency overtime, 
compensatory time and holiday time for personnel under their 
cognizance. 

FA-10 Command 
FA-11 Eastern Area Counsel 
FA-12 Installation, Security & 

Safety Department 
(includes FA-63) 

FA-13 Management Support 
Department (includes 
FA-68) 

FA-23 Base Maintenance 
FA-25 School of Infantry (SOl) 
FA-26 Marine Corps Service 

Support Schools (MCSSS) 
FA-27 Marine Corps Engineer 

School (MCES) 
FA-28 Field Medical Service 

School (FMSS) 
FA-30 Headquarters & Support 

Battalion (HQSPT Bn) 
FA-32 Logistics (includes 

FA'S 18, 19, 24, 65) 
FA-35 Family Housing 

FA-36 Bachelor Housing 

FA-44 Training, Education & 
Operations 

FA-46 Morale, Welfare & 
Recreation 

FA-47 Environmental Management 
FA-61 Human Services (includes 

FA-62) 
FA-64 Command Chaplain 

Approving Official 

AC/S, Comptroller 
Counsel 
AC/S, ISS 

AC/S, MSD 

Base Maintenance Officer 
Commanding Officer 
Commanding Officer 

Commanding Officer 

Commanding Officer 

Commanding Officer 

AC/S, Logistics 

Director, Family 
Housing 

Director, Bachelor 
Housing 

AC/S, Training, Education 
& Operations 

AC/S, MWR 

AC/S, EMD 
Director, Human Services 

Command Chaplain 

(2) Authority to approve regular and emergency overtime, 
compensatory time, and holiday time for personnel in work centers 
within Fund Administrator 10, Command, is delegated as shown: 

Work Center 

1001 Comptroller (Compt) 
1002 Budget 
1003 Disbursing 
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Approving Official 

AC/S, Comptroller 
AC/S, Comptroller 
AC/S, Comptroller 



1007 Managerial Accounting 
1008 Consolidated Public 

Affairs 
1009 Resource Evaluation & 

Analysis 
1010 Manpower 
1011 Facilities (FAC) 
1012 Public Works 
1013 Base Adjutant 
1016 Base Inspector 
1017 Staff Judge Advocate 
1033 Military Personnel 
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AC/S, Comptroller 
Consolidated Public Affairs 

Officer 
AC/S, Comptroller 

AC/S, Manpower 
AC/S, Facilities 
AC/S, Facilities 
AC/S, Manpower 
Inspector 
Staff Judge Advocate 
AC/S, Manpower 

(3) The approval official may redelegate this authority, 
by letter to the next position below his or hers in the chain of 
command. 

(4) Inherent in this authority is the requirement to 
comply with the following: 

(a) All overtime, compensatory time, and holiday time 
will be requested and approved in advance of work being performed 
to ensure efficient and effective management of resources. MCBCL 
Form 7420/1 will be used to record approval with the following 
exceptions: 

~ Emergency work requirements do not require 
advanced approval, however, subsequent approval is required on 
MCBCL Form 7420/1. 

~ Holiday time performed by shift employees to 
provide continuous service will not require reporting on MCBCL 
Form 7420/1. 

(b) All overtime, compensatory time and holiday time 
will be reported and approved for payroll purposes on the Bi­
weekly Time and Attendance Card. 

(c) Completed MCBCL Form 7420/1 will be forwarded to 
the Assistant Chief of Staff, Comptroller (Civilian Payroll 
Division) no later than the first Monday following the pay period 
the approved work is performed. Approving officials must main­
tain for two years, a copy of all approved MCBCL Forms 7420/1 for 
record-and audit purposes. 

(d) Approving officials will forward to Civilian 
Payroll a list of all persons (with specimen signatures) author­
ized to certify Biweekly Time and Attendance Cards for overtime, 
compensatory time and holiday time. These lists are required 
annually by 31 March and/or as changes are incurred. 

9 
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7. Definitions/Instructions/Procedures 

a. Administrative Work Week. The administrative work week 
is a period of seven consecutive days/ typically the calendar 
week of Sunday through Saturday. 

b. Basic Work Week. The basic work week is within the ad­
ministrative work week and is fixed at 40 hours. 

c. Pay Periods and Paydays. A pay period at this activity 
is a two-week period beginning every other Sunday and ending the 
second following Saturday. 

d. Overtime. Overtime is actual work or standby time per­
formed in excess of the regularly scheduled daily shift or 40 
hour work week. 

e. Scheduled Overtime. Scheduled overtime is overtime duly 
authorized in advance and scheduled to recur on successive days 
or after specified intervals. 

f. Emergency Overtime. Emergency overtime is work required 
to meet unprogrammed or emergency situations. Overtime is cred­
ited on the basis of time actually worked except in the case of 
"call back overtime". When this occurs, the employee will be 
credited a minimum of two hours overtime for each such "call 
back" even though no work or less than two hours work is actually 
performed. 

g. Compensatory Time. Compensatory time is time off during 
regular work hours with pay granted in lieu of overtime for ir­
regular or occasional overtime work ordered and approved. An 
employee may be allowed to work compensatory overtime for the 
purpose of taking time off when personal religious beliefs re­
quire the employee to abstain from work during certain periods. 
The following procedures will be followed in regard to compensa­
tory time: 

(1) General Schedule employees/ exempt and nonexempt/ 
whose rates of basic pay is at or below the maximum schedule rate 
for GS-I0 will be given an opportunity to choose between overtime 
pay and compensatory time off. 

(2) FLSA (exempt) General Schedule (GS) and General Man­
agers (GM) employees whose rates of basic pay are in excess of 
the maximum rate of grade GS-I0 should be required to accrue 80 
hours of compensatory time in lieu of overtime pay for irregular 
or occasional overtime work they are required to perform. 
Exceptions will require a specific determination by the Command­
ing General that an exception is in the best interest of the 
command. 

10 
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(3) Once an employee has accumulated 80 hours of compen­

satory time, overtime work should be reported as overtime and 
paid at the applicable overtime rate unless the employee would 
prefer to continue to accumulate compensatory time in lieu of 
payment of overtime. However, any exception to this 80-hour ac­
cumulation limit will require a specific determination by the 
Commanding General that an exception is in the best interest of 
the command or activity. 

(4) The maximum amount of compensatory time that may be 
carried over into the next leave year is 160 hours. Any excep­
tion will require a specific determination by the Commanding 
General that an exception is in the best interest of the command. 
Compensatory time will be granted at the earliest opportunity 
(normally within 30 days) and before annual leave is granted un­
less annual leave is otherwise forfeitable. Compensatory time 
will be used or paid as overtime prior to transfer to another 
employing activity/command. This will be done even if the pay­
roll office does not change. 

(5) Upon request of a nonexempt employee, an agency may 
grant compensatory time off from a scheduled tour of duty instead 
of payment under the FLSA for an equal amount of time spent in 
irregular or occasional overtime work, i.e., overtime work not 
scheduled in advance of the employee's workweek. In addition, an 
agency may establish a work period where employees must use 
earned compensatory time. Compensatory time off may be granted 
only upon request of an employee. A nonexempt employee may not 
be required to take compensatory time off instead of receiving 
payment for overtime work. 

h. Holiday Work. Work performed on a holiday within the 
scheduled eight hour shift and the 40 hour basic work week. 

i. Holiday Premium Pay 

(1) Provisions. A holiday is a day that employees will 
be excused from work without charge to leave or, if required to 
work their regular schedule, will be paid holiday premium pay. 
Ungraded employees appointed for 90 days or less are not entitled 
to holiday benefits unless they have completed more than 90 days 
without a break in service. Employees paid on an annual premium 
rate basis (such as firefighters) are not entitled to holiday 
premium pay for work on holidays. There are 10 legal holidays as 
follows: 

New Year's Day - 1 January 
Martin Luther King's Birthday - Third Monday in 

January 
Washington's Birthday - Third Monday in February 

11 
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Memorial Day - Last Monday in May 
Independence Day - 4 July 
Labor Day - First Monday in September 
Columbus Day - Second Monday in October 
Veteran's Day - 11 November 
Thanksgiving Day - Fourth Thursday in November 
Christmas Day - 25 December 

(2) Premium Pay for Non-Overtime Work on a Holiday. 
Holiday premium pay will not be paid if an employee fails to re­
port for work when ordered to do so, unless the absence is ex­
cused. Overtime work on a holiday is paid at the same rate as on 
a non-holiday. 

j. Sunday Premium Pay. Sunday premium pay is additional 
compensation for employees whose regular basic work schedule 
includes any of the 24 hours on Sunday. This period begins mid­
night Saturday and ends midnight Sunday. 

k. Temporary Additional Duty/Travel. An employee who per­
forms Temporary Additional Duty (TAD), or travel in conjunction 
with TAD, is considered to be in a work status. However, an 
"exempt" employee is considered to be in a work status for the 
recording of time and attendance only when TAD/Travel is per­
formed on regularly scheduled work days. The Time and Attendance 
Record will be annotated "TAD" for all periods of TAD/Travel that 
the employee is in a work status. Whenever the TAD/Travel com­
mences on a normal working day at a time after the scheduled be­
ginning of the shift for the employee, the time card should show 
the portion of the normal shift that the employee was in a 
TAD/Travel status and should account for the remaining portion of 
the shift, as work, leave or leave without pay (LWOP). If the 
termination of the TAD/Travel period occurs on a normal working 
day before the scheduled end of the employee's shift, the time 
and attendance for that day should indicate the TAD/Travel por­
tion and account for the remainder of the shift as work, leave, 
or LWOP, as appropriate. 

1. Timekeeper. Person(s) designated by proper authority to 
record (if manual) or monitor the recording (if time clocks are 
used) of employee attendance; to determine type of absences and 
make proper entries; to record and distribute labor effort to 
proper cost classification(s) i and to attest to the propriety of 
all entries before the time and attendance card is certified for 
payment. 

8. Timekeeping Procedures 

a. Responsibility for the accuracy and timely reporting of 
time, attendance, and labor distribution for civilian employees 
is delegated to Department Heads/Fund Administrators. 

12 
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b. Time and attendance reports will be certified by the em­
ployee's supervisor. In the absence of the supervisor the 
certification will be accomplished by an individual operating in 
a supervisory capacity who possesses knowledge of the employee's 
actual attendance. Under no circumstances will the timekeeper be 
permitted to certify his/her own or his supervisor's time card. 

9. Preparation and Distribution of Time Cards 

a. A blank time card will be utilized for employees 
commencing duty for the first time and headed in the same manner 
as cards of employees already on board. If it is necessary to 
remake a card that has been received t the information will be 
shown across the top as on the original card and the original 
card appended thereto. 

b. All entries on the time and attendance cards must be 
legible and t if done manuallYt in blue or black ink. Erroneous 
entries on time and attendance records will be corrected by 
drawing a line through the incorrect entry so as not to obliter­
ate itt writing in the correct entrYt and initialing by the 
timekeeper. If an error is discovered after the time card has 
been certified t a corrected or supplemental card signed by the 
certifying official will be submitted. Corrected or supplemental 
time cards should be. identified as 118upplemental Card II or IICor­
rected Card ll in red ink at the top of the card. A IICorrected 
Card" is necessary when entries on the original time card are 
changed. A 118upplemental Card ll is prepared when data is being 
added to the original time card. Memos t leave slipst and tele­
phone calls are not acceptable to process changes to an employees 
time and attendance card. 

c. All civilian employees will utilize time clocks t to re­
cord time and attendance where there is a time clock located in 
the building or general working area except civilian personnel 
who are G8-09 and above or other equivalent pay levels such as WD 
and WN. 

d. If an employee is exempted from the use of time clocks t 
muster sheets t or muster boards t time and attendance must be re­
corded by the timekeeper on the time and attendance card daily. 

e. Extreme care will be exercised by supervisors or time­
keepers to ensure that musters are accurate. NO EMPLOYEE MAY 
CLOCK IN OR OUT ANOTHER EMPLOYEE. Penalties are provided for 
false musters. In those instances where a special work assign­
ment would make it impractical for an employee to report or re­
turn to the clock station or muster pointt the timekeeper or 
supervisor may be authorized to check the employee in or out. 

