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WASHINGTON, DC 20260-4221

Handbook EL-301

GUIDELINES FOR PROCESSING PERSONNEL ACTIONS June 1989

A. MATERIALS TRANSMITTED.

EL-301 is a new handbook which completely revises and obsoletes the material
previously found in Chapter 6 of Handbook P-11, Personnel Operations. The
handbook P-11 is obsolete; Chapters 1-5 of that handbook were completely
revised and published in February 1989 under the new identifier Handbook
EL-311.

B. DISTRIBUTION.

1. Initial. This handbook is distributed to all CAG A through K offices, bulk
mail centers, regional offices, division offices, management sectional centers,
inspectors-in-charge, and others directly involved in processing personnel
actions.

2. Additional copies. If your office did not receive the quantity needed, send a
completed Form 7380, Supply Center Requisition, to your materiel distribu-
tion center.

C. COMMENTS, QUESTIONS, AND PROBLEMS.

If you cannot find or understand certain material or discover that topics are
omitted, send a memorandum outlining the problems, through appropriate
management channels, to:

General Manager, Human Resources Information Systems Division

USPS Headquarters
475 L’Enfant Plaza, Room 9802
Washington, DC 20260-4221

D. SUPERSEDED INSTRUCTIONS
This handbook supersedes Chapter 6 of Handbook P-11.

E. EFFECTIVE DATE

Thesg~igstructions are effective upon receipt.

Joel\S. Trosch
Assistant Postmaster General
Employee Relations Department
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Chapter 1
Introduction

110 Scope

111 Purpose of Handbook

The purpose of this handbook is to provide a detailed description of procedures which
must be followed by personnel assistants, personnel clerks, and supervisors when adding
or separating employees or making changes to employees’ master records. All such
personnel actions require the processing of a Form 50, Notification of Personnel Action.

112 Organization

This handbook is organized according to the three basic types of personnel actions.
Chapter 1 provides general information which applies to all types of Form 50 processing
including descriptions of all data elements, nature of action codes and other frequently
used charts and tables. Subchapter 130 provides detailed information about the creation
and maintenance of Official Personnel Folders (OPFs) and other personnel records.

Chapters 2, 3, and 4 provide detailed instructions for accession, change, and separation
actions, respectively. Included in each of those chapters are examples of correctly
completed Form SO worksheets and exhibits of information pertaining to those types of
personnel actions.

113 Policy

Basic policy governing the procedures in this handbook is found in the Employee and
Labor Relations Manual (ELM). Chapter 3 of the ELM provides policy for most
personnel actions. Chapters 4 and 5 of the ELM provide policy on Pay Administration
and Employee Benefits. Some personnel actions may be required or governed by
collective bargaining agreements, other postal handbooks, management instructions, or
Postal Bulletin articles.

120 Processing Form 50 Personnel Actions

121 Purpose of Form 50

The Form 50 used by the Postal Service accomplishes five primary purposes:

a. It provides the system and the information to establish, maintain and remove
employee’s master records in the payroll system of the U.S. Postal Service.

b. It notifies specific employees of changes to and current status of information
concerning their employee master record, their status, position, retirement plan and
salary, and enables the employee to verify and correct this information.

c. It provides on one page, near the top of the permanent papers in the Official
Personnel Folder (OPF), much of the current information most frequently needed in
the personnel office, including a brief history of up to six recently processed personnel
actions and the initial appointment.

d. Tt provides a turn-around worksheet with pre-printed information to simplify the
work of the personnel staff in initiating the next personnel action.

e. The accumulation of all Forms 50 in the OPF permanently and authoritatively
documents the salary and service history of an employee for a variety of official
purposes, including the expeditious processing of retirement annuities.
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122 Copies .

The printed Form 50 has three copies (there is also a blank worksheet) which are
identified and used as follows:

Copy Number Form Name Use

1 - Employee Copy Form 50, Notification of Given to employee
Personnel Action

2 - Processing Copy Form 50-A, Request for Held by Personnel Office as
Personnel Action Turn-Around Worksheet for Next

S ... ... . . _ Persomnel Action
3 - OPF Copy Form 50, Notification of Permanently filed in OPF
Person_n_ei Action

Blank Worksheet Form 50-B, Request for ~ Used by Personnel Office for
Personnel Action New Hires Oniy

123 Procedural Overview
123.1 ELRIC Users (See Exhibit 110a)

123.11 Initiation. The process begins when the personnel staff is notified by associate
office personnel, by managers within the installation, or by internal or external tracking
systems, that a personnel action is required for an employee.

123.12 Preparation. Determine the Nature of Action (NOA) and prepare a Form 50
worksheet according to the instructions in this handbook for each Nature of Action
code. For new hires, a Form 50-B blank worksheet is completed. For all other actions,
the turn-around worksheet stored in the employee’s OPF is obtained and completed.
Entries on these worksheets can be handwritten or typewritten, but must be complete,
accurate and legible. Every request for personnel action must show the effective date of
the action, the Social Security number of the employee, the nature of action code and
all data elements which are affected by this action. _

a. The proper NOA code must be determined for each action to be processed. A
definition for each non-PDC generated NOA listed in Exhibit 110d is contained in the
appropriate section of this handbook. The legal authority for the NOA (if appropriate),
the elements on Form 50 which require entry, forms required (if appropriate), and
additional information to assist and guide you in processing the action are included.

b. Each element on the Form 50 worksheet is numbered and named. Complete the
worksheet by entering data in the appropriate elements on the Form 50 worksheet. The
elements requiring entry depend upon the particular NOA being processed. Exhibit 110c
is a listing of all Form 50 elements, the number of allowable alpha/numeric characters
the element can contain, and descriptions to assist you in entering the correction
information.

c. All worksheets submitted to ELRIC for processing must be signed by a personnel
official authorized to approve workseets for that MSC.

123.13 Submission. With certain exceptions, the Form 50 worksheet must be mailed in
sufficient time to ensure receipt at the ELRIC at least 5 days before the effective date of
action. Exceptions include corrections, separations where the employee does not give
advance notice of intent, and actions required to be retroactive. Timely submission
allows ELRIC sufficient time to process the action.

a. Submit only the original, signed copy of the Form 50-A or -B worksheet.

(1) At no time should Part 3 of Form 50 (the OPF copy) be used as a worksheet
for actions.

f2) Do not submit a full three-copy set of a Form 50.

(3) At no time should a partially completed Form 50-B be submitted in lieu of the
Form 50-A on an employee with an active master record.
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(4) Do not submit duplicate worksheets unless requested by ELRIC. (If there is a
problem with receipt of Form 50, contact ELRIC.)

b. Do not submit future actions to ELRIC more than two pay periods in advance
of the effective date.

c. When two or more actions are being submitted for sequential processing on the
same employee, staple the actions together, and at the top of each worksheet, label the
first action "1 of 2" and the second action "2 of 2," etc. ELRIC will process the second
action so that the submitting office does not have to wait for the turn-around
worksheet.

d. When a promotion action is effective the same date as a merit or step increase,
the merit or step increase is processed prior to the promotion action (see ELM 416.25
for instructions on compensation adjustments for nonbargaining unit employees, and
422.36 for bargaining employees).

e. Keep a photocopy of the worksheet at the personnel office. Use this copy to
verify the accuracy of the processed Form 50, and to serve as a reminder that a Form
50 action is pending on the employee. Never submit a photocopy to ELRIC for
processing. Duplicate actions cause errors and uncertain results in the payroll system.

123.14 ELRIC Processing. Form 50 worksheets received by ELRIC are sorted by type
of action and by current or future effective dates. Actions are keyed in the order
received with special emphasis on ensuring that actions with current or old effective
dates are keyed prior to the cut-off date for the current pay period.

a. Due to the volume of personnel actions each pay period, ELRIC may not always
have time to call submitting offices for information to correct errors on worksheets. If
there is time for ELRIC to return errors and for the submitting office to correct and
resubmit the actions in time for the cut-off, ELRIC will return worksheets with errors.
Depending on volume and other workload, ELRIC will attempt to contact offices for
error correction when possible if returning the errors would cause late actions.

b. Cut-Off Dates. Normally, the cut-off date for each pay period is the Wednesday
of the second week of that pay period. The ELRIC’s final transmission of actions for
the pay period must be received by payroll that Wednesday evening. Any actions
received after the second Wednesday cannot be processed during that pay period.

123.2 HRIS Form 50 Users (see Exhibit 110b)

123.21 Initiation. The process begins when the personnel office is notified by an
associate office personnel, by managers within the installation, or by internal or external
tracking systems, that a personnel action is required for an employee.

123.22 Processing. The MSC or division will establish how the information is to be
provided to the personnel office (e.g., worksheet, routing slip, memo, etc.). The MSC or
division personnel update the HRIS database according to the information provided.
HRIS prompts them for necessary additional information and formats a transaction to
update the payroll system. The NOA and the data elements which need to be transmit-
ted with it are extracted from the HRIS database.

123.23 Certification. Those designated at the MSC or division who have Form 50
certification a'authority must use the HRIS Form 50 certification procedure to certify
personnel actions before they can be transmitted to the payroll system.

123_.24 Submission. HRIS automatically extracts all certified personnel actions for each
available payroll processing cycle. HRIS prevents duplicate or multiple actions on the
same employee in the same cycle. Actions with future effective dates are automatically
helq gy HRIS for transmission on the first available processing cycle in the effective pay
period.
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123.25 Cut-Off Dates. Unless informed otherwise, cut-off for processing HRIS Forms |
50 through the payroll system during a pay period is the second Wednesday of that pay |
period. Actions certified in HRIS after that day will be extracted and transmitted to 1
\
\

Payroll for processing the following pay period.

123.3 Payroll Interface

123.31 Processing Cycles. The payroll system accepts Form 50 changes to its employee
master file during file maintenance cycles. Normally there are six cycles each pay period:
Wednesday, Thursday and Friday of Week 1; Monday, Tuesday and Wednesday of Week
2. During the other days of the pay period, the payroll system is calculating employees’
pay and preparing pay checks.

123.32 Form 50 Transactions. Payroll receives Form 50 transactions in specified
formats from both ELRIC and HRIS for each file maintenance cycle. When processed,
these transactions either establish, change, or terminate employee records in the payroll
system.

123.33 Results of Payroll Processing Cycles. All actions are edited by the payroll
system, and either update the employee master file with no errors, or are rejected and
do not update the employee master file because of fatal errors. For all actions, whether
submitted by ELRIC or HRIS, ELRIC receives a file of Forms 50 for printing and
updates to the ELRIC master file. They also receive listings of fatal and warning errors
for actions processed by ELRIC. ELRIC prints the Form 50 and distributes them to the
MSCs and divisions. HRIS Form 50 sites receive, in addition, information on the
successful processing and fatal or warning errors of their actions immediately after the
payroll processing cycle. HRIS sites will receive their printed three-part Forms 50 from
the ELRIC.

123.4 Forms 50 Distribution |

123.41 After processing, the three-part Form 50 is returned to the MSC or division [
personnel office staff. If Official Personnel Folders (OPFs) are retained in associate |
offices, the three-part Form 50 will be reviewed by personnel staff in the MSC and
forwarded to the appropriate installation staff for distribution in accordance with 123.42
below.

123.42 The accuracy of the printed Form 50 must be verified. ELRIC users must
compare the Form 50 against the pending copy (see 123.13e). The HRIS system will
inform HRIS Form 50 sites of any discrepancies which may need correction.

a. Part 1, Employee Copy, is to be provided directly to the employee by the
supervisor or personnel office. Part 1 is not to be duplicated.

b. Except for separation actions, file Part 2, Processing Copy, on the left side of the
OPF and Part 3, OPF Copy, on the right side of the OPF. The processing copy will be
removed and used as a worksheet for subsequent Forms 50.

c. For separation actions, destroy Part 2 (processing copy). If the employee is
rehired, the process would start over with a Form 50-B. File Part 3 on the right side of
the OPF.

123.5 Timeliness. Timely processing of personnel actions is imperative because of the
many negative repercussions of late actions. These include the costs of adjustments,
impact on employees, errors in reporting systems, and the reputation of the personnel
office.
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130 Personnel Records and Files

131 Official Personnel Folders (OPFs)
131.1 Establishing OPFs

131.11 General. An OPF must be established and maintained for each employee
regardless of appointment type or duration. The OPF contains documents that reflect or
have a bearing on the employee’s official status, salary, benefits, and service or work
performance and documents that are significant in the employee’s career history.

131.12 New Employees with No Previous Federal Civilian or Postal Service. To
establish the OPF, use Form 66, Official Personnel Folder, and prepare the tab with the
following three items of identifying information: the employee’s name (last name first),
date of birth (by month, day and year), and Social Security number (typed under and in
line with the employee’s last name).

DOE, John A. 06-15-59
SSN 123-45-6789

131.13 Former Federal or Postal Employees

131.131 Obtaining the OPF. Obtain OPFs for employees who are moving from
employment in another federal agency or postal installation and for employees with
prior federal or Postal Service as follows:

a. If employee worked in another federal agency within the past 90 days, request
the folder directly from the agency by letter. Before the OPF is received, use SF 75,
Request for Preliminary Employment Data, to obtain information necessary to complete
the Form 50. Normally the losing agency retains the OPF until the gaining postal
installation provides a copy of the accession Form 50. At that time, the separation Form
50 is cut, ensuring no break in service. The OPF is then forwarded to the gaining postal
installation.

b. If employee worked in another postal installation within the past 90 days,
request the folder directly from the postal installation. Normally this will occur prior to
preparation of Form 50. There is no requirement that the gaining office forward a copy
of the accession personnel action to the losing office prior to release of the OPF.

c. If employee has been separated from federal or Postal Service longer than 90
days, request the folder from the National Personnel Records Center (Civilian), General
Services Administration, 111 Winnebago Street, St. Louis, MO 63118-4199. Submit
request in duplicate on SF 127, Request for Official Personnel Folder (Separated
Employee). Specify agency and dates of previous employment. For former employees of
the FBI, CIA, and District of Columbia, request a transcript of service and leave balance
in lieu of an OPF by writing to the following addresses:

FBI .......... Director, Federal Bureau of Investigation
Washington, DC 20535-0001
CEAC o v s Director of Personnel
Central Intelligence Agency
Washington, DC 20505-0001
| I N S A Director of Personnel
District of Columbia
499 Pennsylvania Avenue
Washington, DC 20001-2112

131.132 Purging OPFs of Former Federal or Postal Employees. Upon receipt by the
gaining office of an OPF from another office or agency for a new employee, the OPF
must be reviewed and purged in accordance with 131.3.
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131.2 OPF Organization and Contents .
131.21 Permanent Records

131.211 Contents. The records (or their equivalents) listed in Exhibit 110h are consid-
ered to have permanent value. Permanent records generally consist of the following:

a. Those with lasting importance affecting the employee’s status, salary, benefits
and service.

b. Those with significance in the employee’s career history, and
c. Those that pertain to the disclosure of records from the OPF.

131.212 Filing Procedures. Permanent records are filed on the right side of the OPF,
generally in chronological order by effective date, with the latest record on top.
Permanent records related to a particular personnel action are filed immediately below
the Form 50 covering that action.

131.22 Temporary Records

131.221 Contents. The records (or their equivalents) listed in Exhibit 110i are consid-
ered to be temporary records.

131.222 Filing Procedures. Temporary documents are filed on the left side of the OPF.
Destroy after 2 years, or upon separation or transfer, whichever is sooner. If another
agency requests to review an employee’s OPF for any purpose, remove all temporary
documents before the agency’s review and replace them when the OPF is returned. It is
not necessary to remove the temporary documents if the OPF is being reviewed by
another postal installation.

131.23 Organization/Filing OPFs. File the OPFs alphabetically in a lockable receptacle
in a secure area, as follows:

a. Active File. One folder for each employee currently on the rolls.

b. Pending File. One folder for each employee for whom a Form 50 worksheet has
been submitted/processed pending receipt of a printed Form 50. (When printed Form
50 is received, the responsible official verifies it, files it, and returns the OPF to the
active file.)

¢. Inactive File. One folder for each separated employee, except those reassigned or
transferred to another office or agency (see 131.4 for disposition of inactive folders).

131.3 Purging the OPF. Only permanent records as defined in 131.21 and temporary
records as defined in 131.22 may be maintained in the OPF. Upon receipt and
periodically during an employee’s career, the OPF must be inspected to ensure that
certain types of records are not present. If such records are present, they must be
purged as follows:

a. Medical Records Remove records and place in a folder labeled
with the employee’s name, social security
number and date of birth. The folder should
then be placed in a double envelope with the
inner envelope marked RESTRICTED-
MEDICAL, and forwarded to the appropriate
USPS Medical Officer or Health Unit.

b. Investigative Records (1) Postal Service records - refer to ELM 314.26
for disposition.
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c. Testing and Examining
Material

d. DD-214, Discharge Certificate

e. Preemployment References
and Background Checks

f. Tax Records

g. Other

. Travel agreements.
. Orientation checklists.

10. Leave requests.

(2) Nonpostal Service records - remove and
forward, as appropriate, either to the Office of
Personnel Management, Compliance and
Investigations Group, PO Box 886, Washington,
DC 20044-0086, or to the agency of origin (e.g.,
FBI, CIA, Department of Defense).

(1) Postal Service material - send scheme
examination material less than 2 years old to the
local PEDC. If there is no local PEDC, the
scheme test material should be retained locally,
separate from the OPF, for 2 years.

(2) Remove and forward nonpostal material to
the Test Security Officer, Recruitment/Agency
Services Branch, OPM.

Remove and replace with Form 144 (June, 1978
or later version). Original forms DD-214 or the
original of another similar military service
record must be returned to the individual.
Copies should be destroyed by shredding or
burning.

Remove and forward to agency of origin.

Remove withholding exemption certificates
superceded by later changes no sooner than 4
years from the date of the current certificate.

Records not described in 131.2 should be
removed and returned to the individual. Records
not authorized for permanent or temporary
retention in the OPF include:

. Training requests, nominations, and procurement orders.
. Employee job offers and entry-on-duty correspondence.
. Grievances, adverse actions, and appeals.

. Notices of address change.

Unemployment compensation claims correspondence.

. Worker’s compensation claims correspondence.

. Results of inservice examinations and tests.

11. Preemployment vouchers, call in notices, and inquiries and references.

12. Applications for employee identification cards and records of issued cards.

13. Dispensary and employee health care unit records (e.g., records of visits
to the agency’s medical facilities and records of treatments and medications
administered, correspondence regarding disability retirement, etc.).

14. Job descriptions.

15. Bid award notices.

16. Photographs.

17. Education transcripts.

Handbook EL-301, June 1989
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131.4 Security and Use of OPFs

131.41 Need for Security. The OPF is the basic source of official data on the employee. '

Many of the documents are unique and cannot be replaced. The integrity of the OPF is
essential to postal officials in discharging their responsibilities. Employees depend on the
completeness of these records for assurance of their rights and benefits. Also, the
records contain information which, if improperly disclosed, could cause substantial
harm, embarrassment, or unfairness to the employee. Therefore, it is a major respon-
sibility of the custodian to ensure adequate control over access and use of OPFs.

131.42 Safeguarding Information. ELM 313.2 and 313.3 provide information on
custodians’ responsibilities for safeguarding personnel records, and on penalties provided
by the Privacy Act for unauthorized collection or disclosure.

131.43 Custody of OPFs. No employee may be the official custodian of her or his own
OPF. Except when alternate arrangements have been authorized by higher authority,
custody of OPFs must be maintained as follows:
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Responsible Office

Employees Covered

Employee Relations Dept.,
Headquarters Personnel Division

I:E-ngtneering & Te_chnical Sﬁpport _
Dept., Hdars. Field Director, MTSC

Regional Postmasters General

Postal Data Center Directors

National Information Systems Support Center (NISSC) Director
(Raleigh, NC)

Supply Center Managers

Mail Equipment Shop Managers

Technical Center Field Director (Norman, OK)

Management Academy Field Director (Potomac, MD)

NTAC employees

Headquarters employees

Special Investigations Division employees

The OPFs for the following Headquarters employees are maintained
at their respective sites:

TDD employees (Potomac, MD)

TDD employees (Norman, OK)

Philatelic Sales Division (Kansas City, MO and Merrifield, VA are
maintained at Merrifield)

International Accts Center (New York, NY)

" Maintenance Technical Support Center {(Norman, OK)

Information Resource Management,

Hdgrs. Director, NISSC Center

NISSC (Raleigh, NC)

Regional Headquarters

Field Division General Managers
Regional Headquarters employees

Regional Chief Postal Inspectors

Division Office Management

All Inspection Service Field personnel except those listed under
Headquarters Inspection Service and Security Force employees.

Field Directors

Sectional Center Managers

Bulk Mail Center Managers
Employees of the Division Post Office

Inspection Service Division Offices

Security Force employees

Management Sectional Centers

Associate Post offices

Postmasters of all associate offices

Employees of the MSC Post Office, including satellite installations
bearing the finance number of the MSC office. At local discretion,
MSC offices may retain OPFs for their associate post office
personnel.

All personnel, excluding the Postmaster, whose employing office
finance number matches the Associate Office’s finance number.
Note: OPFs may also be retained in the MSC office according to
MSC policy.

Supply Centers

Mail Bag Depositories and Repair Centers Managers
Supply Center employees
(Eastern Area) Stamped Envelope Agency Manager and

Mail Bag Depositories and Repair
Centers

employees. -

All personnel, excluding the Manager, whose employing office
finance number matches the Mail Bag Depositories and Repair
Centers' finance number.

Bulk Mail Centers

All personnel, excluding the Manager, whose employing office
finance number matches the Bulk Mail Center's finance number.

Postal Data Centers

All personnel, excluding Directors, whose employing office finance
number matches the Postal Data Center’s finance number.

athéﬁostaj Service

All personnel under their jurisdiction. Field Installations

Handbook EL-301, June 1989
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131.44 Privacy and Information Release

131.441 Privacy Act. Postal Service officials who have custody of or access to OPFs are
responsible for complying with Privacy Act regulations concerning the collection, use,
disclosure, and safeguarding of information pertaining to employees. Custodians are also
responsible (a) for permitting employees or former employees to gain access to and to
correct or amend records containing such information and (b) for keeping an account of
all disclosures made. These responsibilities apply to all records maintained in the OPF.
See ELM 313 and ASM 353 for instructions relating to Privacy Act compliance.

131.442 Freedom of Information Act. The records in the OPF are exempt from
mandatory public disclosure under the Freedom of Information Act, if such disclosure
would constitute a clearly unwarranted invasion of personal privacy. However, the
name, salary, job title, grade, duty status, and dates of postal employment of any
individual current or former employee may be disclosed to any person. (See ELM 313.5
and ASM 352 for denial of requests under the Freedom of Information Act.)

131.45 Guarding Against Loss and Unauthorized Disclosure. Take the following
precautions against loss and unauthorized disclosure of the folders;

a. Remove OPFs from the file for official use only.

b. All officials requesting access to an employee’s OPF must (orally) affirm that the
folder is being requested in performance of an official duty. It is important that the
disclosing personnel officer solicit this (oral) affirmation, if not volunteered, so that the
accountability for the disclosure is properly shifted to the requesting official. The
personnel officer does not need to know the exact official duty involved.

¢. When an OPF is taken from the file, insert a charge-out card, showing the
employee’s name, the date taken, and the name of the person using the OPF.

d. See that OPFs are returned to the file as promptly as possible. Folders must not
be tampered with or exposed to the curiosity of unauthorized persons.

e. If it is necessary to lend an OPF temporarily to another office or agency, (1)
obtain a receipt from the person to whom the folder was given or (2) send it by
registered mail to the appropriate official and (3) insert a charge-out card in the file.

131.451 Marking Records. The permanent contents of the OPF must not contain any
markings or notations other than those on the original document as received for filing.
Exceptions must be authorized by the General Manager, Human Resources Information
Systems (HRIS) at Headquarters. Use of underscoring or checkmarks to accentuate
certain portions of documents is prohibited.

131.452 Amending Records. OPF records may be amended due to grievance settlements,
complaints, etc. when authorized by the Field Director, Human Resources. Use of
underscoring or checkmarks to accentuate certain portions of documents is prohibited.

131.46 Access to OPFs

131.461 Official Uses. Postal officials and personnel office employees who require
personnel information in the performance of postal duties may be given access to the
OPFs. No Privacy Act accounting is required for such disclosures.

131.462 Employee Review. Individuals may review and have copies made of any
information contained in their personal OPF, provided that (1) the review is conducted
in the presence of an official or employee who has custody of the folder and (2) the
employee reviews or copies records on her or his own time, except as provided for in
current collective bargaining agreements. Records are made available for inspection and
copying during normal business hours at the facility where the records are to be
reviewed. ELM 313.61 lists information to which an employee is nor entitled access.
However, none of the listed records or items of information should ever be kept in the
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Guidelines for Processing Personnel Actions 131.52

. OPF. For further instructions on requests by employees regarding information pertain-
ing to themselves, see ELM 313.6.

131.463 All Others. See ELM 313.5 for instructions on disclosure of personnel
information to others.

131.47 OPF Disclosure Accounting Provisions

131.471 General. The Privacy Act of 1974 requires that OPF custodians keep an
accurate account of every disclosure except the following public information: the name,
job title, grade, salary, duty status, and dates of postal employment of any current or
former employees.

131.472 Procedures. Custodians must use Form 6100-A, OPF Disclosure Accounting
Form, to account for all other disclosures of OPF information, including those to
present and former employees. This form should be retained on the right side of the
OPF. However, when the OPF is temporarily charged out, the form is retained in the
personnel office as a charge out indicator. Exception: Use Form 6100-B, OPF Disclosure
Accounting Form (for law enforcement officials), to account for disclosures to law
enforcement officials.

131.473 Disclosures to Law Enforcement Officials. Custodians must use Form 6100-B
when information is disclosed to law enforcement officials. Maintain this form apart
from the OPF until the folder is transferred. Gaining postal facilities should remove this
form from the OPF immediately upon receipt of the folder.

131.5 Disposition of OPFs

. 131.51 OPF Review. Personnel office staff must thoroughly review inactive OPFs,
including those forwarded for separation actions by associate offices, to ensure that all
applicable permanent records are included and are securely fastened to the right side of
the folder. Make sure that none of the following are attached to the right side of the
folder:
a. Temporary records or exact duplicates.
b. Personnel investigation records.
c. Medical records (except as permitted in Exhibit 110h).
d. Unauthorized disciplinary records.

e. DD-214 or similar military documents (none of these records should ever be
placed in the OPF).

f. Tax exemption withholding certificates more than four years older than certif-
icate(s) changing withholding,.

Note: Forward any personnel investigation records, medical records, and injury com-
pensation records, to the appropriate custodians of these records. See ELM 314 for
disposition of these records. Remove all medical records, except those specified in
Exhibit 110h, from the OPF and forward these to the area postal medical facility for
storage.

131.52 Disposition. After performing the OPF review in .51 above, dispose of OPFs
according to instructions in the table below. OPFs that are forwarded to the National
Personnel Records Center (NPRC) should be securely packaged and sent by registered
mail. The address is:

National Personnel Records Center
General Services Administration
111 Winnebago Street

St. Louis, MO 63118-4199
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131.53 Guidelines for Processing Personnel Actions
Include a typewritten list of names and social security numbers for each former
employee for whom an OPF is included. Retain a copy of the list. Label multiple boxes
one of three, two of three, three of three, etc. Send single folders in an envelope
(padded if possible to provide greater protection).

131.53 Forwarding Loose Records to NPRC. If additional records are discovered after
an employee’s OPF has been transferred to NPRC, forward those of permanent value,
essential for inclusion in the OPF, to NPRC. (Destroy records which should have been
filed in the OPF but have no permanent value). Good OPF maintenance procedures
should reduce the number of loose records to a minimum. Each loose record so
forwarded must show the following information about the employee:
a. Full name.
b. Date of birth.
¢. Social Security number.
Disposition of OPFs
If Then
Retirement or death claim is being Send OPF to NPRC upon expiration of a 120-day retention period
processed ] after separation. - e -
It is probable that employee will be Retain OPF for maximum period of 2 years after date of last
employed repeatedly, after separation.
separation, for short periods of time
(casuals/temporary employees)
Employee is separated for active Retain OPF until reemployment or expiration of restoration rights.
miltary duty R - _ _— B
Employee is transferred to an Retain OPF until reemployment or expiration of restoration rights.
international organization g e e e
Employee is separated by reduction  Retain OPF until name is removed from the list due to
in force and name is entered on reemployment or deleted from list upon expiration of retention
reemployment priority list period.
Employee is separated due to Retain OPF until reemployment or expiration of restoration rights.
compensable injury and has
restoration rights L
Separated employee employed by Complete OPF Review. Retain OPF until confirmation of
another postal installation employment is received from new employing office. Forward OPF
by registered mail to new office. .
Separated employee employed by Complete OPF Review. Retain OPF until confirmation of
another federal agency employment is received from new employing agency. Forward OPF
by registered mail. Retain the name and location of the agency to
which OPF is transferred and date of transfer.
Long term records which should be  If all permanent records have not been received (e.g., Form 2246,
filed in the Folder are not complete Terminal Leave Worksheet), retain the OPF until complete.
or available - _ -
Separated employee is awaiting Retain OPF until appeal or claim is resolved.
appeals or pending adjudication for
retirement, insurance or other claims 3
Employee is entitied to severance Retain OPF until all severance pay due has been paid, or until
pay upon separation notice is received that the individual is reemployed in a paosition that
discontinues the right to further payments from the severance pay
i fund. ]
Employee is reassigned to another Forward the OPF to the new installation by registered mail after
postal installation making sure that (a) the right side of the OPF is scréened to
remove records that should not be there, and to sequence records
in the proper order and (b) that the left side is screened to remove
] temporary material that is of local interest. B .
Employee is separated and none of ~ Send OPF to NPRC after expiration of a 90-day retention period
the conditions above apply after separation. Ensure that records, including separation recards,
have been filed.
16
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Guidelines for Processing Personnel Actions

132

d. Installation name and address from which separated.

131.54 Requests for Information from Transferred OPFs. See ELM 313.72 for
procedures for allowing individuals to review their OPFs following transfer of the OPF
to NPRC.

132 Other Authorized Personnel Records Systems

Separate files are established for investigative reports, restricted medical records and
reports, occupational injury and illness compensation claims, merit evaluations, and for
certain disciplinary actions (see ELM 314 for information on maintenance of these
separate files). In addition, subject folders must be established on site for temporary
retention of certain payroll-related forms processed through the Distribution Data
Entry/Distributed Reporting (DDE/DR) system. Authorized personnel information
records maintained at field installations throughout the Postal Service and their reten-
tion periods are contained in appendices of the Administrative Support Manual and the
ELM.

Handbook EL-301, June 1989
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Exhibit 110a
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Exhibit 110b

Guidelines for Processing Personnel Actions
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Exhibit 110¢c (p. 1) Guidelines for Processing Personnel Actions

Form 50 Elements (Elements 1-99)

Element Number Data Element Field
Name Size Description

1 Effective Date 6 Use the date the action takes effect. If correcting a
previous action, use the effective date of the
pravious action. Promotion actions and other
change actions affecting salary must be set for the
beginning of a pay period.

2 Sequence Number 4 PDC generated. It shows the processing sequence
of the Form 50 actions. .

3 Social Security 9 Verify the accuracy of the employee's SSN prior to

- e ___ updating the Empioyes Mastor File. _

4 Suffix Code 1 Caode 1 identifies primary job. Codes 2, 3, 4, and 5
identify subsequent appointments.

] Last Name 15 Last name may contain the following punctuation:
Apostrophe (') Example: O'Day
Hyphen (-) Example: Smith-Jones
Last name may not contain a number, period, or
comma.
Last names with Jr., Sr., or i, IV, etc., should be
written as: Doe Jr, Doe Sr, Doe Ill, Doe IV.
Last names containing more than fifteen characters
should be spelled out in full in the remarks section
of the accession Form 50 or the Name Change
Form 50. - )

6 First Name 1 First name may not contain punctuation marks.

e __However, it may contain a space. Example: A Scott

7 Middle Name 1 Enter an alpha character. Never NMI for No Middle
Initial; leave blank if no middle initial.

8 Date of Birth 6 Enter month, day, and year. Example: 01-10-50.

9 Veterans Preference 1 Allowable codes:
1--No Preference
2--5-point
3--10-point disability
4--10-point compensable, less than 30 percent
5--10-point other
6--10-point compensable, 30 percent or greater
Note: Claims for veterans preference must be
verified. Refer to EL-311, 240. '

10 Prior CSRS 1 Y--Yes

N--No
Note: Y is entered if, at the time the individual is
hired as career or converted to career, there is any
prior civilian service creditable for retirement
purposes. It does not matter whether a redeposit or
a deposit may be necessary for this time. N is
entered only when there is no prior creditable
civilian service at all.

Exhibit 110c¢ (p. 1), Form 50 Elements
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Guidelines for Processing Personnel Actions Exhibit 110¢c (p. 2)

" Element Number Data Element Field

Name Size Description

11 TSP Eligibility 1 Allowable codes (see Exhibit 210b):
I--Ineligible (must wait until second open season)
E--Eligible without deductions
Y--Eligible with deductions™
R--Eligible next open season (rehire must wait one
or two open seasons)”
T--Deductions Terminated™
“Payroll will convert the | to an R
“PDC generated

12 Life Insurance 1 Allowable codes:
A--Ineligible
B--Waived
C thru Z--see SF 2817 for coding

13 Retirement Code 1 Allowable codes (see Exhibit 210c):
1--Civil Service Retirement System (CSRS)
2--FICA

3* CSRS

4--Reemployed Annuitant

5--CSRS Offset (CSRS/FICA) (DUAL)
6"- CSRS Offset (CSRS/FICA) (DUAL)
7--Reserved

8--Federal Employees Retirement

System (FERS)

9* FERS

A--FERS with frozen CSRS service

B*- FERS with frozen CSRS service
*Postal Inspectors

14 Leave Computation 6 Compute, excluding any service which is not
Date creditable for leave purposes, such as casual or
temporary service with USPS or any other federal
agency (see Exhibit 210d).
15 Entered on Duty 6 Enter date of original USPS appointment where
Date there was no break in service. DO NOT change the

EOD date when the employee reassigns from one
installation to another or from one craft to another.
DO NOT change the EOD date when the employee
converts from a noncareer position into a career
position. The EOD date does not have to match the
Service Anniversary PP/YR.

16 Retirement 6 Enter calculated retirement computation date from
Computation Date Form 144 (see Exhibit 210d).
17 Thrift Savings Plan 6 Enter month, day, and year (see Exhibit 210e).