13 
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f. Employees who are tardy will report to the timekeeper 
before starting work. Tardiness up to 59 minutes may be excused 
by the supervisor. When tardiness absence is excused, 
the time card must be initialed by the supervisor authorized to 
approve leave for the employee concerned. Where tardiness is not 
excused, the absence will be handled in accordance with reference 
(c) and any changes thereof. 

g. If any employee is permitted to leave before the end of a 
shift, it will be necessary that he/she check out with the time­
keeper. The actual time of departure and the type of leave will 
be recorded at that time. 

h. When an employee is in a TAD/Travel Status, the time card 
should indicate this condition for all days during the TAD/Travel 
period when the employee is considered in a work status. When­
ever such a period begins (ends) on a regular working day, 
the actual time the TAD/Travel begins (ends) should be recorded 
if that time falls within the scheduled work hours of the em­
ployee. All time remaining in the work shift of the beginning 
(ending) day must be identified as work, leave or LWOP. 

i. In those sections where time is recorded by mechanical 
time recorders, the following will apply: upon reporting for the 
work day, the employee will remove his or her time card from the 
"Out" rack, record the time, and place the card in the "Inll rack. 
This procedure will be reversed at the end of the shift. 

j. At 0800, and/or immediately after the beginning of a 
shift, the timekeeper will pick up all cards from the rack and 
retain them until approximately 30 minutes before the end of the 
shift (clockout time). During this time the necessary postings 
will be made and the status of absent employees will be deter­
mined. Each employee will be counseled to make every reasonable 
effort to inform his or her supervisor as soon as possible with 
regard to absences, (see reference (c) and any changes thereof 
for specific information on absence and leave responsibilities of 
employees and supervisors) . 

k. Timekeepers will record in the remarks section of the 
time and attendance cards total hours or portions thereof an em­
ployee is to be paid an environmental differential. The type of 
differential, i.e., dirty work, hot work, toxic pay and etc., 
will be recorded on the back of the time card along with dates, 
hours to be paid, and if less than 8 hours (on any day) the ac­
tual time of exposure. 

Example: Dirty Work - 11/02/87 
Dirty Work 11/03/87 
Dirty Work - 11/04/87 
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10. Leave Administration. The authority to approve requests for 
advance annual leave, advance sick leave, leave without pay in 
excess of five workdays, restoration of forfeited annual leave, 
and applications to be a leave recipient or leave donor; and the 
authority to determine exigencies of the public business are 
delegated to Department Heads or equivalents, or their designee 
at Marine Corps Base. All other absences will be approved by 
supervisory personnel only. This responsibility will not be 
delegated to personnel assigned as timekeepers who do not have 
supervisory authority for granting leave. Leave requests and 
approvals will be handled as follows: 

a. sick leave is granted to employees when they are 
incapacitated for the performance of their duties by sickness, 
injury or pregnancy and confinement; when necessary for them to 
receive medical, dental or optical examination or treatment; when 
required to give care and attendance to an immediate family 
member who is afflicted with a contagious disease; or when their 
presence at work would jeopardize the health of others because of 
exposure to a contagious disease. When an employee returns to 
duty after a sick leave absence of more than three workdays, this 
absence will be supported by either a doctor's statement or 
SF-71. The statement on SF-71 will be signed by a licensed 
medical practitioner and will include the employee's name, work 
center, badge number, number of hours sick leave used, a brief 
statement of the nature of the illness, inclusive date of 
treatment, and a statement releasing the employee to return to 
duty and indicating any limiting medical restrictions. The 
doctor's statement or SF-71 will be submitted to the employee's 
supervisor on the first day back at work. The supervisor will 
sign, date and indicate approved or disapproved on the doctor's 
statement or SF-71 and promptly forward it to the Civilian 
Payroll Office. Sometimes the circumstances surrounding an 
employee's absence do not require the services of a licensed 
medical practitioner. In lieu of a medical certificate, a SF-71 
with a statement from the employee indicating the nature of 
illness and the reason why a medical certificate is not furnished 
may be accepted whenever it is unreasonable to obtain such 
certification because of shortage of physicians, remoteness of 
locality, or because the circumstances surrounding the employee's 
absence do not require the services of a physician. The 
employee's supervisor will sign, date and indicate approved or 
disapproved on the SF-71 and promptly forward it to the Civilian 
Payroll Office. 

b. As of 2 December 1994, under the Family Friendly Leave 
Act, full time civilian employees may use up to 104 hours of sick 
leave each year, firefighters 144 hours, and a part time civilian 
employee may use up to the average number of hours of work in 
his/her scheduled tour of duty each week to: 
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(1) provide care for a family member as a result of 

physical or mental illness, injury, pregnancy, childbirth, or 
medical, dental or optical examination or treatment. 

(2) make arrangements for or attend the funeral of a 
family member. 

c. Initially, the employee can use 40 hours and firefighters 
72 hours. Additionally, a full time employee who maintains a 
balance of at least 80 hours of sick leave, will be able to use 
an additional 64 hours of sick leave and firefighters who main­
tain a balance of 144 hours, will be able to use an additional 
115 hours of sick leave per year to provide family care or for 
bereavement purposes. In the case of a part time employee, the 
employee may use an additional amount of sick leave equal to 
twice the average number of hours of work in his/her scheduled 
tour of duty for the above purposes; however, the additional us­
age may not exceed the number of hours of sick leave the employee 
would normally accrue during the leave year. Requests for and 
supervisory approval of sick leave for purposes of family care or 
bereavement should be made in writing, and to the extent possible 
in advance. An SF-71 Application for Leave may be used for this 
purpose. 

d. Generally, all other leaves of absence will be requested 
and approved on the time and attendance card. This will be ac­
complished by the employee and the approving supervisor placing 
their initials in the "Extra In and Out" line opposite the day 
involved. The initials of the supervisor are not required in 
those cases where he/she also certifies the time and attendance 
of the employee. In cases where the employee is not available to 
initial the leave entries on the time and attendance card, a 
SF-71 Application for Leave, will be utilized. 

e. When an employee has been excused from work due to 
TAD/Travel status, the period of excused absence must be anno­
tated on the time card and must agree with the actual days and 
times indicated on the employee's travel voucher (DO Form 1351-2) 
or equivalent record. A copy of this form will be forwarded to 
the Civilian Payroll Office by Disbursing when the employee com­
pletes the TAD/Travel and submits the travel voucher for 
settlement. 

f. When an employee must be excused from work due to periods 
of active duty or active duty for training, as defined in Title 
10 of the U. S. Code and Title 32 (U.S.C. 6323), he/she should 
request, through his/her immediate supervisor, military leave be 
shown on his time card. At the completion of the active duty 
period, and no later than 15 days after returning to work, the 
employee will submit, to the Civilian Payroll Office, a copy of 
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his/her "Original Orders" with a "Certificate of Completion" 
signed by competent authority showing the date reported and the 
date released from active duty or active duty for training. The 
Civilian Payroll Supervisor or his/her designated assistant will 
review all orders before inclusion into the employee's record. 
Those orders requiring clarification will be forwarded to the 
local Human Resources Office. 

g. The official leave records for all employees will be 
maintained in the Civilian Payroll Office and NO AUXILIARY RE­
CORDS will be kept at the Work Center/Organization level. 

h. The Leave Usage Report will be furnished biw~ekly to all 
Fund Administrators employing civilians. This report will be in 
the form of a machine listing, indicating the amount of annual 
and sick leave in hours used during the year, available balance 
as of the report date, and number of hours annual leave that must 
be used or forfeited by the end of the year. This information is 
considered sufficient to enable supervisors to efficiently 
schedule vacations and leave and to maintain an informal 
accounting of the leave taken by personnel under their 
supervision. 

i. Employees, other than Intermittents summoned to jury duty 
or witness service in behalf of Federal, State or local govern­
ment, shall be granted Court Leave. The Clerk of- Court will 
furnish the employee a certified copy of the court 
attendance that will show inclusive dates for jury duty and a 
payment record showing any witness fees and allowances for ex­
penses of travel and subsistence collected by the employee. The 
certified court attendance record, along with the total check 
received will be submitted to the Base Disbursing Office upon 
returning to duty. A copy of the summons is not acceptable proof 
for credit of Court Leave for jury duty. Further guidance on 
Court Leave including provisions for retention of jury fees is 
contained in reference (c) and any changes thereof. An employee 
is entitled to travel expenses in connection with judicial or 
agency proceedings where he/she has been summoned and was 
authorized by his/her agency to respond; or, is assigned by 
his/her agency to testify on behalf of the United States or, in 
an official capacity on behalf of a party other than the United 
States. 

j. Time cards will be HAND DELIVERED to the Civilian Payroll 
Office by 0900, Friday prior to the pay period ending on Satur­
day. The use of guard mail is not authorized. The only excep­
tion to the time frame will be when time and attendance cards are 
called in early for holidays. Time and attendance will be in 
NUMERICAL SEQUENCE when they are delivered to the payroll office. 
Time and attendance cards for the next pay period can be picked 
up at that time. 

17 
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k. Periodically, personnel from the Assistant Chief of 
Staff, Comptroller (Resource, Evaluation and Analysis Division) 
will check the procedures for clocking in/out of employees, the 
accuracy of labor distribution reporting by supervisors and 
timekeepers and overall compliance with the instructions of this 
Order. Major discrepancies will be reported to the Commanding 
General, and corrective action will be directed via official 
channels. 

rxv~~ 
~.~URRAY 

Chief of Staff 

DISTRIBUTION: C less Cat III 
plus CivPaySupv (10) 
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DETAILED INSTRUCTIONS FOR COMPLETION OF FORMAT 1 TIMECARDS 

1. Defense Civilian Payroll System (DCPS) Timecard Format 1 
(Front) 
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a. When received by the timekeeper l each employee/s timecard 
will have several blocks preprinted with information retrieved 
from his/her master employee record and schedule record stored in 
DCPS. The blocks labeled "for local use" are for those activi­
ties who wish to note the employee/s hours of work; to record the 
start time of a transaction; or to initial specific types of 
transactions. The blocks with an * are used to annotate the 
totals of the different Type Hour Codes. Refer to enclosure (4) 
to determine what Type Hour Codes apply to these blocks. The 
actual usage of these blocks will be determined by the activi­
ties/ Payroll Office. 

(1) Employee ID (employee/s social security number) 

(2) BLK/GRP (pay block/group) 

(3) ACT UIC (activity UIC) 

(4) DIST (distribution) 

1 

ENCLOSURE (1) 
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(5) Employee Name 

(6) PERIOD ENDING (week 1 or pay period end date) 

(7) SEQ NO (sequence number) 

(8) AWS (alternate work schedule) 

(9) Timecard Destination 

b. Minimum preprinted information: 

~ @ qJ'2 cpo @ CD .., 
P'O.r~ (11)1 .. 1 .. re. f1I'I.OTU 10 I~ ACT vlcl DIST j Ol'tOT!:£ ...,. • 'IT lOT 

10099000' 1'110 003&8 J tFlOO I.u..or ~"" I '1/Zl191 J.tI01 
STD JOIII M«S 01 'oCItI: ~~W .... 

® 1/11/1/ .u.s .. KlII T\.E I.tD Till rll SAT SJI .of 1\J( \C T. Flr SAT -
~ 0 , 1 , I 1 1 J 1 , I J ~ f-"1 

TTPIt" 1/ ~ ~ 

CUOCJl , J I , , , 1 I , .A""" 1 I I 

wa: .10" ~_IIIUS ~(ar-;I\.ST \')II .IG1CT STAIT I lilT I JOI ~l IUC[l IIAZ HI S" 0'" tilE 

~ 
• • . 

f 
- ... .. - . 

I 
NOTE: Timekeepers are to put timecards in SEQUENCE NUMBER order 
or timecard destination order, depending on the activity, prior 
to returning them to the payroll office. 

(1) Timecards should be returned to the payroll office 
even for those employees who have separated, transferred or are 
deceased, but still have a preprinted timecard. Any information 
that may be required to be annotated on the timecard by the 
timekeeper will be determined by the payroll office. 

(2) If the employee has a scheduled tour of duty stored in 
DCPS, current schedule 'information will also be preprinted in the 
following blocks: 

day) 

by day) 

(a) PLT ROT (platoon rotation code), if assigned 

(b) STD FIP (standing FIP) , if assigned 

(c) TOUR SUN-SAT (scheduled number of regular hours by 

(d) TYP/SFT SUN-SAT (type hour code by day/shift code 

ENCLOSURE (1) 
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(e) GRADED NO (graded night differential), if assigned 

c. Preprinted daily schedule: 

£"'lOTlE 10 IILI/wIAcr ulci 0lS1 I Ell>lOT£E !WE PLT ROT PElt! co £ID III" I SEQ 110. 
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Employees with nondaily scheduled tours of duty will have only 
total weekly hours (AWS 3 or 7) or biweekly hours (AWS 4, 5, D, 
and E). These hours will be preprinted in the TOUR - SAT 
block (s) . 

d. Preprinted nondaily schedule (AWS 3): 

DI'l.OTEf 10 IIl.[fQI!t ACT UIC! DIST ! EJPlOTl£ !WE PlT loT 1'£1100 £IDIKGl SEO 110. 
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\ ~ 
DAILY S'''"(1UI NO 

lIDS"!' WORlC "0 BOURS 
PER WEU 

(1) Time cards for weekly reporting sites will be slightly 
different from the preceding biweekly examples. Instead of one 
card reflecting the entire pay period tour of duty, weekly 
reporting employees will receive two timecards. Each card will 
reflect one week of the pay period. 

(2) The next two time card examples reflect a weekly 
reporting schedule. 

ENCLOSURE (1) 
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(a) Preprinted Week 1 Schedule of a Weekly Reporting 

employee. 

I~~J 
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(b) Preprinted week 2 schedule of a weekly reporting 
employee. 

I SECOND WEElC 

- ~ 
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(c) Since timecards are distributed prior to the pay 
period beginning date, the preprinted information may not be 
accurate if a Work Schedule Change was submitted after the 
timecards were preprinted or too late to be processed before the 
timecards were preprinted. When this occurs, the timekeeper 
should correct the schedule information by printing over the old 
information or marking through the old information and entering 
the current information. 

e. Correcting preprinted schedule data: 

(1) In this example, a Work Schedule Change was submitted 
that changed the employee's standing FIP, night differential, and 
tour of duty; but the change is not reflected on the preprinted 
timecard. 

ENCLOSURE (1) 
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NOTE: Writing the new schedule over the old one serves two 
purposes: to cue the payroll office to verify the schedule and 
to remind the timekeepers against the schedule they are posting 
exceptions. If the preprinted data is incorrect, a Work Schedule 
Change form should have been submitted to the payroll office 
prior to sending in the time card so that the new schedule 
information can be entered into DCPS. 

(2) The bottom section of the DCPS Timecard Format 1 con­
sists of titled blocks where the timekeepers are to record 
exceptions to the preprinted schedule information. The excep­
tions that may be posted on the lower part of the card and the 
preprinted information they override include: 

Exception 
Posted In 

(a) TYPE HOUR 

(b) HOURS 

(c) JOB ORDER NUMBER 

Overrides 
Entry In 

TYP 

TOUR 

STD FIP 

(d) TEMP SFT (ungraded only) SFT 

(e) NIGHT DIFF (graded only) GRADED ND 

f. Exceptions to preprinted schedules: 
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ENCLOSURE (1) 
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(1) Environmental/hazard exceptions will also be posted 

to the bottom half of the timecard. 

(2) Since intermittent or AWS code 3 r 4 r 5 r 7 r Dr and E 
employees do not have an established daily scheduler each day 
they work must be entered as an exception. Exceptions must be 
recorded for all employees on a daily basis for accurate time and 
attendance reporting. 

2. Whole Tour Exceptions 

a. Whole tour exceptions are the simplest for a timekeeper 
to post. Whole tour exceptions could be as follows: 

(1) An employee performs a job with a different FIP for 
the entire tour. 

(2) An employee has a·different type hour code for the 
entire tour. 

(3) An employee works a different shift for the entire 
tour. 

(4) An employee works under environmental or hazardous 
conditions for the entire tour. 

(5) An employee without a scheduled daily tour has time 
and attendance to be posted. 

b. DCPS will accept posted exceptions to the FIP as tempo­
rary changes on the timecard. Your local policy will determine 
how FIPs will be used on the timecards. You may have leave FIPs 
for specified types of leave that mayor may not require excep­
tion posting when leave is posted. 

c. Posting exception to FIP: 

(1) The employee worked all day Tuesday 11/12 (week 1r 
day 3) - on a special project charged to FIP 003686LF3SPX. The 
timekeeper marked through the preprinted eight-hour tour for the 
day to indicate an exception is posted for that date. 

ENCLOSURE (1) 
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(2) Whole tour change could be a day of sick leave, 
annual leave, or any other full day change to the TYPE HOUR code. 
Enclosure (4) contains a complete list of the DCPS TYPE HOUR 
codes. ENV/HAZ codes could be reduced to those actually used; or 
if no AWS's are used, then credit hour codes are not needed. 

d. Posting a whole tour of duty exception: 

(1) The employee worked the holiday on Monday - 11/11 
(week 1, day 2). The detail line for the exception includes the 

WK/DAY, TYPE HOUR code, HOURS, and NIGHT DIFF. If NIGHT DIFF is 
not posted as part of the exception transaction, it will not be 
paid. 
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(2) The TMP SFT block is completed when an ungraded 
employee works a shift other than his normal shift and may be 
entitled to a higher shift premium. If the TMP SFT block is not 
completed, the employee will receive his regularly scheduled 
shift premium (if any) . 

e. Posting a whole tour temporary shift exception: 

(1) The employee was assigned to work third shift on 
Tuesday 11/12 (week 1, day 3) - instead of his/her regular second 
shift. The TMP SFT code 113

11 will match the TYPE HOURS code IIRTII 
and override the scheduled second shift to allow third shift 
premium to be paid. If the TMP SFT of 113 11 were not entered, the 
third shift premium would not be paid. 
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(2) The employee worked first shift on Thursday -- 11/14 
(week 1, day 5) - instead of her scheduled second shift. The 

TYPE HOUR code IIRFII documents the first shift hours. However, 
the TMP SFT is left blank so that her regular second shift 
premium will be paid (not overridden) . 
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f. Posting a whole tour shift exception: 

(1) The employee was assigned to work third shift (2330 -
0800) on Saturday - 11/16 (week I, day 7) - instead of his 
regular second shift. The TYPE HOUR code must be changed to "ST" 
so that Sunday premium as well as third shift premium will be 
paid. 
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(2) There is another situation when you will be using the 

TMP SFT block on the timecard. When an employee is on military 
leave (LM) or traumatic injury (LT) r DCPS needs a means of 
tracking the unscheduled workdays that will count toward the 
available balance for military leave and the 45 days of traumatic 
injury entitlement. You will need to indicate what days of the 
pay period are to be considered non-work r but are to count 
towards military or traumatic injury used. To do this you will 
need to enter a "4" in the TMP SFT block. This will be used for 
both graded and ungraded employees. 

g. Posting military leave on a non-work day: 

(1) When military orders state that an employee is on 
active duty 11/10 - 11/23. The time and attendance should be 
annotated with those days that the employee would not have been 
working but need to count as the military days used (weekends 
enclosed by military leave are counted as military days used) . 
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.,1 lad CDP Ja.l I ... j2Jej 1- jel I Ell I Lvi _/LV 

(2) When an employee works under environmental or hazard­
ous conditions r detail lines must be entered to show the number 
of hours and type of environmental or hazardous conditions the 
employee worked. 

(3) All of the Environmental/Hazard Codes are shown in 
enclosure (5). 

h. Posting whole tour environmental/hazard codes: 

ENCLOSURE (1) 
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(1) The graded employee spent all day Tuesday - 11 12 

(week 1/ day 3) - working around micro-organisms. She was at a 
high degree of risk (FF). Her entire eight-hour tour is posted 
with the "FF" hazard code. 

~ fD JllXIDPllCT ulci o 1fT I o.t..D'TTf ~ ~T toT !'nIl%! r.,I.:1 RO Ill. 
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I 
i 

(2) A last hour indicator is required for any ungraded 
employee working in an environmental condition during the last 
hour of the regularly scheduled tour for the pay period. Place a 
"Y" in the LST HR column next to the ENV/HAZ code being worked 
during the last hour of the regularly scheduled tour for the pay 
period. 

(3) The last hour indicator is very important to report 
to the payroll office. It will clue the payroll clerk/technician 
to set the corresponding indicator on the time and attendance 
input screens. With the indicator set/ DCPS will calculate the 
employee/s annual salary correctly and then deduct the correct 
Federal Employees Government Life Insurance (FEGLI) amount. 

i. Posting a whole tour environmental code (last hour 
indicator required) : 

(1) The employee (ungraded) worked the last day of the 
pay period/ Friday - 11/22 (week 2, day 6) - aboard a surface 
craft (ER). The last regularly scheduled hour was spent working 
in an environmental condition. 

ENCLOSURE (1) 
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(2) For those employees who do not have a daily tour 
stored in DCPS, every time and attendance transaction is an 
exception. Such employees include those with intermittent 
schedules or those with AWS codes 3, 4, 5, 7, D, and E. 

i 
; 

I 

j. Time and attendance for nondaily tours. The below chart 
shows time and attendance for a nondaily tour employee with an 
AWS of "3". Each instance of time and attendance represents an 
exception. 
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k. Time and attendance for intermittent employees. Time and 

attendance for a nondaily tour employee who works an intermittent 
schedule. Again, each instance of time and attendance represents 
an exception. 

OPlcnu rD IIL.KJCIII ACT utel DtST J ~ 1M( 'IT ROT PEltco [I()IIfGI seQ NO. 
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I 
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3. Broken Tour Exceptions 

I I , , 

IW LIT 1'JII 
IU.Z. In 

I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 

I I 
CTAlT 
TIM! 

"'/lV 

a. If there is a change in the type hour code during an 
employee's normal tour of duty, then the tour is considered 
"broken. II 

b. Breaking the tour will require posting the "exception ll 
(other than regularly scheduled) hours of the tour. 

c. Timekeepers need to account only for the employee's 
exception hours. Accuracy and completeness in posting exceptions 
is most important. 

d. Posting a simple broken tour. The employee was injured 
on the job at 2045 on Friday - 11/15 (week I, day 6). The 
employee is sent home on leave code II LUll (nonwork period for date 
of traumatic injury or death). The standard tour is interrupted, 
so the preprinted number of hours is marked through for the 
week/day the exception occurred. The detail line shows the 
week/day, type hour code, and hours for the exception. 

ENCLOSURE (1) 
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e. Posting a broken tour for a firefighter. The employee is 
a firefighter whose tour of duty is interrupted by two hours and 
forty-five minutes of sick leave on Wednesday - 11/13 (week 1, 
day 4). The detail line reflects the necessary information for 
the exception to be entered into DCPS: week/day, type hour 
codes, and hours. 
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"/LY 

f. Posting a broken tour with night differential (graded 
employees). The employee's eight-hour tour of duty for Friday _ 
11/15 (week 1, day 6) - has been "broken" by four hours of annual 
leave (LA) at the end of the tour. Note that his NIGHT DIFF has 
been posted in the corresponding detail line. 
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g. Posting multiple leave exceptions with night differential 
(graded employees). We have posted several leave exceptions that 
total eight hours. We want to make the point that the timekeep­
ers should always post the night differential hours with the paid 
leave exception it belongs. DCPS will reverse the night differ­
ential hours in the leave conversion process if the employee is 
not entitled to them. 
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h. Posting a broken tour with split night differential 
(graded employees). The employee's tour was split by taking four 
hours of LWOP at the end of the employee tour. Because of the 
nonpay hours, it is not necessary to post NIGHT DIFF in the 
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corresponding detail line. DCPS will not allow night differen­
tial hours to exceed the hour posted in the HOURS block, or to 
exceed the remaining scheduled hours. The scheduled night 
differential hours will be balanced against the remaining regular 
hours. 
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i. Partial night differential hours entered with appropriate 
transaction (graded employee). The employee's AWOL hours affect­
ed part of the scheduled night differential hours. Post the 
NIGHT DIFF with the AWOL hours to show the reduction of the night 
differential hours to be paid. 
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J. Posting a broken tour with night differential changes 

(graded employee). The employee had three hours of AWOL from 
0300 to 0600. Since the AWOL (KC) hours were for the same period 
that night differential would have been authorized, an exception 
reflecting no night differential for three hours is required. 
With the NIGHT DIFF accounted for as an exception with the AWOL, 
the scheduled NIGHT Diff will not be paid. 
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(2) Many civilian employees move from task to task within 
the course of their normal workday. It is not unusual for the 
tasks to have different FIP's. 

(3) Accurate posting of these exceptions may be important 
for an activity's accounting/budgeting management. 

k. Tour split by different FIP. The employee worked two 
hours on a task charged to a different FIP, but his type hours 
didn't change. 