Service Computation
Date (TSP-SCD)

18 Next Step Increase 4 Enter the pay period and year the next step
PP/YR increase is due. Note: If an employee entered on
duty after the first day of the pay period, use the
next pay period as the starting point for the PP/YR
computation (see Exhibit 210f).

19 Not to Exceed Code 1 Allowable codes:
1--90-day casual appointment
2--21-day Christmas casual appointment
3--Reserved
4--Temporary nonbargaining appointment not to
exceed (NTE) one year.

Exhibit 110c¢ (p. 2), Form 50 Elements
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Exhibit 110¢ (p. 3)

Guidelines for Processing Personnel Actions

22

Element Number

Data Element Field
Name Size

Description

20

Not to Exceed 4
PP/YR

Enter PP/YR in which the appointment expires (see
Exhibit 210g). Do not advance to next PP.

21

Probation Expiration 1
Code

Allowable codes:

0--No probation

1--90-day probation - bargaining employee
2--6-month probation - nonbargaining employee
3--90 days actually worked or 1 year, whichever
comes first.

22

Probation Expiration 4

23

PP/YR in which probation period ends (see Exhibit
210h).

Employee Status 2
Code

Allowable codes:

CP--Continuation of Pay (COP): Use when an
employee is separating from the Postal Service
before COP is exhausted. Enter standard remark
564 which reads: “Continuation of Pay will cease
on (date required)." This date must not exceed 45
days from the beginning date of COP. The "CP"
alerts payroll staff that the employee will be
compensated beyond the separation date.
RC--Reinstated Compensation--OWCP (former
employee): Use with NOA 161, Reemployment,
when a former employee has partially recovered
from a compensable injury/disability and is
reemployed within medically defined work
limitations. This code is used in a national system to
identify and track the progress of the employee.
RD--Reinstated Compensation--OWCP (Current
employee): Use with NOA 292, Return to Duty,
when an employee partially overcomes a
compensable injury/disability and resumes
reemployment. Code RD is used to identify and
track the progress of the employee.

UO--Union Official: Use with NOA 460, Leave
Without Pay (LWOP), when an employee is serving
full time as a union official. This code is used to
alert PDC Payroll staff of the employee’s status and
may also be used in national reports.

24

Leave Category 1

Allowable codes:

0--Ineligible for Leave

4--4 hours per PP (0-3 years service)
6--6 hours per PP (3-15 years service)
8--8 hours per PP (15 + years service)

25

Leave Change 4
PP/YR

Enter the PP/YR the leave category changes to a
higher category. Add 3 or 15 years (whichever is

applicable) to the leave computation date. Refer to
PP chart (Exhibit 110f) and find date. If it does not
fall on the first day of the PP, advance to next PP.

26

Leave Type 1

Allowable codes:

1--Advanced at beginning of leave year
2--Earn as you go

3--Ineligible for leave

27

Protected 1
Salary-RSC

Enter Rate Schedule Code of Protected Salary (see
Appendix A).

Exhibit 110c¢ (p. 3), Form 50 Elements
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Guidelines for Processing Personnel Actions Exhibit 110¢ (p. 4)

'. Element Number  Data Element Field

Name Size Description
28 Protected 4 Enter Grade/Step on which salary protection is
Salary-Grade and based.
Step
29 Protected 4 Enter the PP/YR in which the protected status
Salary-PP/YR terminates. Protection would terminate on the first
day of the designated pay period (see Appendix A).
30 Protected 2 Enter protected rural carrier hours (NTE 40 hours).
. Salary-Hours - 3
| 31 Protected 3 Enter the number of miles on which rural carrier's
. Saary-Mies protected salary is based.
32 Saved/Protected 1 P--Protected Rate (104 weeks)
‘ Salary Code

*--Changes fields 27-32 to blank
| ‘ see Appendix A o
33 Indebt USPS 1 PDC generated. Allowable codes:
’ 0--Not indebted

1--Monies

2--Accountable property

3--Both of the above

34 Employment Type 1 Allowable codes:
ode

‘ S--Saved Rate (Indefinite)

C--Christmas casual appointment

E--Casual referred by state employment services
office

|--Summer Intern (Hdars use only)
N--Noncompetitive appointment (use only with NOA

101).
. _ W--Rural Carrier Relief emergency hire
35 Gender 1 Allowable codes:
M--Male
F--Female
36 Minority Code 1 Allowable codes:

A--American Indian or Alaskan Native
B--Asian or Pacific Islander
C--Black, not of Hispanic origin

D--Hispanic
- E--White, not of Hispanic origin See Exhibit 210i.
37 Disability Code 2 See Exhibit 210j for allowable codes
38 Blank
39 Service Anniversary 4 See Exhibit 210k for instructions.
PP/YR
40 Frozen CSRS 6 Years, months, and days covered under CSRS prior
Service to converting to FERS. Note: Make entry in element

40 only when a CSRS employee or an offset (dual)
employee transfers to FERS with, at a minumum, 5
years of creditable civilian service.

Exhibit 110c¢ (p. 4), Form 50 Elements
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Exhibit 110¢ (p. 5) Guidelines for Processing Personnel Actions

Element Number Data Element Field
Name Size Description

41 Creditable Military 4 Years and months of military service for which credit
Service will be given at retirement. For a FERS employes,
make an entry in element 41 only when the FERS
employee has completed a deposit for post 1956
military service or has pre-1957 military service.
For a CSRS or offset (dual) employee, this element
will be completed in one of four cases:

+ Employees first hired as career on or after
10-01-82--complete element 41 only if the
employee has made a deposit for post 1956 military
service. The element is not completed until the
entire amount of the deposit, including any
applicable interest, has been paid.

+ Employee first hired as career before October 1,
1982--the total of post 1956 military service is
entered without regard for any deposit.

¢ Employee is retired military--a deposit must be
completed for this time before making an entry in
element 41. The deposit must be completed
regardless of when the employee's initial
appointment began.

+ Employee has pre-1957 military service.

42 Supervisory Code 1 PDC generated. Allowable codes:
1--Supervisory
2--Nonsuperviscry

43 Educational Level 2 See Exhibit 210! for allowable codes.

44 Academic Discipline 2 Enter last two digits of the year in which the highest
Year formal education was completed.

45 Academic Discipline 4 See Exhibit 2101 for allowable codes.

46 Postal Life Code 1 Allowable codes:
Y--Yes, employee wants to receive Postal Life
magazine.
N--No, employee does not wish to receive Postal
Life magazine.

47 Retired Military 3 First digit = Type of Uniformed Service
1--Army
2--Navy
3--Air Force
4--Marine Corps
5--Coast Guard
6--National Oceanic and Atmaspheric Admin
7--Public Health
Second digit = Type of Retirement
1--Voluntary
2--Disability
3--Mandatory
Third digit = Military Service Status
1--Retired Regular Officer
2--Retired Reserve Officer
3--Retired Enlisted Personnel
See Exhibit 210m for additional information and
instructions.

Exhibit 110c (p. 5), Form 50 Elements
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Exhibit 110c (p. 6)

Element Number Data Element Field
Name Size Description
48 COLA 4 PDC generated
49 Rural Carrier Hours 2 PDC generated
50 Rural Carrier Miles 3 PDC generated
51 Mailing 28  Enter employee's current street address or PO Box
Address-Street Number.
| 52 Mailing Address-City 16 Enter city name.
| 53 Mailing 2 Enter state abbreviation code.
- Address-State [
54 Mailing Address ZIP 9 Enter ZIP + 4.
Code S
l 55 Duty Station Name 20 PDC generated
56 Employing Office 6 Enter employing office finance number.
F@ance Number o
57 Employing Office 25  PDC generated
. Name R R
\ 58  Employing Office ZIP 9 PDC generated - -
59 Blank 2
60 Pay Location 3 Enter pay location. If pay location is not used, enter
000. N
61 Merit Lump Sum 5 Enter amount only when lump sum payment is to be
‘ - Amount made with that Form 50 action. S
62 Bank 10 B e memasseemor
63 Duty Station Finance 6 Enter state and post office number of duty station.
Number ,
: 64 Labor Distribution 2 Enter appropriate code. The LDC is used to compile
Code workhour, labor utilization, and other financial
reports for management use. Since this is financial
data, consult Division Controller's office, local
Finance office, or Handbeok_lf_-_g__f_oi proper code.
65 Designation/Activity 1 See Exhibit 210n for allowable codes.
Code _
66 Position Type 1 Allowable codes:
1--Full Time (Des. OX, 1X, 71, 72, 74)
2--Part-time Regular (Hourly Rate Regular)
3--Part-time Flexible and Auxiliary Rural Carrier
(designation 77)
4--Casual f = 7Z
5--Temporary
6--Rural (Des. 73, 75,_?8,_7_'9)
67 Limited Tour Hours 2 Enter scheduled number of hours per week for part
‘ o - time regular (hourly rate regular) employees.
68 Rate Code 1 Allowable codes:

H--Hourly
A--Annual Rate
P--96-Hour or Special Rate

Handbook EL-301, June 1989
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Exhibit 110c (p. 7) Guidelines for Processing Personnel Actions

Element Numbher Data Element - Field
Name Size Description
69 Uniform Allowance 1 Allowable codes (see Exhibit 2100): |
Code 1
E--Rural Equipment Maintenance Allowance
M--Used when changing Des/Act or Occ. Code
N--Ineligible for Uniform Allowance
R--Rental Allowance
S--Lost Eligibility for Uniform Allowance
U--Eligible for Uniform Allowance
X--Form 1346 needed to establish Uniform
S B Allowance S . S
70 Qrganization 1 Leave blank - held for future use.
. Coverage o s
71 Red Circle PDC generated - indicates if employee's salary is
"red circled” )
72 Rural Data--Route 3 Enter numeric three-digit route number.
Example: 001. Route must be valid on Rural Route
o ] S o Master File. ]
73 Rural Data--L Route 1 PDC generated based on entry in element 72.
ID
74 Rural Data--Pay 1 PDC generated based on entry in element 72.
Type
M--Miles
H--6-day heavy route
J--5-1/2-day heavy route
K--5-day heavy route
A--Auxiliary route
i U ... ... ... .. S
75 Rural
Data--Tri-Weekly
Code 1 PDC generated based on entry in element 72.

Indicates route is served three days a week.
M--Monday/Wednesday/Friday service
T--Tuesday/Thursday/Saturday service

76 Rural Data--FLSA 1 PDC generated based on entry in element 72.
A--Des. 71 and des. 72 rural carriers did not agree
to terminate the guarantee as required.
Compensation under FLSA 7(a). Overtime paid in
excess of 8 hours per day or 40 hours per week.
B--Identifies compensation under FLSA 7(b)2.
Overtime paid for hours worked in excess of 12 per
day, 56 per week, or 2,080 per guarantee period.
L--Des. 72 and des. 73 only. Compensation under
FLSA 7(a) for heavy duty routes with less than 35
hours per service week, and rural carrier schedule
nonheavy duty with fewer than 31 paid miles, where
assigned carrier (des. 71) has Code N.

N--Des. 71 regular rural carrier only. Compensation
under FLSA 7(a) for heavy duty routes with less
than 35 hour service per week, and for RCA
nonheavy duty with fewer than 31 paid miles.
P--Des. 77 auxiliary carriers and des. 78 auxiliary
assistants. Overtime paid for hours worked in
excess of 40.

Exhibit 110¢ (p. 7), Form 50 Elements
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Guidelines for Processing Personnel Actions

Exhibit 110¢ (p. 8)

Element Number  Data Element Field
Name Size Description
77 Rural Data--Rural 1 Enter appropriate code (Y fot_f Yes, N for No) to
Carrier Commitment indicate whether employee signed an agreement
electing a higher classification. See Appendix B for
more information.
78 Rural 5 PDC generated based on entry in element 72.
Data--Guaranteed
Salary
79 ' Nature of Action 3 Enter appropriate numerical code to indicate type of
Code action (see Exhibit 110d). B
80 Nature of Action 35  Enter description for 3-digit NOA Code entered in
element 79 (see Exhibit 110d). -
81 Authority 15 PDC generated
82 Merit Anniversary 4 Enter PP/YR of merit anniversary date.
Date
83 Blank e
g4 _ Standard Remark 3 See Exhibit 110e and 410D for allowable codes.
85 Standard Remark 3 See Exhibit 110e and 410b for allowable codes.
86 Standard Remark 3 See Exhibit 110e and 410b for allowable codes.
87 Unemployment 3 See NOA description in Chapter 4 or Exhibit 410¢
Compensation Code for allowable codes.
88 Remarks (Free (1) Enter any variable remarks relating to Standard
Form) Remarks or Unemployment Compensation Prefix;
code variable with remark code digits. Example:
502: 11/12/87.
(2) Prefix free form remarks on a worksheet with
code 888. Example: 888: Corrects elements 14 and
16 which read 03-06-80 and 03-06-80. The 888
tells ELRIC to key the remark as a freeform remark.
Note: The total number of words used to make up
both the standard remarks and free form remarks
must not exceed seven lines of 76 characters per
line incluting spaces. Each standard remark (4 XX
or 5XX) will take up one or more lines, depending
upon the size of the remarks.
89 Sequence Number 1 PDC generated
Q20 Nature of Action 3 PDC generated
Code
g Nature of Action 19 PDC generated
92 Effective Date PDC generated
23 Occupation Code 8 Refer to Standard Position Description Manuals
(P-1 for bargaining; P-4 for nonbargaining).
94 Qccupation Code 25  Enter appropriate title. Refer to Standard Position
Title Description Manuals (P-1 for bargaining; P-4 for

nonbargaining).

Exhibit 110c (p. 8), Form 50 Elements
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Exhibit 110¢c (p. 9) Guidelines for Processing Personnel Actions

Element Number Data Element Field
Name Size Description
95 Rate Schedule Code 2 The rate schedule code represents the salary

schedule used to pay the employee (see Exhibit
110g for allowable codes).

96 Grade/Step 4 Enter two-digit numerical grade and alpha/
numerical step, if appropriate.
Examples: 05/B, 15/3, 00/08, 20/00

97 Salary 6 Enter basic salary. Examples: 10.15 or 100,000 or
9,500.
98 Social Security 9 Used only when correcting a Social Security
Number Correction number. Enter correct SSN.
Authorization and For processing copy, enter date worksheet
Date prepared. Authorization element should contain
signature of local authorized official.
99 OPF Finance 6 Enter finance number where OPF is maintained.
Number

Exhibit 110c (p. 9), Form 50 Elements
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-t‘ Guidelines for Processing Personnel Actions Exhibit 110d (p. 1)

Nature of Action Codes

Code

Nature of Personnel Action

001

002
008
012
100
101
110
113
130
140
150
154
160
161
170
171
190
292
300
301
302
310
313
317
320
323
324
325
326
328
329
346
350
352
354
398
399
460
462
500
501

580
702
705
713
716
721

760

780

Cancellation

Correction 3 03
Retirement Plan Correction

Change Minority Code

Career Appointment

Career Appointment (Noncomp.)

Temporary Appointment NTE

Temporary Appointment (Outside Reg.)

Transfer Career

Reinstatement Career

Reactivate

Reactivate Noncareer

Reemployment Military

Reemployment EO or OPM Regulation

Postmaster Relief/Leave Replacement

Rural Carrier Relief

RCA Appointment from Register

Return to Duty

Retirement--Mandatory

Retirement--Disability

Retirement--Other .

Resignation--Charges Pending

Resignation--Military

Resignation-All Other

Separation Transfer

Separation Military

Separation Declined Relocation

Separation Declined Assignment

Separation Disability

Termination During Probation (for Preappointment Conditions)
Termination During Probation
Removal

Death

Termination (Noncareer)
Termination (Career)--Hqrs use
Cancellation of Accession
Separation Other--Hgrs use

LWOP (Exceeding 30 days)

Leave With Pay Pending Retirement
Conversion to Career (from Reg.)
Conversion to Career (Noncomp.)
Gonversion-te Regular Rural Carrier 9 957 0 e wir 70
Promotion

Change to Full Time

Change to Lower Level

Change to PTF

Reassignment

Extension of Temporary Appointment
Reappointment of Casual

Name Change

L

Exhibit 110d (p. 1), Nature of Action Codes
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Exhibit 110d (p. 2)

Guidelines for Processing Personnel Actions

Code Nature of Personnel Action
800 SSN Correction
803 Change in Retirement Plan

881 FEGLI Change
882 Change Service Dates

888 Step Deferment

890 Lump Sum Payment
892 Merit Increase

893 Step Increase

894 Pay Adjustment

896 Quality Step Increase
900 Detail Termination

901 Detail

902 Change Position Information

903 Uniform Allowance Certification or Disallowance
907 Change to Leave Earning Status

908 Change to Nonleave Earning Status

911 Change in Limited Tour Hours

912 Master File Review

924 Reassignment/CAO-Chg to Lower Level

925 Reassignment/CAO

926 Reassignment/CAO--Promotion

927 Reassignment PCES s
" 928 Reassignment--Conversion to Career 989 A PP,

959 Dual Job Accession

960 Termination of Dual Position

For PDC Use Only

40
151 Reactivate/OPM 2806 ]

904 Route Change

905 Route Change

955 Application for Disability Ret.

983 Change to Permanent CSRS/FICA
990 COLA Roll In

991 Optional COLA Roll In

995 Management Increase

996 Management COLA Increase

997 Contractual Increase

998 Craft COLA Increase

T Ree-

JZumAlL CHrfiLr fce

_Pos. Reevaluation /Qoumand:
q’f@ - ﬁ:}gf. .‘Ec’:}*VﬂL. / upﬁfr‘l’”i;

Exhibit 110d (p. 2), Nature of Action Codes
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Guidelines for Processing Personnel Actions Exhibit 110e (p. 1)

501

Standard Remark Codes
(Elements 84-86)

Saved grade established for indefinite period.

502

Correct Form 50 dated (date required).

504

Employee to be paid for all accumulated leave to which entitied under existing law.

505

Employee failed to accompany activity/accept new assignment.

506

Payment to be made for all accumulated annual leave to which estate of deceased employee is
entitled.

507
508

509

Heturns tos substituie of recerd coincident to appointment of regular rura] Earrier.
To serve vacant route pendmg_ appointment of regular rural carrier.

Employee entitied to 104 weeks salary protection following the effectwe date shown hereon
unless entitiement to protection ceases at an earlier date.

510

Action based on approved Form 1727, Incentive Award Authorization.

511
512
513

_ This action does not _change dug date for advancement to next higher step.
This action changes due date for advancement to next higher step. .

The employee's daily assignment for the above position does not meet 1he eligible criteria for
uniform allowance.

514

Rural carrier placed on approved leave without pay effective (date required).

515

Relief rural carrier has served continuously on the route since (date required).

516

Regular rural carrier returned to duty effective (date required).

517

Physical qualifications previously established. New medical certificate not required.

518

_ Services no longer required.
Actlon eﬁecled at employee's request
SF-8 issued (date required).

Last day in pay status (date required).

90-day probation from effective date.

6-month probation from effective date.

Selected from Hiring Worksheet dated (dated required).

All payroll deductions in effect to remain in effect.

All excess supervisors have been considered for this vacancy.

Senior qualified applicant.

Copy of SPD furnished employee.

Selected in accordance with procedures for initial level supervisor positions.

Selected in accordance with regulations gaverning filling of nonbargaining unit positions.

Employee has performed higher level service continously since (date required).

Name change due to marriage.

Regular rural carrier has been on approved sick leave since (date required).

Regular rural carrier returned from extended sick leave (date required).

Employee entitled to retreat rights.

Saved rate established for indefinite period.

SF 1152 and SF 2823 are not on file.

Exhibit 110e (p. 1), Standard Remark Codes
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Exhibit 110e (p. 2) Guidelines for Processing Personnel Actions

32

540 SF 8, 2810, 2819, 2821 have been given to employee.
541 Totally disabled for useful and efficient service in position.
542 USPS reasons for employee’s separation differs from employee’s reason(s).
543 Reemployed to former position or equivalent in the same bargaining unit and craft.
544 Reemployed to a different position in the same bargaining craft.
545 Reemployed to a position in a different bargaining unit or craft, necessitated
because of medical accommodation.
546 Reemployed to former or equivalent nonbargaining position.
547 Reemployed to a different nonbargaining position, necessitated because of medical
. accommodation.
548 The PDC will process any necessary salary and/or leave adjustment.
549 Reemployed from a bargaining position to a nonbargaining position.
550 Reemployed from a nonbargaining position to a bargaining position. B
551 Employes is subject to 90-day qualifying period before earning leave.
552 Reassignment based on mutual exchange between two rural carriers of different
post offices. B
553 Dual position(s) terminated due to conversion to full time position.
554 The probationary period for RCR is 90 days actually worked or 1 year, whichever
comes first,
555 Withhold all funds. -
556  CSRS Redesignated Service--Employee eligible for refund. Contact Personnel.
557 __ Employee failed to report for duty. _ R
558 Reemployed under FECA, 5 USC 8151 and OPM Regulations, 5 CFR 353.
559 NTE (date required).
560 Change to lower level due to relegation of office to CAG K.
561 Eligible to bid on regular rural carrier positions 1 year from effective date of this
action. B
562 Probation period for RCA is 90 days actually worked or 1 year, whichever comes
first.
563 Qualified on appropriate entrance/inservice examination.
564 Continuation of Pay (COP) will cease on (date required).
565 This action is being cancelled to reestablish employee under the correct SSN.
566 This action is being cancelled to correct the employee’s date of separation.
567  Service history sentto PDC.
568  Employee locked in for 365 days in accordance with National Agreement. -
569  Passed casual Clerk/Carrier exam. . =
570 Credited with prior federal/military service. - )
571 Rural Carrier Associate has served continuously on route since (date required).
572 Service history will be corrected by PDC.

Exhibit 110e (p. 2), Standard Remark Codes
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Guidelines for Processing Personnel Actions

Exhibit 110f (p. 1)

AP P/P 1983 1984 1985 1986 1987 1988
4 1 12/25-117 12/24-1/6 12/22-1/04 12/21-1/03 12/20-1/02 12/18-1/01
2 1/8-1/21 1/7-1/20 1/05-1/18 1/04-1/17 1/03-1/16 1/02-1/15
5 3 1/22-2/4 1/21-2/3 1/19-2/01 1/18-1/31 1/17-1/30 1/16-1/29
4 2/5-2/18 2/4-217 2/02-2/15 2/01-2/14 1/31-2113 1/30-212
6 5 2/19-3/4 2/18-3/2 2/16-3/01 2M15-2/28 214-2/27 2/13-2/26
6 3/5-3/18 3/3-3/16 3/02-3/15 3/01-3/14 2/28-3/13 2/127-3M1
7 7 3/19-41 3/17-3/30 3/16-3/29 3/15-3/28 3M4-3/27 3/12-3/25
8 4/2-4/15 3/31-4/13 3/30-4/12 3/29-4/11 3/28-4/10 3/26-4/08
8 9 4/16-4/29 4/14-4/27 4/13-4/26 4/12-4/25 4/11-4/24 4/09-4/22
10 4/30-5/13 4/28-5/11 4/27-5110 4/26-5/09 4/25-5/08 4/23-5/06
9 11 5/14-5/27 5/12-5/25 5/11-5/24 5/10-5/23 5/09-5/22 5/07-5/20
12 5/28-6/10 5/26-6/8 5/25-6/07 5/24-6/06 5/23-6/05 5/21-6/03
10 13 6/11-6/24 6/9-6/22 6/08-6/21 6/07-6/20 6/06-6/19 6/04-6/17
14 6/25-7/8 6/23-7/6 6/22-7/05 6/21-7/04 6/20-7/03 6/18-7/01
11 15 7/9-7/22 7/7-7120 7/06-7119 7/05-7/18 7/04-7/17 7/02-7/15
16 7/23-8/5 7/21-8/3 7/20-8/02 7/19-8/01 7/18-7/31 7/16-7/29
12 17 8/6-8/19 8/4-8/17 8/03-8/16 8/02-8/15 8/01-8/14 7/30-8/12
18 8/20-9/2 8/18-8/31 8/17-8/30 8/16-8/29 8/15-8/28 8/13-8/26
13 19 9/3-9/16 9/1-9/14 8/31-9/13 8/30-9/12 8/29-9/11 8/27-9/09
20 9/17-9/30 9/15-9/28 9/14-9/27 9/13-9/26 9/12-9/25 9/10-9/23
1 21 10/1-10/14 9/29-10112 9/28-10/11 9/27-10/10 9/26-10/09 9/24-10/07
22 10/15-10/28 | 10/13-10/26 | 10/12-10/25 | 10/11-10/24 | 10/10-10/23 | 10/08-10/21
2 23 10/29-11/11 10/27-11/9 | 10/26-11/08 | 10/25-11/07 | 10/24-11/06 | 10/22-11/04
24 11/12-11/25( 11/10-11/23 | 11/09-11/22 | 11/08-11/21| 11/07-11/20 | 11/05-11/18
3 25 11/26-12/9 11/24-12/7 | 11/23-12/06 | 11/22-12/05 | 11/21-12/04 | 11/19-12/02
26 12/10-12/23 12/8-12/21 | 12/07-12/20 | 12/06-12/19 | 12/05-12/18 | 12/03-12/16

27

Exhibit 110f (p. 1), Pay Period Dates Chart
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Exhibit 110f (p. 2)

Guidelines for Processing Personnel Actions

P/P 1989 1990 1991 1992 1993
1 12/17-12/30 12/16-12/29 12/15-12/28 12/14-12/27 12/26-1/08
2 12/31-1113 12/30-112 12/29-1/11 12/28-1/10 1/09-1/22
3 1/14-1/27 1/13-1/26 1/12-1/25 1/11-1/24 1/23-2/05
4 1/28-2110 1/27-2/09 1/26-2/08 1/25-2/07 2/06-2/19
5 2/11-2/24 2/10-2/23 2/09-2/22 2/08-2/21 2/20-3/05
6 2/25-3110 2/24-3/09 2/23-3/08 2/22-3/06 3/06-3/19
7 3/11-3/23 3/10-3/23 3/09-3/22 3/07-3/20 3/20-4/02
8 3/25-4/07 3/24-4/06 3/23-4/05 3/21-4/03 4/03-4/16
9 4/08-4/21 4/07-4/20 4/06-4/19 4/04-4/117 4/17-4/30
10 4/22-5/05 4/21-5/04 4/20-5/03 4/18-5/01 5/01-5/14
1 5/06-5/19 5/05-5/18 5/04-5117 5/02-5/15 5/15-5/28
12 5/20-6/02 5/19-6/01 5/18-5/31 5/16-5/29 5/29-6/11
13 6/03-6/16 6/02-6/15 6/01-6/14 5/30-6/12 6/12-6/25
14 6/17-6/30 6/16-6/29 6/15-6/28 6/13-6/26 6/26-7/09
15 7/01-7114 6/30-713 6/29-7112 6/27-7/10 7/10-7/23
16 7/15-7/28 7/114-7/27 7/13-7/26 7M11-7/26 7/24-8/06
17 7/29-8/11 7/28-8/10 7/27-8/09 7/25-8/07 8/07-8/20
18 8/12-8/25 8/11-8/24 8/10-8/23 8/08-8/21 8/21-9/03
19 8/26-9/08 8/25-9/07 8/24-9/06 8/22-9/04 9/04-9/17
20 9/09-9/22 9/08-9/21 9/07-9/20 9/05-9/18 9/18-10/01
21 9/23-10/06 9/22-10/05 9/21-10/04 9/19-10/02 10/02-10/15
22 10/07-10/20 10/06-10/19 10/05-10/18 10/03-10/16 10/16-10/29
23 10/21-11/03 10/20-11/02 10/19-11/01 10/17-10/30 10/30-11/12
24 11/04-11/17 11/03-11/16 11/02-11/15 10/31-11/13 11/13-11/26
25 11/18-12/01 11/17-11/30 11/16-11/29 11/14-11/27 11/27-12110
26 12/02-12/15 12/01-12/14 11/30-12/13 11/28-12/11 12/11-12/24
27 12/12-12/25

34
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Guidelines for Processing Personnel Actions

Exhibit 110f (p. 3)

P/P 1994 1995 1996 1997 1998
1 12/25-01/07 12/24-01/05 12/23-01/06 12/21-01/03 12/20-01/02
2 01/08-01/21 01/07-01/20 01/06-01/19 01/04-01/17 01/03-01/16
3 01/22-02/04 01/21-02/03 01/20-02/02 01/18-01/31 01/17-01/30
4 02/05-02/18 02/04-02/17 02/03-02/16 02/01-02/14 01/31-02/13
5 02/19-03/04 02/18-03/03 02/17-03/01 02/15-02/28 02/14-02/27
6 03/05-03/18 03/04-03/17 03/02-03/15 03/01-03/14 02/28-03/13
7 03/19-04/01 03/18-03/31 03/16-03/29 03/15-03/28 03/14-03/27
8 04/02-04/15 04/01-04/14 03/30-04/12 03/29-04/11 03/28-04/10
9 04/16-04/29 04/15-04/28 04/13-04/26 04/12-04/25 04/11-04/24
10 04/30-05/13 04/29-05/12 04/27-05/10 04/26-05/09 04/25-05/08
1 05/14-05/27 05/13-05/26 05/11-05/24 05/10-05/23 05/09-05/22
12 05/28-06/10 05/27-06/09 05/25-06/07 05/24-06/06 05/23-06/05
13 06/11-06/24 06/10-06/23 06/08-06/21 06/07-06/20 06/06-06/19
14 06/25-07/08 06/24-07/07 06/22-07/05 06/21-07/04 06/20-07/03
15 07/09-07/22 07/08-07/21 07/06-07/19 07/05-07/18 07/04-07/17
16 07/23-08/05 07/22-08/04 07/20-08/02 07/19-08/01 07/18-07/31
17 08/06-08/19 08/05-08/18 08/03-08/16 08/02-08/15 08/01-08/14
18 08/20-09/02 08/19-09/01 08/17-08/30 08/16-08/29 08/15-08/28
19 09/03-09/18 09/02-09/15 08/31-09/13 08/30-09/12 08/29-09/11
20 09/17-09/30 09/16-09/29 09/14-09/27 09/13-09/26 09/12-09/25
21 10/01-10/14 09/30-10/13 09/28-10/11 09/27-10110 09/26-10/09
22 10/15-10/28 10/14-10/27 10/12-10/25 10/11-10/24 10/10-10/23
23 10/28-11111 10/28-11/10 10/26-11/08 10/25-11/07 10/24-11/06
24 11/12-11/25 11/11-11/24 11/09-11/22 11/08-11/21 11/07-11/20
25 11/26-12/09 11/25-12/08 11/23-12/06 11/22-12/05 11/21-12/04
26 12/10-12/23 12/09-12/22 12/q7-12/20 12/06-12/19 12/05-12/18
27
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Exhibit 110f (p. 4)

Guidelines for Processing Personnel Actions

36

P/P 1999 2000 2001
1 12/19-01/01 12/18-12/31 12/17-12/30
2 01/02-01/15 01/01-01/14 12/31-01/13
3 01/16-01/29 01/15-01/28 01/14-01/27
4 01/30-02/12 01/29-02/11 01/28-02/10
5 02/13-02/26 02/12-02/25 02/11-02/24
6 02/27-03/12 02/26-03/11 02/25-03/10
7 03/13-03/26 03/12-03/25 03/11-03/24
8 03/27-04/09 03/26-04/08 03/25-04/07
9 04/10-04/23 04/09-04/22 04/08-04/21

10 04/24-05/07 04/23-05/06 04/22-05/05
1 05/08-05/21 05/07-05/20 05/06-05/19
12 05/22-06/04 05/21-06/03 05/20-06/02
13 06/05-06/18 06/04-06/17 06/03-06/16
14 06/19-07/02 06/18-07/01 06/17-06/30
15 07/03-07/16 07/02-07/15 07/01-07/14
16 07/17-07/30 07/16-07/29 07/15-07/28
17 07/31-08/13 07/30-08/12 07/29-08/11
18 08/14-08/27 08/13-08/26 08/12-08/25
19 08/28-09/10 08/27-09/09 08/26-09/08
20 09/11-09/24 09/10-09/23 09/09-09/22
21 09/25-10/08 09/24-10/07 09/23-10/06
22 10/09-10/22 10/08-10/21 10/07-10/20
23 10/23-11/05 10/22-11/04 10/21-11/03
24 11/06-11/19 11/05-11/18 11/04-11/17
25 11/20-12/03 11/19-12/02 11/18-12/01
26 12/04-12117 12/03-12/16 12/02-12/15
27
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Guidelines for Processing Personnel Actions

Exhibit 110g (p. 1)

Rate Schedule Codes (Element 95)

Code

Employees Covered

@ M m

=

< € 4 &« Id®? UwW 2 [ r

Mail Transportation Equipment Centers & Area Supply Centers schedule

Rural Auxiliary, Relief, Associate Employees schedule (designations 75, 77 and
78)

Mail Equipment Shops, Washington, DC and Materiel Distribution Centers
schedule

EAS (Executive & Administrative Schedule)
EAS Postmaster schedule, grades A thru E
Postal Nurses schedule

Structured Management Development schedule

Headquarters Operating Services Division/Rockville Support Services Branch
schedule

Postmaster Reliefs/Leave Replacement schedule
Mail Handlers schedule

Postal Data Centers (PDC) employees schedule
Postal Service (PS) schedule

Rural Carrier schedule

Postal Career Executive Service (PCES) schedule
Tool & Die Shop schedule

Attorney Pay schedule

Postal Police Officers schedule

Exhibit 110g (p. 1), Rate Schedule Codes

Handbook EL-301, June 1989
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Exhibit 110g (p. 2) Guidelines for Processing Personnel Actions

Special Salary Codes (Element 95)

Special salary codes allow exceptions to a salary schedule, change of a rate schedule
code (RSC), exception to the assigned level of a position, and permit extension of
PCES (I or II) benefits to an employee normally not entitled. Special salary codes
are used on accession and change actions, and should appear on Form 50 as a suffix
to the rate schedule code (e.g., the entry in element 95 would be "EA" for an EAS
employee with saved grade). See Appendix A for more information on special
salary.

A Saved Grade This code allows an exception to the assigned level and salary of a
position. The exception permits a higher level and salary to be
assigned to a position.

G Guaranteed This code indicates a pay exception for regular rural carriers cov-
Salary ered under section 7(b)(2) of the Fair Labor Standards Act. Cov-
erage is set forth at the beginning of the guarantee period and
continues for 52 consecutive weeks. When the results of a route
adjustment reduce the route’s compensation below the guarantee
set forth at the beginning of the guarantee period, the assigned
carrier will be compensated at the guaranteed annual wage until the
end of the guarantee period.

L Below This code is used for nonbargaining employees only. The code
Minimum allows the salary to be set below the minimum for the grade. The
code is used only for (1) a newly hired nonbargaining employee

(refer to ELM 412.1(b)) or (2) a PCES employee.

R Reemployed This code is used for an employee whose annuity under the Civil
Annuitant Service Retirement System is continued after reemployment and
salary has been reduced by the amount of annuity from OPM (see

ELM 323.33).

(Note: An employee is also considered a reemployed annuitant if the
employee is

1) reemployed to work part- time and

2) continues to receive payments from the Office of Workers Com-
pensation Programs (OWCP) and

3) applied for and was approved for disability retirement but chose
to waive the disability annuity.

Such an employee is placed in Retirement code 4, but salary is not
offset (the offset does not apply because annuity is from the OWCP,
not the Office of Personnel Management).

Zz Special Used only at Headquarters' direction to indicate protection of a rural
Protection carrier’s salary for 104 weeks at whichever is lesser of

(1) the 40 evaluated hour basic rate or
(2) the new basic salary plus 25 percent (of new basic salary)

Exhibit 110g (p. 2), Special Salary Codes
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Guidelines for Processing Personnel Actions Exhibit 110g (p. 3)

. The following codes are used to extend Postal Career Executive Schedule (PCES)
benefits or exceptions to the PCES salary schedule. The use of the codes should be
initiated by the Regional PCES Coordinator, or in the case of "C" by the Postal
Rate Commission.

@ PCES I benefits extended to RSC
E (used only by Postal Rate
Commission)

P PCES II insurance benefits
extended to PCES L.

\' PCES employee assigned to EAS
position and maintain PCES
status

¥ Combination of Codes P & V.

Exhibit 110g (p. 3), Special Salary Codes
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Exhibit 110h (p. 1)

Guidelines for Processing Personnel Actions

Permanent Documents

The following forms are considered permanent documents and should be filed on
the right side of the Official Personnel Folder:

Forms Title Notes

TSP 1 Thrift Savings Plan Election Form

TSP 3 Designation of Beneficiary--Thrift Savings

Plan
CA1 Federal Employee's Notice of Traumatic Only if not submitted to OWCP, for
Injury & Claim for Continuation of compensation. If compensation is claimed,
Pay/Compensation these forms go to the Injury Compensation
Control Officer (see ELM 314.4).
CA 2 Federal Employee’s Notice of Handle same as CA-1
Compensational Disease & Claim for
Compensation

W-4 Income Tax Withholding or Exemption IRS regulations require that the most

PS-4 Certificates (Federal, State, Local) current withholding exemption certificates

W-15 be kept on file until superceded by a later
change. The superceded (old) certificate
must then be retained for 4 years from the
date the current form was filed. Tax
certificates may be purged from OPFs
only in accordance with this rule.

-9 Employment Eligibility Verification ~ o

SF-15 __ Claim for 10-Point Veteran Preference S )

TSP 19 Transfer of Thrift Savings Plan Information  Use to transfer TSP withholdings to USPS

Between Agencies payroll system.

BRI 46-36A Memo to NPRC Requesting Verification of

Previous Service

BRI 46-48 Disability Retirement Application Approval

Form 50 Notification of Personnel Action The Form 50 (Nov. 1977 and later
editions) OPF copy, is placed on the right
side of the OPF.

SF 57 & 60 Application for Government Employment Also file supporting documents resulting in
Form 50. -

Form 61 Appointment Affidavit

Form 62 Appointment Affidavit

SF 78 CSC Certificate of Medical Examination File page 2 only (page 1 goes to
employee’'s medical folder.)

Form 85 Nonsensitive Security Clearance The signed ¢ n copy is placed in the
OPF when submXted. It is replaced when
the original is returked with notation
indicating that investigative requirements

o have been met.
SF 85A National Agency Check--Data for Handle the same as Form 85.
Nonsensitive or Noncritical-Sensitive
Position.

Handbook EL-301 Revision

Official Personnel File Documents

Handbook EL-301, Guidelines for Processing Person-
nel Actions, June 1989, Exhibit 110h, Permanent
Documents (page 1), is revised. Change the Notes
for Form 85, Nonsensitive Security Clearance, to read:

Send both pages of Form 85 directly to the Re-
gional Chiel Inspector’s Office. Attention: ARCI-
Criminal. Page 2 is returned with notation indicat-
mg that investigative requircments have heen
met.—/nspection Service, 11-30-89.

B AI75/

rrmanent Documents

Handbook EL-301, June 1989




Guidelines for Processing Personnel Actions

Exhibit 110h (p. 2)

Forms

Title

Notes

SF 86

Security Investigation Data for Sensitive
Position.

Handle the same as Form 85.

CA 102A

Official Superior’s Notice of Compensation
Payment

SF 144/
Form 144

Statement of Prior Federal Civilian &
Military Service

Do not retain or file copies of an
employee’s military DD-214, Report of
Separation from Active Duty, or similar
document; create a Form 144 in its place.
Return DD-214 to the employee.

SFi17v
SF178
Form 222

_Specific Travel Order--Relocation

Application for Federal Empioyment

Statement for Postmasters and OICs

Form 337

Clearance Record for Separated
Employee

OPM 813 &
CSC 813

Form 1152

Verification of Military Retiree’s Service in
Nonwartime Campaigns and Expeditions
Designation of Beneficiary--Unpaid
Compensation of Deceased Civilian
Employee

When changed or updated by the
employee, the SF 1152 being replaced is
removed from the OPF and either
returned to the employee or destroyed.

SF 1187

Union Dues Authorization

All forms current and previous are
retained

SF 1188

Union Dues Revokation

Fom 1303
Form 1590

Salary Change Notice
Supplies and Equipment Receipt

Attach to corresponding SF 1187 and

egtain bath a5 permanent docurmeiis,

Form 1727

Award Recommendation/Authorization

Form 1782

Training Request, Authorization and
Record

Form 2066

Updated Personnel Security Questionnaire

Form 2181A

Authorization and Release for
Pre-Employment Screening

Form 2246

Terminal Leave Worksheet

This is provided by PDC. The form should

be filed in the OPF before transferring it to
the NPRC upon separation of an
employee. Form 2246 should be
submitted to the PDC when an employee
is reinstated or reappointed.

Form 2485

Certificate of Medical Examination

Part 1 only (Oct 1979 and later editions),
or pages 1 and 3 only of all previous
editions. Other pages of the Form 2485
are all considered to be restricted medical
records and must always be filed at the
medical facility. No copies may be
maintained by the installation.

Form 2548

Individual Training Record

Form 2577

Estimate of Potential

When supporting a Form 50

Handbook EL-301, June 1989
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Exhibit 110h (p. 3)

Guidelines for Processing Personnel Actions

Forms

Title

Notes

Form 2591

Application for Employment

When supporting @ Form 50

Form 2591A

Applicant's Statement of Selective
Service Registration Status

Form 2808

Designation of Beneficiary--CSRS

SF 2809

Health Benefits Registration Form

All forms current and previous are
retained for retirement records.

SF 2810

Notice of Change in Health Benefits
Enrollment

All forms current and previous are
retained for retirement records.

SF 2815
SF 2817

Employee Service Statement
Life Insurance Election (FEGLI)

_From other agency with service time

This form replaced SF 176, Election

Declination, or Waiver of Life Insurance
Coverage.Retain prior and current copies
in the QPF.

SF 2821

Agency Certification of Insurance Status This form replaces SF 56.

SF2e22
SF 2823

_Request for Insurance

) _ This form replaced SF 51.
Designation of Benechlary--FEGLI

This form replaces SF 54. When changed
or updated by the employee, the SF 2823
being replaced is removed from the OPF

and offered to the employee or destroyed.

SF 3102

Designation of Beneficiary--FERS

Form 4003

Official Rural Route Description

Form 6100A

OPF Disclosure Accounting Form

Ewdence of Date of B:nh S

Records and documents provided by the Naticnal Personnel Records Center

Verification of selection from USPS or CSC/OPM register of eligibles. No alphabetlcal
or numerical register card is authorized to be in the OPF. Exception: the Form 5912-A,
Alphabetical Register Card (eligible rating only) issued as the result of an inservice
examination is considered a permanent record and must be filed on the right side of the
OPF. This includes POD Form 2465 and Forms 2465 A-C. See EL-311, 535.2 for the
distribution of Forms 2465 A-C. All previous POD Forms 2465 (prior to the PASS
Profile Assessment System) may be returned to the employee. NOTE: Verification of
selection is indicated by a free form remark entered in element 88 of the Form 50
pracessing copy, identifying the appointment worksheet.

Any form or document previously filed as a permanent record in the OPF by another
federal agency or any form or document pertaining to an employee's previous federal
service is generally considered to be a permanent type of record. See 131.3 for
precautions.

Accounting records of disclosures of OPF records or information to requestors outside
the employing agency, including any employee authorization to disclose (includes Form
6100-A).

Election to continue to pay the full cost of life insurance coverage, health benefits plan
enrollment, or retirement credit while on approved LWOP to serve in an employee
organization.

Court orders affecting employee’s status or pay (this does not include garnishment
records which should be maintained in a separate file).

Official letters of commendation or appreciation.

42

Exhibit 110h (p. 3), Permanent Documents

Handbook EL-301, June 1989




Guidelines for Processing Personnel Actions

Exhibit 110h (p. 4)

Forms

Title Notes

Honorary awards or citations (relating to Postal or government service).

Permanent light duty assignments, i.e., letters requesting assignment.

Records of completed training.

Q8SlI, incentive awards, or special achievement awards.

Suggestion awards.

Court-ordered transcript in cases of separation for legal incompetence.

i Resngnauon from the Postal . Sennce or supervisor's notice, if oral resngnation

Death Notice and related papers, i.e., copy of Certificate of Death; Form FE-8, Claim
for Death Benefits; SF 2800, Application for Death Benefits; and SF 1153, Claim
for Unpaid Compensation of Deceased than  Employee.

Retirement-related official correspondence.

Correspondence from the employee requesting reassignment or change to a lower level
if it supports a Form 50. Correspondence should be filed directly behind the Form 50.

Al applications for employment \ which support a Form 50.

COLA Roall-In Statement

Statement of Disagreement wnth demal of Prwacy Act request to amend OF'F record
Employee’s statement (and management’s rebuttal statement, if any) is filed in the OPF
under the subject record with a retention period the same as the record.

Memo waiving physical requirements when making appointment (see EL-311, 326.2).

Mass transfer lists. (If a document is filed in an employee's OPF listing the names and
Social Security numbers of other employees, the document must be altered to eliminate
the SSNs).

Handbook EL-301, June 1989
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Exhibit 110i

Guidelines for Processing Personnel Actions

Temporary Documents

The following forms are considered temporary documents and should be filed on
the left side of the Official Personnel Folder:

Forms

Title Notes

SF 52

Request for Personnel Action

Form 1322

Performance of Higher Level Duty

Form 1723

Assignment Order A high volume of Forms 1723 may require
retention in a separate file. Filing in pay
period order is recommended to save time
and for easier disposal of forms upon
expiration of the retention period.

Form 1750

Employee ProbationaryFériod Evaluation
Report

Form 2030

Postal Examiner Report of Installation

Form 2444

Form 2803

Agreement to Remain in Postal Service
(or other Continued Service Agreements) S

Application to Make Deposit or Redeposit Ke;ar{lgf é copy of the most current
form.

Form 3074

Request for Waiver of Claim for
Erroneous Payment of Pay

Form 3989

Examination Statement

Customer letters of commendation.

Military orders (copies of)--periods of actual duty while on military leave.

Forms or letters evaluating performance in detail assignments.

Correspondence subsequent to approval or denial of request for leave, including
advance sick leave and LWOP.

Correspondence concerning arrangements for return from leave or assignments.

Disapproved application for reassignment or change to lower level.

Letters to an employee placing him or her on restricted sick leave use.

At employee’s request, a reasonable number of records which reflect recent work
history or performance. This includes Form 991, Application for Promotion or
Assignment, Form 2577, Assignment of Claim to the USPS, and Form 2591,
Application for Employment. .

Letters of Warning up to 2 years or longer if additional or more recent disciplinary
action has been taken.

IRS correspondence regarding changes.

Exhibit 110i, Temporary OPF Documents
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Guidelines for Processing Personnel Actions Chapter 2

. Chapter 2--Accession Contents NOA

210 General
211 Definition
212 Social Security
213 Code of Ethical Conduct
214 Employment Forms
215 Salary Rules
216 Concurrent Employment
217 Employment of Retired Members of Uniform Svcs
218 Reemployment of Retired Annuitants

220 Career Appointments

221 Career Appointment 100
221.1 Definition
221.2 Authority
221.3 Required Forms
221.4 Elements
221.5 Additional Information

222 Noncompetitive Career Appointment 101
222.1 Definition
222.2 Required Forms
222.3 Elements
222.4 Additional Information

230 Temporary Appointment 110, 113
231 Definition

232 Authority

233 Required Forms

234 Elements

235 Additional Information

240 Transfer Career 130
241 Definition
242 Required Forms
243 Elements
244 Additional Information

250 Reinstatement Career 140
251 Definition
252 Authority
253 Required Forms
254 Elements
255 Additional Information

260 Reemployment

261 Reemployment Military 160
261.1 Definition
261.2 Required Forms
261.3 Elements
261.4 Additional Information

262 Reemployment Executive Order (EQ) or Office of Personnel
Management (OPM) 161

. 262.1 Definition

262.2 Required Forms
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262.3 Elements
262.4 Additional Information

270 Special Hires Noncareer

271 Postmaster Relief/Leave Replacement 170
271.1 Definition
271.2 Required Forms
271.3 Elements
271.4 Additional Information
272 Rural Carrier Relief 171
272.1 Definition
272.2 Required Forms
272.3 Elements
272.4 Additional Information
280 Rural Carrier Associate Appointment from Register 190
281 Definition
282 Required Forms
283 Elements
284 Additional Information
290 Dual Job Accessions 959
291 Definition
292 Element
293 Additional Information
Exhibits Element
Exhibit 210a Employment Related Forms N/A
Exhibit 210b Thrift Savings Plan Code 11
Exhibit 210c Retirement Code 13
Exhibit 210d Leave and Retirement Svc Comp Date 14 & 16
Exhibit 210e Thrift Savings Plan Sve¢ Comp Date 17
Exhibit 210f PSI Waiting Period Chart 18
Exhibit 210g Casual 90-Day Tracking Chart 20
Exhibit 210h Probation Period Ending/Tracking Chart 22
Exhibit 210i Race and National Origin Codes 36
Exhibit 210j Disability Codes 37
Exhibit 210k Service Anniversary PP/YR Instructions 39
Exhibit 2101 Education Level Codes 40
Exhibit 210m Retired Military Instructions/Codes 47
Exhibit 210n Designation/Activity Codes 65
Exhibit 2100 Uniform Allowance Codes 69

Exhibit 221 Sample Worksheet for NOA 100
Exhibit 222 Sample Worksheet for NOA 101
Exhibit 230 Sample Worksheet for NOA 110
Exhibit 240 Sample Worksheet for NOA 130
Exhibit 250 Sample Worksheet for NOA 140
Exhibit 261 Sample Worksheet for NOA 160
Exhibit 262 Sample Worksheet for NOA 161
Exhibit 271 Sample Form 1653 for NOA 170
Exhibit 272 Sample Worksheet for NOA 171
Exhibit 280 Sample Worksheet for NOA 190
Exhibit 290 Sample Worksheet for NOA 959
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22141

Chapter 2
Accessions

210 General

211 Definition

An accession is any personnel action which adds an employee to the rolls of the Postal
Service. Movement of an employee between installations is not an accession. Policies on
accessions and preappointment suitability procedures are contained in ELM Chapter 3
and EL-311, Chapter 3, respectively. (Handbook EL-311 was formerly chapters 1-5 of
Handbook P-11.)

212 Social Security

See ELM 570 for instructions relating to Social Security coverage for employees covered
by that Act. Social Security numbers are included on each Form 50, regardless of
whether the employee is covered under the Social Security, Civil Service Retirement or
Federal Employees Retirement Systems.

213 Code of Ethical Conduct

All new employees are advised of the conduct expected of them in the performance of
their duties and in general (see ELM 660).

214 Employment Forms

See Exhibit 210a for employment-related forms, preparation instructions and use. Each
accession NOA refers to specific forms required for processing the personnel action.

215 Salary Rules

See ELM 420 for information on pay administration for bargaining-unit employees and
410 for nonbargaining employees.

"~ 216 Concurrent Employment

See ELM 323 for policy on postal employees who also hold (a) another position with
the USPS; (b) an appointment in another federal agency; (c) a position in private
industry; or (d) a state or local office.

217 Employment of Retired Members of Uniformed Services

See ELM 323.88 for policy and reporting requirements for retired military personnel.
218 Reemployment of Retired Annuitants

See ELM 323.33 for policy and authorization required for reemployment of annuitants.

220 Career Appointment (NOA Code 100, 101)
221 Career Appointment (NOA 100)

221.1 Definition. Career appointments are those made to an authorized career position,
without time limitation, requiring the completion of a probationary period. Included in
this category are bargaining or nonbargaining:

a. Full time employees
b. Part time regular employees

Handbook EL-301, June 1989
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c. Part time flexible employees Excluded are casual and temporary employees,
substitute rural carriers, auxiliary rural carriers, rural carrier reliefs (RCRs), and rural
carrier associates (RCAs).

221.2 Authority. 39 U.S.C. 1001.

221.3 Required Forms. All appointment, security, payroll, and insurance forms listed in
Exhibit 210a are required. Drivers’ Forms may be required.

221.4 Elements. Complete the following elements on Form 50-B, Request for Personnel
Action (see sample worksheet, Exhibit 221):

a. Mandatory Elements: 1, 3, 4, 5, 6, 8§, 9, 10, 11, 12, 13, 14, 15, 16, 17, 18, 21, 22,
24, 25, 26, 35, 36, 37, 39, 43, 46, 51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 79, 93, 95, 96,
97, 99.

b. Optional Elements: 7, 34, 40, 41, 44, 45, 47, 67, 69, 95.

c. Optional Standard Remark Codes: 513, 517, 523, 524, 525, 527, 529, 531, 548,
570.

221.5 Additional Information

a. Do not prepare a Form 50-A from a previous period of employment for an
accession action. Prepare 50-B.

b. Verify prior federal and military service before appointment, whenever possible.
If the appointee is transferring from another federal agency, verify the prior service on
SF 75, Request for Preliminary Employment Data, by letter or telephone. If unable to
verify the prior service immediately when Form 50-B (worksheet) is prepared, indicate
date of employment in elements 14 and 16. When verification of service is received,
process a subsequent action with NOA Code 882, Change Service Dates (see 342 and
Exhibit 210d).

c. Accession actions cannot be processed without a 9-digit zip code; complete
elements 51-54.

d. See ELM 323.2 for additional information about career accessions.

e. When an individual is selected, the appointing official makes an offer of
appointment which includes (1) full particulars regarding the position, including title,
duties, level, salary, location of employment, and nature of appointment; (2) instructions
for submitting any forms required before entrance on duty concerning veterans pref-
erence, selective service registration status, citizenship, medical examination, etc.; and
(3) any conditions the appointee is required to fulfill after entrance on duty, e.g.,
serving a probationary period, passing scheme examination, satisfactorily completing
driver training test and written test as appropriate, etc.

f. Certain positions are restricted to preference-eligible veterans under the Veterans
Preference Act of 1944 (see EL-311, 262).

g Use NOA 100 for regular rural carrier appointments directly from a register (as
opposed to conversion from a substitute rural carrier, rural carrier relief or rural carrier
associate. To convert a relief carrier to regular, use NOA Code 580. See 322.3).
Elements 72 and 77 must be entered for a Rural Carrier accession. See Appendix B for
more information on rural carrier actions.

h. See ELM 323.8 on employment of Retired Members of Uniformed Services.
Also see Exhibit 210m.
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Guidelines for Processing Personnel Actions Exhibit 221
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222 ) Guidelines for Processing Personnel Actions

222 Noncompetitive Career Appointment (NOA 101)

222.1 Definition. Use this NOA to process the appointment of an individual selected
for employment under the severely disabled program. DO NOT use this code for
disabled persons who are selected for employment through any other means or for
recovered persons who are being reemployed.

222.2 Required Forms. All appointment, security, payroll, and insurance forms listed in
Exhibit 210a are required. Form 3666, Certification for Postal Service Employment of
Severely Disabled Individuals, with certification criteria is additionally required. Drivers’
forms may be required.

222.3 Elements. Complete the following elements on 50-B (see sample worksheet,
Exhibit 222):

a. Mandatory Elements: 1, 3, 4, 5, 6, 8§, 9, 10, 11, 12, 13, 14, 15, 16, 17, 18, 21, 22,
24, 25, 26, 34, 35, 36, 37, 39, 43, 46, 51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 79, 93, 95,
96, 97, 99.

b. Optional Elements: 7, 40, 41, 44, 45, 47, 67, 69,

c. Optional Standard Remark Codes: 513, 517, 523, 524, 529, 531, 548.

222.4 Additional Information

a. Element 34 must be coded "N" to indicate noncompetitive appointment.

b. Requirements for Department of Vocational Rehabilitation and Veterans Admin-
istration training and services must be met for participation in the noncompetitive
hiring process.

c. Accession actions cannot be processed without a 9-digit zip code; complete
elements 51-54.

d. See ELM 323.2 for additional information about career accessions.

e. When an individual is selected, the appointing official makes an offer of
appointment which includes (1) full particulars regarding the position, including title,
duties, level, salary, location of employment, and nature of appointment; (2) instructions
for submitting any forms required before entrance on duty concerning veterans pref-
erence, selective service registration status, citizenship, medical examination, etc.; and
(3) any conditions the appointee is required to fulfill after entrance on duty, e.g.,
serving a probationary period, passing scheme examination, satisfactorily completing
driver training test and written test as appropriate, etc.

f. Certain positions are restricted to preference-eligible veterans under the Veterans
Preference Act of 1944 (see EL-311, 262).

g. See ELM 323.8 on employment of Retired Members of Uniformed Services. Also
see Exhibit 210m.
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230 Temporary Appointment NTE (NOA
Code 110--From a Register; NOA Code
113--Outside Register)

231 Definition

Use NOA 110 when appointing an individual
from a register of eligibles to a temporary or
casual position. Use NOA 113 when appointing
temporaries or casuals from sources other than a
register of eligibles. Casuals and temporaries are
defined as follows:

a. Casuals--Nonbargaining, noncareer em-
ployees with limited term appointments used to
supplement the regular bargaining workforce as
set forth in a collective bargaining agreement.

b.  Temporaries--Nonbargaining, noncareer
employees with limited term appointments used
to supplement the regular nonbargaining
workforce. NOTE: Not all offices are authorized
to hire temporaries. The Field Division Supervi-
sor, Compensation and Staffing can be contacted
for information about authorized staffing.

232 Authority
39 U.S.C. 1001.
233 Required Forms

The following forms must be processed as appro-
priate (see Exhibit 210a for details on form prep-
aration and use):

a. OMB 1-9,
Verification.

b. SF-15, Claim for 10-Point Veteran Pref-
erence.

c. OF-346, U.S. Government Motor Vehicle
Operator’s Identification Card.

d. Form 2181A, Authorization and Release.

e. Form 2480, Driving Record.

f. Form 2591, Application for Employment.

g Form 2591-A, Applicant’s Statement of
Selective Service Registration Status.

h. Form 2485, Certificate of Medical Exami-
nation.

i. Form 2488, Authorization and Release.

j. Form 2489, Disability Code List.

k. Form 4582, Application for Permit and
Operator’s Record.

[. Form 4583, Physical Fitness Inquiry for
Motor Vehicle Operators.

m. W-4, Employee’s Withholding Exemption
Certificate,and applicable state and local tax
forms.

Employment  Eligibility

52

234 Elements

Complete the following elements on 50-B (see
sample worksheet, Exhibit 230):

a. Mandatory Elements: 1, 3, 4, 5, 6, 8, 9, 10,
11, 12, 13, 15, 19, 20, 24, 26, 35, 36, 37, 43, 46,
51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 79, 93,
95, 96, 97, 99.

b. Optional Elements:
67.

¢. Optional Standard Remark Codes: 517,
529, 548, 559, 569.

7, 32, 34, 44, 45, 47,

235 Additional Information

a. See EL-311, 261.32 for eligibility informa-
tion. Also see collective-bargaining agreements
and ELM 419.

b. National Agreement specifies the allowa-
ble percentage of casuals in an installation.

¢. Casuals in driving positions must meet all
requirements for an OF-346, U.S. Government
Motor Vehicle Operator’s Identification Card.

d. Casuals are limited to two 90-day terms of
employment in a calendar year. In addition to
such employment, casuals may be reemployed
during the Christmas period for not more than 21
days.

e. The appointing official must establish a
tracking method for the timely separation or ex-
tension of temporary and casual employees and
notification to the appropriate supervisors.

f. Element 69 should not be completed on
NOA 110 and 113.

g. See ELM 323.853 for policy on reduction-
in-pay provisions when appointing a retired mem-
ber of the uniform services in a casual or
temporary position.

h. Enter code in element 34, Employment
Type (see Exhibit 110c), if appointing a Christ-
mas Casual (any casual appointed during the
month of December is considered a Christmas
casual) or a Summer Intern (Headquarters use
only), or a casual referred for employment by the
State Employment Service.

i Appoint a Temporary Postmaster
(designation/activity code 58-9) using NOA 113.
If the Temporary Postmaster is currently working
as Postmaster Relief/Leave Replacement
(PMR/LR), terminate the PMR/LR via Form 1653
and use Form 50-B to place employee into the
Temporary Postmaster position. These two forms
should be submitted simultaneously to ELRIC,
stapled together and numbered 1 of 2 and 2 of 2.
The occupation code for the Temporary Post-
master position is the same occupation code for a
career postmaster in a permanent position. Effec-
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tive date of the separation action must be one day j. See Appendix A for instructions for coding
prior to the appointment as the Temporary Post- Form 50 if salary exception to exceed the norm
master. has been approved at the Division level.
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240 Transfer Career (NOA Code 130)

241 Definition

The movement of a career or career conditional
employee in another federal agency to a career
appointment in the Postal Service without a break
in service of a full work day.

242 Required Forms

All appointment and payroll forms listed in Ex-
hibit 210a are required. Drivers’ forms may be
required for transfer to positions requiring opera-
tion of a motor vehicle. A Form 2810, Notice of
Change in Health Benefits, is generally required in
order to transfer the employee’s current health
insurance coverage (Form 2809, Health Benefits
Registration Form, may be required if such cov-
erage is not available in area where employed).

243 Elements

Complete the following elements on 50-B (see
sample worksheet, Exhibit 240):

a. Mandatory Elements: 1, 3, 4, 5, 6, 8, 9, 10,
11, 12, 13, 14, 15, 16, 17, 18, 21, 22, 24, 25, 26,
35, 36, 37, 39, 43, 46, 51, 52, 53, 54, 56, 60, 63,
64, 65, 66, 68, 79, 93, 95, 96, 97, 99.

b. Optional Elements: 7, 34, 40, 41, 44, 45,
47, 66, 67, 69.

c. Optional Standard Remark Codes: 513,
517, 523, 524, 525, 529, 548, 563, 570.

244 Additional Information

a. Eligibility for transfer must be verified
(see EL-311, 261.312). Also see ELM 323.22.

b. Indicate losing agency name and address
in element 88.

¢. Excepted agencies must have a reciprocal
agreement with USPS allowing for the transfer of
employees between the two agencies. Example:
the Tennessee Valley Authority (TVA), is a fed-
eral agency with whom the USPS has no recipro-
cal agreement on filee Therefore, TVA’s
employees are not eligible for transfer-career.

d. Request release date from other agency
only after results of preemployment medical
exam have been reviewed and individual has been
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approved for appointment. The appointing officer
arranges with the losing agency to set a mutually
agreeable effective date which will not result in a
break in service of one workday or more. There-
fore, the agency’s separation effective date should
be one day prior to the effective date of the
transfer-career into USPS.

e. An employee may serve and receive pay
concurrently as an employee of the Postal Service
(other than as a member of the Board of Gov-
ernors or of the Postal Rate Commission) and as
an employee of any other federal agency.

f. Certain positions are restricted to pref-
erence eligible veterans under the Veterans Pref-
erence Act of 1944 (see EL-311 262).

g. Refer to Exhibit 210c for information on
coding retirement coverage.

h. If employee is a member of the National
Guard or Reservists of the Armed Forces and is
eligible for military leave, request a transcript or
record of military leave usage during the current
fiscal year. This procedure will prevent any doubt
about how much military leave the employee
used or has available in the fiscal year (see ELM
517.5 for further information about military
leave).

i. Submit SF 1150, Record of Leave Data, to
the Minneapolis PDC Payroll Section with a re-
quest to credit annual and sick leave balances

earned at former agency to postal account (see
ELM 512.8 and 512.9).

j- The 90-day qualifying period for crediting
leave to employees is not applicable for employ-
ees transferred without a break in service (ELM
512.332).

k. See pay actions in ELM 422.21 which may
apply to transfer actions.

I. Do not process NOA 130 for employees
transferring to another agency; process a NOA
320, Separation-Transfer to Another Agency.
Note: NOA 130 is an accession action, NOA 320
is a separation action.

m. Form TSP 19, Transfer of Thrift Savings
Plan Information Between Agencies, may be re-
quired in order to activate employee’s TSP with-
holding.
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Guidelines for Processing Personnel Actions

Exhibit 240
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Guidelines for Processing Personnel Actions

250 Reinstatement-Career (NOA Code
140)

251 Definition

The reemployment to an authorized vacant career
position. of a former federal or Postal Service
employee who (a) had competitive Civil Service
status, (b) was a career postal employee, or (c)
was serving probation under a career appoint-
ment, when separated from the service (see EL-
311 261.313).

252 Authority
39 U.S.C. 1001.

253 Required Forms

All appointment, security, payroll and insurance
forms listed in Exhibit 210a are required. Drivers’
forms may be required.

254 Elements

Complete the following elements on 50-B (see
sample worksheet, Exhibit 250):

a. Mandatory Elements: 1, 3, 4, 5, 6, 8, 9, 10,
11, 12, 13, 14, 15, 16, 17, 21, 22, 24, 25, 26, 35,
36, 37, 39, 43, 46, 51, 52, 53, 54, 56, 60, 63, 64,
65, 66, 68, 79, 93, 95, 96, 97, 99.

b. Optional Elements: 7, 18, 34, 39, 40, 41,
44, 45, 47, 67, 69.

c. Optional Standard Remark Codes: 513,
517, 523, 524, 525, 529, 548, 551, 563, 570.

255 Additional Information

a. Prior approval of the Field Director, Hu-
man Resources or the APMG, Employee Rela-
tions, must be obtained before employing former
postal or federal employees removed for cause
(see EL-311, 313.53).
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b. Applicant must meet qualification stan-
dards, including any required exam, which may
be administered noncompetitively.

¢. Refer to EL-311, 261.313 for time limits
on eligibility for reinstatement.

d. Reinstated employees are subject to sat-
isfactory completion of the applicable probation-
ary period. Request the individual OPF from the
Federal Records Center using SF 127, Request for
Official Personnel Folder, (see ELM 313.72).
When possible, verify all prior service and com-
pute leave and retirement computation dates be-
fore the appointee enters on duty (see
instructions for computing SCDs, Exhibit 210d).

e. Reinstatement of a former federal or
postal employee is at the discretion of the ap-
pointing official.

f. A former postal employee reinstated into a
bargaining-unit position may be eligible for credit
for some or all of the prior service toward sat-
isfaction of service needed for layoff protection
(see Exhibit 210k for instructions).

g Do not confuse reinstatement with
reemployment of former postal employees return-
ing from active duty in Armed Forces (see NOA
160).

h. Prior approval must be obtained before
reemploying a retired postal or federal employee
receiving an annuity from the Civil Service Re-
tirement and Disability Fund (see ELM 323.33).

i. Certain positions are restricted to pref-
erence eligible veterans under the Veterans
Preference Act of 1944 (see EL-311, 262).

j. Forward copy of Form 2246, Terminal
Leave Worksheet, to PDC upon reinstatement of
a former postal employee.

k. See ELM 512.332 for information on
crediting reinstated employees with annual leave.
See ELM 513.72 for sick leave recrediting.

[, See ELM 412.1 (nonbargaining) or 422.21
(bargaining) for pay rules for accession actions.
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Guidelines for Processing Personnel Actions

Exhibit 250
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Guidelines for Processing Personnel Actions

58

260 Reemployment (NOA Code 160, 161)

261 Reemployment Military (NOA Code 160)

261.1 Definition. Reemployment upon exercise of restoration rights based on military
service.

261.2 Authority. Section 9 of the Military Selective Service Act of 1967, as amended
(38 USC 2021-2026).

261.3 Required Forms. All appointment, security, payroll and insurance forms listed in
Exhibit 210a are required, except Form 2485, Certificate of Medical Examination. (See
261.5.) Drivers’ Forms may be required.

261.4 Elements. Complete the following elements on 50-B (see sample worksheet,
Exhibit 261).

a. Mandatory Elemenis: 1, 5, 6, 8, 9, 11, 12, 13, 14, 15, 16, 18, 35, 36, 37, 46, 51,
52, 53, 54, 56, 60, 65, 79, 93, 96, 97

b. Optional Elements: 7, 10, 17, 24, 25, 26, 34, 39, 40, 41, 43, 44, 45, 47, 63, 64, 66,
68, 69, 95, 99.

c. Optional Standard Remark Codes: 513, 517, 529, 543, 548, 549, 550, 570.

261.5 Additional Information :

a. A preemployment medical exam is required upon return from active military
service if the break in service exceeded 1 year.

b. Effective date of appointment is the first day employee was in a nonpay status.