.. 
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1. Tour split by different FIP and type hour codes. Two 
within tour exceptions and a broken tour exception are shown 
below. The employee worked a different task until 1900. After 
the employee's meal break (1900-1930) she again changed tasks 
until 2130 then she took one hour of annual leave. 
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m. Posting hazardous exceptions (without night differen­
tial). The employee spent 30 minutes in a "high work" situation 
(EB) at the beginning of his tour. Since his hazardous work was 
completed prior to 1800, the night differential is not posted 
with the exception. 
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NOTE: The actual time spent in a hazardous duty situation must 
be posted. Point 5 (.5) hours of actual exposure are posted, but 
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the employee will be paid for eight hours of exposure. (Graded 
employees are paid environmental pay for all hours in a pay 
status. ) 

n. Posting hazardous exceptions (with night differential) . 
The employee's last two hours of his tour are posted as flying 
time (EA) , with the applicable night differential hours. Al­
though this occurred on the last day of the pay period, the last 
hour indicator is not required because he is a graded employee. 
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o. Posting environmental exceptions. The employee spent 30 
minutes in a IIhot work ll situation (EF) during the middle of his 
tour. 
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NOTE: The actual time spent in a hot work situation is entered 
on the timecard. The employee will be paid a minimum of one hour 
of exposure even through he was actually exposed for .5 hours. 

p. Posting environmental exceptions (last hour indicator 
required). The employee spent 30 minutes welding preheated 
materials (EG). The session was in his last regularly scheduled 
hour, on the last day of the pay period. 
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NOTE: The actual time spent in an environmental duty situation 
must be posted. DCPS will pay the correct amount when regula­
tions specify a minimum amount or that other than actual time 
should be paid. 

q. Posting environmental exceptions (last hour indicator 
required). In the below chart, the ungraded employee spent 45 
minutes working in a fuel storage tank (FK). The time was at the 
beginning of the regularly scheduled tour on the last day of the 
pay per;:i:o:d~. ____ ,-__ ~~~~ ____ ~~~~ ____ ~~~~~~~;: 
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NOTE: The actual environmental duty time is posted, and the 
employee will be paid for eight hours of exposure. (Ungraded 
environmental codes that begin with an "F" are payable for all 
hours in a pay status.) The FEGLI rate is affected because the 
"F" codes are payable for all hours in a pay status; therefore, 
timekeepers must also post the last hour indicator for the 
payroll office to enter into DCPS. 

4. Overtime Exceptions 

a. When a full-time employee works more hours than his/her 
regularly scheduled tour, the timekeepers must post overtime 
detail lines. Part-timers' overtime will be discussed at the end 
of this section. 

b. Posting a simple overtime exception: 

(1) The employee worked 45 minutes of unscheduled over­
time at the end of her tour on Tuesday - 11/12 (week I, day 3) . 
The tour of duty is marked through to indicate an exception is 
posted. The detail line includes week/day, the "OU" type hour 
code, and hours. "OU" is used for unscheduled overtime only on a 
scheduled workday. 
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(2) Below we will show you what Type Hour Code is used 
when an employee works unscheduled overtime on a regular day off. 

c. Posting unscheduled overtime on a regular day off (RDO). 
The employee came in and worked five hours of unscheduled over­
time on Saturday - 11/16 (week I, day 7). Unscheduled overtime 
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work performed on a day when work was not scheduled is considered 
callback overtime. Type Hour Code of "OC" will be used to report 
the five hours of overtime. 
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d. Posting a callback overtime exception. The employee 
worked her regular shift on Wednesday - 11/20 (week 2, day 4) 
but was called back to work at 0215 for 30 minutes. The exact 
number of hours worked on callback overtime is posted. When less 
than two hours are posted, DCPS will pay the correct amount under 
Title 5 or FLSA, whichever is applicable 
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e. Posting an overtime exception with a temporary shift. 
The employee worked third shift on Wednesday - 11/20 (week 2, day 
4). She also worked 35 minutes of unscheduled overtime at the 
end of the shift. The regular eight-hour tour is posted with the 
TMP SFT of "3" to ensure that the regular second shift pay will 
be overridden. Since temporary shift premium must carryover 
into overtime, the overtime is also posted with a TMP SFT code of 
"3" to ensure that the correct rate is paid. 
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f. Posting an overtime exception with night differential. 
The eight-hour tour of duty is marked through to indicate that an 
exception for that day has been posted. Because the overtime is 
scheduled, the employee is entitled to night differential pay for 
his 0 t' ho ver lme urs. 
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g. Environmental exceptions with overtime. The employee 
spent two IS-minute sessions in the pressure chamber. The first 
session was in the morning. The second session occurred at the 
beginning of two hours of scheduled overtime. 
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NOTE: Actual hours of exposure to an environmental condition are 
entered, but the employee will be paid eight hours on regular 
time and two hours on overtime. 

h. More environmental exceptions: 

(1) The employee spent the last hour of the regularly 
scheduled tour on the last day of the pay period working in a 
fuel storage tank. The employee also spent the first hour of 
three hours of scheduled overtime in a fuel storage tank. 
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(2) DCPS allows only regular hours to be input for part­
timers for the first eight hours of their tour of duty, whichever 
is greater. If the tour of duty is less than eight hours, eight 
regular hours must be input prior to overtime, compensatory time, 
credit hours or religious compensatory time earned. 

i. 
tour) : 

Posting an overtime exception for a part-timer (six hour 

(1) The employee worked three unscheduled hours past her 
regular hours. Since her scheduled tour is six hours, eight 
hours must be posted before she is authorized overtime. 
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(2) When a part-timer works on a regularly scheduled day 
off, overtime hours must be reported even though 40 regular hours 
have not been completed for the week. DCPS will convert the 
overtime hours to regular hours to fulfill the 40 hour require­
ment before overtime is payable. 

j. Posting hours of work for a part-timer on a regularly 
scheduled day off . _ .. -.-- --. -
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k. Entire pay period time and attendance (ungraded employ­

ee). The timekeeper posted the following exceptions for the pay 
period: 

(1) Week I, day 2 - the employee worked the holiday on 
FIP 100006AKIGZ. 

(2) Week I, day 4 - the employee worked the second shift, 
with authorized premium. 

(3) Week 2, day 2 - the employee worked two hours under 
environmental conditions (micro-organisms - high degree), then 
took three and one-half hours of sick leave on FIP 100006AklLS. 

(4) Week 2, day 6 - the last hour of his scheduled tour 
the employee worked under environmental conditions (micro-organ­
isms - low degree) . 
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1. Entire pay period time and attendance (graded employee). 
The timekeeper posted the following exceptions for the pay 
period: 

(1) Week I, day 3 - the employee had one hour and 45 
minutes of callback overtime. 

(2) Week I, day 4 and day 5 - the employee took annual 
leave on FIP 100006AKILA. 
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(3) Week 2, day 3 - the employee came in five hours late 

(4) Week 2, day 5 - the employee worked two hours of 
scheduled overtime under hazardous conditions (unshored work) . 
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DETAILED INSTRUCTIONS FOR COMPLETION OF FORMAT 2 TIMECARDS 

1. The format design differences are apparent in the bottom of 
the timecard where exceptions are posted. The orientation of the 
blocks is very different. Instead of posting each exception on a 
separate week/day detail line down the timecard, post each 
exception in the week/day detail blocks across the timecard. 
Also note that Format 2 does not provide space to post environ­
mental/hazard codes, temporary shift changes, or night differen­
tial changes. Timecard Format 2 is intended to reduce the number 
of detail lines needed to post multiple occurrences of the same 
type of transaction. 

a. Timecard Format 2 (front) for regular graded employee: 
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b. The administrative requirements for Timecard Format 1 are 
also valid for Timecard Format 2. They are summarized below: 

(1) If a Work Schedule Change form is submitted after the 
timecards have been preprinted, the timekeepers should write the 
new schedule over the preprinted one for payroll office verifica­
tion and for a reminder to themselves of the schedule they are 
posting exceptions against. 

(2) If the number of exceptions exceeds the number of 
available detail lines, the timekeeper must fill in the top line 
of a blank timecard (of the same format) with the employee/s data 
and continue to post exceptions. 
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2. Whole Tour Exceptions. As in the preceding format, begin 
with simplest type of exception. The whole tour exceptions are 
as follows: 

a. An employee performs a job with a different FIP for the 
entire tour. 

b. An employee has a different type hour code for the entire tour. 

c. An employee without a scheduled daily tour has time and 
attendance to be posted. 

d. Posting exceptions to FIPs. On Tuesday _ 
day 3) - the employee worked on a special project 
003686LF3TSK. The eight hour tour for the day is 
to indicate an exception is posted for that day. 
line for the new FIP is posted. 

11/12 (week I, 
charged to FIP 
marked through 
Then the detail 
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e. A whole tour change could also be a day of sick leave, 
annual leave, or any other full day change of the TYPE HOUR code. 
Timekeepers must be careful with shift changes, though, because 
temporary shift changes may not be reported on this card. 

f. Posting a whole tour of duty exception. The employee was 
sick on Tuesday - 11/12 (week I, day 3). The detail line re­
flects the type hour code for sick leave and the number of hours 
recorded in the Tuesday block of week 1. 
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For those employees who do not have a daily tour stored in DCPS, 
every time and attendance transaction is an exception. Such 
employees include those with intermittent schedules or those with 
AWS codes of 3, 4, 5, or 7. 

g. Time and attendance nondaily tours. The following format 
shows time and attendance for a nondaily tour part-time employee 
with an AWS of 3. Each instance of time and attendance repre­
sents an exception. 
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h. Time and attendance intermittent employees. The follow­
ing format shows time and attendance for a nondaily tour employee 
who works an intermittent schedule. Again, each instance of time 
and attendance represents an exception. 
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3. Broken Tour Exceptions. 
broken tour exceptions. The 
is a change in the type hour 
tour of duty. 

In this format, timekeepers will see 
tour is considered "broken" if there 
code during an employee's normal 

a. Posting a simple broken tour. The employee in the below 
format was injured on the job on Friday - 11/15 (week I, day 6) _ 
and was sent home on leave code LX for two hours. The scheduled 
tour is marked through, and the detail line is posted to show the 
type hour code, hours, and on which week/day the exception 
occurred. 
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b. Posting a broken 
duty for the firefighter 
minutes of sick leave on 
detail line reflects the 
to be entered into DCPS: 
the appropriate week/day 

23 JUN 1997 
tour for a firefighter. The tour of 
is interrupted by two hours and thirty 
Thursday - 11/14 (week I, day 5). The 
necessary information for the exception 

type hour code and the hours posted in 
block. 
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c. Posting a broken tour. The eight hour tour of duty for 
Friday - (week I, day 6) - was "broken" when the employee took 
annual leave (LA) for four hours in the afternoon. Mark through 
the preprinted number of hours. Enter the hours in the corre­
sponding week/day block on the detail line with the LA type hour 
code. 
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4. Within Tour Exceptions. Below are formats of exceptions that 
occur within an employee's regularly scheduled tour to include 
working on tasks with different FIPs. Many DOD civilian employ­
ees move from task to task within the course of their normal work 
day. It is not unusual for the tasks to have different job order 
numbers. Accurate posting of these exceptions may be important 
for an activity's accounting/budgeting management. 

a. Tour split by different FIP. The below format is an 
employee's workday divided between two tasks, each with a differ­
ent FIP. 
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b. Tour split by type hour codes and different FIP. The 
employee worked a different task until lunch. After the meal 
break, the employee again changed tasks until two hours before 
the end of her tour, at which time she took two hours of annual 
leave. 
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5. Overtime Exceptions. When a full-time employee works more 
hours than the regularly scheduled tour, the timekeepers will 
post overtime detail lines. 

a. Posting a simple overtime exception. The employee worked 
forty-five minutes of unscheduled overtime at the end of the tour 
on Thursday - 11/14 (week I, day 5). The tour of duty is marked 
through to indicate an exception is posted. The detail line 
includes week/day, the OU type hour code, and hours. 
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b. Posting a callback overtime exception. The employee 
worked the regular shift on Wednesday - 11/20 (week 2, day 4) 
but was called back to work at 2230 for 30 minutes. The exact 
number of hours worked on callback overtime is posted. When less 
than two hours is posted, DCPS checks employee entitlements and 
pays the correct amount under Title 5 or FLSA, whichever is 
applicable. 