¢. Enter on duty date (element 15) should be date of employee’s previous
appointment. Time spent in active duty/training is not considered a break in service.

d. Leave and retirement computation dates (elements 14 and 16) will reflect dates
as if employee was never separated.

e. Determine or restore relative seniority standing in accordance with appropriate
bargaining agreement. .

f.  No service history need be provided to PDC; however, prepare a salary
progression to determine the step and next step due date as if there had been no break
in service. If employee was PTF when separated and would have been changed to full
time, place employee in full time position upon reemployment.

g Uniform allowance, if applicable, may be established immediately.

h. Give employee the opportunity to elect additional life insurance if employee did
not have the opportunity (due to military service) during the last open season.

i. Allow employee 31 days to elect health insurance coverage.

j. Retirement code (element 13) will be the same as in prior appointment. If
original appointment was before 1/1/84 and coverage was under CSRS, inform employee
of option to switch to FERS coverage within 6 months.

k. Employee need only wait until the next open season to begin contributing to the
Thrift Savings Plan if previously eligible to contribute, and element 11 should be coded
R. However, if employee was not previously eligible to contribute, use code I to indicate
that employee is ineligible to contribute for two open seasons (see Exhibit 210b).

{. It is important that an applicant who is eligible for restoration rights be restored
within 30 days of application, See EL-311, 218 and ELM 365.234 for more information
about restoration.
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Guidelines for Processing Personnel Actions

Exhibit 261
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262 ) Guidelines for Processing Personnel Actions

262 Reemployment Executive Order (EQ) or Office of Personnel Management .
(OPM) Regulation (NOA Code 161).

262.1 Definition. Reemployment upon exercise of restoration rights under a specific
law, executive order, OPM regulation, or Postal Service regulation. Code 161 is used for
reemployment of former employees who are injured or disabled and receiving com-
pensation benefits under the Federal Employees’ Compensation Act, for appointments
made in accordance with ELM 546.

262.2 Required Forms. All appointment, security, payroll, and insurance forms listed in
Exhibit 210a are required. Drivers’ Forms may be required.

262.3 Elements. Complete the following elements on 50-B (see sample worksheet,
Exhibit 262):

a. Mandatory Elements: 1, 3, 4, 5, 6, 8, 9, 10, 11, 12, 13, 14, 15, 16, 17, 23, 24, 25,
26, 35, 36, 37, 39, 43, 46, 51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 79, 93, 95, 96, 97, 99.

b. Opiional Elements: 7, 18, 34, 40, 41, 44, 45, 47, 67, 69.

¢. Optional Standard Remark Codes: 513, 517, 529, 543, 544, 545, 546, 547, 548,
549, 550, 558, 570.

262.4 Additional Information

a. Leave and retirement computation dates (elements 14 and 16 on Form 50) must
include time during which the employee received compensation from OWCP (see ELM
546).

b. Enter on duty date (element 15) must be the date of the employee’s previous
appointment. Time spent on OWCP rolls is not to be considered as a break in service.

c. Next step PP/YR (element 18) must be based on the effective date of this action.
Leave blank if the employees does not receive steps or is at the top of a grade.

d. Disability code (element 37) must be the code assigned during reemployment
medical exam.

e. Standard remark code 558, Reemployed under FECA, 5 U.S.C. 8151, and OPM
Regulations, 5 C.F.R. 353, must be entered in element 84-87.

f. See ELM 323.32 for reemployment of former postal employees after transfer to
other federal agencies, commissions or international organizations.

g For restoration due to settlement agreement or court ruling, use NOA 140,
Reinstatement, or 150, Reactivate, according to the intent of the document.

h. Saved rate often applies in Reemployment OPM (see Appendix A). Enter Code
"S" in element 32 to allow a higher salary in element 97. Saved rate will be indefinite
for as long as the conditions explained in ELM 546 apply.

i. Enter "RC" in element 23 to indicate reinstated compensation-OWCP for former
employees being reemployed. The RC is used in a national system to identify and track
the progress of the employee. See ELM 525.122 and 534.33 and .34 concerning health
benefits and life insurance.

j. See ELM 546.142 for further instructions on rights, benefits and seniority upon
reemployment.
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Guidelines for Processing Personnel Actions

Exhibit 262
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270 ! Guidelines for Processing Personnel Actions

270 Special Hires Noncareer ‘ .
271 Postmaster Relief/Leave Replacement (PMR/LR) (NOA Code 170)

271.1 Definition. Used to hire a Postmaster Relief/Leave Replacement (PMR/LR) from
Form 1653, Postmaster Relief/Leave Replacement Employment Data. No Form 50 is
produced from this action.

271.2 Required Forms. The following forms must be processed as appropriate (see
Exhibit 210a for details on form preparation and use):
OMB 1-9, Employment Eligibility Verification.
Form 66, Official Personnel Folder.
Form 85, Nonsensitive Security Clearance.
Form 1653, Postmaster Relief/L.eave Replacement Employment Data.
Form 2591-A, Applicant’s Statement of Selective Service Registration Status.
f. W-4, Employee’s Withholding Exemption Certificate and applicable state and local
tax forms.

fSRMESR

271.3 Elements. To complete elements on Form 1653, Postmaster Relief/Leave Replace-
ment Employment Daia, follow the instructions on the form (see sample Form 1653,
Exhibit 271).

271.4 Additional Information

a. PMR/LRs may hold a dual appointment as a casual. Exam requirements and
appointment time limits specified in the National Agreement apply.

b. PMR/LRs may hold a dual appointment as a PMR/LR in another postal
installation.

¢. PMR/LRs with 3 or more years of continuous service in EAS-11 or EAS-13 post
office installations are eligible to apply for the postmaster position in the employing
installation only.

d. A PMR/LR (58-0) assigned the position of temporary Postmaster (TPM) at an
installation must be terminated from PMR/LR status using Form 1653 (see separations)
and appointed to TPM (designation 58-9) using NOA 113 on Form 30.

e. A PMR/LR may not be converted to a career position. You must first terminate
the PMR/LR position then process a Form 50.

f. The Official Personnel Folder (OPF) for a PMR/LR must contain only the
following: OMB I-9, Form 85, Form 1653, Form 2591-A, Tax Forms, Forms 50 to
document dual casual employment, and documentation for when actually employed
(WAE) service.
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Guidelines for Processing Personnel Actions

Exhibit 271

U.S. Postal Service

POSTMASTER RELIEF/LEAVE REPLACEMENT EMPLOYMENT DATA

Applicant’s Mailing Address (Street, City, State and ZIP Code) Post Otfice Name and Meiling Address
Jane Doe Hertel Post Office
Rt 2 Box 234 Hertel, WI 54845-9998

Mertel, WI 54845-9702

Dear

1 am extending to you this offer of employment opportunities with the United States Postal Service as a Postmaster Relief/Leave
Replacement under the following terms and conditions:

. Your duties will involve transacting postal business with the public, safeguarding Postal property and inventory and other associated
duties identified by the Postmaster.

Up to 10 hours of training to perform the assigned dutjes will be provided, if necessary.

2. During the training and when you are assigned to the duties of a Postmaster Relief/Leave Replacement, you will be compensated at
therateof S—2a8l  per hour, with appropriate deductions for federal and state taxes and FICA contributions, Working
as a Postmaster Relief/Leave Replacement does not afford career status in the Postal Service. In addition, benefits enjoyed by
career employees, such as participation in the federal retirement system, and sick and annual leave are not applicable.

3. With the exception of days in which the Postmaster cannot work due to unforescen circumstances such as illness, the Postmaster
will identify in advance the days and times your services will be required. With respect 1o unforeseen situations, you will be notified
as soon as possible to determine your availability for work. In the situations in which you work two or more consecutive days. your
employment period will coincide with the duration of the Postmaster's leave. In those instances in which you work a single day, the
duration of employment will be for those hours worked.

Please signify your acceptance of this offer by signing in the designated box below. Please return this form and all copies once you
have completed the information requested in items 1 through § below.

Postmaster

;wcopt (Signature and Date)

@ READ INSTRUCTIONS ON REVERSE BEFORE FILING IN. ®

Postmaster check (+/) appropriata box and snter date EFFECTIVE DATE

Bl esTABLISH (Complere items 1 through 9) [ TERMINATION (Complete Irems 1 through 6, 10, and 11)

Day Yesr
00 cHANGE (Complete Items I through 6, 12, and any changing items) 26 |87

® INFORMATION TO BE COMPLETED BY EMPLOYEE (Prini or Type) ®

1. Nama (Lesrt, First and Middle Initial) 2. Sex 5. Mailing Address (Apr. No./Box Ne., Street, City, State and Z1P Code)
DOE, Jane L. Om Ggr
3. Social Security No, 4. Date of Birth (Manth, Day, Year] | Hertel, WI 54845-9702
123-45-6789 03-06-59
© INFORMATION TO BE COMPLETED BY ASSOCIATE OFFICE POSTMASTER ©
6. Finance No: 7. Employing Office
00-0000 Hertel, WI 54845-9998 -
8. Check Level of Post Office
Rate Sch Leval of Postmastar Rate Sch Level of Posti 1t
V| e QcLicods Cods Ralief Replacement V| Leva QEe:tecds Code Relief nem;c'::.i::
A 2305 - 6100 L 51 E 2305 -8100 L 55
B 2306 - 6100 L 52 X 1" 2305-6111 L 09
C 2305 - 6100 L 53 13 2305-6113 L 1
D 2305 - 6100 L 64 15 2305 - 6115 L 13
8. Hourly Rate |10, Lsst Employment Date 12. Remarks
5.61 Form 50 elements: 36=E; 37=04r 43=04
11. Unemploymant Compansation Code*

13. DIV./MSC APPROV AL

13a. Div./MSC 3b. @ and Title 13c. Date
Eau Claire, WI Qnd. ;Cﬁr-w/ Personnel Asst. 09/11/87

PS Form 1863, Jan. 1987 *Contact Div./MSC for CODE if empl is being terminated

Exhibit 271, Form 1653 for Establishing Postmaster Relief/Leave Replacement
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272 Rural Carrier Relief (NOA Code 171) .

272.1 Definition. Used to hire a Rural Carrier Relief (designation 75-0) under
emergency procedures until a rural carrier associate can be hired from a competitive
hiring register.

272.2 Required Forms. The following forms must be processed as appropriate (see
Exhibit 210a for details on form preparation and use):

OMB I-9, Employment Eligibility Verification.

Form 61, Appointment Affidaviz.

Form 66, Official Personnel Folder.

Form 85, Nonsensitive Security Clearance.

Form 2591, Application for Employment.

Form 2591-A, Applicant’s Statement of Selective Service Registration Status.

W-4, Employees Withholding Exemption Certificate and applicable state and local
tax forms.

RS RS TR

272.3 Elements. Complete the following elements on 50-B (see sample worksheet,
Exhibit 272):

a. Mandatory Elements: 1, 3, 4, 5, 6, 8, 9, 10, 11, 12, 13, 15, 24, 26, 34, 35, 36, 37,
43, 46, 51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 72, 79, 80, 93, 94, 95, 96, 97, 99.

b. Optional Elements: 7, 44, 45, 47.

c. Optional Standard Remarks: 529.

272.4 Additional Information
a. See USPS-NRLCA National Agreement for policy on emergency hiring of RCRs.
b. Appointing officer must devise a system to terminate employment of the RCR
upon the employment of an Rural Carrier Associate (RCA) selected competitively from .
a hiring register.
¢. Element 34 must be coded with a W, This identifies RCRs being hired under
emergency procedures.

Handbook EL-301, June 1989
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Exhibit 272

Also hlrmj as dual casval or

EFFECTIVE DATE |S€OUEMCE NO ] SOCIAL SECURITY NO. surbix
‘ I REQUEST FOR : ;
09 26-%7 PERSONNEL ACTION 123-45 £1%9 /
EMPLOYEE INFORMATION COMPLLTED BY REQUESTING OF FiCL
LAST NAME FIRST NAME INIT DATE OF BIRTH PREF e L4 LIFE INS. RET PLAN
T v 0 - T T
Dok JOHN L ol-20-b6 || |N | I ||A 2
TEAVE COMP sm;%’:‘ﬁﬁﬁ RETIREMENT COMP TSP-SCD g 3»:” _zm_:u__u____*:. :'EHD ‘Tm"‘”m - -:.:«:a siw':“:s
0G-2b- &7 3 |21-8Y
LEAVE DATA SAVED PROTECTED DATA INDERT | EMPL GEN-  |WINDR | MANO!
CAT CHAKGE PP YR AALI1 ASC GRADE STEF PP YA B WILES SP CODE Uses | Tveg DER iy car
™ ™ ™ ] E R e T B
o 3 W IM|C|oy
e e R T e e ot e s v ) M COLA e B -
E ==
v EEl [T} Yy “f i - an (3
MAILING ADDRESS —STREET/BOX/APT. NO. cITy ST. 2IP+4 DUTY STATION NAME
[} E3] 3] “ 3
1636 Pisgah Tral North Aususta  5C|26641- 2224
POSITION INFORMATION
TMPLOVING DEFICE PAY TIEmT
[ TRANCE RO WAWE FiLEY) Lo [ CumP SUM
=T [ TOMP
£ 5 " 4% 3 e
DO:- 0000 000
e Fr DES/ACT | §55 [LMiT TOUR| 2a0% | |2o0e | nen | civere mouTe NO.| “TE | P | Wy |FLSA fcommm] i
|
[ £ 9 ) et o (5 ” n i n a Ty "
00-0000 | a5 | 75-0 H 03
NATURE OF PERSONNEL ACTION 4 RURAL CARRIERDATA __________#
NOA NATURE OF ACTION DESCRIPTION AUTHORITY . MERIT ANNIV.
W = .. =
71 Rwal Camev Relief Hire
REMARKS [* CODE %54 [ " CODE [** copE [* cope ”
S“ Ermer eq hire Pmd‘ (\3 selechon of ReA ‘F’Dm ffan&‘h!f
' 3 sepanate attion,

SERVICE HISTORY INFORMATION

PS Form 50-8, July 1985 (Exception to SF 50)

Handbook EL-301, June 1989

NOA | NOA DESCRIPTION EFF DATE OCCUPATION CODE POSITION TITLE RSC |GRADEISTEP| SALARY
i
-8
-5
~af
-3
-2F
=1
CLA
Fi 3 w " » [ R W
j 2325-0bXX| RER B|°%oi | 9.50

JAunonza - Dase : OPF Finance No.
Dt Smthy Bie. duct 04-10-§7
&3 14 Processing Copy-for New Hirss only 000/00-0000

U.S. GOVERNMENT PRINTING OFFICE : 1986 O - 154-779

Exhibit 272, Form 50-B for RCR Appointment
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280 Rural Carrier Associate Appointments from Register (NOA Code
190)

281 Definition

An appointment of a Rural Carrier Associate (RCA), Designation 78-0, from a competi-
tive register of eligibles to fill an authorized vacancy.

282 Required Forms

The following forms must be processed as appropriate (see Exhibit 210a for details on
form preparation and use):
a. Form OMB [-9, Employment Eligibility Verification.
SF-15, Claim for 10-Point Veteran Preference.
OF-346, U.S. Government Motor Vehicle Operator’s Identification Card.
Form 2181A, Authorization and Release.
Form 2480, Driving Record.
Form 2591, Application for Employment.
Form 2591-A, Applicant’s Statement of Selective Service Registration Status.
Form 2485, Certificate of Medical Examination.
Form 2488, Authorization and Release.
Form 2489, Disability Code List.
Form 4582, Application for Permit and Operator’s Record.
Form 4583, Physical Fitness Inquiry for Motor Vehicle Operators.
m. W-4, Employee’s Withholding Exemption Certificate and applicable state and
local tax forms.

283 Elements

Complete the following elements on 50-B (see sample worksheet, Exhibit 280):

a. Mandatory Elements: 1, 3, 4, 5, 6, 7, 8, 9, 10, 11, 12, 13, 15, 21, 22, 24, 26, 35,
36, 37, 43, 46, 51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 72, 77, 79, 93, 95, 96, 97, 99.

b. Optional Elements: 7, 34, 44, 45, 47, 69.

¢. Optional Standard Remark Codes: 525, 554, 561.

284 Additional Information

a. Enter A in element 12 on Form 50. Employee is ineligible for life insurance.

b. Enter 2 in element 13 on Form 50. Employee is covered under FICA.

c. Leave element 14 blank. Employee is not eligible to earn leave.

d. Enter 3 in element 21. RCA probation is 90 days actually worked or 1 year,
whichever comes first.

e. Enter the PP/YR probation ends in element 22 (one year from date of
appointment).

f. RCAs can have dual appointments in casual positions and Postmaster
Relief/Leave Replacement positions.

g See Appendix B on rural carrier actions for assistance and references when
processing actions for rural carrier employees.

~FxTrFRTs AN

Handbook EL-301, June 1989
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EFFECTIVE DATE ISEZIUiNEE NO SOCIAL SECURITY NO.
i | REQUEST FOR
04-2L-81 PERSONNEL ACTION 123-HS5-L189
EMPLOYEE INFORMATION ML TE L Y HEQUES TING DV 1 1CH
LAST NAME FIRST NAME mr. | DATE OF B'IRTH hiE Tuge B LIFE INS RET PLAN
DCE JANE L jo-1-43% | N oL | A 2
LESVE COMP E:::::E':;::? RETIRFMENT COMP TSP'SCD “l:D' 'sn“' Lw‘"ﬁ‘ 2 ‘::"'Ru (lnP:L.‘Y‘nN':-:’:" S‘l‘::‘ll)ﬁ
04-2-P7 3| 21-%¥%
TEFE BETA SAVED PAOTECIED DATA TOEET | MR GEn [WINDR | manD
AT CHALGE 77 VA IYPE = ASL GRADE STEP PEVH HOURS MILES 50 CODE USPS TYPE DER 1y Car
0 3 F |E |o4
S Y G e e i I oA |
o4 N
MAILING ADDRESS —STREET/BOX APT. NO. CITY ST ZIP + 4 DUTY STATION NAME
- : 3 W
1§36 Pigsah Traul North Auvqusta  |sc|24841-2224
POSITION INFORMATION
| L A Par L. LI
FRANCE ND RAVE TF-% L10C [ owFsow
= = . :
OO0 000C 000
L o DES/ACT $O5 LIMIT TouR| JATE | janoml ong | . Route Ko LAYt | PAY | R [FLSA jcommi GUARANFEED
T T m T = T 15 . R ,
ov-0000 |25 |Tg8-0 H ol
NATURE OF PERSONNEL ACTION A RURAL CARRIER DATA +
NOA NATURE OF ACTION DESCRIPTION AUTHORITY MERIT ANNIV,
— - =
140 | RCA Appt from Re@ |Ster
REMARKS |~ CODE 52 [ CODE5(2 | CODE 5( /| CODE
525 O1-20-271
SERVICE HISTORY INFORMATION =
NOA | NDA DESCRIPTION EFF DATE GCTUPATION CODE POSITION TITLE RSC|GRADE'STER] SALARY
151
-6
-5
—4
-3
-2
-\ b
ICLA
[0 w 03 7 W o 3
3335-07x% | RCA B|05/o1 | 9.50
ALInonlaton s Oatr OPFF Finance Na
Qnpe Smdth e dust J | 0G-01-87 |
= ¥ Proceuing Copy-for New Hires only 000/00_0000

. U.S. GOVFRNMENT PRINTING OFFICE : 1986'0 - 154-
PS Form 50-B, July 1985 (Exception to SF 50) e

Exhibit 280, Form 50-B for RCA Appointment from Register
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290 Dual Job Accessions (NOA Code 959)

291 Definition

Creation of a dual job record, with the same Social Security Number, for an employee
who is serving in a dual capacity. See ELM 323.6 for general explanation, prerequisites,
and appointment requirements.

292 Elements

Complete the following elements on Form 50-B (see sample worksheet, Exhibit 290):
a. Mandatory Elements: 1, 4, 56, 65, 79, 93, 96.
b. Optional Elements: 18, 19, 20, 60, 63, 64, 66, 68, 69, 72, 77, 95, 97.
¢. Optional Standard Remark Codes: 548, 559, 569.

293 Additional Information

a. See ELM 4225 and 323.6 for more information on dual appointments. See
Appendix B for more information about dual appointments of rural carrier employees.

b. Postmaster Relief/Leave Replacements (PMR/LRs), designation 58, may have a
dual appointment as PMR/LR in another installation. Placement into the PMR/LR
position with Form 50 eliminates the need for postmasters to transfer hours; however,
the dual position must be terminated when it is no longer necessary because no office
should have more than one PMR/LR.

¢. RCAs, RCRs, and PMR/LRs who are considered for dual appointments as casuals
must meet the eligibility requirements for casual employment as provided in EL-311,
261.32 and 261.33.

d. The National Agreement provides the definition and use of the supplemental
work force. Casuals are limited to two 90-day terms of casual employment in a calendar
year. In addition to such employment, casuals may be reemployed during the Christmas
period for not more than 21 days. Therefore, RCAs, RCRs, and PMR/LRs may be
appointed to dual positions as casuals for only two 90-day terms of casual employment
in a calendar year, and a 21-day term of employment during the Christmas period. A
tracking method must be developed for timely terminations of dual appointments and to
avoid pay adjustments.

e. Dual employment must not interfere with the primary job function.

f. Tracking work hours for employees appointed to dual positions is essential to
controlling the payment of Fair Labor Standards Act (FLSA) overtime. This is particu-
larly important when work is performed at two different installations. Each installation
head must closely monitor work hours and coordinate job schedules.

g. RCAs, RCRs, and PMR/LRs who are appointed in dual positions as casuals are
paid at the appropriate salary rate for work in each position. Any overtime is paid at
the appropriate FLSA rate. Any FLSA overtime that may be due as a result of
combining the weekly hours worked in both positions is paid as an automatic adjust-
ment the following pay period. Such overtime cost is charged to the RCA, RCR or
PMPR/LR position,

k. When work is performed in both the RCA, RCR position, and the casual
position during the same pay period, separate checks are issued for the RCA/RCR work
and the casual work. Work hours are properly reported for each category and applicable
finance numbers.

i. When work is performed in both the PMR/LR and the casual position during the
same pay period, only one check is issued. This check has the finance number of the
primary (PMR/LR) position. The total hours and dollars paid for performing in both
positions is charged to the finance number and labor distribution code of the primary
position. The casual work hours may be reported as loaned hours from the primary job
finance number to the secondary job finance number on Form 1236, Transfer Loan and
Training Hours.

j. Refer to ELM Chapter 4 for additional pay administration information.
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k. Special Form 50 processing procedures are required when dual employment
involves more than one nonrural position in the same office because payroll problems
occur. To avoid this situation, establish the casual position under a separate finance
number. Advise the postmaster to loan work hours to the office where the work was
performed.

[. The suffix code (element 4) is coded 1 for the primary position. Subsequent
positions are coded 2, 3, etc. The position that provides retirement benefits is always the
primary position. If retirement benefits are not provided, the position that provides
leave benefits is the primary position. If no benefits are paid, the position covered by
contract is primary. If the position is not covered by contract, the designation 5X
position is primary and the 6X is second. The following list of acceptable position
combinations is provided for guidance in properly establishing dual appointments
through the Form 50 process:

Primary Second Third Fourth Comments

4XX 77/0 73/0

4XX 77/0

4X% 73/0

58/0 58/0 58/0 58/0 Must be established at four
different finance numbers.

58/0 BX/X Establish the 6X/X position in a
different finance number from the
58/0.

73/0 BX/X

73/0 58/0

75/0 58/0 6X/X Establish the 6X/X position in a
different finance number from
58/0.

75/0 58/0 58/0 . The two 58/0 positions must be
established finance numbers.

75/0 58/0

75/0 6X/X

75/0 58/9

77/0 73/0

77/0 78/0

77/0 58/0 BX/X Establish the 6X/X position in a
different finance number from
58/0.

77/0 BXX

77/0 58/0

78/0 58/0

78/0 BX/X

78/0 58/0 6X/X Establish the 6X/X position in a
different finance number from
58/0

78/0 58/0 58/0 The two 58/0 positions must be
established under different
finance numbers.

78/0 58/9

Key:

4X/X Part Time Flexible (PTF)

58/0 Postmaster Relief/Leave Replacement (PMR/LR)
58/9 Temporary Postmaster

6X/X  Casual

73/0 Substitute Rural Carrier

75/0 Rural Carrier Relief (RCR)

77/0 Auxiliary Rural Carrier

78/0 Rural Carrier Associate (RCA)

Handbook EL-301, June 1989
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EFFECTIVE DATE

[seauence wo']

SOCIAL SECURITY NO.

REQUEST FOR
H-26-%1 PERSONNEL ACTION 122-45-L759
EMPLOYEE INFORMATION COMPLLTEL BY REQUESTING OF FiCL
LAST NAME FIRST NAME INIT. DATE OF B'RTH o251 FRICE e LIFE INS. RET PLAN
DoOE JANE L
TFATE E0wF fves oo RTTRIAENT Cowe TSP-SCD R £ S = e B sTaThs
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o 0 0 = [
R =2 bRl e o e v B COLA T W
a3 Fr3 = n : @ IT)
MAILING ADDRESS —STREET/BOX/APT. NO. city ST 2P +4 DUTY STATION NAME
; =
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= ™ 3 T
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= ™ = e = CEE ETa T = T T o i w
00-0000 | 47 | bl-0 H
NATURE OF PERSONNEL ACTION 4 RURAL CARRIER DATA )
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] : e v
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559: (2-24-87 B %
H GANDS .
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SERVICE HISTORY INFORMATION
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- i
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PS Form 508, July 1985 (Exception 1o SF 50)

U.S. GOVERNMENT PRINTING OFFICE :

Exhibit 290, Form 50-B for Dual Job Accession

1986 O - 154-779
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Guidelines for Processing Personnel Actions ' Exhibit 210a (p. 1)

Employment Forms

Preparation Instructions

Form No. Title Use

Appointment

Forms

OMB 1-9 Employment Eligibility Appointee completes Part  Verification of citizenship.
Verification 1 and provides proof of

employment eligibility.
Appointing official verifies.

SF 15 Claim for 10-point Veteran Appointee prepares one Use if appointee claims
Preference form. Appointing official 10-point preference (disability,
verifies. spouse, widow/widower,
mother).
TSP 19 Transfer of Thrift Savings  Appointing official Use for employees transferring
Plan Information Between prepares. from another agency.
Agencies Automates deductions from
S — ; . I .. | S .
Form 50 Request for Personnel Appointing Official Processing personnel actions.
Action prepares worksheet. -
Form 61 Appointment Affidavit Prepare original only.
Form 62 Agency Request to Pass  Appointing Official Authority to Pass Over a CPS
Over a Preference Eligible prepares and submits to veteran.
OPM.
Form 66 Official Personnel Folder ~ See 131 and ELM 314.13  Holds permanent and
and .14, temporary employment
S USRS ... ... SO,
SF 75 Request for Preliminary Send to losing agency. Use to request employment
Employment Data data from previous federal
agency.
Form 85 Nonsensitive Security Appointee completes one.  Security clearance.
Clearance Appointing Officer

forwards to Postal
Inspection Service.

SF 144/Form Statement of Prior Federal Appointee completes Part  Use to compute leave and

144 Civilian and Military 1, appointing official retirement service computation
Service verifies and completes dates.
reverse. o
CsC 813 Request for Verification of Appointee completes. Verification of campaign
Military Status Appointing Official service.
forwards to military finance
center.
Form 1216 Employee's Current Appointee completes. Provides current address and
Mailing Address telephone number. Also used

for notification of address
change. May be used in
conjunction with employment
at local discretion.

| Form 1476 PSDS EMR ltems Appointing Official Use in PSDS Offices to notify
Transcript prepares and forwards to timekeeping unit of hire.

| PSDS office.

| Form 2181A Authorization and Release Appointee completes. Authorization for

’ Presmployment screening.

Exhibit 210a (p. 1), Employment Forms

Handbook EL-301, June 1989 ra



Exhibit 210a (p. 2)

Guidelines for Processing Personnel Actions

Preparation Instructions

Form No. Title Use
Form 2485 Certificate of Medical All items relating to Assessing medical risk.
Examination appointee’s fitness for
position must be answered
and appointee must sign in
ink. See ELM 864.
Form 2488 Authorization and Release Appointee completes. Authorization for release of
medical information.
Form 2489 Disability Code List Medical Officer completes;  Recording disability codes.
- ] appointing officer verifies. L
Form 2591 Application for Appointee completes.
Employment. Appointing official reviews
to verify veterans
preference, and to be sure
appointee has followed
instructions. Must be
signed and dated in ink by
- . ] ... @8ppointee e o L
Form 2591A Applicant's Statement of ~ Appointee completes. Verification of selective service
Selective Service Appointing Officer verifies.  registration status for males
Registration Status born after 12/31/59.
SF 3108 Application to Make Appointee completes. Annuity credit for noncareer
Service Credit Payment service prior to 1/1/89.
for Civilian Service
_(FERS) B B )
Form 3666 Certification of Disability Referring agency Verification of eligibility for
-~ .. .. pepaes  noncompelive appointment.
Form 5902 Request for VA Medical Appointing Official or Collection of medical

Survey

Medical Unit prepares and
forwards to VA.

information from Veterans
Administration.

Payroll Forms

TSP 1 Thrift Savings Plan Appointee prepares and
Election Form submits during appropriate
open season.
Form 1192 Authorization for Purchase Appointee prepares Use if appointee wants to
of U.8. Savings Bonds original only. authorize purchase of bonds
- i through payroll allotments_.
W-4 Employee's Withholding Appointee prepares one. Federal tax withholding.
Exemption Certificate
State & Local Tax Appointee prepares one State and applicable local tax
Withholding Forms each. withholding.
Insurance
Forms - ~ ] _
TSP 3 Designation of Appointee prepares. Required if appointee wants to
Beneficiary-Thrift Savings change standard order of
- Plan ) B - precedence. B B
SF 1152 Designation of Beneficiary Prepare in duplicate and Required if appointee wants to

(Unpaid Compensation of
Deceased Civilian
Employee)

forward to OPM as
indicated on form.

change standard order of
precedence.

72

Exhibit 210a (p. 2), Employment Forms
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Preparation Instructions

Form No. ¢ Title Use

SF 2808 Designation of Beneficiary, Prepare in duplicate and Required if appointee wants to
CSRS forward to OPM as change standard order of

indicated on form. precedence.

SF 2809 Health Benefits Prepare according to Required for initial registration,

Registration Form instructions on form. enroliment, or cancellation of
coverage.

SF 2810 Notice of Change in Prepare according to Use for enroliment changes

Health Benefits instructions on form. not covered by SF 2809 (e.g.,

transfer in of coverage in
conjunction with transfer from
I I [ e .. anotheragency).

SF 2817 Life Insurance Election Prepare according to Use for election of optional
(FEGLI) instructions on form. insurance coverage.
Prepare Form 50 for
FEGLI changes (NOA

881). o —
SF 2817B FEGLI (17 pg booklet) Give to appointee. Appointee uses to determine
... choicesof optional insurance.
SF 2822 FEGLI-Federal Employees Personnel Official Appointee uses to apply for
Group Life Insurance prepares portion, insurance.
examining physician
completes portion and
mails to FEGLI. ‘
SF 2823 Designation of Beneficiary Prepare as indicated on Required if appointee wants to
(FEGLI) form. change standard order of
2 — ___ precedence.
SF 3102 Designation of Appointee prepares. Required if appointee wants to
Beneficiary-FERS change standard order of
precedence.
Drivers’ Forms*
OF-346 U.S. Government Motor  Driving instructor prepares.  Certification of ability to
Vehicle Operator's operate a government-owned
Identification Card vehicle.
Form 2480 Driving Record Appointee prepares. Provides license number and
states where licenses held.
Form 4582 Application for Permit and
Operator's Record.
Form 4583 Physical Fitness Inquiry for Appointee prepares a Preemployment medical for
Motor Vehicle Operators.  portion; medical officer suitability determination. Also
completes remainder. used in conjunction with
periodic medical exams for
certain drivers.
Form 5905 Request to Administer PO prepares a portion; Requests road test and
Drivers' Road Test driving instructor prepares  transmits pass/fail rating to
portion. requestor.

*Required only if appointee is required to operate a government vehicle.

Exhibit 210a (p. 3), Employment Forms
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The code for element 11 is a single alphabetic character and indicates an employee’s eligibility
to contribute to the Thrift Savings Plan. Element 11 must be completed for all career

(Element 11)

appointments, all conversions to career and all career transfers.

Acceptable codes for element 11 are:

An employee hired for a career appointment or converted to career status is not eligible to
contribute to the Thrift Savings Plan until the second open season following the appointment

date.

If the TSP Code is in error, prepare a Form 50, NOA 002, to correct it. The effective date of the
correction Form 50 action is April 11, 1987 for employees who were on the rolls prior to April
11, 1987. For all other employees, the effective date of the correction Form 50 is the date of the

Ineligible for two open seasons (noncareer employees are always coded | and
will remain ineligible as long as they are noncareer). Use for all employees who
receive a career appointment or are converted to career who were not pre-
viously eligible to contribute to TSP.

Eligible immediately. Use only for career transfers from another federal agency
where the transferring employee is currently eligible to contribute. Code E is
used whether or not the employee is contributing. Form TSP 19, Transfer of
Thrift Savings Plan Information Between Agencies, must be completed for
these employees.

Ineligible for one open season. Use for all career appointments when the
employee was eligible to contribute to TSP during a previous career appoint-
ment. It does not matter whether the employee actually contributed to TSP
during the previous career appointment. All that is required is that the em-
ployee was eligible to contribute.

appointing personnel action.

Exhibit 210b, Thrift Savings Plan Code
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Exhibit 210¢ (p. 1)

Retirement Plan Codes
(Element 13)

With the passage of Public Law 98.21, all postal employees first hired after December 31, 1983
became subject to mandatory Social Security coverage. With the passage of this law, the need
became apparent for a federal retirement system that would complement Social Security. The
system that accomplishes this was effective on January 1, 1987 with the establishment of the
Federal Employees’ Retirement System (FERS).