-'CI'"!l: [0 Iku"'!lACf IIld OUT J 1IO"I.0I"tE __ 1 'u 1m .lOU/IX! OOHC\ 11! .... 
~I f 1SO I IGIIDO I AC11X! 1 ~ -.u. , .1 , I1tnm 1 ,n 
ImI JOlt lOOIlQ&.IClet IfIU 01 '.auj ~-2.CCD 

/lfllfll_ lUI .... lILl_ r,. "/ ... r ... ICII T\JE "., t_ ral IAT 
T':U J c f qoo 'IOCII .klO 'Iao ~lca I I 1100 .'00 1\1100 • lOCI • lao i 

TW/errl," II l n lin l II l H l n 2 IS l II#.. 1 IS 2 n Z .......,., i i I I I I i f I , I 1\ f , , 
·.,.,._ ..... 1 TT7 .. ..., .... lOr M - T,. fli U.T IKn 

IOC, 
I , , I I , , I I 
1 I / , .~ I 1 I I 
1 I , I f I .1 i 
z i i f I I I il 
1 I J I I , , ..1 1 
1 , i f I I i i 
1 I , f i f f I 

Z i i f f I .J. i 
1 f i , 1 i , I : 
l f f f , , .1 i 
I i J f f 1 .1 .1 
z f f I f f J i 

II' I 1 orl 1c:w1 1 .... 1 1 ... 1 210)1 b .. , .,1 lUI Ilvl t .. lt!l 

ENCLOSURE (2) 

7 



BO 7420.2F 

2 3 JUN 1997 
c. In the Timecard Format 11 posting overtime for part-time 

employees was discussed. DCPS allows only regular hours to be 
input for the first eight hours on the employee/s tour of dutYI 
whichever is greater. Also l overtime hours must be reported when 
an employee works on a non-regularly scheduled workday (RDO) even 
though the requirement of 40 regular hours in a week has not been 
met. DCPS will convert the appropriate overtime hours to regular 
hours and pay accordingly. The format below shows overtime 
posted on Timecard Format 2 for a part-time employee whose 
scheduled tour of duty is only six hours. Therefore I eight 
regular hours must be posted before overtime can be posted. 

d. 
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......-_!:!,. l.!. I I I 1 \I 1. I I I I • 1 . .J.....l I_......,.I_.I.,.;II\.~-r-r __ -i 
F~'W--.!' .. ,1.\.1. ,. • • •• •• -".' •• • \ 

Jc:I cro£:a ~r t". w:: ... lIIOf ~ we ,. '11 Uf 'liT 

-.-- - •. -.-.----- I"RG-; : : : I~: : : : 

C ... __ .. _____ . __ :0$ 7-tct:lt ~L.: : : 
: I (.. r!.. _L ..L_I._~. I I , : ....... -.. -----.-.-.. -.-t. 2 I .• L-1._ I I I ~I 
: j"'!'" J. .J... i--J. I I I I 
," ... . ___ .. '. __ . __ . _ -r1-...l- I 1 1 1 I I I 

r!.. L~ I I f" I J I 
_ ..• __ .. _. _.~.. _ -r1- . .J- _L...l. _I L I ..l ._~ 

r-!-f-i.. •. ! I I I I , 

~.~. r::-r-'Tc-'- T.'-· I ~ 11 I I 1 I 
!!!.....L •. ~~ Y"!l . ...J'!!J _.... -bIOi .. t il/I .. I .1l,,1 

I 

II , I I . 
I 
I 
I 
I 

e. Posting tour of duty exceptions - law enforcement offi­
cer. This law enforcement overtime I using Format 1 timecard, 
would result in four exception lines. The difference in number 
of detail lines using Format 2 timecard is readily apparent. 
Four lines of exceptions on the Timecard Format 1 becomes just 
two lines on the Format 2 card . 

. 
-..:II"If r. lou:.--l.tCT ute erlT -'om:! ..... I .... ICT 1_·011 _1011 ..... 
~ 

~ _ 1 V44II j ____ "t , 1 •• -'t1,I91 1 c:t 

'" ~ 
, • ., ... I.r.l,. ~ I 

if/"'" il!II .I~ ~ "'" - Nt 'If ... .,.I~j~ ". Nl W 

_ .... I , I. I,,,,, 'HI, ''''!~L<!I 1 ..l .\4111 .*'.~ r-.t ... .1&1 I 

""""'" '/I, lur , 1.\1' _'81<11 ,I .. I. I 
,_ .1. , IlIII\.t 1111 _f ,-- I \ ! 1\1 .L~ 'i I 1 I I I I t\ I 

,0;0 __ .- ".- 0.: OJ! .,. M W TIll! N:I .,r i !alT 

I I I f "\Z MIl I I 

t.~~I.U::~ t:u I , I I I ( 

I I , 1 ! 1 1 

"9~4.LF~A M ~ I I , 1121 L 
I I I , 
1 , , 1 , I , I , 1 1 , I I 

z I 1 I I I 1 
I 1 1 I 1 
I , 1 I 1 L 
I I 1 1 , I I . 
Z I 1 J I 1 

.. I , .... , 1~1 I ... 'ul lael '",I • IIIW 1,,1 1./\,,1 

ENCLOSURE (2) 
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f. These last two whole pay period formats combine a variety 

of exceptions to show the main advantage of the Timecard Format 
2, which is a reduction in the number of detail lines necessary 
for posting repeated occurrences of the same type of exception. 

g. Timecard Format 2 for whole pay period (graded employee) 
In the below format, the employee worked overtime and took leave. 

~ II 11UI_ ICT Ulci lilT I ~-
t ... 1 ~ ''GIICII _1.1 _ lUI 

~ j,,! '_it"! ~_If I i 1t/lSl9l I .. 

"'. - , .. t_._iIl_.I~1 

1111",,1- .. .. M \D r. "I' M' --". - ... ~ .. T 

'- I. ~ "OIl r>.. .. ~1Ie ... 1I0Il ( ( f'&Jc "* l'f* ~ 
l"..".",-ri", IJ 0 i.,\ t 1.\, I •• I •• 1 .. \, .1\, 1111\ , 1111\, I~. 
I ...... ! 1 1\ 1 \ I 1 I I 1\ 1\ (\ 1\ [\ 1 RI __ 

"" . WI: P .. lIo2 Ie TW "I .. T I. IT 

I I 1 11 1':! I 1 

1 a?y,4lE..!UT \ .t:XL 1 1 ( I , I • 1 1 
\ , I r I~, , .1 I 

i iL!S z I I I j , 1 . 
r·· --_. 

1 1 1 ( i ! ( 1 1 ..... iLA z 1 tl 11'1 1"1 l&t I~t I 
:.--- 1 I I I I ( 1 I 

I'IV1: on:uL LIDII a. z 1 1 1 1 I I 1 

nneJPIl PCaa1' 1. - 1 I 1 i 1 .1 1 1 
~la.~4~. z I 1 .1 I 1 I 

1 1 1 1 1 j 1 I 
z 1 , , I 1 , I 

~ IOf.l iI;: .. 1 Inl lui 2IID1 ,-I .. 1. IVI lu{ I. 1t.,1 

h. Timecard Format 2 for whole pay period (ungraded employ­
ee) In the below format, the employee worked part of her tour 
on FIP l00006AKIJK, worked part of her tour on FIP l00006AKIJM, 
and worked some overtime. 

- 1 I'\.T lOt' PUICD (1Il1"" 
_ ..... 

lOPlDftf 10 IlWQIPlacr Ule! DIST I -.om: WE , I11Z!J91 DI!S 
2I56'41C1S 'ZlIl J IOID! 1"':100 I cur_ - I '.101 \Ot[ L2J,",,-"'~ lTD IJI. ,-.nl' 

IS I f'Il I Ali V.T 1"",,1- _1M _I T_ FlI UoT UI IDI 1U! .. 
! 1"10Il 1"100 1,'oo~laef\ellXll , 

Ta.a 10 I 'IOIIj'e100 1"1001"100 '~Ioo , 
nPlI1Tlfll LI '\1'1\, u\ ,Iu\, tT\3 IT\S IT\' tT\' 11\ , IT\S 

I J I t' t \j 1\ 1\ '1 , 1\ 1\ 1\ 
" 

I' 1 _Ill ... --\C T_ Al SAT I.IT RI c:.xt __ TTP. we 
1 

" I 
1 1411 I~I 11/£ iii 

I ALJtt:t{) /...It k. I :r k ~T. I 1~1 1.("1 I."" 11 J,l 
I 1 I "I 1.c1 :~lr 4(! I 

1~~.Akl:rM I~z: I 1 t'1 ZI I~~ ['-1.. I~ ., , , 1 I I 

los I 1'6 Zl , /I 1 

" , , 1 1 I 1 If I 
z I I I I.,., j I I I ,-

r.!. 21 DETAIL LINES ON 1-
z P'ORKAT 1 CARD -- I-

r!- P'ORKAT 2 SAVES 18 LINES. 1-

If; I I orl .lco.l 1111 10 .... 1 211)1 
z 
,_I .. I 1(/11 LvL IWlLvl I 

ENCLOSURE (2) 
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DETAILED INSTRUCTIONS FOR THE COMPLETION OF WORK SCHEDULE 
CHANGE FORMS 

1. A major part of the timekeeper's duties is the preparation of 
employee timecards. Accurate timecards are necessary for employ­
ees to be paid correctly. Changes that affect this time and 
attendance data may also affect their pay (a shift change, for 
example) . 

2. Each employee must have a work schedule stored in the DCPS 
system. The stored schedule will contain the employee's workdays 
and shift code (as applicable), scheduled night differential, an 
alternate work schedule code, a status code, a FIP, and other 
pertinent information. This work schedule will be used to 
validate the employee's time and attendance that the payroll 
clerks will enter from the timecards. The concept of the on line 
schedule is very important for the timekeepers to understand, 
because the stored schedule has a tremendous impact on the time 
and effort required for time and attendance data entry. It is 
very important that any schedule change be reported to the 
payroll office as quickly and accurately as possible so that the 
changes can be entered into the system prior to time and atten­
dance processing for the pay period. 

3. The Work Schedule Change form is designed for reporting 
changes to the employee's schedule to the payroll office. This 
is NOT a timecard! Timekeepers will use the Work Schedule Change 
form to report changes to current employees' schedules, as well 
as to report a new hire employee's work schedule to the payroll 
office. 

4. The following format is the Work Schedule Change form. It is 
not a standard form at this time and is reproduced locally. 

Blank DCPS Work Schedule Change Form _-.u_ ,A .. , - . .&t11f11:1 .. '" I 
; , 

.. '"' ...... 11_ 
.. lAnaM __ --- I\£ __ a, ___ 

•••••••• &'f ...... _MY ....... .. - ... - ... ft, lA' "!'l'" n, 
_1 - - - - - - -lOIn - - - - - - -.,t.,,_ - - - - - -. -, - - - - - - --" - - - - - - -.tl"_ .- -- - - - - -........ , .... _n.Mt __ 

--. _ at._lnan ",_ 11'_ 0, _ 

".'WI "'- ..)II: It" .. ,n_ 

'-/ 
mz a:AIat ~PUI ao c:matZJI'%'L'I 

ENCLOSURE (3) 
loIl'nIOlIXU 5C11ZDJZ,Z awcCD 
wnJ.. JIOST ~ CICIIITDI'In '!'O 
SIC)! »ro DUZ 'l'IIZ !rEV ~. 
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a. Enter employee's name, SSN, Activity UIC, and Distribu­

tion. The timekeepers will find this information on the 
employee's timecard. This top information must be included in 
order for the clerk to access the employee's record and make the 
change. 

NAME, SSN, ACT-UIC, AND DIST 

CSI. 

IJIflCfrvr DATI: __ _ 

1«1 

IIrn 

mDr" _ 

• • • • • •• PAr PfltCD n:xa 01 DnT ••••••• 
... 11K to nu PI! tAl 

.-.-~-1UIII1IIG.a _______ ~ __ _ 

TIIGAm DDl'IIIATlCII 

IICIADID Dll\.Q!OII IIlI'Mra Drn au (I) _ (2) _ (l)_ 

b. Enter the EFFECTIVE DATE. Timekeepers need to understand 
that this is the date the schedule goes into effect. The effec­
tive date can be different from the DATE SUBMITTED. 

ENCLOSURE (3) 

EFFECTIVE DATE 

uner;' lin ~4:s rIA STATUI CI:IDI _ AlII call _ PU.!OCII IIlI'ATlIIG CI:IDI _ 

IGTDI" __ 

lit 2 

DIn 

IIGI"DI" __ 

• • • • • •• ,IT PaJ:D 1U 01 aun ••••••• 
_ u WI nu RI sar ~/~' 

-I 

IUIIIlIIQa __________ _ 
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NOTE: Work schedule changes should be submitted as far in 
advance as possible to ensure that the next or applicable pre­
printed timecard will include the change. 

c. Enter new values in the appropriate blocks. The rest of 
the blocks on the form are used for posting the various types of 
changes for the employee. 

5. Financial Information Pointer 

.a. DCPS has the capability to store a labor charge code for 
each employee. This number identifies to what "account" a 
specific job, or group of jobs, will be charged. In DCPS this 
number is called the Financial Information Pointer (FIP). 

b. The Financial Information Pointer blank is completed when 
an employee's changing jobs will result in a permanent change to his/her FIP. 