Retirement Plan Codes Effective January 1, 1987

Beginning with Pay Period 2, 1987, the following retirement plan codes are to be used when
completing element 13 of Form 50:

Code Coverage

Description

1 CSRS To be in this retirement plan an employee must have received an initial
career appointment prior to 1/1/84 and any subsequent breaks in service
. musthave been less than one year. R
FICA All noncareer employees are placed in this retirement code. ~
3" CSRS Identical to retirement plan 1 but it is restricted to Inspectors.
4 Reemployed Annuitant This plan is restricted to CSRS retirees who are subsequently reemployed.
The salary for the position must be reduced by the annuity the retiree is
receiving. This retirement plan can be used for both career and noncareer
’ - ___ positions. ] o _ -
| 5 CSRS Offset To be in this retirement plan an employee must have 5 years of creditable
(CSRS/FICA) civilian service prior to 1/1/87. An employee who receives an initial career
‘ appointment and has 5 years creditable civilian service (FICA only, CSRS
‘ only, or a combination) prior to 1/1/87 is placed in this plan. An employee
who had a previous career appointment and subsequent break in service of
| over a year is also placed in this plan provided he had five years of
| creditable civilian service prior to 1/1/87.
‘ 6" CSRS Offset This is the same as retirement plan 5 but is restricted to Inspectors.
(CSRS/FICA)(Dual) B
| 7 Reserved This plan is not available to the field.
8 FERS All career employees whose initial career appointment was 1/1/84 or later
and who had less than 5 years creditable civilian service prior to 1/1/87 are
| in this retirement plan; also anyone who had an initial career appointment
| prior to 1/1/84, a subsequent break in service of more than 1 year and has
less than 5 years of creditable civilian service prior to 1/1/87. B
l 9" FERS This is the same as retirement plan 8 but is restricted to Inspectors.
1 A FERS With Frozen CSRS This retirement plan is limited to employees who were previously in CSRS
Service or CSRS Offset and who elected to become subject to FERS. They also
| have frozen civilian service of at least 5 years. -
‘& B" FERS With Frozen CSRS This is the same as retirment plan A but is restricted to Inspectors.

Service

*Postal Inspectors Only.

Exhibit 210c (p. 1), Retirement Plan Codes

Handbook EL-301, June 1989

75



Exhibit 210¢ (p. 2)

Guidelines for Processing Personnel Actions

76

All employees hired for career appointments or converted to career status beginning January 1,
1987 and later are covered by FERS and are to be coded 8 or 9 (Inspectors only) except for
those employees who:

(1) Prior to the appointment had 5 or more years of creditable civilian service (see Exhibit
210d to determine whether any or all prior civilian service is "creditable") prior to January 1,
1987 under either CSRS, Social Security, or a combination of CSRS and Social Security, or

(2) Were previously covered under CSRS only and had a break in service of 365 days or
less, or

(3) Prior to this appointment had been covered by CSRS only, had a break in service of 366
days or more and had 5 years of creditable civilian service prior to January 1, 1987.

Employees who fall under (1) or (3) will have a retirement plan code of 5 or 6 and will be in the
offset system. Employees who fall under (2) will have a retirement plan code of 1 or 3 and will
be under CSRS only. Employees who are placed in the offset system (retirement plan code 5 or
6) must have the following statement in the remarks section of their Form 50:

Employee has------ years of creditable civilian service.

Employees who will be placed under CSRS must continue to have one of the following
statements in the remarks section of the Form 50:

Employed under CSRS from-----to-----separation less than 366 days;

or
Transferred to USPS (date required). Continuous CSRS coverage from----, without a
break in service.

Automatic FERS Coverage

On January 1, 1987 the following groups of employees were automatically converted to FERS:

|. Career employees newly hired on or after January 1, 1984 who had no previous
creditable civilian federal service prior to their career appointment;

2. Employees converted to career status on or after January 1, 1984 whose total creditable
civilian service prior to January 1, 1987 was less than five years;

3. Employees who were hired for career appointments and had a break in service of 366
days or more and whose total creditable civilian service under Civil Service Retirement System
(CSRS) through December 31, 1986 was less than 5 years.

Exceptions

The following empioyees remained in the CSRS offset and did not automatically convert to
FERS January 1, 1987:

I. Career employees hired on or after January 1, 1984 whose creditable civilian service
equals 5 or more years (without regard to any deposit or redeposit requirements) prior to
January 1, 1987;
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. 2. Employees converted to career on or after January 1, 1984 whose total creditable civilian
service will be 5 or more years prior to January 1, 1987 (without regard to any deposit or
redeposit requirements);

3. Employees who were hired as career on or after January 1, 1984 with a break in service
of 366 or more days whose creditable civilian service was 5 or more years by December 31,
1986.

Creditable civilian service includes previous time under CSRS, CSRS offset, and FICA regard-
less of the dates during which such service was performed.

Note: Use only creditable civilian service to make this determination. Do not use military service
to determine retirement coverage.

Exhibit 210¢ (p. 3), Retirement Plan Codes

Handbook EL-301, June 1989 77
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Leave Computation Date l

and
Retirement Computation Date
(Elements 14 and 16)

Leave Computation Dates (LCD) and Retirement Computation Dates (RCD) are dates used to
determine benefits that are based on prior civilian federal or military service for all career
employees. LCDs and RCDs are not calculated for noncareer employees (see ELM 512).

Leave Computation Date

The LCD is used to determine the rate at which an employee accrues annual leave (4 hours per
pay period for a career employee with less than 3 years of creditable service; 6 hours per pay
period for a career employee with 3 but less than 15 years of service; and 8 hours per pay
period for a career employee with 15 or more years of creditable service).

Generally, both military and civilian service are used in computing the years of service which
determine an employee's annual leave category. (See ELM 512.2 for full description of
creditable service.)

In some cases, it may be advisable to place newly hired military retirees in the lowest annual
leave category pending verification of prior creditable military service. To correct the LCD,
prepare Form 50, NOA 882, when verification of the claimed campaign/expedition service is
received.

Retirement Computation Date

The RCD is used to determine the date from which years of service creditable for retirement
eligibility is based.

Generally, both civilian and military service performed for the federal government is creditable
for retirement purposes.

Time Credit. Generally, full time credit is allowed for periods of government employment
between the dates of an employee's appointment and separation.

Full-time credit is not allowed when an employee is serving on a "when-actually-employed"
basis or when an employee is in non-pay status in excess of 6 months in a calendar year. See
ELM 562.265 for rules on retirement credit for employees in nonpay status.

Form 144, Statement of Prior Federal Civilian and Military Service

The appointee completes Part | of Form 144 to claim military service or periods of civilian
service.

The personnel office verifies the service claimed and computes a leave and retirement
computation date. The dates must be recomputed whenever an action occurs which might
change the LCD or RCD. Such actions include, but are not limited to:

a. Any career accession.
b. Any conversion to career.
c. Any deposit for post 1956 military service.
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d. Receipt of an OPF or of days actually worked (for WAE service) documenting an
employee’s former service (if not included in computation for accession or conversion action).

e. Receipt of CSC Form 813, Verification of Military Retiree's Service in Nonwartime
Campaigns and Expeditions, verifying campaign service for military retirees.

f. Leave of absence for more than 6 months in a calendar year (i.e.. LWOP, suspension,
furlough, AWOL), except when the entire time is creditable due to employee receiving OWCP
bensfits or granted LWOP to serve in employee organizations, or because of military service.

g. Waiver of or formal intent to waive military retired pay.

Note: LCDs and RCDs computed on Forms 144, Statement of Prior Federal Civilian and Military
Service, should be transferred to Form 50 in elements 14 and 16.

How to Compute a LCD or RCD

If an employee has no prior creditable service, the date of the career appointment is both the
LCD and RCD. If an employee has prior creditable service, the computation date will be the
date obtained by subtracting the total of his or her previous service from employee’s entrance
on duty date. The back of Form 144 may be used to compute and record the LCD and RCD.

Adding and Subtracting Calendar Dates

Numerical Equivalent Date. When adding or subtracting calendar dates, the first step is to
convert the dates to a year-month-day equivalent. Use the last two digits of the year, the
number of the month in the year, and the number of the day. For example, calendar date July
31, 1977 converts to 77-07-31. (The last two digits of the year are 77; July is the 7th month of
the year; 31 is the day of the month.) Note that each element of the numerical calendar date
(year-month-day) is separated by a hyphen (-).

Adding. Add each date column separately, as follows:

Year Month Day
77 07 31
65 07 14

142 14 45

Subtracting. Work each element of the calendar date separately beginning with day, then month

and finally year. Change the elements of the date from which subtracting when it is necessary to

make the calculation possible. For this purpose, each month is equivalent to 30 days and 12
_months are equivalent to one year.

In the example below, the enter on duty date is being subtracted from the separation date in
order to calculate the days, months and years of service for this period of'employment. Add 1
day to the separation date to credit the employee for the last day of employment. Begin
subtraction in the day column. Since you cannot subtract 14 from 8, borrow 30 days from the
month figure, add the borrowed 30 days to the day figure, then subtract the days. In the month
column, the same situation arises. You cannot subtract 10 from 7, so borrow 12 months from the
year, add the borrowed 12 months to the month figure, and subtract the months. The result of
these calculations shows the period of employment equals 8 years, 9 months and 24 days of
service.
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Year Month Day
73 19 38
74 (borrow 12) 08 (borrow 30) 08
65 10 14
08 09 24

Converting to a realistic calendar date. The answer obtained when one period of service (or the
sum of several periods of service) is subtracted from a calendar date will not always be a
realistic date. The months may be zero (0) or more than 12; the day may be zero (0) or more
than the maximum number of calendar days for the months shown. When the subtraction results
in an unrealistic month-day relationship, the date must be converted to a realistic one.
(Remember that during a leap year, February has 29 days instead of its usual 28 days. A leap
year occurs every four years--1988, 1992, 1996, 2000, etc.) For example, if computed date is
78-00-35, subtract 31 days (because January has 31 days) and change date to 78-01-04. If
computed date is 88-03-00, converted to 88-02-29.

Methods of Computation

Method #1

Add together all ending dates of service. From this figure, subtract the total of all beginning
dates of service, and convert the result to a year-month-day figure. When this method of
calculation is used, the back of the SF 144 may be used as a worksheet. In the example below,
the employee entered on duty October 29, 1979, and had prior service from July 14, 1965 to
July 27, 1974 and from July 14, 1975 to July 28, 1975.

The first step is to enter the appointment and separation dates in the appropriate columns on
the 144. Add 1 day to the separation date of each period of service unless another period of
service begins the next consecutive day. This is necessary because separations are effective at
the end of the day and failure to add the "1" would result in the separation day not being

counted.
Then, add the separation dates: 74-07-27
75-07-28
+2
149-14-57
Add the appointment dates: 65-07-14
75-07-14
79-10-29
219-24-57
Subtract the separation figures from 219-24-57
the appointment figures: 149-14-57
70-10-00
Convert to realistic calendar date: 70-09-30
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Method #2

Compute the amount of creditable service for each period of service and total these amounts.
For each period of service, add 1 day to the separation date to insure that the day the employee
separates is counted in your computations. To obtain the computation date, subtract total
creditable service from the EOD date. When this method of calculation is used, the calculations
may be done on a separate sheet and the results then recorded on the back of the SF 144. In
the example below, the same entry on duty and prior service dates are used as were used in

Method #1.
75-07-28%%"  Ending Date 0-15 Prior Service
75-07-14 Beginning Date 09-00-14 Prior Service
00-15 Creditable Service 09-00-29 Prior Creditable Svc
74-07-272%"  Ending Date 79-10-29 EOD Date
65-07-14 Beginning Date 09-00-29 Prior Creditable Svc
09-00-14 70-10-00 = 70-09-30

When adjustment may be necessary. Because all months are not of equal length (some have 30
days, some have 31 days and February has 28 or 29 days), occasionally computation dates for
a person with continuous service will result in the computed date differing from the date on
which service really began. In these cases, the computation date should be adjusted so that it
reflects the actual date on which the employee began the period of continuous federal service.

The method you use is up to you; each has its advantages and disadvantages. Method #1
requires fewer steps for calculation and the back of the Form 144 can be used. One
disadvantage is that three and four-digit figures are often used in the calculations, increasing the
| opportunity for mathematical errors; also, where periods of service have overlapped (such as
| military active duty for training during a period of civilian employment or concurrent employment
in two agencies), it is very easy to inadvertently give double credit for the service.

Method #2 computes service chronologically, thus eliminating the chance of giving the
employee double credit for service. And, since only one or two-digit figures are used, the
chance for error in addition or subtraction is reduced. The disadvantages are that more
individual computations are required and the calculations will not fit on the back of the Form
144.
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Creditable for

Des. Retirement Leave
Civilian Service
USPS Positions
Substitute Rural Carrier 73 YES? ' YES
SRC serving vacant route 72 YES YES
Temporary Sub Rural Carrier 74 YES' NO
Rural Carrier Relief 75 YES! NO bL
_ Service after 1/1/89 SR N NO T
Auxiliary Rural Carrier ‘77
Service before 1/1/77 T YEGF YES ——
Service after 1/1/77 YES? ) NO = q.ly )
_ Service after 1/1/89 Yes forlses , NOfar Frfs NO yes
Rural Carrier Associate 78 " YES! NO
Service after 1/1/89 NO NO
RCA serving vacant route 74 YES NO olc.
_ Service after1/89 - o, ... N N
Postmaster Reliet/Leave Replacement 58-0
Service before 7/22/47 NO YES ,
Service on or after 7/22/47 YES! YES N
Service after 1/1/77 YES! NO
Service after 1/1/89 - NO® NO
Casual 6X
Service before 1/1/77 YES YES
Service after 1/1/77 YES NO
_Service after 11189 e NO° N
Temgporary Postmaster (OIC) 58-9
Service before 1/1/77 YES? YES
Service after 1/1/77 YES? NO
Service after 1/1/89 NO® NO
Part Time Flexible CSRS/OFFSET YES? YES
Part Time Regular CSRS/OFFSET YES23 YES
Full Time Regular CSRS/OFFSET YES23 YES
Part Time Flexible FERS
Service before 1/1/89 YES25 YES
Service after 1/1/89 YES* YES
Part Time Regular FERS
Service before 1/1/89 YES235 YES
Service after 1/1/89 YES45 YES
Full Time Regular FERS
Service before 1/1/89 YESQ23:5 YES
Service after 1/1/89 YES45 YES

' This is when-actually-employed (WAE) service. Credit only for days actually worked.
2 Periods during which employee was on furlough or LWOP are creditable only if the periods of absence in
the aggregate do not exceed 6 months in any calendar year.
3 If employee is granted LWOP to serve as full time officer of an employee organization composed primarily
of federal/postal employees and declines to continue retirement coverage (see ELM 562.264), this time is

not creditable for retirement purposes.

4 Credit if contributions to FERS basic were withheld and the FERS contributions have not been withdrawn.

5 Credit for service under CSRS prior to transferring to FERS or becoming subject to FERS

8 Service is not creditable if employee is covered by FERS
Exhibit 210d (p. 5), Creditable Service
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' Military Service Creditable for Creditable for
) Retirement Leave

A period of active military service terminated YES YES

before 1956 under honorable conditions

A period of active military service terminated see *° YES

after 1956 under honorable conditions

A period of active military service terminated NO NO

under conditions other than honorable

Military retiree (not for combat or war-incurred NO' YES?

disability)--periods of active military service

during wartime or in a campaign or expedition

for which a campaign badge is authorized

Military retiree (not for combat or war-incurred NO' NO?
disability)--active military service totals less

than 20 years

Military retiree (not for combat or war-incurred NO' YES
disability)--On November 30, 1964, the

employee was employed in a civilian office to

which the Annual and Sick Leave Act applied

and continues to be employed in a civilian

capacity without a break in civilian service of

more than 30 days (see ELM 512.223).

Active military service after December 31, YES* YES?®
1956 when the person is receiving or on

application would be entitled to receive

monthly old age or survivor benefits under

Social Security

. Military retiree based on disability from injury YES® YES®
or disease received in combat
Military retiree--disability caused by YES® YES®

instrumentality of war during combat

' Employee could receive credit for service for retirement only if employee waived military retired pay. A
deposit may also be required. N s

2 Credit only periods during wartime and campaigns and expeditions for which a campaign badge is
authorized

3 When person is a military retiree not because of combat or war-incurred disability, and the person is not
otherwise entitled to full credit for the service, limit the creditable service to periods during wartime and
campaigns and expeditions for which a campaign badge is authorized.

4 If employed prior to 10/1/82 under CSRS will recsive credit, but retirement credit is recalculated at age 62
unless deposit is made.

5 CSRS: Employee must complete deposit if employed on or after 10/1/82. If so, the service is creditable.
FERS: deposit required. If deposit is made, the service is creditable.

® Obtain verification of the reason for the military retiree’s disability pension from the appropriate military
retired pay finance center (or designated Department of Defense office).
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Exhibit 210d (p. 7) Guidelines for Processing Personnel Actions

Part || — Determination of Creditable Service for Retirement Computation Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: (a) Enter date of appointment and date of separation fram official records.
(b} Add 1 1o the separation day because separation day is recorded as of close of business (COB).
{e) Add all appointment dates and total noncreditable service.
{d) Add all separation dates.
{e) Subtract total separation dates from total appointment dates.*

Creditable Service

(List Oniy Periods Thar are Creditable for Retirement Purposes.) Appaintment:0ata ispEritinn Dale

Inaividuals first employed under the CSR System on oF after 10/01:62, recsiva CSA'cradittor | 100 | Month | Day Year | Month | Day

post 1956 military service only il a deposit is made for tha military service.

78 | 10 11 86 04 11
If the employee is receiving lor has applied for) military retired pay, include creditabla active, +1
honaorable military service only it employee checked "Yes'' under 5.b or S.c Verify status
if “"Notice of Award” or official documentation 10 substantiate this is not attached. Casual,
temporary, or other noncareer civilian employment with the Postal Service, Federal Govern-
ment, or District of Columbia is creditable for retirement purposes,

Entrance on Duty Date (82 86 04 12

Total Noncreditable Se
fi.e., Lost Time, LWOP in Excess

of 6 Months) it 164 |14 23 86 04 12
Total {a) 86 | 04 12 (b)
Retirement Computation Date 78 10 11l

tel (6]

Part 11 — Determination of Creditable Service for Leave Computation Date
{For Year Below, Show Only Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: Follow instructions “{a)”" through ""{¢)” in Section 11 above.

Creditable Service (Leave Comipitetion Date) Appointment Date Separation Date
(List Gnly Periods That are Creditable for Ledve Purposes. )

Year Month Day Year Month Day

A deposit for creditable post-1956 military service is not required to receive credit for leave
accrual purposes. |f the employee is receiving lor has applied for) military retired pay, include

all creditable active, honorable military service only if employee checked “Yas" under 5.b
or 5.c. Otherwise, include only partial credit as indicated in ELM 512.223 b. Casual or tem- 78 10 11 86 04 11
porary employment with the Postal Service performed after January 1, 1877, is not credit +1

able for leave purposes. Temporary or other noncareer employment with the Federal Govern
ment or District of Columbia is not creditable for |eave purposes regardiess of when performed.

All sub rural carrier service creditable for
leave and retirement.

Entrance on Duty Date 1+) 86 | 04 12
Total Noncreditable Service (+} 164 | 14 23
Total {a) 86 | 04 12 86 04 12
Leavs Computatian Date 78 | 10 R E
{al [b}

*When the days or the months below are syual to or greater than the number above, borrow one month (30 days) or one year [12 months) from
the month or year column, When you subtract one day from the first of a3 month or when you subtract one month from the last day of the
month, the answer must be the last day of the preceding month,

Examples: I a person with one month prior sérvice entered on duty March 31, 1978, his service would be Feb. 28, 1978,
I a person with one day prior service entered on duty March 1, 1878, his service date would be Feb, 28, 1978.
PS Form 144, Junc 1986 (Reverse) % USGPO. 1987 - 181-700/64780
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Part |1l — Determination of Creditable Service for Retirement Computa_tion Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: (a) Enter date of appointment and date of separation from official records.
(b) Add 1 te the separation day because separation day Is recorded as of close of business (COB),
(c) Add all appoiniment dates and total noncraditable service.

(d} Add all separation dates.
(&} Subtract total separation dates from total appointment dates.®

| Creditable Service Bopcickiinit Dith ——
[List ity Periods That are Creditable for Retirement Purposes )
Year Month Day Year Month Day
Individuals first employed under the CSR System on or after 10 01 82, receive CSA credit for
post 1956 nilitary service only il a deposit is made for the military service
1 the employee is receiving (or has applied for) military retired pay, include creditable active, 83 10 01 88 0l 29
honorable military service only il employee checked “Yes" under 5.b or S5.c. Verify status +1
i ““Notice of Award” or official documentation to substantiate this is not attached. Casual,
temporary, of other noncareer ci n employment with the Postal Service, Federal Govern
ment, or District of Columbia is creditable for retirement purposes
7 mos, 25 days LWOP in calendar year 1987. Six
months "free", so 1 month, 25 days deducted from
leave and retirement computation dates. 0l 25
Entrance on Duty Date (+) 88 01l 30
Total Noncreditable Service
i.e., Lost Time, LWOP in Excess
(et +) 171 |12 [ 56 | 88 | o1 | 30
| Total (e .1 88 [01 |30 |®
Retirement Computation Date 83 1L 26
(R

| Part 11 — Determination of Creditable Service for Leave Computation Date
| (Far Year Below, Show Only Last Two Numbers, for Months Show Numerical Equivalent)

’ Instructions:  Follow instructions “(al" through “'(e}” in Section |1 above

:
! Creditable Service (l.cave Computation Date) Appointment Date Separation Date

(List Only Periods That are Creditable for Leave Purpases.)
Year Manth Day Year Month Day
A deposit for creditable post-1956 military service is nat required to receive credit for leave
| sccrual purposes. |f the employee is receiving (or has applied forl military retired pay, include
all creditable active, honorable military service only if employee checked “Yes'" under 5.b
or 5.c. Otherwise, include only partial credit as indicated in ELM 512.223 b. Casual or tem 83 10 01 88 01 29
porary employment with the Postal Service performed after Jsnuary 1. 1877, is not credit +1
able for leave purposes. Temporary or other noncareer émploymaent with the Federal Govern 01 25

ment or District of Columbia is not creditable for leave purposes regardiess of when performed.

1 month, 25 days deducted for LWOP in 1987.

88 01 30

Entrance on Duty Date (Ed]
Total Nancreditsble Service +) 171 | 12 56
el & g8 | ol |30 |88 |01 |30

83 11 26

Leave Computation Date
(a) (b}

*When the days or the months below are equal 1o or grester than the number above, borrow one month (30 days) or one year {12 months) from
the month or year column, When you subtract one day from the first of 3 month or when you subtract one month from the last day of the
month, the answer must be the last day of the preceding month,

Examples: If a person with one month prior service entered on duty March 31, 1978, his service would be Feb. 28, 1978,
If a person with one day prior service entered on duty March 1, 1978, his service date would be Feb, 28, 1978
PS Form 144, Junc 1986 (Reverse) * USGPO 1987 - 181-700/64780
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Exhibit 210d (p. 9) Guidelines for Processing Personnel Actions

Part 11 — Determination of Creditable Service for Retirement Computation Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: (a) Enter date of sppointmaent and date of seperation from official records.
(b) Add 1 to the saparation dsy because separation day Is recorded as of closs of business (COB).
(c) Add all sppointment dates and total noncreditable service.
(d) Add all separation dates.
(e} Subtract total separation dates from total sppointment dstes.”

Creditable Service . A
(List Only Periods Thart are Creditable for Retirement Purposes.) Appointment Dats Saparstion Date

Yesr Month Day Year Month Day

Individuals first employed under the CSR System on or aftar 10-01.82, recsive CSA cradit for
post-1956 military service only if a deposit is made for tha military service.

I the employes is receiving (or has epplied for) military retired pay, include creditable active,

honorable military service only if employee checked “Yes” under 5.b or 5. Verify status 87 08 15 87 12 31
it “Notice of Awsrd™ or official docurnentation 10 substantiste this is not armachad. Cesusl, | 88 02 27 88 05 20
temporary, or other noncareer civilisn employment with the Postal Service, Federal Govern-

ment, or District of Columbia is creditsble for retirement purposes. i ‘{']'g*

Time actually worked (12 mos, 8 days) as
PMR/LR credited for retirement. Time on rolls |*do not agd day for|WAE time
as casual and temporary postmaster credited.
88 05 21

Entrance on Duty Date (+)

Total Numvlldillz:;g;tricg 261 [39

(0“5' ‘I;‘::r':;x}nt. in Excess (+ ZSZ 1'5 63 175 29 61
Total (a) 1175 [29 61 (]

86 10 02

Retirement Computation Date
(a)-ib)

Part 11l — Determination of Creditable Service for Leave Computation Date
(For Year Below, Show Only Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: Follow instructions “*(a)** through (@) in Section || above.

Creditable Service (Leave Compulation Date) Appointment Date Separation Date
(List Only Periods Thar are Creditable for Leave Purposes.)

Year Month Day Year Month Day

A deposit for creditable post-1956 military service is not required to receive credit for leave
sccrual purposes. If the employee is receiving (or has spplied for) military retired pay, include
sll creditable active, honorsble military service only if employes checked “Yes' under 5.b
or 5.c. Otherwiss, include only partisl credit as indicated in ELM 512.223 b. Cesusl or tem-
porary employment with the Postal Service performed after January 1, 1977, is not credit-
sble for leave p . Fi ¥ or other employ with the Federal Govern:
ment or District of Columbisa is not craditable for lsave purposes regardiess of whan parformaed.

No noncareer service creditable for leave.

Entrance on Duty Date (+) 88 |05 21
Total Noncreditable Service {+)
Total {8} (b}
Leave Computastion Date 88 05 21
(2)-(b)

*When the days or the months balow are equal 10 Or grester than tha numbar sbove, borrow ane month (30 deys) or one year (12 months) from
the month or yesr column, When you subtract one day from the first of 8 month or when you subtract one month from the lsst day of the
month, the snswer must be the last day of tha preceding month,

Exsmples:  |f & person with one month prior servics entered on duty March 31, 1878, his service would be Feb. 28, 1978.
if & parson with one dey prior service entered on duty March 1, 1978, his sarvice date would be Feb. 28, 1978.

# USGP.O. 1907 - 181-700/64780

PS Form 144, June 1986 (Reverse)
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Part Il — Determination of Creditable Service for Retirement Computation Date
{For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: (a) Enter date of appointment and date of separation from official records.
{b) Add 1 to the separation day because separation day is recorded as of close of business (COB)
(e} Add all appointment dates and total noncreditable service.
{dl Add all separation dates
{e) Subtract total separation dates from 1otal appointment dates *

Creditable Sorvice " .
Appointment Date Separation Date
(List Qnidy Periods Thar are Creditable for Retirement Purposes.) pp
: Y Maonth D Year Month Da
Individuals firsf employed under the CSR System on or after 10 01 82, receivs CSR crodit 1o b o sl L
post-1956 military service only if 3 deposit is made for the military service
If the employee is receiving {or has applied for) military retired pay, include craditable active, 01 07 01

honorable military service only if ‘employvee checked “Yes” under 5b or 5c. Verify status
if "Notice of Award™ or official documentation to substantiate this is not attached. Casual,
lemporary, of other noncarear ci n employment with the Postal Service, Federal Govern
ment, or District of Columbia is creditable for retirement purposes.

412 days (1 yr, 7 mos, 1 day) RCR/RCA service
credited for retirement. Military service not
creditable unless/until employee makes deposit.

Entrance on Duty Date i+ 87 ll 21
Toral Noncreditsble Service

o2 Tt —— ) Minus -| 01 | 07 [0 | o1 |07 |01
Total (al 86 04 |20 (b}

Retirement Computation Date
(a)-(b)

Part 111 — Determination of Creditable Service for Leave Computation Date
(For Year Below, Show Only Last Two Numbers, for Manths Show Numerical Equivalent)

Instructions:  Follow instructions (a)"" through ““le]'"" in Section || above.

Creditable Service (Lecave Computarion Date) Al P
s aintment Date Separation Date
(List Only Periods Thar are Creditable for Leave Purposes. ) e

’ o v Year Month Day Year Manth Day
A deposit far creditable post 1956 military service is not required to receive credit for leave
accrual purposes. |f the employee is receiving (or has applied for) military retired pay, include

all creditable active; honorable military service only it employee checked “Yes” under 5.b
or 5.c. Otherwise. include only partial credit as indicated in ELM 512 223 b. Casual or 1em 76 10 31 80 10 30
porary employment with the Postal Service performed after January 1. 1877, is not credit +1

able for leave purposes. Temporary or other noncareer employment with the Federal Govern
ment or District of Columbia is not creditable for lesve purposes regardless of when performed,

Military service creditable for leave.

87 11 21

Entrance on Duty Date (+) .
Total Noncreditable Service (+} 163 21 52
Total (a) 80 10 | 31 | .80]| 1C 31
Leave Computation Date 83 11 21
(a)-(b)
’ *When the days or the months below are equal 10 or greater than the number above, borrow one manth (30 days) or one year (12 months) from

the month or year column. When you subtract one day from the first of a month or when you subtract one manth from the last day of the
month, the answer must be the last day of the preceding month

Examples It a2 person with one month prior service entered on duty Marzh 31, 1978, his service would be Feb 28, 1978
If 3 person with one day prior service entered on duty March 1, 1978, his service date would be Fub 28, 1078
PS Form 144, Junc 1986 (Reverse) 4 USGPO 1987 - 18L-700/64780
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Exhibit 210d (p. 11) Guidelines for Processing Personnel Actions

Part |1 — Determination of Creditable Service for Retirement Computation Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: (s) Enter date of and date of from officiel records.
(b) Add 1 tothe day day s = of close of business (COB).
{c) Add sl appointment dstes and total noncreditable service.
(d) Add all ssparation dates.
(e) Subtract total separstion dates from totsl sppointment deates.”

Creditable Service
{List Only Periods That ere Ci Jfor P y]

Individuals first employed under the CSR System on or after 10-01-82, receive CSR credit for
post-1966 milltary service only If s deposit is made for the milltary service.

If the employes is recsiving (or has applisd for) military retired pay, include creditabls active, 87 08 15 87 12 31

honorsble military service only If employes checked "Yes" under 6.b or B.c. Verlfy status | 88 02 27 88 05 20

if “Notice of Award” or official 1w { this is not sttached. Casual, = - +2
¥y, or other civilisn with the Postal Service, Federal Govern-

maent, or District of ia i for 01 05 DD

Time on rolls as Temp. PM credited. 368 days
actually worked (1 yr, 5 mos) as PMR/LR credited.

Entrance on Duty Date {+) 38 05 21
Total Noncreditsble Service 2bi P4
fia, Laos Thon, LIOP 3 Breom ) #9837 | ¥7 | 63 | 176 22 | 53
Total (8) 176 22 53 |w
86 05 10

Retirement Computation Date
(a)-{b)

Part |1l — Determination of Creditable Service for Leave Computation Date
(For Year Below, Show Only Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: Follow instructions *‘(a}** through {8} in Section Il sbove.

Craditable Service (Leave Computation Dare) Appointment Date Separstion Date
(List Only Periods That are Creditabie for Leave Purposes.)

Year Month Day Year Month Day

A depoiit for creditable post-1956 militery service Is not required to receive cradit for lesve
accrusl If the ployes s (or has spplied for) military retired pay, include
all creditable active, honorable military service only if employee checksd “Yes'* under 5.b
or 5.c. Otherwiss, include only partisl credit ss indicated in ELM 512.223 b. Casusl or tem-
porary employment with the Postal Service performed after January 1, 1977, is not cradit
sble for lsave purposss. Temporary or other noncarser employment with the Federal Govern-
ment or District of Col ia Is not for lseve regardiess of when perfarmed.

Noncareer service is not creditable for leave.

Entrance on Duty Date {+) 88 05 21

Total Noncreditable Service {+)

Total (a) {b)
Leave Computation Date 88 05 21

(a)-(b)

*When the deys or the months below are squal to or greater than the number above, borrow one month {30 days) or one year (12 manths) from
the month or yesr column. When you subtract one day from the first of a8 month or when you subtract one month from the last day of the
month, the snswer must be the lest day of the preceding month.

Y~
. Exwmples: If a pergon with one month prior service entered on duty March 31, 1978, his service would be Feb. 28, 1978.
1f a person with one day prior service entered on duty March 1, 1878, hls service date would be Feb, 28, 1978.

PS Form 144, June 1986 [Reverze) % USGP.O.: 1987 - 181-700/64780
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Guidelines for Processing Personnel Actions

Exhibit 210d (p. 12)

Part || — Determination of Creditable Service for Retirement Computation Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

(d) Add all separation dates.

(e} Add all appointment dates and 1otal nancreditable service.

(e) Subtract total separation dates from total appointment dates.”

Instructions: (a) Enter date of appointment and date of separation from official records.
(b) Add 1 to the separation day because separation day Is recorded as of close of business (COB).

Creditable Service z =
Appol Separation Date
(Lisi Only Periods That are Creditable for Retivement Purpuses.) intment Data ration e
Month D
Individuals first employed under the CSR System on or after 10.01.82, receive CSH credit for Your Manth Doy Your o 4
post-1956 military service only if a deposit is made for the military service.
If the employee is receiving {or has applied for} military retired pay, include creditabla active, | B8 09 27 88 11 05
honorabla military servica only it emplovee checked "Yes'' under 5.b or 5.c. Verify status +1
if “"Notice of Award’ or official documentation to substantiate this is not attached, Casual,
temporary, or other noncareer civilian employment with the Postal Service, Federal Govern:
ment, or District of Columbia is creditable for retirement purposes. 01l 01 17
RCR/RCA time actually worked (01 yr, 01 mo,
17 days) creditable. RCA-serving-vacant-rt
time on rolls creditable.
Entrance on Duty Date (+) 88 11 05
Total Noncreditable Scrvf::
i.e., Lost Time, LWOP in Excess
578 Miontns] ) 176 |20 |32 |89 |12 | 23
Total (a) 89 12 23 |m
Retirement Computation Date 87 08 09
{al-{b}
Part 111 — Determination of Creditable Service for Leave Computation Date
(For Year Below, Show Only Last Two Numbers, for Months Show Numerical Equivalent)
Instructions:  Follow instructions ''(a)’" through "'le)” in Section |1 sbove.
Creditable Service ([.cave Computarion Date) int 1 Date t Dat
(List Only Periods That are Creditable for Leave Purposes.) il i ookl
Year Maonth Day Year Manth Day

A deposit for creditable post-1956 military service is not required to receive cradit for leave
sccrual purposes. If the amployee is receiving {or has applied for} military retired pay, include
all creditable sctive, honorable military service only if employee checked “Yes" under 5.b
or 5.c. Otherwise, include only partial credit as indicated in ELM 512.223 b. Casual or tem-
porary employment with the Postal Service performed after January 1, 1977, is not credit
able for leave purposes. Temporary or other noncareer employmant with the Federal Govern-
meant or District of Columbia is not creditable for leave purposes regsrdiess of when performed.

Noncareer service not creditable for leave.

88

11

05

Entrance on Duty Date (+}
Total Noncreditable Sarvice {+)
Total (a)

Leave Computatiaon Date

(al-(b)

month, the gnswer must be the last day of the preceding menth.

*When the dsys or the months below are equal to or greater than the number above, borrow one month {30 days) or one year (12 months) from
the month or year column. When you subtrect ona day from the first of a month or when you subtract one month from the last day of the

Exsmples: | u person with one month prior service entered on duty March 31, 1978, his service would be Feb. 28, 1878.
It o parson with one day prior service antered on duty March 1, 1978, his service dete would be Fob. 2B, 1978,

PS Form 144, June 1986 (Reverse)

Exhibit 210d (p. 12)

Handbook EL-301, June 1989
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Exhibit 210d (p. 13) Guidelines for Processing Personnel Actions

Part || — Determination of Creditable Service for Retirement Computation Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

Instructions: (a} Enter date of appointment and date of separstion from official records.
(b) Add 1 to the saparation day beceuse saparation day is recorded as of cloge of business (COB).
(e} Add all appointment dates and total noncreditable service.
{d) Add all separation dates.
{#) Subtract 1otal separation dates from total sppointment dates.”

Creditable Service " ;
Appointment Da Separation Date
{List Only Periods Thar arc Creditable for Retirement Purposes.) y te

th Year Month
Individuals first smployed under the CSR System on or after 10-01-B2, receive CSR credit for Year | Mon Day Day

post-1956 military service only if a deposit is made for the military service.

If the employee is rece g (or has applied for) military retired pay, include creditable active,
honorable military service only if employee checked “Yas” under 5.b or 5.c. Verify status
it “Notice of Award” or official documentation to substantiate this is not attached. Casual,
temporary, or other noncaresr civilian employment with the Postal Service, Federal Govern:
ment, or District of Columbia is creditable for retirement purpoases

Entrance on Duty Date +) 88 0l 02

Total Noncreditable Service
(i.e., Lost Time, LWOP in Excess
of 6 Months)

Total (a) 88 01 02 (]

(4]

Retirement Computation Date
tal-(b}

Part 111 — Determination of Creditable Service for Leave Computation Date
(For Year Below, Show Only Last Two Numbers, for Months Show Numerical Equivalent)

Instructions:  Follow instructions "'(a)" through "(e}”" in Section 11 above

Creditable Service (lLeave Computation Dare) Appointment Date Separation Date
(List Only Periods That are Creditable for Leave Purposes.)

Year Month Day Year Month Day

A deposit for creditable post-1956 military service is not required to receive credit for Isave
sccrual purposes |f the employee is receiving (or has applied for) military retired pay. include
all creditable active, honorable military service only if employee checked “Yes'” under 5.0

or 5.c. Otherwise, include only partial credit as indicated in ELM 512.223 b. Casual or tem- 83 05 01 83 11 21
porary employment with the Postal Service performed after January 1, 1877, is A0t credit- +1
able for leave purposes, Temporary or other noncareer employmant with the Federal Goveln:
ment or District of Columbia is not creditable for leave purposes regardiess of when performed.

Campaign service verified by CSC 813 by militany
records center.

88 01l 02

Entrance on Duty Date (+) 3 _ﬂ, e Iy

A7L | pS | A3
83 | 2% |22 |g3 |22 | 22

Total Noncreditable Service (+)

Total (n)

87 06 11

Leave Computation Date
(a)-(B]

*When the days or the months below are eéqual to or greater than the number above, borrow one month (30 days) or one year {12 months) from
the month or year column. Whan you subtract one day from the first of 8 month or when you subtract one month from the last day of the
manth, the answer must be the last day of the preceding month.

Examples: |f a person with one month prior service entered on duty March 31, 1978, his service would be Feb. 28, 1978.
If & person with one day prior service entered on duty March 1, 1978, his service date would be Feb. 28, 1978.
PS Form 144, June 1986 /[Reverse) # USGPO 1987 - 161-700/64780
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Guidelines for Processing Personnel Actions

Exhibit 210d (p. 14)

Part Il — Determination of Creditable Service for Retirement Computation Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent]

(dl Add all separation dates.

{e} Subtract total separation dates from total appointment dates.*

Instructions: (a) Enter date of appointment and date of separation from official records.
(b) Add 1 to the separation dey because separation day is recorded as of close of business (COB).
{c) Add all appointment dates and total noncreditable service.

. C'ed"”’? Sarvice Appointmaent Date Separstion Date
(List Only Periods Thar ere Creditable for Retircment Purposes.)
Mon Yi Month Day
Individuals firs? employed under the CSR System on or after 10-01:8B2, receive CSR credit for Yous s Day -
past-1956 military service only if a deposit is made tor the military service,
76 12 10 76 12 31
If the employee is receiving (or has applied for) military retired pay, include creditable active, 77 06 01 77 12 31
honorable military service only if employee checked “Yes" under 5.b or 5.c. Verify status
if “Notice of Award” or official documentation to substantiate this is not attached. Casual, 78 03 01 87 10 30
temporary, or other noncareer civilian employment with the Postal Service, Fedaral Govern:
ment, or District of Columbla is creditable for retirement purposes. +3
All service creditable for retirement
Entrance on Duty Date (+) 87 10 31
Total Noncreditable Service
fi.e., Lost Time, LWOP in Excess ) 317 (29 41 103
of 6 Months) {3 Arg | 2Y 42 240| 34 95
Total () 240 | 34 95 (b)
Retirement Computation Date 77 07 08
{al:(p}
Part 111 — Determination of Creditable Service for Leave Computation Date
(For Year Below, Show Only Last Two Numbers, for Months Show Numerical Equivalent)
Instructions: Follow instructions ““(a)"" through *‘(e)” in Section |1 above
Creditable Service (Leave Compuetation Dare) Appointment Date Separation Date
{l.ist Only Periods That are Creditable for l.eave Purposes.)
Y ear Maonth Day Year Month Day
A deposit for crediteble post-1956 rmilitary service is not required to receive credit for leave
accrual purposes. |1 the employee is receiving (or has applied for) military retired pay, include
all creditable active, honorable military service only if employee checked “Yes" under 5.b
or 5.c. Otherwise, include only partial credit as indicated in ELM 512.223 b. Casual or tem 76 12 10 76 12 31
porary employment with the Postal Service performed sfter January 1, 1977, is not credit 78 03 01 87 10 30
eble for lesve purposes, Temporary or other noncarger employment with the Federal Govern +2
ment or District of Columbia is not creditable for {eave purposes regardiess of when performed.
Casual service after 1977 not creditable for
leave.
Entrance on Duty Date (+} 87 }9 2 1
2% 172
Total Noncreditable Service (+) 241 | 28 a4z
Total (a) 163 | 22 63 H63 | 22 63
Leave Computation Date 78 02 09
1a)-{b)

month, the answer must be the last day of the preceding month

Examples: If a person with one month prior service entered on duty March 31, 1978, his service would be Feb. 28, 1978
I a person with one day prior service éntered on duty March 1, 1978, his sérvice date would be Feb. 28, 1978

*When the days or the manths below are equal 10 or greater than the number above, borrow one month {30 days) or one year (12 months) trom
the month or year column. When you subtract ona day from the first of a month or when you subtract one month from the last day of the

PS Form 144, Junc 1986 (Reverse)

Exhibit 210d (p. 14)

Handbook EL-301, June 1989
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Exhibit 210d (p. 15) Guidelines for Processing Personnel Actions

Part |l — Determination of Creditable Service for Retirement Computation Date
(For Year Below, Show Last Two Numbers, for Months Show Numerical Equivalent)

Instructions:  {a) Enter date of sppointment and date of separation from official records.
(b} Add 1 1o the ssparation day because separation day is recorded as of close of business (COB)
{c) Add all appointment dates and total noncreditable service.
(d} Add all separation dates.
fe) Subtract total separation dates from total appointment dates,*

Creditable Service

i i 1
(List Only Periods That arc Creditable for Retirement Purposes.) Appaidtment Date Seraraion Date

.. Da: Yeal Month
Individuals fist employed under the CSR System on or after 10.01 B2, racsive CSR credit for | T oo | Manth v & Day

post 1956 military service only if a deposit is made for the military service.

If the employee is receiving (or has applied for) military retired pay, include ereditable active,
honorable military service only if emplovee checked "Yes” under 5b or 5.c. Verify status
it “Notice of Award” or official doc ion to { this is not attached. Casual,
temporary. of other noncareer civilian employment with the Postal Service, Federal Govern
ment, or District of Columbia is creditable for retirement purposes

Entrance on Duty Date (+) 75 01l 20

Total Noncreditable Service
fi.e., Lost Time, LWOP in Excess

of 6 Months) 1+
Total (a) {b)
Retirement Computation Date 75 01 20

{al-{0}

Part |11 — Determination of Creditable Service for Leave Computation Date
(For Year Below, Show Qnly Last Two Numbers, for Months Show Numerical Equivalent)

Instructions:  Follow instructions “'(al” through ““lel" in Section Il above

Creditable Service (L.oare Coinprietation Daie) Aj int t Date ti "
fList Only Periods That ure Creditable for Leave Purposes. | ppoiniment By Sepusnticn Dite
Year Month Day Year Month Day
A deposit for creditable post 1956 military service is not required 10 receive credit for leave
accrual purposes, If the emplovee is receiving (or has applied farl military retirad pay, include
all creditable active, honorable military service only if employee checked “'Yes'* under 5.b
or 5.c. Otherwise, include only partial credit as indicated in ELM 512.223 b. Cassual or tem 50 02 01 52 04 28
porary employment with the Postal Service performed after January 1, 1977, is not credit +1
able for leave purposes. Temporary or other noncareer employment with the Federal Govern
ment or District of Columbia is not creditable for leave purposes regardiess of when performed,
Employee in service during WWII; therefore,
all military service is creditable (see ELM
Exhibit 512.223a).
Entrance an Duty Date 4 75 01l 20
173 ﬂ} I o2
Total Nonereditable Service (+) 125 g; 21
Total ta) 52| 04 29 | b2 04 29
Leave Computation Date % 2 1 D 23
{al (b)

*When the days or the manths below are egual to or greater than the number above, borrow one month (30 days) or one year {12 months) from
the month or year column. When you subtract one day from the first of a month or when you subtract one manth from the last day of the
manth, the answer must be the last day of the preceding month

Examples If & person with one month prior service entered an duty March 31, 1978, his service would be Feb, 28, 1978,
If 3 person with one day prior service entered on duty March 1, 1978, his service date would be Feb. 28, 1978.
PS Form 144, Junc 1986 (Reverse) 4 USGPO 1987 - 1B1-700/k4780
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Guidelines for Processing Personnel Actions

Exhibit 210e

Thrift Savings Plan Service Computation Date
(Element 17)

Element 17 contains the Thrift Savings Plan Service Computation Date (TSP-SCD). This
date is completed for employees hired for career appointments, converted to career status
or transferring in as career. (See Retirement Code Exhibit 210c for determination of
retirement coverage.)

The TSP-SCD determines vesting in the automatic one percent contribution to each FERS
employee’s Thrift Savings Plan account. Career FERS employees must have 3 years of
creditable civilian service to be vested in this automatic contribution. THE TSP-SCD IS
NEVER SET PRIOR TO JANUARY 1, 1984 REGARDLESS OF HOW MUCH CREDITABLE
CIVILIAN SERVICE THE EMPLOYEE HAS.

Example: Employee with 4 years previous career postal service (10/1/79 to 9/30/83) is
reinstated 10/1/87. Though prior service was under CSRS, he had a break in service of
more than 1 year and total service under CSRS through 12/31/86 was less than 5 years.
Therefore, he will now be employed under FERS. His retirement computation date is
10/01/83, but his TSP-SCD is 1/1/84 because the TSP-SCD is never set prior to 1/1/84
regardless of the amount of creditable civilian service.

The TSP-SCD for CSRS employees (Retirement Plan Code 1, 3, 5 or 6), on the rare
occasions that this will occur, is also either January 1, 1984 or later. The reason for this is
that reemployed individuals who are under CSRS have 6 months to switch to FERS (even if
employee formally elected not to switch to FERS in previous appointment). If they switch,
the TSP-SCD will already be in element 17.

Example: Employees appointed 12/30/83 resign 12/30/84. On 12/15/85 they are reinstated.
Since their original appointment was before 1/1/84, their retirement plan was under CSRS.
Now that they have been reinstated within 365 days of coverage under CSRS, they keep
CSRS coverage and have 6 months to switch to FERS. A TSP-SCD equal to their total
creditable civilian service is entered on the accession Form 50 so if they switch within 6
months, their TSP-SCD will show proper credit for their former service.

All creditable civilian service used for retirement eligibility is used to determine TSP-SCD.
(Military service is never creditable for TSP-SCD.) Creditable civilian service includes
civilian service without regard to any deposit or redeposit requirement.

The TSP-SCD is always expressed in months, days, and years--for example, a TSP-SCD of
June 12, 1986, becomes 06-12-86. If the TSP-SCD is in error, prepare a Form 50, NOA
002 to correct it. The effective date of the Form 50 is April 11, 1987, for employees who
were on the rolls prior to April 11, 1987. For all others the effective date of the Form 50 is
the date of the appointing personnel action.

Exhibit 210e, Thrift Savings Plan Svc Comp Date

Handbook EL-301, June 1989
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Exhibit 2101 Guidelines for Processing Personnel Actions
Step Increase Waiting Periods
Converted to Pay Periods
(Element 18)
Waiting Periods

Pay Periods 26 48 44 22 17 13 12
1989

12-17 (1) 0190 2390 1990 2389 1889 1489 1389
12-31 (2) 0290 2490 2090 2489 1989 1589 1489
01-14 (3) 0390 2590 2190 2589 2089 1689 1589
01-28 (4) 0490 2690 2290 2689 2189 1789 1689
02-11 (5) 0590 0191 2390 0190 2289 1889 1789
02-25 (6) 0690 0291 2490 0290 2389 1989 1889
03-11 (7) 0790 0391 2590 0390 2489 2089 1989
03-25 (8) 0890 0491 2690 0490 2589 2189 2089
04-08 (9) 0990 0591 0191 0590 2689 2289 2189
04-22 (10) 1080 0691 0291 0690 0190 2389 2289
05-07 (11) 1189 0790 0390 0789 0289 2488 2388
05-20 (12) 1290 0891 0491 0890 0390 2589 2489
06-03 (13) 1390 0991 0591 0990 0490 2689 2589
08-17 (14) 1490 1091 0691 1090 0590 0190 2689
07-01 (15) 1590 1191 0791 1190 0690 0290 0190
07-15 (16) 1690 1291 0891 1290 0790 0390 0290
07-29 (17) 1790 1391 0991 1390 0890 0490 0390
08-12 (18) 1890 1491 1091 1490 0990 0590 0490
08-26 (19) 1990 1591 1191 1590 1090 0690 0590
09-09 (20) 2090 1691 1291 1690 1190 0790 0690
09-23 (21) 2190 1791 1391 1790 1290 0890 0790
10-07 (22) 2290 1891 1491 1890 1390 0990 0890
10-21 (23) 2390 1991 1591 1990 1490 1090 0990
11-04 (24) 2490 2091 1691 2090 1590 1190 1090
11-18 (25) 2590 2110 1791 2190 1690 1290 1190
12-02 (26) 2690 2291 1891 2290 1790 1390 1290

94

Exhibit 210f, PSI Waiting Period Chart
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Guidelines for Processing Personnel Actions

Exhibit 210g (p. 1)

1989 Casuals

Eff. Date NTE Eff. Date NTE Eff. Date NTE

01/01/89 04/01/89 02/10/89 05/11/89 03/22/89 06/20/89
01/02/89 04/02/89 02/11/89 05/12/89 03/23/89 06/21/89
01/03/89 04/03/89 02/12/89 05/13/89 03/24/89 06/22/89
01/04/89 04/04/89 02/13/89 05/14/89 03/25/89 06/23/89
01/05/89 04/05/89 02/14/89 05/15/89 03/26/89 06/24/89
01/06/89 04/06/89 02/15/89 05/16/89 03/27/89 06/25/89
01/07/89 04/07/89 02/16/89 05/17/89 03/28/89 06/26/89
01/08/89 04/08/89 02/17/89 05/18/89 03/29/89 06/27/89
01/09/89 04/09/89 02/18/89 05/19/89 03/30/89 06/28/89
01/10/89 04/10/89 02/19/89 05/20/89 03/31/89 06/29/89
01/11/89 04/11/89 02/20/89 05/21/89 04/01/89 06/30/89
01/12/89 04/12/89 02/21/89 05/22/89 04/02/89 07/01/89
01/13/89 04/13/89 02/22/89 05/23/89 04/03/89 07/02/89
01/14/89 04/14/89 02/23/89 05/24/89 04/04/89 07/03/89
01/15/89 04/15/89 02/24/89 05/25/89 04/05/89 07/04/89
01/16/89 04/16/89 02/25/89 05/26/89 04/06/89 07/05/89
01/17/89 04/17/89 02/26/89 05/27/89 04/07/89 07/06/89
01/18/89 04/18/89 02/27/89 05/28/89 04/08/89 07/07/89
01/19/89 04/19/89 02/28/89 05/29/89 04/09/89 07/08/89
01/20/89 04/20/89 03/01/89 05/30/89 04/10/89 07/09/89
01/21/89 04/21/89 03/02/89 05/31/89 04/11/89 07/10/89
01/22/89 04/22/89 03/03/89 06/01/89 04/12/89 07/11/89
01/23/89 04/23/89 03/04/89 06/02/89 04/13/89 07/12/89
01/24/89 04/24/89 03/05/89 06/03/89 04/14/89 07/13/89
01/25/89 04/25/89 03/06/89 06/04/89 04/15/89 07/14/89
01/26/89 04/26/89 03/07/89 06/05/89 04/16/89 07/15/89
01/27/89 04/27/89 03/08/89 06/06/89 04/17/89 07/16/89
01/28/89 04/28/89 03/09/89 06/07/89 04/18/89 07/17/89
01/29/89 04/29/89 03/10/89 06/08/89 04/19/89 07/18/89
01/30/89 04/30/89 03/11/89 06/09/89 04/20/89 07/19/89
01/31/89 05/01/89 03/12/89 06/10/89 04/21/89 07/20/89
02/01/89 05/02/89 03/13/89 06/11/89 04/22/89 07/21/89
02/02/89 05/03/89 03/14/89 06/12/89 04/23/89 07/22/89
02/03/89 05/04/89 03/15/89 06/13/89 04/24/89 07/23/89
02/04/89 05/05/89 03/16/89 06/14/89 04/25/89 07/24/89
02/05/89 05/06/89 03/17/89 06/15/89 04/26/89 07/25/89
02/06/89 05/07/89 03/18/89 06/16/89 04/27/89 07/26/89
02/07/89 05/08/89 03/19/89 06/17/89 04/28/89 07/27/89
02/08/89 05/09/89 03/20/89 06/18/89 04/29/89 07/28/89
02/09/89 05/10/89 03/21/89 06/19/89 04/30/89 07/29/89
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Exhibit 210g (p. 2)

Guidelines for Processing Personnel Actlons

Eff. Date NTE Eff. Date NTE Eff. Date NTE

05/01/89 07/30/89 06/10/89 09/08/89 07/20/89 10/18/89
05/02/89 07/31/89 06/11/89 09/09/89 07/21/89 10/19/89
05/03/89 08/01/89 06/12/89 09/10/89 07/22/89 10/20/89
05/04/89 08/02/89 06/13/89 09/11/89 07/23/89 10/21/89
05/05/89 08/03/89 06/14/89 09/12/89 07/24/89 10/22/89
05/06/89 08/04/89 06/15/89 09/13/89 07/25/89 10/23/89
05/07/89 08/05/89 06/16/89 09/14/89 07/26/89 10/24/89
05/08/89 08/06/89 06/17/89 09/15/89 07/27/89 10/25/89
05/09/89 08/07/89 06/18/89 09/16/89 07/28/89 10/26/89
05/10/89 08/08/89 06/19/89 09/17/89 07/29/89 10/27/89
05/11/89 08/09/89 06/20/89 09/18/89 07/30/89 10/28/89
05/12/89 08/10/89 06/21/89 09/19/89 07/31/89 10/29/89
05/13/89 08/11/89 06/22/89 09/20/89 08/01/89 10/30/89
05/14/89 08/12/89 06/23/89 09/21/89 08/02/89 10/31/89
05/15/89 08/13/89 06/24/89 09/22/89 08/03/89 11/01/89
05/16/89 08/14/89 06/25/89 09/23/89 08/04/89 11/02/89
05/17/89 08/15/89 06/26/89 09/24/89 08/05/89 11/03/89
05/18/89 08/16/89 06/27/89 09/25/89 08/06/89 11/04/89
05/19/89 08/17/89 06/28/89 09/26/89 08/07/89 11/05/89
05/20/89 08/18/89 06/29/89 09/27/89 08/08/89 11/06/89
05/21/89 08/19/89 06/30/89 09/28/89 08/09/89 11/07/89
05/22/89 08/20/89 07/01/89 09/29/89 08/10/89 11/08/89
05/23/89 08/21/89 07/02/89 09/30/89 08/11/89 11/09/89
05/24/89 08/22/89 07/03/89 10/01/89 08/12/89 11/10/89
05/25/89 08/23/89 07/04/89 10/02/89 08/13/89 11/11/89
05/26/89 08/24/89 07/05/89 10/03/89 08/14/89 11/12/89
05/27/89 08/25/89 07/06/89 10/04/89 08/15/89 11/13/89
05/28/89 08/26/89 07/07/89 10/05/89 08/16/89 11/14/89
05/29/89 08/27/89 07/08/89 10/06/89 08/17/89 11/15/89
05/30/89 08/28/89 07/09/89 10/07/89 08/18/89 11/16/89
05/31/89 08/29/89 07/10/89 10/08/89 08/19/89 11/17/89
06/01/89 08/30/89 07/11/89 10/09/89 08/20/89 11/18/89
06/02/89 08/31/89 07/12/89 10/10/89 08/21/89 11/19/89
06/03/89 09/01/89 07/13/89 10/11/89 08/22/89 11/20/89
06/04/89 09/02/89 07/14/89 10/12/89 08/23/89 11/21/89
06/05/89 09/03/89 07/15/89 10/13/89 08/24/89 11/22/89
06/06/89 09/04/89 07/16/89 10/14/89 08/25/89 11/23/89
06/07/89 09/05/89 07/17/89 10/15/89 08/26/89 11/24/89
06/08/89 09/06/89 07/18/89 10/16/89 08/27/89 11/25/89
06/09/89 09/07/89 07/19/89 10/17/89 08/28/89 11/26/89
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Guidelines for Processing Personnel Actions

Exhibit 210g (p. 3)

Eff. Date NTE Eff. Date NTE Eff. Date NTE
08/29/89 11/27/89 10/10/89 01/08/90 11/21/89 02/19/90
08/30/89 11/28/89 10/11/89 01/09/90 11/22/89 02/20/90
08/31/89 11/29/89 10/12/89 01/10/90 11/23/89 02/21/90
09/01/89 11/30/89 10/13/89 01/11/90 11/24/89 02/22/90
09/02/89 12/01/89 10/14/89 01/12/90 11/25/89 02/23/90
09/03/89 12/02/89 10/15/89 01/13/90 11/16/89 02/24/90
09/04/89 12/03/89 10/16/89 01/14/90 11/27/90 02/25/90
09/05/89 12/04/89 10/17/89 01/15/90 11/28/89 02/26/90
09/06/89 12/05/89 10/18/89 01/16/90 11/29/89 02/27/90
09/07/89 12/06/89 10/19/89 01/17/90 11/30/89 02/28/90
09/08/89 12/07/89 10/20/89 01/18/90 12/01/89 03/01/90
09/09/89 12/08/89 10/21/89 01/19/90 12/02/89 03/02/90
09/10/89 12/09/89 10/22/89 01/20/90 12/03/89 03/03/90
09/11/89 12/10/89 10/23/89 01/21/90 12/04/89 03/04/90
09/12/89 12/11/89 10/24/89 01/22/90 12/05/89 03/05/90
09/13/89 12/12/89 10/25/89 01/23/90 12/06/89 03/06/90
09/14/89 12/13/89 10/26/89 01/24/90 12/07/89 03/07/90
09/15/89 12/14/89 10/27/89 01/25/90 12/08/89 03/08/90
09/16/89 12/15/89 10/28/89 01/26/90 12/09/89 03/09/90
09/17/89 12/16/89 10/29/89 01/27/90 12/10/89 03/10/90
09/18/89 12/17/89 10/30/89 01/28/90 12/11/89 03/11/90
09/19/89 12/18/89 10/31/89 01/29/90 12/12/89 03/12/90
09/20/89 12/19/89 11/01/89 01/30/90 12/13/89 03/13/90
09/21/89 12/20/89 11/02/89 01/31/90 12/14/89 03/14/90
09/22/89 12/21/89 11/03/89 02/01/90 12/15/89 03/15/90
09/23/89 12/22/89 11/04/89 02/02/90 12/16/89 03/16/90
09/24/89 12/23/89 11/05/89 02/03/90 12/17/89 03/17/90
09/25/89 12/24/89 11/06/89 02/04/89 12/18/89 03/18/90
09/26/89 12/25/89 11/07/89 02/05/90 12/19/89 03/19/90
09/27/89 12/26/89 11/08/89 02/06/90 12/20/89 03/20/90
09/28/89 12/27/89 11/09/89 02/07/90 12/21/89 03/21/90
09/29/89 12/28/89 11/10/89 02/08/90 12/22/89 03/22/90
09/30/89 12/29/89 11/11/89 02/09/90 12/23/89 03/23/90
10/01/89 12/30/89 11/12/89 02/10/90 12/24/89 03/24/90
10/02/89 12/31/89 11/13/89 12/25/89 12/25/89 03/25/90
10/03/89 01/01/90 11/14/89 12/26/90 12/26/89 03/26/90
10/04/89 01/02/90 11/15/89 02/13/90 12/27/89 03/27/90
10/05/89 01/03/90 11/16/89 02/14/90 12/28/89 03/28/90
10/06/89 01/04/90 11/17/89 02/15/90 12/29/89 03/29/90
10/07/89 01/05/90 11/18/89 02/16/90 12/30/89 03/30/90
10/08/89 01/06/90 11/19/89 02/17/90 12/31/89 03/31/80
10/09/89 01/07/90 11/20/89 02/18/90
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Exhibit 210g (p. 4) Guidelines for Processing Personnel Actions

Eff. Date NTE Eff. Date NTE Eff. Date NTE

01/01/90 04/01/90 02/10/90 05/11/90 03/22/90 06/20/90
01/02/90 04/02/90 02/11/90 05/12/90 03/23/90 06/21/90
01/03/90 04/03/90 02/12/90 05/13/90 03/24/90 06/22/90
01/04/90 04/04/90 02/13/90 05/14/90 03/25/90 06/23/90
01/05/90 04/05/90 02/14/90 05/15/90 03/26/90 06/24/90
01/06/90 04/06/90 02/15/90 05/16/90 03/27/90 06/25/90
01/07/90 04/07/90 02/16/90 05/17/90 03/28/90 06/26/90
01/08/30 04/08/90 02/17/30 05/18/90 03/29/90 06/27/90
01/09/90 04/09/90 02/18/90 05/19/90 03/30/90 06/28/90
01/10/90 04/10/90 02/19/90 05/20/90 03/31/90 06/29/90
01/11/90 04/11/90 02/20/90 05/21/90 04/01/90 06/30/90
01/12/90 04/12/90 02/21/90 05/22/90 04/02/90 07/01/90
01/13/90 04/13/90 02/22/90 05/23/90 04/03/90 07/02/90
01/14/90 04/14/90 02/23/90 05/24/90 04/04/90 07/03/90
01/15/90 04/15/90 02/24/90 05/25/90 04/05/90 07/04/90
01/16/80 04/16/90 02/25/90 05/26/90 04/06/90 07/05/90
01/17/90 04/17/90 02/26/90 05/27/90 04/07/90 07/06/90
01/18/90 04/18/90 02/27/90 05/28/90 04/08/90 07/07/90
01/19/90 04/19/80 02/28/90 05/29/90 04/09/90 07/08/30
01/20/90 04/20/90 03/01/90 05/30/90 04/10/90 07/09/90
01/21/90 04/21/90 03/02/90 05/31/90 04/11/90 07/10/90
01/22/90 04/22/90 03/03/90 06/01/90 04/12/90 07/11/90
01/23/90 04/23/90 03/04/90 06/02/90 04/13/90 07/12/90
01/24/90 04/24/90 03/05/90 06/03/90 04/14/90 07/13/90
01/25/90 04/25/90 03/06/90 06/04/90 04/15/90 07/14/90
01/26/90 04/26/90 03/07/90 06/05/90 04/16/90 07/15/90
01/27/90 04/27/90 03/08/90 06/06/90 04/17/90 07/16/90
01/28/90 04/28/90 03/09/90 06/07/90 04/18/90 07/17/90
01/29/90 04/29/90 03/10/90 06/08/90 04/19/90 07/18/90
01/30/90 04/30/90 03/11/90 06/09/90 04/20/90 07/19/90
01/31/90 05/01/90 03/12/90 06/10/90 04/21/90 07/20/90
02/01/90 05/02/90 03/13/90 ,06/11/90 04/22/90 07/21/90
02/02/90 05/03/90 03/14/90 06/12/90 04/23/90 07/22/90
02/03/30 05/04/90 03/15/90 06/13/90 04/24/90 07/23/90
02/04/90 05/05/90 03/16/90 06/14/90 04/25/90 07/24/90
02/05/90 05/06/90 03/17/90 06/15/90 04/26/90 07/25/90
02/06/90 05/07/90 03/18/90 06/16/90 04/27/90 07/26/90
02/07/90 05/08/90 03/19/90 06/17/90 04/28/90 07/27/90
02/08/90 05/09/90 03/20/90 06/18/90 04/29/90 07/28/90
02/09/90 05/10/90 03/21/90 06/19/90 04/30/90 07/29/90
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Guidelines for Processing Personnel Actions

Exhibit 210g (p. 5)

Eff. Date NTE Eff. Date NTE Eff. Date NTE

05/01/90 07/30/90 06/10/90 09/08/90 07/20/90 10/18/90
05/02/30 07/31/90 06/11/90 09/09/90 . 07/21/80 10/19/90
05/03/90 08/01/90 06/12/90 09/10/90 07/22/90 10/20/90
05/04/90 08/02/90 06/13/90 09/11/90 07/23/90 10/21/90
05/05/90 08/03/90 06/14/90 09/12/90 07/24/90 10/22/80
05/06/90 08/04/90 06/15/90 09/13/90 07/25/90 10/23/90
05/07/90 08/05/90 06/16/90 09/14/90 07/26/90 10/24/90
05/08/90 08/06/90 06/17/90 08/15/90 07/27/90 10/25/90
05/09/90 08/07/90 06/18/90 09/16/90 07/28/90 10/26/90
05/10/90 08/08/90 06/19/90 09/17/90 07/29/90 10/27/90
05/11/90 08/09/90 06/20/90 09/18/90 07/30/90 10/28/90
05/12/90 08/10/90 06/21/90 09/19/90 07/31/90 10/29/90
05/13/90 08/11/90 06/22/90 09/20/90 08/01/90 10/30/90
05/14/90 08/12/90 06/23/90 09/21/90 08/02/90 10/31/90
05/15/90 08/13/90 06/24/90 09/22/90 08/03/80 11/01/90
05/16/90 08/14/90 06/25/90 09/23/90 08/04/90 11/02/90
05/17/90 08/15/90 06/26/90 09/24/90 08/05/90 11/03/90
05/18/90 08/16/90 06/27/90 09/25/90 08/06/90 11/04/90
05/19/90 08/17/90 06/28/90 09/26/90 08/07/90 11/05/90
05/20/90 08/18/90 06/29/90 09/27/90 08/08/90 11/06/90
05/21/90 08/19/90 06/30/90 09/28/80 08/09/90 11/07/90
05/22/90 08/20/90 07/01/90 09/29/90 08/10/90 11/08/90
05/23/90 08/21/90 07/02/90 09/30/80 08/11/90 11/09/90
05/24/90 08/22/90 07/03/90 10/01/90 08/12/90 11/10/90
05/25/90 08/23/90 07/04/90 10/02/90 08/13/90 11/11/90
05/26/90 08/24/90 07/05/90 10/03/90 08/14/90 11/12/90
05/27/90 08/25/90 07/06/90 10/04/90 08/15/90 11/13/90
05/28/90 08/26/90 07/07/90 10/05/90 08/16/90 11/14/90
05/29/90 08/27/90 07/08/80 10/06/90 08/17/90 11/15/90
05/30/190 08/28/90 07/09/90 10/07/90 08/18/90 11/16/90
05/31/90 08/29/90 07/10/90 10/08/90 08/19/90 11/17/90
06/01/90 08/30/90 07/11/90 10/09/90 08/20/90 11/18/90
06/02/90 08/31/90 07/12/90 10/10/90 08/21/90 11/19/90
06/03/90 09/01/90 07/13/90 10/11/90 08/22/90 11/20/90
06/04/90 09/02/90 07/14/90 10/12/90 08/23/90 11/21/80
06/05/90 09/03/90 07/15/90 10/13/80 08/24/90 11/22/90
06/06/90 09/04/90 07/16/90 10/14/90 08/25/90 11/23/90
06/07/90 09/05/90 07/17/90 10/15/90 08/26/90 11/24/90
06/08/90 09/06/90 07/18/90 10/16/90 08/27/90 11/25/90
06/09/90 09/07/90 07/19/90 10/17/90 08/28/90 11/26/90
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Exhibit 210g (p. 6) Guidelines for Processing Personnel Actions

Eff. Date NTE Eff. Date NTE Eff. Date NTE
08/29/80 11/27/90 10/10/90 01/08/91 11/20/90 02/19/91
08/30/90 11/28/90 10/11/90 01/09/91 11/22/90 02/20/91
08/31/90 11/29/90 10/12/90 01/10/91 11/23/90 02/21/91
09/01/90 11/30/80 10/13/90 01/11/91 11/24/90 02/22/91
09/02/90 12/01/90 10/14/90 01/12/91 11/25/90 02/23/91
09/03/20 12/02/90 10/15/90 01/13/91 11/26/90 02/24/91
09/04/30 12/03/90 10/16/90 01/14/91 11/27/90 02/25/91
08/05/30 12/04/90 10/17/90 01/15/01 11/28/90 02/26/91
09/06/90 12/05/80 10/18/90 01/16/91 11/29/90 02/27/91
09/07/30 12/06/90 10/19/90 01/17/91 11/30/90 02/28/91
09/08/90 12/07/90 10/20/90 01/18/81 12/01/90 03/01/91
09/09/90 12/08/90 10/21/90 01/19/91 12/02/90 03/02/91
09/10/90 12/09/90 10/22/90 01/20/91 12/03/90 03/03/91
09/11/90 12/10/90 10/23/90 01/21/91 12/04/90 03/04/91
09/12/90 12/11/80 10/24/90 01/22/91 12/05/90 03/05/91
09/13/90 12/12/90 10/25/90 01/23/91 12/06/90 03/06/91
09/14/90 12/13/90 10/26/90 01/24/91 12/07/90 03/07/91
09/15/90 12/14/90 10/27/90 01/25/91 12/08/90 03/08/91
09/16/90 12/15/90 10/28/90 01/26/91 12/09/90 03/09/91
09/17/90 12/16/90 10/29/90 01/27/91 12/10/90 03/10/91
09/18/90 12/17/90 10/30/90 01/28/91 12/11/90 03/11/91
09/19/90 12/18/90 10/31/90 01/29/91 12/12/90 03/12/91
09/20/90 12/19/90 11/01/90 01/30/91 12/13/90 03/13/91
09/21/90 12/20/90 11/02/90 01/31/91 12/14/90 03/14/91
09/22/90 12/21/90 11/03/90 02/01/91 12/15/90 03/15/91
09/23/90 12/22/90 11/04/90 02/02/91 12/16/90 03/16/91
09/24/90 12/23/90 11/05/90 02/03/91 12/17/90 03/17/91
09/25/90 12/24/90 11/06/90 02/04/91 12/18/90 03/18/91
09/26/90 12/25/90 11/07/90 02/05/91 12/19/90 03/19/91
09/27/90 12/26/90 11/08/90 02/06/91 12/20/90 03/20/91
09/28/90 12/27/90 11/09/90 02/07/91 12/21/90 03/21/91
09/29/90 12/28/90 11/10/90 02/08/91 12/22/90 03/22/91
09/30/20 12/29/90 11/11/90 02/09/91 12/23/90 03/23/91
10/01/90 12/30/90 11/12/90 02/10/91 12/24/90 03/24/91
10/02/90 12/31/90 11/13/90 02/11/91 12/25/90 03/25/91
10/03/80 01/01/91 11/14/90 02/12/91 12/26/90 03/26/91
10/04/90 01/02/91 11/15/90 02/13/91 12/27/90 03/27/91
10/05/90 01/03/91 11/16/90 02/14/91 12/28/90 03/28/91
10/06/90 01/04/91 11/17/90 02/15/91 12/29/90 03/29/91
10/07/90 01/05/91 11/18/90 02/16/91 12/30/90 03/30/91
10/08/90 01/06/91 11/19/90 02/17/91 12/31/90 03/31/91
10/09/20 01/07/91 11/20/90 02/18/91
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Guidelines for Processing Personnel Actions

Exhibit 210h

Probation Period Chart

(Element 22)

The 90-day probation period for each bargaining career employee begins on the effective
date of appointment. Probation evaluations are required at 30, 60, and 80 days of

employment.