6. Timecard Destination 

a. This identifies the location of an employees work center. 
It is a four position alpha/numeric field that is used to sort 
and distribute timecards. May be one to four digits, or left 
blank if an activity does not wish to use the field to distribute timecards. 

b. Change the FIP. The FIP for the employee in the follow­
ing format has been changed to 021106LA1CA. 

•• 

lit 1 

sarn 

.. 
.:Til" _ 

IItZ 

saln 

u:r \/tCI 

• • • • • •• 'AT POICD ttuI Of' IIUTT ••••••• 
ICII M ~ nu PlI lilT 

_0-

InOT DIf' _ _ _ -"-

3 

ENCLOSURE (3) 
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7. Pay Period Tour of Duty 

a. The Pay Period Tour of Duty section is completed whenever 
the employee is scheduled to work different days I a different 
number of hours per daYI a different shift or different hours of 
night differential. The employee/s daily hours are entered on 
lines WK 1 and WK 2. The shift code for each workday is entered 
on the SHIFT lines. The number of night differential hours for a 
graded employee are entered on the NGT DIFF lines. 

b. Regardless of the input form used
l 

the tour of duty for 
the entire pay period must be shown. Partial schedules cannot be 
processed. 

c. It doesn/t matter if the change is effective at the 
beginning or in the middle of the pay period I the enter NEW tour 
of duty must be entered. 

d. A part-time employee who has a Part-time Career Act (PCA) 
status - Iyl cannot have a schedule greater than 64 hours per pay 
period. (These are employees who have not worked part-time 
continuously starting prior to April 8

1 
1979.) 

e. Changes to Pay Period Tour of Duty. The employee/s 
schedule has been changed I effective November 18

1 
1985 to third 

shift hours (2300-0730) I Sunday through Thursday. Although this 
schedule goes into effect in the middle of the pay period

l 
DCPS 

will track the schedule changes and will implement the correct 
week of the new schedule based on the EFFECTIVE DATE. 

ellu &C1' UICr ~ISTr 

,t'111tr t&.\ STAM CZIII_ .. CZlDC _ PLAtlDI croUllIIi CZlDC_ 

• • • • • •• 'AT JIIIICD lIIII 01 DUn' ••••••• 
.. DI M IG 1'111 III I,U 

L..--__ ----' -L ..L.L. ...L 
M '" U/I) 

." 3. .3.. ."i ,3.. 
ell" _ 

el." _ 

IT __ ... ___________ _ 

ENCLOSURE (3) 
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8. Normal Night Differential. The night differential hours 
blanks are used to show a change in the number of night differ­
ential hours pay per day a graded employee may be entitled to 
receive. These hours are scheduled regular hours to be worked 
between 1800-0600. The fields are completed when the employee's 
entitlement changes, based on a change in schedule or transfer to 
a new activity. 

a. The employee's tour of duty is not changing -- only the 
hours of work. His new hours of work, 1500 - 2330, mean that he 
should receive five hours of night differential pay every day. 

ISII! 

"---"----"- -------------------. 
I.t:f UICl 

• • • • • •• 'AT I'QIIlD nut 01 DUn' ••••••• .. ... M . WD • nil "' 10\1 

I.eJ 

uln 
-fL 1- ...f... ...L L-

m 01" _ -S:... ...5:.- ..s::... ..Ji:.. ...G:..-
I.e Z -B- ~ ..JL -2- ..L 

DIr BCa'RSf 1.500 - 2330 
nGZr DI:l'1' - !S EotmS 

b. This employee is changing his hours of work. His new 
hours of work mean that he would receive a different amount of 
hours of night differential on different days. 

ENCLOSURE (3) 
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NEW HOURS: MON 
WED 

TUE 
THUR 

FRI - 1600 - 0030 
- 1200 - 2030 

• • • • • •• 'IT ftZ1CIJ taa 01 curr ••••••• _ _ 11.1 _ till IU Ill' 

DIrT 

r.TDI" _ 

..:2 

DIrT 

_DI" _ 

..£.. .L ...!:L L JL 

..£. ~ ~ .iZ.r£ -'=­

.L L -L ....L . ..,L 

lUI NT '".) 

stAlllUC __________ _ tUCllll DaTlIlTlClf __ 

9. Sunday Premium. Payroll will need to know if a graded 
employee or an ungraded employee working second or third shift 
will be entitled to Sunday premium pay because of the hours of 
work scheduled for Saturday. If Saturday's regularly scheduled 
tour of duty hours cross midnight, the timekeepers should put a 
nyn in the SUN PAY blank(s). The nyn will cue the payroll clerk 
to enter the indicator that will permit Sunday premium to be 
paid. If there is no nyn on the schedule change, the employee 
will not automatically receive the Sunday premium. 

a. Saturday second shift employee entitled to Sunday premi­
um. In the following format, the employee's second shift hours 
of work will be 1800 - 0230. The employee is entitled to Sunday 
premium pay because his Saturday hours carry over ~nto Sunday. 

" .. CTIWI UTI " (,~ M 11A 'UM GIl( _ _ alii __ " ... l1'11:11 ICUTJIICI CZIIC __ 
; J • 

• • • • • •• '.I.T PU.lCZI tQ.a CIf "'" ••••••• 

.. .. na t.D 1111 ft. u.t ~'i~T 

_ ......L ..L- ..1L -L L utI 

ENCLOSURE (3) 
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b. Employee with night differential and Sunday premium. In 

the below format, the change in the employee's hours of work 
makes him eligible for eight hours of night differential. The 
employee's hours of work cross midnight on Saturday so he is 
eligible for Sunday premium . 

. , 
~ 

.NaM"'''~ _~ ___ __ ---:- UftIII ___ az. __ 

....... ,., ........ ." ...... . 
.. - 1111 .. - ... .., -n,w, 

"" _ _ ..L ...L ..JL. -L ~ 

:-_czr..,.III:lIIJtS_mn'_·_:_:_OO_BIXDIII_-_-on-al.._~ 7 -:-~ ~::: ~J 
.... If' _ _ ~ -fL- ...L J-r-==,=---=..L.:.::.._ ............... ., -_. ---...;:...-----

10. Assigned Work Schedule (AWS) Code 

a. The alternate work schedules are directly from the 
Federal Personnel Manual (FPM). Only the codes are new and have 
been assigned for DCPS purposes. 

b. The AWS code is entered if the employee's alternate work 
schedule changes. For instance, if a regular eight hour a day, 
five days a week employee began to work a schedule of four 10-
hour days, a compatible AWS code would have to be entered with 
the new tour of duty. 

c. AWS code and tour of duty change. The employee's sched­
ule has been changed to the following Compressed Work Schedule: 

Pay Period - Week one: 0700-1730, Monday through Thurs­
day 

Week two: 0700-1730, Tuesday through Friday 

.,,,c,, .... ~ ~ fM_Mac _ ..... 

.. -
"' . .. ," 
IC'J •• " 

....... ________ .n...-tan.T •• --

__ ,~"'_ CD_ CSI_ 

M~ ~M.,-
....... MIl: _till ---------------------

ENCLOSURE (3) 

7 



BO 7420.2F 
23 JUN 1997 

d. There will be no daily schedule established for AWS codes 
3 1 41 51 and 7. The timekeeper will enter the total hours for 
the week or weeks in the Saturday hours blank(s) 

AWS Code 7 - No Daily Schedule 

•. 
""1W1I1I'~ _~ .. _ .. ~_ 

w, 
_Of 

.. ....... ---... .., ....... . - - - - - - ~~ -...L..L...L.J....~ 

cczr Iln'P - I BOIDIS 
'--,.-----~ -L. .L ~ -L- -'-

_Of 

.... " - - -'i: .L .L ..L. .:L 

. I 

11ft' IICII:IItSI 1100 - o:ao ,.JL -2.. -2- ..L..JL. 11) 

~------~--~~-..... - ---.:.---------
---. - .... - II) . ell 

_~ - _:ata= 

AWS Code 4 - NO'Daily Schedule 

••••••• Jar ......... _"'" ••••••• 
.. _ M .. 1W ". ., .. , 

101" ........ -
.. z 

10'" 
ICI'tI" __ _ 

IT __ • __________ _ 

~.urru. au .... FT .... e,,_ 
'UAA.-- ,,, r Il~ 

...... .,._nw 

.. ... ,,, .. 

e. The schedule change can be effective any day. 
for AWS code schedule changes that create a composite 
schedule for the current pay period with more than 40 
week or more than 80 hours biweekly. 

ENCLOSURE (3) 
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f. The employee in the format below currently works a 

regular eight hour day, Monday through Friday schedule. In the 
middle of this pay period, he transferred to an activity with a 
compressed work schedule. The result will be a current pay 
period work schedule for 84 hours of regular work. DCPS will 
edit each schedule, but cannot edit across schedules for compati­
bility. 

Mid Pay Period Schedule Change 

,.11 

-" 
.. 

.11" _ ... 

• • • • • •• 'Q.a1Gl ftIa • MY ••••••• 
_ lUI .. - ftI IAf -n~Y 

..L.!L..!L~-­
.1. J.. .1. .1.._ 
------
!LL..!LLL-
1.. .L L L .1. -

... 1" _ _ __ - -----:- -
~I.'" _________ ,,_lIII'1anca _ 

g. When time and attendance is processed, the time for the 
day that goes over 80 hours will be rejected and missing time 
will be reported. 

11. Rotating Shift Hours 

a. The Rotating Shift Hours block shows the total hours an 
ungraded employee will work on each shift for the entire year. 
The total annual hours for all three shifts must equal 2087. If 
a rotating employee's new PAY PERIOD TOUR OF DUTY changes the 
total annual hours for each shift he/she will work during the 
year, the timekeepers must adjust the ROTATING SHIFT HOURS 
accordingly. The timekeepers will continue to calculate the 
total hours for each shift using their current methods and 
formulas, projected 12 months from the DATE EFFECTIVE. 

b. These hours are used to compute the annual salary for the 
FEGLI deductions of each rotating shift employee. If the correct 
number of hours are not sent to the payroll office, the 
employee's FEGLI deduction amount may not be correct. 

ENCLOSURE (3) 
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c. Rotating shift Hours. The change to the employee's Tour 

of Duty also changed his ROTATING SHIFT HOURS for the year. 

~CftC • ... 
.uftIia cr,ul. - -•• J., J..:!' "" IUM _ _ - CIZII_ 

um:rrw WI ~ 
• • • • • •• ,., fIIlCD ftIa ,. CUlT •••••• :., ,,~' 

.. .. 1111 ._ .1111 .. , 

.L-.Jl..-..L:..LJ--.. , 
.If 

-.Til" _ 

.. Z 

.If .... " -

-'- .L ..J. .1- L -

------
-L -L .JL JL'J- -
3..3: ~.l. ~-
------

d. When a rotating shift employee changes alternate work 
schedules, the projected annual rotating shift hours may change 
and will have to be posted with the new AWS code and tour of 
duty. 

e. Rotating shift hours. The employee has both a new FIP 
and a new alternate work schedule. As a result, the employee's 
ROTATING SHIFT HOURS will change, as well as her TOUR OF DUTY. 

um:rM .. n~ ru ___ __ ~ __ ,uM __ _ 

• • • • • •• ,. PIlla ftUI .. 111ft' ••••••• 
.. .. IIIl _ _ ... .., ~~y .. , 

DIrT ..... " --

.... ", -

__ ioarame _1ft _ ctl ~ III 

~2a-2?· 

12. Platoon Rotating Code 

a. A feature in DCPS that the timekeepers will find useful 
is platoons. A platoon can be built for any group of employees 
that regularly rotates through a number of set work schedules 

ENCLOSURE (3) 
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over several pay periods. The employees can be graded (such as 
firefighters) or ungraded (such a public works employees). Once 
the platoons are built, DCPS will automatically advance the 
schedule of each employee each pay period. Establishing a 
platoon will eliminate a lot of repetitive schedule changes 
having to be made manually by the clerks. 

b. During system conversion, the payroll supervisor will be 
establishing platoons to be stored in DCPS. Platoon schedules 
and information about how they are to be used will need to be 
distributed to those shops that can use platoons. The timekeep­
ers in these shops will have to understand the platoon rotating 
codes, the related tours of duty, and any required AWS codes. 
Whether platoon schedules and information will be distributed by 
you when you present the timekeeper training or by the payroll 
supervisor at conversion will need to be discussed with the 
payroll supervisor. 

c. The PLATOON ROTATING CODE is a letter and number combina­
tion. The letter (A-Z) identifies the platoon to which the 
employee is assigned. The number (01-99) identifies where the 
employee is in the rotational schedule. 