Noncarser Rural Carrier Associates also have a probation period of 90 days actually
worked or 1 year, whichever comes first. Evaluations are required after 30 days actually
worked or four months, 60 days actually worked or 8 months, and at 80 days actually
worked or 11 months.

For further instruction on probation period management, refer to ELM 377 and Management
Instruction EL-320-84-2.

Eff Date Exp PP/Yr 30 Days 60 Days 80 Days
12-17-88 07/89 01-15-89 02-14-89 03-06-89
12-31-88 08/89 01-29-89 02-28-89 03-20-89
01-14-89 09/89 02-12-89 03-14-89 04-03-89
01-28-89 10/89 02-26-89 03-28-89 04-17-89
02-11-89 11/89 03-12-89 04-11-89 05-01-89
02-25-89 12/89 03-26-89 04-25-89 05-15-89
03-11-89 13/89 04-98-89 05-09-89 05-29-89
03-25-89 14/89 04-23-89 05-23-89 06-12-89
wgg__ e 15/89 05-07-89 06-06-89 06-26-89
05-06-89 17/89 06-04-89 07-04-89 07-24-89
05-20-89 1889 = 06-18-89 07-18-89 08-07-89
06-03-89 19/89 07-02-89 08-01-89 08-21-89
06-17-89 20/89 07-16-89 08-15-89 09-04-89
07-01-89 21/89 07-30-89 08-29-89 09-18-89
07-15-89 22/89 08-13-89 09-12-89 10-02-89
07-29-89 23/89 08-27-89 09-26-89 10-16-89
08-12-89 24/89 09-10-89 10-10-89 10-30-89
08-26-89 25/89 09-24-89 10-24-89 11-13-89
09-09-89 26/89 10-08-89 11-07-89 11-27-89
09-23-89 01/90 _ 10-22-89 11-21-89 12-11-89
10-07-89 02/90 11-05-89 12-05-89 12-25-89
10-21-89 03/90 11-19-89 12-19-89 01-08-90
11-04-89 04/90 12-03-89 01-02-90 01-22-90
11-18-89 05/90 12-17-89 01-16-90 02-05-90
12-02-89 06/90 12-31-89 01-30-90 02-19-90
12-16-89 07/90 01-14-90 02-13-90 03-05-90
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Exhibit 210i (p. 1) Guidelines for Processing Personnel Actions

102

Minority Group Statistical System
(Element 36)

Minority Code Records

The USPS is required to collect and maintain minority designation code data on all
employees and submit such reports, as may be required, by the Office of Personnel
Management (OPM) and the Equal Employment Opportunity Commission (EEOC). The
collection, maintenance, and reporting of minority designation code data must be accom-
plished according to procedures specified in 29 CFR 1613.301 AND .302.

Responsibility. Use the Privacy Act Statement and code table to identify the race or
national original of an individual and take action as follows. No record of the employee's
code is to be maintained at the local office.

I. Enter the code of a new employee in element 36 of the accession Form 50-B and
process through CMS or ELRIC.

2. For an individual already employed, process Form 50 using Nature of Action
Code 012, Change Minority Code. Enter the proper code in element 36. Do not make
free form remarks identifying the former code or the corrected code, because this record
should not appear in the employee’s permanent record. Make such a Minority Code
Change only in the following circumstances:

a. When the employee requests an entry of a code.

b. When other sources indicate that no code is stored in the Employee Master
Record. For example, each MSC manager will receive, with the quarterly Minority
Census System reports, a list of any employee who do not have minority code, sex, level
or a combination of two or all three of those items. It is the MSC manager’s responsibility
to assure that the appropriate personnel offices promptly obtain the missing data, enter it
on Form 50-A, and process the minority code change.

c. When an employee is assigned to Hawaii or Puerto Rico from another state or
territory.

d. When an employee is assigned to another state or territory from Hawaii or
Puerto Rico.

Procedures to Identify Race or National Origin

1. Ask the employee to read the Privacy Act Statement. Then refer to the appro-
priate section of the Race and National Origin chart for the geographic area to which the
employee is being assigned and ask the employee to select the code that best indicates
his or her race or national origin.

2. When the self-identification provided by an employee appears to be inaccurate
(e.g., employee identifies self as Asian or Pacific Islander, American Indian, or Black,
when it seems obvious to an untrained observer that the individual is white, or vice
versa), the responsible official will advise the employee as to the purpose for which the
data is being collected, the need for accuracy, the recognition of the sensitivity of the
data, and the existence of procedures to prevent its unauthorized disclosure. If the
employee still refuses to change the categorization, the employee’s self-identification will
be accepted.

3. If an individual refuses to choose a category identifying his or her race and
national origin, the responsible official must advise the employee as described above. If
the employee still refuses, the postal official will code the employee based on visual
observance.
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Exhibit 210i (p. 2)

Minority Group Statistical System

Minority designation codes and associated information must be used within the existing
minority group statistical system described in 29 CFR 1613.302b which says in part:
(Minority designation) data shall be...disclosed only in the form of gross statistics. Con-
sequently, managers and other responsible officials are advised that, except for specific
conditions and exceptions authorized in writing by the Assistant Postmaster General,
Employee Relations (see exceptions below), and certain requirements of the formal EEO
complaint investigation process, the linking of an individual's name or Social Security
number with a minority designation code is strictly prohibited.

To satisfy procedural requirements and to safeguard the privacy of individuals, minority
designation code data is stored and maintained only at the Minneapolis Postal Data Center,
the USPS Headquarters Data Center, and the ELRIC. Only those centers, with appropriate
approval, are authorized to retrieve minority designation code data on individual employees.

Exceptions. Exceptions to the procedures and controls may be made only with the
advance written approval of the APMG, Employse Relations. Submit requests for such
exceptions, in writing, for review to the Executive Director, Office of EEO, who will forward
them to the appropriate approval authority. Included in this category are the following types
of projects and activities:

a. All developmental and planned personnel information systems projects involving
minority designation code applications.

b. All requests to data bank for retrieval of minority designation code information at
locations other than the Minneapolis PDC, USPS Headquarters Data Center, and ELRIC.

c. All requests to retrieve minority designation code data from PDC or the USPS
Headquarters Data Center, or ELRIC (see ELM 313.432).

Form 50 Coding. The appointee, after reading the Privacy Act Statement, should identify
his or her basic racial and national origin category.

The selected code should be entered in element 36 on Form 50. This code is printed on
the employee’s copy of the processed Form 50, but does not appear on copies 2 and 3
(Processing Copy and OPF Copy).

Privacy Act Statement

The collection of this information is authorized by 5 USC 1302, 3301, 3304 and 7201 and
39 USC 1001. It will be used only for research and for our equal opportunity recruitment
program to help ensure compliance with federal law. The information on this form will not
be disclosed outside the Postal Service except to a federal representative auditing program
compliance or as part of a statistical aggregate in which case your. name and Social
Security number (SSN) will not be involved. Completing this form is voluntary. It has no
bearing on individual personnel selections. Your SSN will be used to relate the information
on this form with your other federal employment records. U.S.P.S. authority to collect the
SSN is provided by Executive Order 9397 of November 22, 1943.

Race and National Origin Identification

Specific Instructions: The categories below are designed to identify your basic racial and
national origin category. If you are of mixed racial and/or national origin, identify yourself by
the category with which you most closely identify yourself.
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Name of Category Definition of Category .
Categories for Use Outside Guam, Hawaii, and Puerto Rico

A--American Indian or Alaskan Native A person having origins in any of the origi-
nal peoples of North America, and who
maintains cultural identification through
community recognition or tribal affiliation.

B--Asian or Pacific Islander A person having origins in any of the origi-
nal peoples of the Far East, Southeast Asia,
the Indian subcontinent, or the Pacific Is-
lands. This area includes, for example, Chi-
na, India, Japan, Korea, the Philippine
Islands, and Samoa.

C--Black, not of Hispanic origin. A person having origins in any of the black

racial groups of Africa. Does not include

persons of Mexican, Puerto Rican, Cuban,

Central or South American, or other Spanish

e . _Ccultures or origins (see Hispanic).

D--Hispanic A person of Mexican, Puerto Rican, Cuban,
Central or South American, or other Spanish
cultures or origins. Does not include per-
sons of Portuguese culture or origin.

E--White, not of Hispanic A person having origins in any of the origi-
nal origin peoples of Europe, North Africa,
or the Middle East. Does not include per-
sons of Mexican, Puerto Rican, Cuban, Cen-
tral or South American, or other Spanish
cultures or origins (see Hispanic). Also in-
cludes persons not included in other cate-
gories.

Categories for Use in Puerto Rico

D--Hispanic A person of Mexican, Puerto Rican, Cuban,
Central or South American, or other Spanish
cultures or origins. Does not include per-
sons of Portuguese culture or origin.

Y--Not Hispanic in Puerto Rico A person not of Mexican, Puerto Rican, Cu-
ban, Central or South American, or other
Spanish cultures or origins whose official
duty station is in Puerto Rico.
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Name of Category

Definition of Category

Categories for Use in Guam and Hawaii

Z--Employees in Guam or Hawaii

Employees whose official duty station is in
Guam or Hawaii.

F--Asian Indian

A person having origins in any of the origi-
nal peoples of the Indian subcontinent; i.e.,
India, Pakistan, Bangladesh, Sri Lanka, Ne-
pal, Sikkim, and Bhutan. (This code is for
use in Hawaii only.)

G--Chinese

A person having origins in any of the origi-
nal peoples of China. (This code is for use
in Hawaii only.)

H--Filipino

J--Guamanian

A person having origins in any of the origi-
nal peoples of the Philippines. (This code is

_for use in Hawaii only)

A person having origins in any of_the Srigi-
nal peoples of Guam (e.g., Chamorro). (This
code is for use in Hawaii only.)

K--Hawaiian

A person having origins in any of the origi-
nal peoples of Hawaii. Includes persons who
are part Hawaiian and identify most closely
with the Hawaiian category. (This code is for
use in Hawaii only.)

L--Japanese

A person having origins in any of the C;'I_gl_
nal peoples of Japan. (This code is for use
in Hawaii only.)

M--Korean

A person having origins in any of the origi-
nal peoples of Korea. (This code is for use
in Hawaii only.)

N--Samoan

A person having origins in any of the origi-
nal peoples of Samoa. (This code is for use
in Hawaii only.)

P--Vietnamese

A person having origins in any of the origi-
nal peoples of Vietnam. (This code is for
use in Hawaii only.)

Q--All Other Asian or Pacific Islanders

A person having origins in any of the origi-
nal peoples of Asia or the Pacific Islands not
included in codss F through P above. (This
code is for use in Hawaii only.)
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Guidelines for Processing Personnel Actions

Disability Codes
(Element 37)

Criteria for Reporting

Disability Codes. The codes below correspond to those appearing on Form 2489, Iden-
tification of Physical/Mental Disability. These codes must be applied in determining
reportable disabilities under the program. After the applicant reads the Privacy Act
Statement, the examining physician enters the applicable agreed upon code on Form 2489.

Other Impairments. Other impairments, not specifically listed in the disability codes, but
which ‘are relatively static and serious enough to present a placement problem (e.g..
rheumatic fever, phobia of heights, and neurological conditions), should be reported under
the code which most nearly describes the affected part of the anatomy (body or mind). For
example, residuals of rheumatic fever affecting the heart should be reported under Codes
80 or 81, depending on severity; and phobia of heights and neurological conditions, under

Code 91.

Checking Use of Proper Code. The employee who is responsible for hiring must check the
code that has been entered on Form 2489 by the examining physician against the
designations in the following chart to verify that the code accurately reflects the information
provided in Section E of Form 2485, Certificate of Medical Examination. In questionable
cases, the appointing officer should consult the postal medical officer or contact the
examining physician for clarification. In cases involving multiple disabilities, use the code
whicn describes the impairment that would most likely result in placement difficulties. Enter
the applicable code in slement 37 on Form 50.

Disability Codes

clearly

Disability Definition/Explanation CODE
Disability not identified Individual does not wish to have disability 01
status officially recorded outside of medical
records, or the individual, in the agency’s
judgment, has misidentified self.
No Disability Individulatl does not have a disability 05
Disability Not Listed Individual has a disability but it is not listed 06
Speech Impairments
Severe speech malfunction or inability to speak; Examples: defects of articulation (uncglear 13
but has normal hearing. language sounds); stuttering; aphasia (impaired
language function); laryngectomy (removal of
the "voice box")
Hearing Impairments
Hard-of-hearing Total deafness in one ear or inability to hear 15
ordinary conversation, correctable with a
hearing aid.
Total deafness in both ears, with understandable . ................. 16
speech
Total deafness in both ears, and unable to speak . ................. 17
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Disability Definition/Explanation CODE
Vision Impairments
Ability to read ordinary size print with glasses, but Restriction of the visual field to the extent that 22
with loss of peripheral (side) vision mobility is affected--"Tunnel vision"
Inability to read ordinary size print, not correctable Can read oversized print or uses assisting 23
by glasses devices such as glass or projector modifier
Blindinoneeye e 24
Blind in both eyes No usable vision, but may have light 25
perception
Missing Extremities
Onehand e 27
Onearm  isumas s i e ewes 28
Onefoot s aewsse e 29
Oneleg e 32
Both handsorarms e 33
Bothfeetorlegs e 34
One hand or arm and one footorleg .. ... 35
One hand or arm and both festorlegs ... oo 36
Both hands or arms and one footorleg ... ...l 37
Both hands or arms and both feetorlegs ... 38

Nonparalytic Orthopedic Impairments

Because of chronic pain, stiffness or weakness
in bones or joints, there is some loss of ability
to move or use a part or parts of the body

Oneorbothhands e 44
Oneorbothfeet e 45
Oneorbotharms e 46
Oneorbothlegs e 47
Hip or pelvis e 48
Bagk = G e e e W R 8 49
Any combination of two or more parts of the body ~ .................. 57
Partial Paralysis Because of a brain, nerve, or muscle problem,

including palsy and cerebral palsy, there is

some loss of ability to move or use a part of

the body, including legs, arms, and/or trunk.
Onehand e 61
Onearm, any part e 62
Oneleg,any part e 63
Both hands e e 64
Both legs, any part e 65
Both arms, any part e 66
One side of body, includingone arm andoneleg  .................. 67
Three or more major parts of the body (armsand  .................. 68
legs)
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Disability Definition/Explanation Code
Complete Paralysis Because of a brain, nerve, or muscle
problem,including palsy and cerebral palsy,
there is a complete loss of ability to move or
use a part of the body, including legs, arms
and/or trunk.
Onehand e 70
Bothhhangds = ks es s seamas 71
Onearm e 72
Bothiarme = 00000 s et seanag 73
Qaeled =000 At RS s 74
Bothlegs = s s seeees s ewso 75
Lower half of body, includinglegs ..o 76
One side of body, including one arm andoneleg  .................. 77
Three or more major parts of the body (armsand  .................. 78
legs)
Other Impairments
Heart disease-with no limitation or restriction of A history of heart problems with complete 80
activity recovery
Heart disease-with limitation or restrictionof .. ... .. ... ... ... 81
activity
Other Impairments
Convulsive disorder Example: epilepsy 82
Blood disease Examples: sickle cell anemia, leukemia, 83
hemophilia, etc.
Diabetes = gl s e s i 84
Pulmonary or respiratory disorders Examples: tuberculosis, emphysema, asthma, 86
etc.
Kidney dysfunctioning Example: if dialysis (use of an artificial kidney 87
machine) is required, etc.
Cancer-complete recovery A history of cancer with complete recovery 88
Cancer Undergoing surgical and/or medical treatment 89
Mental retardation A chronic and lifelong condition involving a 90
limited ability to learn, to be educated, and to
be trained for useful productive employment as
certified by a State Vocational Rehabilitation
agency under section 213.3102(t) of Schedule
A.
Mental or emotional illness A history of treatment for mental or emotional 91
problems
Severe distortion of limbs and/or spine Examples: dwarfism, kyphosis (severe 92
distortion of the back), etc.
Disfigurement of facs, hands, or feet Examples: distortion of features on skin,such 93
as those caused by burns, gunshot injuries,
and birth defects (gross facial birth marks, club
feet, etc.)
Learning disability A disorder in one or more of the processes 94

involved in understanding, perceiving, or using
language or concepts (spoken or written); e.g.,
dyslexia)
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Guidelines for Processing Personnel Actions Exhibit 210k

. Service Anniversary Pay Period Year
(Element 39)

Purpose. The Service Anniversary Pay Period Year is used to differentiate bargaining unit employees
who are subject to layoff from those protected from layoff under the provisions of Article VI of the
National Agreement.

Definitions.

Covered--Refers to employees occupying positions covered by a collective-bargaining agreement
whose terms and conditions specifically grant protection. )

Protected--Refers to () employees protected from layoff/reduction in force due to employment in
the regular work force on the date protection is granted by the collective-bargaining agreement and (2)
employees appointed after the date protection is granted by collective-bargaining agreement who have
completed 6 years of continuous service, having worked in at least 20 pay periods during each of the
6 years.

Entry on Form 50

A pay period 21-71 Service Anniversary PP/YR has been established for employees granted
protection from layoff due to their employment status prior to September 16, 1978 (September 15,
1978 is the date of the Award of Arbitrator James J. Healy). Covered employees hired after that date
have a Service Anniversary PP/YR matching the pay period and year of their appointment. The PP/YR
is automatically generated in element 39.

If an employee leaves a covered bargaining-unit position, delete the Service Anniversary PP/YR
by entering an asterisk in element 39.

At the end of each nonprotected employee’s service anniversary year, the PDC analyzes the

previous 26 pay periods to determine if the employee has met the 20 pay periods of work as defined

_in_Article VI, If the work requirement is not met, the employee’s Service Anniversary PP/YR is changed

. to the current year starting a new 6-year period in a non-protected status. When the employee's

Service Anniversary PP/YR is changed, a Form 50 is automatically generated showing the change.

Corrections. If the Service Anniversary PP/YR is incarrect or missing for a covered employes, enter
the correct PP/YR in element 39 on Form 50-A using NOA Code 002.

Reinstatement/Reemployment. |f a former employee who was on the rolls on September 15,
1978 in a covered position is reinstated or reemployed, enter 21-71 in element 39 on Form 50-B. This
will override any PDC-generated Service Anniversary PP/YR.

Return to a Covered Position. If a non-protected employee leaves the USPS and returns to a
covered position with a break in service of less than 30 days, the Service Anniversary PP/YR will be
the same as it was in the prior appointment. Enter the PP/YR in element 39 on the accession Form 50;
this will override the PDC-generated Service Anniversary PP/YR.

If a nonprotected covered employee is changed to a noncovered position and returns within 2 years,
credit the employee with time previously spent in the covered position as follows:

a. Calculate the fully completed anniversary years at the time the employee left the covered
position and

b. Enter the pay period and year of the effective date of the personnel action moving the
employee back into a covered position minus the number of previously fully completed anniversary
years.

Example: A city carrier whose service anniversary PP/YR is 17/87 is promoted to supervisor in
September, 1988. In January, 1989, the employee’s request for return to a city carrier position is
granted. The Form 50 for change to lower level will show service anniversary PP/YR of 03/88.
(Employee had served one full year in the covered position. The effective date of the change to lower
level action is PP 3/89. Subtracting the one completed anniversary year makes the adjusted service
anniversary PP/YR 3/88.)
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Educational Level Codes
(Element 43)

Code  Explanation

= Did not complete 8th grade.

02 = Completed 8th grade.

03 = Entered 9th grade, but did not complete high school.

04 = Completed high school.

‘05 = Completed high school and afterwards began additional job training program
without completing.

06 = Completed high school and afterwards completed additional job training

program.

07 = Entered college and completed less than 30 semester hours or 45 quarter
hours.

08 = Entered college and completed from 30-59 semester hours or 45-89 quarter
hours.

09 = Entered college and completed from 60-89 semester hours or 90-134 quarter

hours.

Received two year college associate degree.

Entered college and completed from 90-119 semester hours or 135-179

quarter hours.

12 = Entered college and completed 120 or more semester hours or 180 quarter
hours, but did not receive bachelor's degree.

13 = Received bachelor’s degree.

14 = Received bachelor’'s degree and performed some academic work beyond, but
no higher degree.

15 = Received professional degree in dentistry, law, medicine, theology, veterinary
medicine, chiropody or podiatry, optometry, and osteopathy requiring at least
six academic years of study.

16 = Received professional degree as described above and performed some
academic work beyond, but no higher degree.

17 = Received master’s degree for Liberal Arts and Sciences after 1 or 2 academic
years beyond the bachelor’s degree or an advanced degree beyond the
professional degree but below the Ph.D., e.g., the LL.M. in law, M.S., in
surgery following the M.D.; M.S.D. Master of Science in dentistry; M.S.W.,
Master of Social Work.

18 = Received Master’s Degree as described above and performed some
academic work beyond, but no higher degree.

19 = Recsived sixth-year degree. For example, advanced certificate in education,

certificate of advanced graduate study, Licentiate in Philosophy, Specialist in

School Psychology.

Received sixth-year degree as described above and performed some

academic work beyond, but no higher degree.

21 = Received doctorate degree. Does not include doctor’s degree covered under

code 15.

Received doctorate degree and performed some academic work beyond.

n
o
n

n
%]
n
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0101

0102
0103
0104
0105
0106
0107
0108
0109
0110
0111

0112
0113
0114
0115
0116
0117
0199

0201
0202
0203
0204
0205
0206
0299

0301
0302
0303
0304
0305
0306
0307
0308
0309
0310
0311
0312
0313
0314
0399

Academic Discipline Codes (Element 45)

Agriculture and Natural Resources

Agriculture, general

Agronomy (field crops and crop management)

Soils science (management and conservation)
Animal science (husbandry)

Dairy science (husbandry)

Poultry science

Fish, game, and wildlife management

Horticulture (fruit and vegetable production)
Ornamental horticulture (floriculture, nursery science)
Agriculture and farm management

Agriculture economics

Agriculture business

Food science and technology

Forestry

Natural resources management

Agriculture and forestry technologies (baccalaureate and higher programs)
Range management

Other, related

Architecture and Environmental Design
Environmental design, general
Architecture

Interior design

Landscape architecture

Urban architecture

City, community, and regional planning
Qther, related

Area Studies

Asian studies, general
East Asian studies

South Asian (India, etc.) studies
Southeast Asian studies
African studies

Islamic studies

Russian and Slavic studies
Latin American studies
Middle Eastern studies
European studies, general
Eastern European studies
West European studies
American studies

Pacific area studies

Other, related
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Biological Sciences

0401 Biology, general

0402 Botany, general

0403 Bacteriology

0404 Plant pathology

0405 Plant pharmacology

0406 Plant physiology

0407 Zoology, general

0408 Pathology, human and animal
0409 Pharmacology, human and animal
0410 Physiology, human and animal
0411 Microbiology

0412 Anatomy

0413 History

0414 Biochemistry

0415 Biophysics

0416 Molecular biology

0417 Cell biology (cytology, cell physiology)
0418 Marine biology

0419 Biometrics and biostatistics

0420 Ecology

0421 Entomology

0422 Genetics

0423 Radiobiology

0424 Nutrition, scientific (excludes nutrition in home economics and dietetics)
0425 Neurosciences

0426 Toxicology

0427 Embryology

0428 Wildlife biology

0429 Other related

Business and Management

0501 Business and commerce, general

0502 Accounting {
0503 Business statistics 3
0504 Banking and finance ‘
0505 Investments and securities

0506 Business management and administration \
0507 Operations research \
0508 Hotel and restaurant management \
0509 Marketing and purchasing 3
0510 Transportation and public utilities ‘
0511 Real estate

0512 Insurance ’
0513 International business '
0514 Secretarial studies (baccalaureate and higher programs)

0515 Personnel management

0516 Labor and industrial relations

0517 Business economics

0599 Other, related
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0601
0602
0603
0604
0605

0699

0701
0702
0703
0704
0799

0801
0802
0803
0804
0805
0806
0807
0808
0809
0810
0811

0812
0813
0814

0815
0816
0817
0818
0819
0820
0821
0822
0823
0824
0825
0826
0827
0828
0829
0830
0831
0832
0833

Communications

Communications, general

Journalism (printed media)

Radio/television

Advertising

Communication media (use of videotape, film, etc. oriented specifically toward
radio/television)

Other, related

Computer and Information Sciences
Computer and information science, general
Information sciences and systems

Data processing

Computer programming

Other, related

Education

Education, general

Elementary education, general

Secondary education, general

Junior high school education

Higher education, general

Junior and community college education

Adult and continuing education

Special education, general

Administration of special education

Education of the mentally retarded

Education of the gifted

Education of the deaf

Education of the culturally disadvantaged
Education of the visually disabled

Special correction

Education of the emotionally disturbed

Remedial education

Special learning disabilities

Education of the physically disabled

Education of the multiple disabled

Social foundations (history and philosophy of education)
Educational psychology (include learning theory)
Pre-elementary education (kindergarten)
Educational statistics and research

Educational testing, evaluation and measurement
Student personnel (counseling and guidance)
Educational administration

Educational supervision

Curriculum and instruction

Reading education (methodology and theory)
Art education (methodology and theory)

Music education (methodology and theory)
Mathematics education (methodology and theory)
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0834 Science education (methodology and theory) .
0835 Physical education
0836 Driver and safety education
0837 Health education (include family life education)
0838 Business, commerce, and distributive education
0839 Industrial arts, vocational and technical education
0898 Vocational counseling
0899 Other, related
Engineering
0901 Engineering, general
0902 Aerospace, aeronautical and astronautical engineering
0903 Agricultural engineering
0904 Architectural engineering
0905 Bioengineering and biomedical engineering
0906 Chemical engineering (include petroleum refining)
0907 Petroleum engineering (exclude petroleum refining)
0908 Civil, construction, and transportation engineering
0909 Electrical, electronics, and communications engineering
0910 Mechanical engineering
0911 Geological engineering
0912 Geophysical engineering
0913 Industrial and management engineering
0914 Metallurgical engineering
0915 Materials engineering
0916 Ceramic engineering
0917 Textile engineering
0918 Mining and mineral engineering
0919 Engineering physics
0920 Nuclear engineering
0921 Engineering mechanics
0922 Environmental and sanitary engineering
0923 Naval architecture and marine engineering
0924 Ocean engineering
0925 Engineering technologies (baccalaureate and higher programs)
0999 Other, related !
Fine and Applied Arts
1001 Fine arts, general
1002 Art (painting, drawing, sculpture)
1003 Art history and appreciation
1004 Music (performing, composition, theory)
1005 Music (liberal arts program)
1006 Music history and appreciation (musicology)
1007 Dramatic arts
1008 Dance
1009 Applied design (ceramics, weaving, textile design, fashion design, jewelry,
metal-smithing, interior decoration, commercial art)
1010 Cinematography
1011 Photography
1099 Other, related
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1101

1102
1103
1104
1105
1106
1107
1108
1108
1110
1111
1112
1113
1114
1115
1116
1199

1201
1202
1203
1204
1205
1206
1207

1208
1209
1210

1211
1212
1213
1214
1215
1216
1217
1218
1219
1220
1221
1222

1223
1224
1225
1299

Foreign Languages

Foreign languages, general (includes concentration on more than one foreign
language without major emphasis on one language)
French :
German

Italian

Spanish

Russian

Chinese

Japanese

Latin

Greek, classical

Hebrew

Arabic

Indian (Asiatic)

Scandinavian languages

Slavic languages (other than Russian)

African languages (non-Semitic)

Other, related

Health Professions

Health professions, general

Hospital and health care administration

Nursing (baccalaureate and higher programs)

Dentistry, D.D.S. or D.M.D. degree

Dental specialities (work beyond first professional degree. D.D.S. or D.M.D.)
Medicine, M.D. degree

Medical specialities (work beyond pre-professional degree, M.D.)
Occupational therapy

Optometry

Osteopathic medicine, D.O. degree

Pharmacy

Physical therapy

Dental hygiene (baccalaureate and higher programs)

Public health

Medical record librarianship

Podiatry (Pod.D. or D.P.) or podiatric medicine (D.P.M.)

Biomedical communication

Veterinary medicine (D.V.M. degree)

Veterinary medicine specialities (work beyond first-professional degree D.V.M.)
Speech pathology and audiology

Chiropractic

Clinical social work (medical and psychiatric and specialized rehabilitation
services)

Medical laboratory technologies (baccalaureate and higher programs)
Dental technologies (baccalaureate and higher programs)

Radiologic technologies (baccalaureate and higher programs)

Other, related

Exhibit 2101 (p. 6), Academic Discipline Codes
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Home Economics

1301 Home economics, general
1302 Home decoration and home equipment
1303 Clothing and textiles
1304 Consumer economics and home management
1305 Family relations and child development
1306 Food and nutrition (include dietetics)
1307 Institutional management and cafeteria management
1399 Other, related
Law
1401 Law, general
1499 Other, related
Letters
1501 English, general
1502 Literature, English
1503 Comparative Literature
1504 Classics
1505 Linguistics (include phonetics, semantics, and philology)
1506 Speech, debate, and forensic sciences (rhetoric and address)
1507 Creative writing
1508 Teaching of English as a foreign language
1509 Philosophy
1510 Religious studies (exclude theological professions)
1599 Other, related

Library Science

1601 Library science, general
1699 Other, related
Mathematics
1701 Mathematics, general
1702 Statistics, mathematical and theoretical
1703 Applied mathematics
1797 Actuarial science
1799 Other, related
Military Science
1801 Military science (Army)
1802 Naval science (Navy, Marines)
1803 Aerospace science (Air Force)
1899 Other, related
Physical Sciences
1901 Physical science, general
1902 Physics, general (exclude biophysics)
1903 Molecular physics
1904 Nuclear physics
1905 Chemistry, general (exclude biochemistry)
1906 Inorganic chemistry

Exhibit 2101 (p. 7), Academic Discipline Codes
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1907
1908
1909
1910
1911
1912
1913
1914
1915
1916
1917
1918
1919
1920
1999

2001
2002
2003
2004
2005
2006
2007
2008
2009
2010
2099

2101
2102
2103
2104
2105
2106
2198
2199

2201
2202
2203
2204
2205
2206
2207
2208
2210
2211
2212
2213
2214
2215
2299

Organic chemistry

Physical chemistry
Analytical chemistry
Pharmaceutical chemistry
Astronomy

Astrophysics

Atmospheric science and meteorology
Geology

Geochemistry

Geophysics and seismology
Earth sciences, general
Paleontology
Oceanography

Metallurgy

Other, related

Psychology

Psychology, general
Experimental psychology (animal and human)
Clinical psychology
Psychology for counseling
Social psychology
Psychometrics

Statistics in psychology
Industrial psychology
Developmental psychology
Physiological psychology
Other, related

Public Affairs

Community services, general
Public. administration

Parks and recreation management

Social work and helping services (other than clinical social work)
Law enforcement and corrections (baccalaureate and higher programs)

International public service (other than diplomatic service)
Recreation
Other, general

Social Sciences

Social sciences, general
Anthropology

Archaeology

Economics

History

Geography

Political science and government
Sociology

International relations
Afro-American (black culture) studies
American Indian cultural studies
Mexican-American cultural studies
Urban studies

Demography

Other, related

Exhibit 2101 (p. 8), Academic Discipline Codes
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2301
2302
2303
2304
2399

4901
4902
4903
4904
4999

Theology

Theological professions, general
Religious music

Biblical languages

Religious education

Other, related

Interdisciplinary Studies

General liberal arts and sciences
Biological and physical science
Humanities and social sciences
Engineering and other disciplines
Other, related

Exhibit 2101 (p. 9), Academic Discipline Codes
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Retired Military Special Codes
(Element 47)

Employment of Retired Members of Uniformed Services

Dual Compensation--There are currently two dual compensation laws. The first, the Dual
Compensation Act of 1964, only applies to retired regular officers and warrant officers. The
second, the pay cap provisions of the Civil Service Reform Act of 1978, applies to any
officer or enlisted member of the Regular or Reserve components who retires from military
service on or after January 11, 1979. Retirees covered by one or both laws may have to
have their monthly military retired (but not civilian) pay reduced while employed by the
USPS. Individuals who question the effect, if any, of dual compensation laws on their
employment should be directed to contact their military finance center.