Platoon Rotating Schedule (One Platoon) 

J'U::QI c:zz c ~ II MIS c::a: • 1e::IICr. == f 

JC':I..-:If -== -SIll • It:II • ~ • 'D • 'DI1 I nr: • ~ • == 
01 1 0_' 10.00 1 10.001 10.00 1 0_' 0_' 10.00 1 • 

lID 0_ D_ c_ ~.;o z 
0_ 0_ c_ 

• : lQ.;O 1 10.;0 1 lQ.;O Z C_' 0_' 0_4 

!!: s: s: s: S! ~ ~ S! 
~ 1 10.;0 1 10.00 : lQ.;O :I C_ , 0_' 0_' 10.;0 :I l' 

lID 0_ D_ o_ D_ c_ 0_ o_ 
f : lQ.;O :I lQ.OII :I 0_' ~_4 0_ , lQ.gg , lQ.OII : 

!!: s: S! S! S! s: S! 
~ 1 lQ.;O , 10000 , 10000: 10.00 , o_4 0_' 0_4 • ,---.. lID D_ o_ 0_ ~.;o 1 

D_ o_ ° :·0_ , 0_' 0_ , lQ.;O 1 lQ.;o 1 ~1 II 

Z!:l ~ S! S! s: s: S! S! 
D4 1 0_' 0_ , 0_' 10.00 1 .:11.00 , lQ.OO : 10.;0 , l' 

JID D_ o_ 0_ ° 0_ 0_ ° : 100;0 , 0_' 0_' 0=' lQ.;O :I lQ.;O :I ~:I Y 

I!:l s: S! s: s: s: S! S! 
05 1 10.00 :I 0_' 0_ , 10.00 : 10.00 :I 10.00 :I 

~-
,. 

II:) 0_ 0_ c_ ° 0_ 0_ 
:I c_ , lQ.OO , lQ.OO' ~, 10.;0 ) 0_ , 0_ , ,. 

I!:l s: s: S! s: s: S! s: 
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e. The PLATOON ROTATING CODE is entered to establish a 
schedule for a new employee or to change the schedule of an em­
ployee transferring from another platoon. The PAY PERIOD TOUR OF 
DUTY block must also be completed. If necessary, enter the AWS 
code, too. 

PLATOON ROTATING CODE for Employee Assigned to a Platoon 

•• 
arncr .... Mft ~ "" rwua_ _ .. _ _ """"_.an. _ ~ 

••••••• ""'attlZaGfIlllT ••••••• .. .. lUI ID NI· III 1A1 

01:1 .Jli.. ~ ..Ji!i.. _ ..sii.. 
.. n .2- .fJ. .2 
IICII'II" __ 

OI:l Ji!I... 
IIIn JfJ. 1ft.", _ -_. TbKt.e IUTlUTICII _ 

- --, --.1" .... el) _ IJI __ 111_ 

'I~~ -,,".&':i;p~;t..a~---
f. The timekeeper should enter both the platoon rotating 

code and the completed tour of duty for their own verification 
and for payroll office verification. 

g. When a rotating shift employee who is assigned to a pla­
toon schedule transfers to another platoon, the employee's pro­
jected annual rotating shift hours may change and will have to be 
posted with the new platoon rotating code and tour of duty. 

h. Change Platoon Rotating Code and Rotating Shift Hours. 
The employee in the below format is transferring from Platoon 
Rotation D02 to C03. This transfer changes the employee'S ROTA­
TION SHIFT HOURS and AWS code, as well as TOUR OF DUTY. 

ENCLOSURE (3) 
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TYPE HOUR CODES 

1. Quick Reference 

a. Codes 

(1) Pay Type Hours: 

RG - Regular (Graded) 
RF - Regular, First Shift (Ungraded) 
RS - Regular, Second Shift (Ungraded) 
RT - Regular, Third Shift (Ungraded) 
RX - Regular, Emergency Time 
OS - Overtime, Scheduled 
OU - Overtime, Unscheduled 
OX - Overtime, Unscheduled Exception 
OC - Overtime, Callback 
OA - Additional FLSA Hours 
ON - Overtime Scheduled, Not Worked - Court/Military 

Leave 
SG - Sunday Work 
SF - Sunday Work, 
SS - Sunday Work, 
ST - Sunday Work, 
HG - Holiday Work 
HF - Holiday Work, 
HS - Holiday Work, 
HT - Holiday Work, 
HC - Holiday Work, 

(2) Leave Hours - Paid: 

(Graded) 
First Shift 
Second Shift 
Third Shift 
(Graded) 
First Shift 
Second Shift 
Third Shift 
Callback 

*BA - Union Negotiations 
*BD - Labor/Management 
*BK - Grievance and Appeals 

LA - Annual 
LB - Advanced Annual 
LC - Court 
LF - Forced Annual 
LG - Advanced Sick 
LH - Holiday 
LI - Military, DC Guard 

(Ungraded) 
(Ungraded) 
(Ungraded) 

(Ungraded) 
(Ungraded) 
(Ungraded) 

* CODE MUST BE SHOWN IN THE TYP/HR EVN/OTH COLUMN OF FORMAT 1 
TIMECARD 
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LJ - Shore 
LK - Home 
LL - Law Enforcement 
LP - Annual, Restored #3 
LQ - Annual, Restored #2 
LR - Annual, Restored #1 
LS - Sick 
LT - Traumatic Injury (COP) 
LV - Excused Absence 
LW - Educator, In-School Breaks 
LX - Nonwork, Paid (Day of Injury/Death or Sabbati­

cal) 
LY - Time Leave Award 

(3) Leave Hours - Nonpay: 

KA - LWOP 
KB - Suspension 
KC - AWOL 
KD - Office of Worker Compensation Program (OWCP) 
KE - Furlough 
KF - Nonduty, Within Regular Schedule 
KG - Military Furlough (Called to Active Duty) 

(4) Compensatory Hours: 

CC - Compensatory Time Callback 
CE - Compensatory Time Earned 
CT - Compensatory Time Taken 
CA - Religious Compensatory Time Taken 
CR - Religious Compensatory Time Earned 
CD - Credit Hours Earned 
CN - Credit Hours Taken 

2. Expanded Reference 

a. Codes and Definitions 

(1) Pay Type Hours: 

RG - Straight time pay for graded employees regard­
less of scheduled hours worked. 

RF - Straight time pay for ungraded employees who 
work first shift. 

RS - Straight time plus 7.5% shift pay for ungraded 
employees who work second shift. 

RT - Straight time plus 10% shift pay for ungraded 
employees who work third shift. 
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RX - Regular - Emergency time. May be input for 

employee when situation precludes receipt of 
actual time and attendance. May be input to 
local holiday table for all of an activity or an 
organization. 

os - Scheduled Overtime. Additional work hours 
scheduled in advance. Graded employees' night 
differential, when appropriate, is payable on 
scheduled overtime. Ungraded employees' shift 
differential entitlement is determined and set 
by the system. 

OU - Unscheduled Overtime on Scheduled Workday. 
(Additional hours of work not scheduled in 
advance.) This code is also used to report law 
enforcement officers' additional hours worked 
when an annual premium is paid for administra­
tively uncontrollable hours. Night differential 
for graded employees is not payable on unsched­
uled overtime. Shift differential entitlement 
for ungraded employees is determined and set by 
the system. This code may not be used on a 
nonscheduled workday unless the employee is a 
firefighter or fire chief, or a foreign 
national. If an employee's assigned work 
schedule code is 3, 4, 5, or 7, this code 
is not permitted unless valid regular hours are 
also reported for the same day. If the employee 
is a law enforcement officer or assigned annual 
premium for administratively uncontrollable 
overtime, this code may be used on any day of 
the pay period regardless of assigned work 
schedule code. 

Ox - Unscheduled Overtime Exception. This code can 
be used on a nonscheduled workday. This code is 
also used to report overtime for employees on an 
intermittent work schedule. 

OC - Unscheduled Overtime on Nonscheduled Work­
day/Callback Overtime. Additional hours of work 
not scheduled in advance, on a day when work was 
not scheduled. This code is also used to report 
additional hours of work. The actual time 
worked must be entered to ensure correct calcu­
lation of pay. The system will determine the 
difference between the actual time worked on 

ENCLOSURE (4) 

3 



BO 7420.2F 
2 3 JUN 1997 

callback and the two hour minimum entitlement. 
The system will determine which shift is payable 
to ungraded employees who work overtime call­
back. 

OA - Additional FLSA Hours. This code is used when 
the hours are considered "Hours of Work" under 
FLSA only. This includes time spent traveling 
during regular hours of work on a nonworkday; 
law enforcement officer's lunch periods; the 
eight hours set aside for eating and sleeping 
for firefighters who work additional shift where 
the 2/3 rule is applicable (the other 16 hours 
payable are reported as OX or OU.) 

ON - Overtime Scheduled but not Worked. This enti­
tlement exists when an employee was unable to 
work scheduled overtime because of military 
leave, court leave, traumatic injury leave, or 
on date of death. 

SG - Sunday pay for full-time graded employees when 
Sunday is a regularly scheduled workday during 
the administrative workweek. Time and atten­
dance will edit to ensure that Sunday premium is 
payable to this employee. 

SF - Sunday pay for full-time ungraded first shift 
employees when Sunday is regularly scheduled 
workday. Time and attendance will edit to 
ensure that Sunday premium is payable to this 
employee. 

SS - Sunday pay, including shift differential, for 
full-time ungraded second shift employees when 
Sunday is a regularly scheduled workday. Time 
and attendance will edit to ensure that Sunday 
premium is payable to this employee. 

ST - Sunday pay, including shift differential, for 
full-time ungraded third shift employees when 
Sunday is a regularly scheduled workday. Time 
and attendance will edit to ensure that Sunday 
premium is payable to this employee. 

HG - Holiday pay for graded employees who work on the 
holiday. 

HF - Holiday pay for ungraded first shift employees 
who work on the holiday. 
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HS - Holiday pay plus shift differential for ungraded 

second shift employees who work on the holiday. 

HT - Holiday pay plus shift differential for ungraded 
third shift employees who work on the holiday. 

HC - Holiday Work Callback During Regularly Scheduled 
Work Hours. The actual time worked must be 
entered to ensure correct calculation of pay. 
The system will determine the difference between 
the actual time worked on callback and the two 
hour minimum entitlement under Title 5 and will 
pay accordingly. The system will default to the 
shift code assigned unless a temporary shift 
override is input. 

NOTE: If an employee is scheduled to work on a Sunday, which is 
also the employee's holiday, the holiday pay type code (H) is 
input in lieu of the Sunday pay type code (S). The system will 
pay both the Sunday and the holiday. 

(2) Leave Hours - Paid: 

LA - Annual Leave. This code can also be used to 
advance annual leave, if the distribution has a 
blanket leave authorized, a ~3~ is set in the 
blanket leave advance indicator of the distribu­
tion record or if an employee has a preauthor­
ized advance leave amount, a ~2" is set in the 
blanket leave advance indicator. 

LB - Advanced Annual Leave. This code is used if an 
activity has approved advanced annual leave 
coming in on the timecard. A "1" is set in the 
blanket leave advance indicator of the distribu­
tion record. 

LC - Court Leave. 

LF - Forced Annual Leave. The usage of this code is 
the same as for regular annual leave (Code LA) . 
This code gives management the option of distin­
guishing between annual leave directed to be 
taken and annual leave used at the request of 
the employee. 

LG - Advanced Sick Leave. 

LH - Holiday Leave. 
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LI - DC Guard - Military Leave. For members of the 

National Guard of the District of Columbia for 
all days of parade or encampment. 

LJ - Shore Leave. 

LK - Home Leave. 

LL - Law Enforcement Leave. 

LM - Military Leave. 

LN - Administrative Leave. 

LP - Restored Annual Leave Account #3. If the 
employee's annual leave balance is insufficient 
to cover reported annual leave and restored 
annual leave accounts #1 And #2 are insuffi­
cient, the system will default to this code. At 
the end of the leave year any remaining balance 
will be moved to leave Code LQ. 

LQ - Restored Annual Leave Account #2. If the 
employee's annual leave balance is insufficient 
to cover reported annual leave and restored 
annual leave account #1 is insufficient, the 
system will default to this code. At the end of 
the leave year any remaining balance will be 
moved to leave Code LR. 

LR - Restored Annual Leave Account #1. This is the 
oldest account in the employee's leave record 
and is the account that will be defaulted to 
when the annual leave balance is insufficient to 
cover annual leave reported via time and·atten­
dance. At the end of the year, any balance 
remaining in this account will be forfeited and 
cannot be restored again. 

LS - Sick Leave. This code can also be used to 
advance sick leave if the employee has a pre­
authorized amount set in the master employee 
record and no sick leave is available. 

LT - Absence because of traumatic injury covered 
under the provisions of continuation of pay 
(COP) . 

LU - Day of Traumatic Injury 
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LV - Excused absence on a regular scheduled workday 

such as excused absence due to tardiness. 
Employee may be excused for tardiness, but the 
period excused is not includable under FLSA. 

LX - Periods of nonwork which are payable such as 
date of death, date of traumatic injury, or 
sabbatical. If employee status code equals "V" 
for sabbatical leave, time and attendance will 
generate this code. If generated, this code may 
not be overridden. 

LY - Time Off Award 

(3) Leave Hours - Nonpay: 

KA - Leave Without Pay. If the employee status code 
equals "K" or "L" for extended LWOP, time and 
attendance will generate this code. If gener­
ated for "L", this code may not be overridden. 
If generated for "K", this code can be overrid­
den. 

KB - Suspension. If the employee code equals "B" for 
suspension, time and attendance will generate 
this code. If generated, this may not be 
overridden. 

KC - AWOL. 

KD - OWCP. Employee is in a nonpay status due to 
receiving compensation from the Office of 
Worker's Compensation Programs. If employee 
status code equals "W" for extended OWCP, time 
and attendance will generate this code. If 
generated, this code may not be overridden. 
Leave is accrued in accordance with the NAVCOMPT 
Manual. These nonpay hours are not included in 
the nonpay hours used for leave accrual reduc­
tion. 

KE - Furlough - Lack of Work. If employee status 
code equals IIF" for furlough, time and atten­
dance will generate this code. If generated, 
this code may not be overridden. 

KF - Nonduty hours during regularly scheduled work 
hours. 
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KG - Military Furlough. If employee status code 

equals "M" for military furlough, time and 
attendance will generate this code. If gener­
ated, this code may not be overridden. 

(4) Compensatory Hours: 

CC - Compensatory Time Callback. Input the actual 
time worked. If less than the two hour minimum, 
the system will calculate the difference between 
actual time and two hours for pay purposes as 
applicable and will record two hours to the 
compensatory time balance. 

CE - Compensatory time earned. 

CT - Compensatory time taken. 

CA - Religious Compensatory Time Taken. This code 
will reduce any available earned religious time 
balance. If no balance of earned hours is 
availqble, up to 40 hours will be advanced. 

CR - Religious compensatory time earned. 

CD - Credit Hours Earned. Employee must have an 
alternate work schedule of 1 - 5 and be approved 
at activity level. 

CN - Credit hours used. 
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ENVIRONMENTAL/HAZARD CODES 

1. Environmental (GS - Pay Status, WG - Actual Exposure) 

EA - Flying 

EB - High Work 

EC - Floating Targets 

ED - Dirty Work 

EE - Cold Work 

EF - Hot Work 

EG - Welding Preheated Metals 

EH - Micro-Soldering or Wire Welding and 
Assembly 

25 100 

25 25 

15 

4 

4 

4 4 

4 

4 

EK - Exposure to Hazardous Weather or Terrain 25 25 

EL - Unshored Work 25 25 

EM - Ground Work Beneath Hovering Helicopter 25 25 

EN - Hazardous Boarding or Leaving of Surface 
Craft 25 15 

EP - Cargo Handling During Lightening Operations 25 8 

ER - Duty Aboard Surface Craft 25 15 

ES - Work at Extreme Heights 

ET - Fibrous Glass Work 

EV - High Voltage Electrical Energy 

EW - Welding, Cutting, or Burning in Confined 
Spaces 

2. Environmental (GS/WG - Pay Status) 

FA - Duty Aboard Submerged Vessel 

1 

50 

6 

50 

6 

25 50 
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FB - Explosives and Incendiary Material -

High Degree 

FC - Explosives and Incendiary Material -
Low Degree 

FD - Poisons (Toxic Chemicals) - High Degree 

FE - Poisons (Toxic Chemicals) - Low Degree 

FF - Micro-Organisms - High Degree 

FG - Micro-Organisms - Low Degree 

FH - Pressure Chamber and Centri-Fugal Stress 

FI - Thermal-Chamber Test 

FK - Work in Fuel Storage Tanks 

FL - Firefighting - High Degree 

FM - Firefighting - Low Degree 

FN - Experimental Landing/Recovery Equipment 
Tests 

FP - Land Impact or PAD Abort of Space Vehicle 

FR - Mass Explosives and/or Incendiary Material 

FS - Duty Aboard Aircraft Carrier 

FT - Participating in Missile Liquid or Solid 
Propulsion Situations 

FU - Diver-Tender Pay 

FV - Asbestos 

FW - Diving 

FX - Working in Pressurized Sonar Domes 

FY - Working in Nonpressurized Sonar Domes 

FZ - Experimental Parachute Jumps 

25 8 

4 

25 8 

4 

25 8 

4 

25 8 

25 

25 8 

25 25 

25 8 

25 8 

25 8 

4 

25 4 

25 8 

*100 

8 

25 **175 

8 

4 

25 

* 100% of second step of WG-10 will be paid in lieu of the 
scheduled rate of employee (unless scheduled rate is higher) . 
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** 175% of second step of WG-10 will be paid in lieu of the 
scheduled rate of employee (unless scheduled rate is higher) . 
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SHIFT CODES 

0* Graded Employee 

1 First Shift - Ungraded Employee 

2 Second Shift - Ungraded Employee 

3 Third Shift - Ungraded Employee 

4** - Rotating Shift - Ungraded Employee and LM and LT Type Hour 
Codes on RDO Days 

* This is the default value for graded employees. It is system 
generated. 

** This is a system generated code and appears on the timecard 
on the regular day off for rotating shift employees. To be 
input in TMP SFT Field for type hour codes of LM (Military 
Leave) and LT (Traumatic Injury) on regular days off (RDO) on 
AWS Codes of 3, 4, 5, 7, D, and E. On all other AWS codes, 
the system sets the '4' when applicable. 
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ALTERNATE WORK SCHEDULE CODES 

1. Alternate Work Schedule Codes 

CODES 

o - NOT ON AWS 

1 - FLEXITOUR 

2 - GLIDING 
SCHEDULE 

3 - VARIABLE DAY 
SCHEDULE 

4 - VARIABLE WEEK 
SCHEDULE 

5 - MAXI FLEX WORK 
SCHEDULE 

DESCRIPTION 

Employee has a standard workweek schedule 
that consists of five-8 hour days, 40 
hours each week and 80 hours biweekly. 

A flexible schedule that consists of five-8 
hour days, 40 hours each week, and 80 hours 
biweekly. A fixed arrival time is 
established for each employee. Credit 
hours may be authorized for this schedule. 

The employee has a basic workweek requirement 
of five-8 hour days, 40 hours each week, 
and 80 hours biweekly. The employee may vary 
arrival and departure times without 
notification. Credit hours· may be authorized 
for this schedule. 

The employee has a basic workweek requirement 
of 40 hours each week and 80 hours biweekly. 
The employee may vary arrival and departure 
times and lenath of the workday without 
notification. Credit hours may be authorized 
for this schedule. 

The employee has a basic work requirement of 
80 hours biweekly. The employee may vary 
arrival and departure times, and length of 
workweek without notification. Credit hours 
are authorized for this schedule. Hours 
worked in excess of 40 hours in a week will 
be assumed by the system to have been at the 
employee's request and should be reported as 
credit hours. FLSA will be computed on a 
biweekly basis. 

The employee has a basic work requirement of 
80 hours biweekly. The employee may work 
less than five days per week and/or less than 
10 days during the biweekly pay period, and 
vary arrival/departure times. Core time is 
only required three days a week. Credit 
hours are authorized for this schedule. 
Hours worked in excess of 40 hours in a week 
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6 - COMPRESSED 
WORK SCHEDULE 

7 - FIRST FORTY 

8 - COMPRESSED 
WORK SCHEDULE 

ENCLOSURE (7) 

will be assumed to have been at the 
employee's request and should be reported as 
credit hours. FLSA will be computed on a 
biweekly basis. 

The employee has a basic work requirement of 
80 hours biweekly. The hours in a week can 
vary, but the number of regular hours each 
workday must be scheduled. This is also 
known as the 5/4/9 plan. The employee may 
work nine hour days during eight days of the 
biweekly pay period and an eight hour day on 
the 9th day to complete 80 hours for the pay 
period. The 10th day is a day off. FLSA 
will be computed on a biweekly basis. 

EXAMPLE: 

WEEK #1: 4 - 9 Hour Days and 
1 - 8 Hour Day = 

44 Hour Week 

WEEK #2: 4 - 9 Hour Days 
36 Hour Week = 
80 Hours Biweekly 

The employee has a basic workweek requirement 
of 40 hours each week and 80 hours biweekly. 
The number of hours in a day can vary (0 -
24) . 

The employee has a basic workweek requirement 
of 40 hours each week and 80 hours biweekly. 
The number of regular hours each workday must 
be schedule. FOUR TEN HOUR DAYS WORK WEEK -
the agency/employee establishes a fixed 
schedule limited to four-40 hour days. THREE 
DAY WORK WEEK - a fixed schedule limited to 
three-13 hour 20 minute days. 

EXAMPLE: 

4 - 10 Hour Days = 
40 Hour Week 

3 - 11 Hour Day and 
7 Hour Day = 

40 Hour Week 
3 - 13 Hour and 20 Minute Days 

40 Hour Week 

2 



D - VARIABLE 
WORK SCHEDULE 

E - MAXIFLEX 
WORK SCHEDULE 
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The employee has a basic work requirement 
of 80 hours biweekly. The employee may vary 
arrival and departure times and length of 
workday and workweek without notification. 
Credit hours are authorized for the schedule. 
All regular hours worked in excess of 40 
hours in a week will be used in calculating 
the FLSA entitlement. It will be assumed by 
the system that the activity requested the 
employee to work greater than 40 hours in a 
week and the excess hours should NEVER be 
reported as credit hours. FLSA will be 
computed on a weekly basis. 

The employee has a basic work requirement 
of 80 hours biweekly. The employee may work 
less than five days per week and/or less than 
10 days during the biweekly pay period, and 
vary arrival/departure times. Core time is 
only three days a week. Credit hours are 
authorized for this schedule. All hours in 
excess of 40 hours in a week will be used in 
calculating the FLSA entitlements. It will 
be assumed by the system that the activity 
requested the employee to work greater than 
40 hours in a week. Hours worked over 40 in 
a week should NEVER be reported as CREDIT 
HOURS. FLSA will be computed on a WEEKLY 
basis. 

3 - 11 HOUR DAYS AND 

P* - PENDING SEPARATION 

X** - DECEASED 

* The effective date of the status change must be the employee's 
date of separation. 

** The effective date of the status change must be the date of 
the employee's death. 

2. Time and Attendance Status Code 

A. The time and attendance status code block is used to 
report changes to an employee's status. The time and attendance 
codes that can be used are "A" for active, "P" for date of 
separation, and "X" for deceased. 

b. A "P" status code is effective on the employee's date of 
separation. An "X" status code is effective on the day of the 
employee's death. 
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c. Since most employees will already have an active time and 

attendance status, status code "A" isn't normally entered. It 'is 
used only to correct a "P" or "X" entered by mistake. Enter "A" 
in the T/A STATUS blank, and make the effective date the same as 
the effective date for the "P" or "X" that you wish to cancel. 
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TIME AND ATTENDANCE STATUS CODES 

1. Codes 

A - Active 

P* - Pending Separation 

X** - Deceased 

* The effective date of the status change must be the 
employee's date of separation. 

** The effective date of the status change must be the 
date of the employee's death. 

2. Time and Attendance Status Code 

a. The time and attendance status code block is used to 
report changes to an employee's status. The time and attendance 
codes that can be used are "A" for active, "P" for date of 
separation, and "X" for deceased. 

b. A "P" status code is effective on the employee's date of 
separation. An "X" status code is effective on the day of the 
employee's death. 

c. Since most employees will already have an active time and 
attendance status, status code "A" isn't normally entered. It is 
used only to correct a "P" or "X" entered by mistake. Enter "a" 
in the T/A STATUS blank, and make the effective date the same as 
the effective date for the "P" or "X" which you wish to cancel. 

d. The below format, is an example of an employee's last day 
of work and effective date of separation. When this change is 
entered into the system, DCPS will not process time and 
attendance transaction for the employee after the date of 
separation. 

.... q _. HowLE 

... , .. 
.. " .1." ______ _ 

------
------

.... .. , ",., 

, ..... --------- ''-OM' Kn'luflCII __ ' 
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