Statutory Exemption--The reduction-in-retired-pay provision does not apply to an em-
ployee whose military retirement was based on disability:

a. Resulting from injury or disease received in line of duty as a direct result of armed
conflict; or

b. Caused by an instrumentality of war and incurred in line of duty during a period of
war as defined by Section 101 and 301 of Title 38, U.S. Code.

Note: Persons receiving disability compensation from Veterans Administration are not
automatically exempt.

Special Rule for Temporary Work--There is a partial exception for military retirees
employed on a temporary (full-time or part-time) basis. The reduction-in-retired-pay provi-
sions does not apply to the first 30-day period of service on such a basis for which pay is
received under a single appointment. If more than one appointment is served in a fiscal
year, the exception applies to the first period aggregating 30 days for which pay was
received from all civilian offices in which employed under the appointments made in that
year. In each case, the period for which pay is received means the full calendar period
when the employment is on a full-time basis, and only the days for which pay is actually
received when employment is on a part-time basis.

Reporting--The PDC periodically sends a computerized tape to the military finance centers
for their determination of an employee’s status and the effect of the dual compensation
laws, if any, on the employee’s annuity. Military finance centers may find it necessary to
ask for information about individual employees (for example, a finance center may ask the
Postal Service to certify the days of the month a retired officer received salary). Information
should be provided in the form requested.

Obtaining Necessary Information--In most cases, it should be possible to determine
whether appointees are retired members of a uniformed service from their applications for
employment; however, some information can be obtained most easily from appointees.
Retired members from the Armed Forces have been forwarded a Form DD 214, Report of
Transfer or Discharge. The National Oceanic and . Atmospheric Administration
(Environmental Science Services Administration, formerly Coast and Geodetic Survey) and
Public Health Service utilize a statement of service for their members.

Exhibit 210m (p. 1), Retired Military Special Codes
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Completing Form 50

Elements 14 and 16--When computing leave and retirement computation dates, determine
whether any or all of the military service is creditable (see Exhibit 210d). Generally, unless
the veteran’s retirement was based on disability as specifically described under Statutory
Exemption, none of the military service is creditable for retirement purposes, and only the
period of service when the veteran was actually in active duty in a campaign or expedition
is creditable for leave. The first step is to determine whether the retirement was based on
disability (see Exhibit 210d for specifics). If not, the veteran should provide actual or
approximate dates of campaign/expedition service, if any, on Form 813, Request for
Verification of Military Service. Mail this form to the appropriate military finance center.

It may be advisable to place newly hired military retirees in the lowest annual leave
category pending verification of prior creditable military service. When verification is
returned, recompute the leave computation date and make adjustments to the leave
category if appropriate using NOA 882.

Element 47--Element 47 requires a 3-digit number, as follows:
First Position = Type of Uniformed Service

Army

Navy

Air Force

Marine Corps

Coast Guard

National Oceanic and Atmospheric Administration
Public Health

Second Position = Type of Retirement

1
2
3

Third Position = Military Service Status

1
2
3

NOoOhsWN =
(LI T | | {1 [}

Voluntary
Disability
Mandatory

o

Retired Regular Officer
Retired Reserve Officer
Retired Enlisted Personnel

Exhibit 210m (p. 2), Retired Military Instructions/Codes
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Designation and Activity Codes

-

Reqular Workforce Supplemental Workforce
Management Part-Time Part-Time
Employee Category and Full Time Regular Flexible Temporary Casual Relief/
Supervisory Schedule Schedule Replacement
CAG A through L
Postmasters 08-0 58-9 58-0
BMC General Managers 09-1
Managers & Supervisors (1) 09-0
PROF. Administrative & Technical (2) 90— 59-0
Medical Officers/Head Nurses 09-0 390
Nurses (Bargaining) 111 41-1 61-1
Clerks 11-0 31-0 410 61-0
Mail Handlers 12-0 320 420 62-0
City Delivery Carriers 13-4 334 43-4 63-4
Vehicle Operators 13-5 33-5 43-5 83-5
Special Delivery Messengers 140 34-0 44-0 684-0
VMF Mechanics & Analysts 15-1 35-1 45-1 65-1
VMF Garagemen & Jr. Mechanics 15-2 35-2 45-2 65-2
VMF Administrative 05-3 15-3 35-3 45-3 65-3
Maintenance-Building Services 06-6 16-6 36-6 66-6
Maintenance-Building & Plant Equipment 06-7 16-7 38-7 66-7
Maintenance-Postal Operating Equipment 06-8 16-8 36-8 66-8
Maintenance-Administrative 06-9 169 36-9 669 | — X
Rural Carriers 71-0 ol 79-0 750,76-0 ¥ /7
CAG M-Z (excluding 'S") Headquarters, HQS Administrative Support Facilities, ional-eed-BRTErOMN s
All Employees 119 119 31-9 / i 41-9 1 519 619 |
CAG S Inspection Service (FIELD)
Security Force 17-9 17-9 47-9
Inspectors 08-9 08-9
NON-Inspectors 11-9 11-9 31-8 41-9 51-9 61-9
Other Rural Positions
Sub Serving a Vacant Route = 720
RCA Serving a Vacant Route = 74-0
Substitute Rural Carrier = 730
Auxiliary Rural Carrier = 770

1) Does not include supervisors in certain maintenance activities (SEE DAS 05-3, 06-6, 7, 8, 9).

2) Field Nonbargaining, Nonsupervisory Positions.
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Guidelines for Processing Personnel Actions

Exhibit 2100 (p. 2)

(3) Employee is reemployed military (NOA 160) to a uniform position. Effective date
of reemployment action must be shown under remarks on Form 1346.

(4) Employee is appointed/reassigned to a position where the allowance category
does not conform with the designation code. For example, employee is a distribu-
tion window clerk, whose uniform allowance category is designated in the list below
as "2", but employee is entitled to a higher amount of uniform allowance because
he also works as a carrier (uniform allowance code "1") and meets criteria for
uniform allowance. Indicate title of position on Form 1346.

(5) Employee is reassigned from one eligible position to another but allowance
category in the new position is different. Show date of reassignment under remarks
on Form 1346.

(6) Employee on the rolls is being reassigned to a uniform position but has less than
90 days of prior continuous service in a career appointment. Date of career
appointment must be shown under remarks on Form 1346.

Employees in the following positions mesting the conditions described in ELM 582.1 wear
the prescribed uniform while performing their duties. An allowance category corresponds to
the amount of uniform allowance for which the employee is eligible. Use this listing to
determine whether to code a U, N, or X in element 69.

Position Title Designation Codes Allowance Category
City Carrier 13, 33, 43 1
Special Delivery Messenger 14, 34, 44 1
Motor Vehicle Operator 13, 33, 43 1
Tractor-Trailer Operator 13, 33, 43 1
Driving Instructor/Examiner 09, 11,13 1
Passenger Elevator Operator 16, 36 1
Elevator Starter 16, 36 1
Letterbox Mechanic 16, 36 1
General Mechanics* 16, 36 1
Area Maintenance Mechanics 16, 36 1
Area Maintenance Specialists 16, 36 1
Area Maintenance Technicians 16, 36 1
Ramp Transfer Clerk--AMF 11, 31, 41 1
Special Transfer Clerk--AMF 11, 31, 41 1
Window service personnel™

Postmaster 08 2
Supervisor 09 2
Clerk (Distribution

Window, Express Mail) 11, 31, 41 2
Nurse 09, 11, 41 2
Medical Officer 09, 39 4

*assigned to letterbox mechanic duties performed outdoors for more than one-half time.
~official assignment at a public window is for a minimum of 4 hours daily for 5 days a

week on a continuing basis, or for not less than 30 hours a week.

Handbook EL-301, June 1989
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Designation and Activity Codes

Regqutar Workforce Supplemental Workforce
Management Part-Time Part-Time
Employee Category and Full Time Regular Flexible Temporary | Casual Relief/
Supervisory Schedule Schedule Replacement
CAG A through L
Postmasters 08-0 58-9 58-0
BMC General Managers 09-1
Managers & Supervisors (1) 09-0
PROF, Administrative & Technical (2) 19-0 59-0
Medical Officers/Head Nurses 09-0 39-0
Nurses (Bargaining) 11-1 41-1 61-1
Clerks 11-0 31-0 41-0 61-0
Mail Handlers 12-0 32-0 42-0 62-0
City Delivery Carriers 13-4 33-4 43-4 63-4
Vehicle Operators 13-5 33-5 43-5 63-5
Special Delivery Messengers 14-0 34-0 44-0 64-0
VMF Mechanics & Analysts 15-1 35-1 45-1 65-1
VMF Garagemen & Jr. Mechanics 15-2 35-2 45-2 65-2
VMF Administrative 05-3 15-3 35-3 45-3 65-3
Maintenance-Building Services 06-6 16-6 36-6 66-6
Maintenance-Building & Plant Equipment 06-7 16-7 36-7 66-7
Maintenance-Postal Operating Equipment 06-8 16-8 36-8 66-8
Maintenance-Administrative 06-9 16-9 36-9 66-9
Rural Carriers 71-0 79-0y 75-0,78-0
CAG M-Z (excluding 'S’) Headquarters, HQS Administrative Support Facilities, Regional and District Offices =790
All Employees 119 | 119 | 31-9 419 || 519 61-9 |
CAG S Inspection Service (FIELD)
Security Force 17-9 17-9 47-9
Inspectors 08-9 08-9
NON-Inspectors 11-9 11-9 31-9 41-9 51-9 61-9

Other Rural Positions

Sub Serving a Vacant Route = 72-0
RCA Serving a Vacant Route = 74-0
Substitute Rural Carrier = 73-0
miliaw Rural Carrier = 77-0

1) Does not include supervisors in certain maintenance activities (SEE DAS 05-3, 06-6, 7, 8, 9).
2) Field Nonbargaining, Nonsupervisory Positions.

SuOnOY |euuOosIad Buissasold 10} seulBpIND

upLZ uqiyx3



Exhibit 2100 (p. 1)

Uniform Allowance Codes
(Element 69)

General Information

Element 69 is coded only on Forms 50 for employees in the categories listed in ELM
582.11 who meet the criteria for uniform allowance. Note that uniforms differ from work
clothes (both are addressed in ELM 580).

The St. Louis Postal Data Center automatically determines uniform allowance based on
information provided on the Form 50.

Rural carriers and noncareer appointees are not eligible for uniform allowance.

A computer application at the MSC level permits users to add and terminate employees’
eligibility in the uniform program. However, Form 50 actions for accessions or changes
must contain the appropriate uniform allowance code to eliminate the need to separately
establish uniform allowance.

Some accession and change actions may require the completion and submission of Form
1346 in addition to the Form 50 coding. These are listed under X Codes.

Codes

[§] Employee is appointed to a uniform position and is eligible to receive an allowance
90 days after the effective date of the action. Example: appointee with no prior
postal service is hired as a city carrier whose tour of duty during the course of a
year will average 4 hours or more a day performing carrier duties. The "U" code will
generate a uniform allowance card after 90 days employment, and employee will
use it to be reimbursed for the purchase of approved uniform items.

N Employee is appointed to a city carrier or special delivery position, but is not
eligible to receive the allowance. Reasons, such as "part-time" or "less than 4 hours
per day”, must be stated in element 88 on Form 50.

X Establishes uniform allowance for any of the following reasons (prepare Form 1346,
Uniform Allowance Code Sheet, in all cases):

(1) Employee is reinstated, reappointed or reassigned/change appointing office
(CAQ) to a uniform position and had prior service within the past 12 months in a
uniform position (this will ensure account is transferred and the appropriate amount
is made available to employee). Date of reinstatement, reappointment or
reassignment must be shown under remarks on Form 1346.

(2) Employee is reinstated or reappointed to a uniform position and it is not known
whether there was prior service within the past 12 months in a uniform position. Date
of reinstatement or reappointment must be shown under remarks on Form 1346.

Exhibit 2100 (p. 1), Uniform Allowance Codes

Guidelines for Processing Personnel Actions

Handbook EL-301, June 1969




Guidelines for Processing Personnel Actions

Chapter 3

Chapter 3--Changes

310 General
311 Definition
312 General Requirements
312.1 Effective Date
312.2 Rate Retention
312.3 Address Changes
312.4 Time Cards

320 Conversions

321 Definition

322 Types of Conversions
322.1 Conversion to Career from Register
322.2 Conversion to Career Noncompetitively
322.3 Conversion to Regular Rural Carrier

323 Required Forms

324 Elements

325 Additional Information

330 Code 700 Series

331 Promotion

331.1 Definition

331.2 Required Forms

331.3 Elements

331.4 Additional Information
332 Change to Full Time

332.1 Definition

332.2 Elements

332.3 Additional Information
333 Change to Lower Level

333.1 Definition

333.2 Elements

333.3 Additional Information
334 Change to Part-time Flexible

334.1 Definition

334.2 Elements

334.3 Additional Information
335 Reassignment

335.1 Definition

335.2 Elements

335.3 Additional Information

336 Extension of Temporary and Reappointment of Casual

336.1 Definition

336.2 Elements

336.3 Additional Information

337 Name Change

337.1 Definition

337.2 Required Forms

337.3 Elements

337.4 Additional Information

Handbook EL-301, June 1989
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500
501
580

702

705

713

716

721

760, 770

780
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340 Code 800 Series 881
341 FEGLI Change
341.1 Definition
341.2 Required Forms
341.3 Elements
341.4 Additional Information
342 Change in Service Dates 882
342.1 Definition
342.2 Required Forms
342.3 Elements
342.4 Additional Information
343 Periodic Step Increase 893
343.1 Definition
343.2 Required Forms
343.3 Elements
343.4 Additional Information
344 Pay Adjustment 894
344.1 Definition
344.2 Elements
344.3 Additional Information
345 Quality Step Increase 896
345.1 Definition
345.2 Required Forms
345.3 Elements
345.4 Additional Information

350 Code 900 Series

351 Detail Termination 900
351.1 Definition
351.2 Elements
351.3 Additional Information

352 Detail 901
352.1 Definition
352.2 Elements
352.3 Additional Information

353 Change Position Title, Number, or RSC 902
353.1 Definition
353.2 Elements
353.3 Additional Information

354 Uniform Allowance Cert. or Disallowance 903
354.1 Definition
354.2 Elements
354.3 Additional Information

355 Change to Leave Earning Status 907
355.1 Definition
355.2 Elements
355.3 Additional Information

356 Change to Nonleave Earning Status 908
356.1 Definition
356.2 Elements
356.3 Additional Information

357 Change in Limited Tour Hours 911

357.1 Definition
357.2 Elements i
357.3 Additional Information
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358 Reassignment CAQO Changes
358.1 Definitions

358.11 Reassignment/Change to Lower Level

358.12 Reassignment/CAO

358.13 Reassignment/Promotion CAO

358.14 Reassignment/PCES

358.15 Reassignment/Conversion to Career

358.2 Forms Required
358.3 Elements
358.4 Additional Information

360 Miscellaneous Status Changes

361 Return to Duty

361.1 Definition

361.2 Elements

361.3 Additional Information
362 LWOP Exceeding 30 Days

362.1 Definition

362.2 Elements

362.3 Additional Information
363 LWP Pending Disability Retirement NTE

363.1 Definition

363.2 Elements

363.3 Additional Information

370 Cancellations, Corrections, Revisions
371 Cancellations
371.1 Cancellation (of Form 50)
371.11 Definition
371.12 Elements
371.13 Additional Information
371.2 Cancellation of Accession
371.21 Definition
371.22 Elements
371.23 Additional Information
372 Corrections
372.1 Correction
372.11 Definition
372.12 Elements
372.13 Additional Information
372.2 Retirement Code Correction
372.21 Definition
372.22 Elements
372.23 Additional Information
372.3 Social Security Number Correction
372.31 Definition
372.32 Elements
372.33 Additional Information
373 Revisions
373.1 Definition
373.2 Authority
373.3 Additional Information

Handbook EL-301, June 1989

924
925
926
927
928

292

460

462

001

398

002

008

800
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380 Reactivate 150, 151
381 Reactivate
381.1 Definition
381.2 Elements
381.3 Additional Information
382 Reactivate Noncareer 154
382.1 Definition
382.2 Elements
382.3 Additional Information

Exhibits

Exhibit 322.1 Sample Worksheet for NOA 500
Exhibit 322.3 Sample Worksheet for NOA 580
Exhibit 331 Sample Worksheet for NOA 702
Exhibit 332 Sample Worksheet for NOA 705
Exhibit 333 Sample Worksheet for NOA 713
Exhibit 334 Sample Worksheet for NOA 716
Exhibit 335 Sample Worksheet for NOA 721
Exhibit 336 Sample Worksheet for NOA 770
Exhibit 337 Sample Worksheet for NOA 780
Exhibit 341 Sample Worksheet for NOA 881
Exhibit 342 Sample Worksheet for NOA 882
Exhibit 343 Sample Worksheet for NOA 893
Exhibit 344 Sample Worksheet for NOA 894
Exhibit 345 Sample Worksheet for NOA 896
Exhibit 351 Sample Worksheet for NOA 900
Exhibit 352 Sample Worksheet for NOA 901
Exhibit 353 Sample Worksheet for NOA 902
Exhibit 354 Sample Worksheet for NOA 903
Exhibit 355 Sample Worksheet for NOA 907
Exhibit 356 Sample Worksheet for NOA 908
Exhibit 357 Sample Worksheet for NOA 911
Exhibit 358.12 Sample Worksheet for NOA 925
Exhibit 358.15 Sample Worksheet for NOA 928
Exhibit 361 Sample Worksheet for NOA 292
Exhibit 362 Sample Worksheet for NOA 460
Exhibit 371.1 Sample Worksheet for NOA 001
Exhibit 371.13 Guidelines for Cancellations Chart
Exhibit 371.2 Sample Worksheet for NOA 398
Exhibit 372.1b Service History Correction Form
Exhibit 372 Sample Worksheet for NOA 002
Exhibit 372.1a Correction Decision Chart
Exhibit 372.3 Sample Worksheet for NOA 800
Exhibit 381 Sample Worksheet for NOA 150
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Chapter 3 Changes

310 General

311 Definition

A change action is any personnel action that occurs during continuous employment
within the Postal Service. Change actions include promotion,change to lower level,
reassignment, conversion, pay-status changes, and other changes which do not result in
the addition or loss of an employee from the Postal Service.

312 General Requirements

312.1 Effective Date. Change actions are generally effective at the beginning of a pay
period. For example, a promotion action should be made effective at the beginning of
the first pay period following the date that all qualifications and approvals are com-
pleted. A FEGLI change, however, is effective on the date the employee submitted the
completed SF 2817, Life Insurance Election (FEGLI).

312.2 Rate Retention. Elements 27 through 32 must be completed on the Form 50, if
the salary represents a protected rate; element 32 must be completed if salary is a saved
rate (see Appendix A for more information).

312.3 Address Changes. Address changes are not processed by using a Form 50. Forms
1216, Employees Current Mailing Address, must be submitted to the Distributed Data
Entry/Distributed Reporting (DDE/DR) site for processing. This will update the master
file so that future Forms 50 contain the updated address.

312.4 Time Cards. Time card offices should be aware that time cards are generated by
the PDC at the end of the pay period in which the Form 50 is processed.

320 Conversions (NOA Codes 500, 501, 580, 928)

321 Definition
The conversion of a casual, temporary or other noncareer employee to career.

322 Types of Conversions

322.1 Conversion to Career from Register (NOA Code 500). Used to convert a
noncareer rural carrier (e.g., Rural Carrier Relief, Rural Carrier Associate, Substitute
Rural Carrier, Auxiliary Rural Carrier), temporary, casual, or other noncareer employee
to a career appointment from a register.

322.2 Conversion to Career Noncompetitive (NOA Code 501). Used to convert a
temporary or casual employee to a career appointment noncompetitively (e.g., casual
employee is being reinstated to a career position based on prior postal or federal service
that confers eligibility).

322.3 Conversion to Regular Rural Carrier (NOA Code 580). Used to convert a
substitute rural carrier, rural carrier associate or rural carrier relief to a regular rural
carrier (Designation 71) based on bidding procedures or selection from register.

323 Required Forms

The following forms may be required, depending upon the circumstances in the
individual action:

a. SF 15, Claim for 10-Point Veteran Preference.

Handbook EL-301, June 1989
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b. SF 2823, Designation of Beneficiary (FEGLI).

¢. Form 85, Nonsensitive Security Clearance. Required if security investigation was
not conducted in previous position, and conversion results in retention on the rolls for
over 90 days.

d. SF 2817, Life Insurance Election, Declination or Waiver of Life Insurance
Coverage.

e. SF 1152, Designation of Beneficiary, Unpaid Compensation of Deceased Civilian
Employee.

f. Form 2485, Certificate of Medical Examination (see EL-311 322).

g Form 2591, Application for Employment.

h. SF 2809, Health Benefits Registration Form.

i. Form 144, Statement of Prior Federal Civilian and Military Service.

324 Elements

Complete the following elements on Form 50-A (see sample worksheets, Exhibits 322.1
and 322.3):

a. Mandatory Elements: NOAs 500, 501: 1, 10, 11, 12, 13, 14, 16, 17, 18, 21, 22, 24,
26, 39, 65, 79, 93, 96, 97. NOA 580: 1, 10, 11, 12, 13, 14, 16, 17, 39, 46, 56, 63, 64, 65,
72, 77, 79, 93, 96.

b. Optional Elements: NOAs 500, 501: 19, 20, 22, 25, 34, 38, 43, 44, 46, 45, 60, 64,
66, 68, 69, 95. NOA 580: 17, 18, 24, 25, 26, 34, 43, 44, 45, 60, 66, 68, 69, 78, 95, 99.

¢. Optional Standard Remark Codes: NOA 500: 512, 513, 517, 523, 525, 529, 548,
563, 570. NOA 501: 512, 513, 517, 523, 548, 563, 570. NOA 580: 517, 523, 525, 548,
570.

325 Additional Information

a. Current employees who have had a medical examination within the last year,
using Form 2485, need not be reexamined if the physical requirements of the position
for which the individual is being examined are less demanding than the last position
held. Where there is a question regarding whether the physical requirements of the
present and future positions are more demanding, the matter should be referred to the
medical officer for determination.

b. (NOA 500) Indicate hiring worksheet number from which employee was selected
in the remarks section (element 88) on Form 50.

¢. (NOA 580) When converting a substitute rural carrier in a dual status as an
auxiliary rural carrier (designations 73 and 77) to a regular rural carrier, prepare Form
50 on suffix 1 for processing. There is no need to prepare a separate action terminating
the dual appointment; it will terminate automatically.

d. (NOA 580) To determine the step placement of a substitute rural carrier who is
being converted to career, see the USPS-NRLCA National Agreement, Article 9.

e. See ELM 363.3 for restrictions on conversions to career appointments.

J. The effective date of a conversion must be the first day of a pay period. Payroll
officials calculate pay according to how an employee is set up on the Employee Master
File at the close of the pay period. Therefore, if an employee works as a casual in week
one and as a part-time flexible in week two, the employee is paid for both weeks from
the PTF salary schedule. An adjustment is then necessary for the overpayment.

g A Form 144 must be prepared on all conversion actions so the correct leave and
retirement computation dates can be included in elements 14 and 16 on Form 50 (see
instructions for computing leave and retirement computation dates in Exhibit 210d.

h. The "enter on duty" date (element 15) on conversion actions must not be
changed. The enter on duty date establishes an employee’s date of entry on Postal
Service rolls without a break in service, regardless of whether that appointment was
career or noncareer.
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. i. A change from substitute rural carrier to regular rural carrier does not require a
probationary period. A change from rural carrier relief or rural carrier associate to

regular rural carrier does not interrupt or otherwise change the running of the time
counted toward completion of the probationary period. (National Rural Letters Carriers’

Association Agreement, Article 30.2).

.\
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Exhibit 322.1 Guidelines for Processing Personnel Actions
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Exhibit 322.1, Form 50-A for Conversion to Career
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F‘I!‘ mw’r
EFFECTIVE DATE SEQUENCE NO. 8 3 SOCIAL SECURITY NO. Surhx
11/10/84 ’ 13 : £ NOTIFICATION OF 173-45-6789 | |1
03-2b- 81 *, == . PERSONNEL ACTION ' ‘
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LEAVE DATA. VED PAGTECTED DATA INDEBT | EMPL GEN. [MINDA.| HANDI-
[33 CHANGE P# VR TYPE [ wse GRADESTEP [ peya | woums MILES SP COOE USPS | TYPE DER | 1TY CAP
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Exceplion to Standard Form 50

IMar. 1987 Edition Ussblel 2 — PROCESSING COPY L

Exhibit 322.3, Form 50-A for Conversion to Regular Rural Carrier
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330 Code 700 Series

331 Promotion (NOA Code 702)

331.1 Definition. A promotion is the permanent
assignment of an employee (a) to an established
position having a higher grade than the position
to which the employee was previously assigned in
the same rate schedule or (b) to a position with a
higher than equivalent grade in another schedule.
(See ELM, Exhibit 413.1 and 421.43).

331.2 Required Forms. Form 5938, Promotion
Report, is required for competitive promotions to
EAS positions. Submit this form along with the
Form 50 to ELRIC staff and retain a copy in the
vacancy file. If the promotion is processed
through the Complement Management Selection
(CMS) subsystem of HRIS, submit the Form 5938
to ELRIC staff for processing. Note on the form
"Action processed through CMS". For positions
listed in EL-311, Exhibit 530-A, the Candidate
Evaluation Board rating is entered in item 12 on
Form 5938. However, EL-311, 532.5 provides
that lower grade present and former supervisors
be considered without establishing CEB ratings
for them. In these cases, enter "N" for "not
required” in item 12.

331.3 Elements. Complete the following ele-
ments on Form 50-A (see sample worksheet, Ex-
hibit 331):

a. Mandatory Elements: 1, 79, 93, 96, 97.

b. Optional Elements: 18, 26, 60, 64, 65, 66,
68, 69, 84, 85, 86, 87, 95.

c. Optional Standard Remark Codes: 512,
513, 517, 520, 527, 528, 529, 530, 531, 532, 548,
563, 568.

331.4 Additional Information.

a. See ELM Chapter 4 to calculate new
salary. Salary administration policies for
nonbargaining-unit employees are located in ELM
410; policies for bargaining-unit employees are in
ELM 420. For bargaining-unit employees who are
being promoted to nonbargaining-unit positions,
see policies in 410.

134

b. When promoting a bargaining-unit em-
ployee and changing the individual to full-time
status simultaneously, use NOA 702.

¢. Element 18 (Next Step PP/YR) must be
completed if employee is not at top step. If pro-
motion salary calculations place the employee at
top step, delete the entry in element 18, if any,
with an asterisk.

d. See EL-311 514.4 for definition and
instructions on temporary promotions.

e. Restrictions on filling certain positions by
preference eligibles (see EL-311 262) do not ap-
ply to in-service placement.

f- Regular promotion rules apply for PS-3
post office clerks who are being promoted to
PS-5 Distribution Clerk positions under instruc-
tions for the advancement and relegation of post
offices.

g. If promoting a Postmaster from EAS A-E
due to upgrade of office, remember to prepare
Form 1653, Postmaster Relief/Leave Replacement
Employment Data, to upgrade level of PMR/LR.,

h.  Include Postmaster Appointment List
Number in element 88 of Form 50 for promo-
tions to Postmaster positions.

i. Employees promoted into EAS-20 or
above positions during pay period 21 through 1
should receive a performance evaluation, and a
Form 2452-A, Performance Evaluation for EAS
Employees - General Form, should be completed.
However, such employees will not receive a merit
increase in January. In these instances, in deter-
mining the amount of a promotion increase, se-
lecting officials must consider not only the
provisions of ELM 413, but also the fact that the
employee will not receive a merit increase in
January and will not be eligible to receive one
until the following January.

j. When an nonbargaining employee (EAS
1-19) is being promoted and a step is due on the
same date, attach a copy of Form 2452-A to the
Form 50-A and submit both to ELRIC for pro-
cessing. For a nonbargaining employee in the
regular process (EAS 20 and above) whose merit
is due in the same pay period, attach a note so
advising ELRIC personnel so the step or lump
sum is properly processed.
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Exhibit 331

é’“!’ ml‘
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Exhibit 331, Form 50-A for Promotion
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332 Guidelines for Processing Personnel Actions
332 Change to Full Time (NOA Code 705)
332.1 Definition. A change from a part-time to a full time position without a change in
equivalent level.
332.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 332):
a. Mandatory Elements: 1, 26, 65, 66, 68, 79.
b. Optional Elements: 26, 60, 64, 69.
¢. Optional Standard Remark Codes: 511, 513, 548, 568.
332.3 Additional Information
a. When promoting a bargaining-unit employee and changing that individual to full
time status simultaneously, use NOA 702. In remarks (element 88) indicate "also
changes employee to full-time."
b. Changes to full time status must always be effective at the beginning of a pay
period. Interoffice announcements of the names of employees changing to full time and
the effective dates must be made well enough in advance to allow for scheduling and
proper planning.
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Exhibit 332
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Exhibit 332, Form 50-A for Change to Full Time
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333 Guidelines for Processing Personnel Actions

333 Change to Lower Level (NOA Code 713) I

333.1 Definition. The permanent assignment of an employee to an established position
with a lower grade in the same rate schedule or lower than equivalent grade in another
rate schedule (see ELM 415.1 and 421.43).

333.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 333):

a. Mandatory Elements: 1, 79, 93, 96, 97.

b. Optional Elements: 18, 39, 60, 64, 65, 66, 68, 69, 95.

¢. Optional Standard Remark Codes: 501, 509, 511, 512, 513, 520, 526, 537, 538,
548, 560, 563, 568.

333.3 Additional Information

a. For information on computing salary and setting step increase dates for
employees who are being changed to lower level, see ELM 415 for nonbargaining-unit
employees and ELM 422.25 for bargaining-unit employees.

b. Any involuntary change to a lower grade (for a nonbargaining-unit employee)
must be effected according to the grievance and appeals provisions in ELM 650.

¢. Restrictions on filling certain positions by preference eligibles (see EL-311, 262)
do not apply to in service placement.

d. See ELM sections 354.232, 362.21 and 362.3 for additional information and
instructions on certain types of changes to lower level.

e. When change to lower level is made in conjunction with relegation of post office
Cost Ascertainment Group (CAG), see ELM 421.51 concerning rate retention. Enter a
P in element 32 of Form 50 to denote protected salary. Enter the following remark in
element 88: Change to lower level, due to relegation of office to CAG K. Employee
entitled to rate retention for 104 weeks". Changes in conjunction with the advancement
and relegation of post offices always have a particular effective date; ensure that the
action is processed in a timely manner. Also see ELM 362.23.

f. See instructions for computing the service anniversary PP/YR (Exhibit 210k) if
action moves employee from a noncovered position to a covered bargaining position.
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Exhibit 333
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LEAVE DATA VED PROTECTED DATA INDERT | EMPL GEN  [MINOQR | sANDH
CAT CHANGE ¥ TYPE RSC GRADESTEP PP YR Hi MILES SP CODE uses TYHE DER iy CaAr
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Exhibit 333, Form 50-A for Change to Lower Level
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334 Guidelines for Processing Personnel Actions

334 Change to Part Time Flexible (NOA Code 716)

334.1 Definition. The change of a career full time employee or part-time regular
employee to a career part-time flexible (PTF) position of the same equivalent level.

334.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 334):

a. Mandatory Element: 1, 65, 79, 97.

b. Optional Element: 26, 64, 66, 68, 69.

c. Optional Standard Remark Codes: 511, 520.

334.3 Additional Information

a. It is advisable to file the employee’s written request for change to PTF on the
right side of the OPF to support the Form 50 action.

b. A part-time regular employee must become a PTF before becoming a full time
regular, unless that bargaining-unit craft does not have a PTF employee classification.
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EFFECTIVE DATE g’; % | SOCIAL SECURITY NO_ | [REEF]
nR/01/87 5 &=z 7 NOTIFICATION OF 123-45-6789 | |1
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LN Pl B 0] : - pe s -
| | L1018
AUTHORIZATION DATE OPF FINANC . Wi,
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Exhibit 334, Form 50-A for Change to Part Time Flexible
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335 Reassignment (NOA Code 721)

335.1 Definition. The permanent assignment of an employee (a) to an established
position with the same grade in the same rate schedule or (b) to a position with an
equivalent grade in another rate schedule (see ELM 414.1 and 421.43).

335.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 335):

a. Mandatory Elements: 1, 79, 93.

b. Optional Elemenis: 26, 64, 65, 69, 95, 96, 97.

¢. Optional Standard Remark Codes: 511, 512, 513, 517, 520, 527, 528, 530, 531,
548, 552, 563, 568.

335.3 Additional Information

a. Restrictions on filling certain positions by preference eligibles (see EL-311 262)
do not apply to inservice placement,

b. See ELM 414 for nonbargaining unit reassignment information and ELM 422.24
for bargaining-unit reassignment information.

e Include the Postmaster Appointment List Number in element 88 for
reassignments to Postmaster positions.

d. Include any applicable standard remark codes.

e. If reassigning to Postal Inspector, be sure to change the retirement code.

f. If reassigning to PTF salary schedule, use NOA 716 Change to PTF, as this is the
significant change.

Handbook EL-301, June 1989




Guidelines for Processing Personnel Actions

Exhibit 335
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336 Extension of Temporary Appointment (NOA Code 760) and
Reappointment of Casual (NOA Code 770)

336.1 Definition. Extension of a temporary appointment or reappointment of a casual
for additional employment in the same position without a break in service of a workday.

336.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 336):

a. Mandatory Elements: 1, 19, 20, 79.

b. Optional Standard Remark Codes: 559.

336.3 Additional Information

a. Do not use NOA 770 to place a casual on the rolls; NOA 770 is a change action
used for the extension of a casual appointment. If employee is off the rolls, process an
accession action (NOA 110 or 113).

b. ELRIC generally provides a year-end casual listing to facilitate mass
reappointments or separations of casual employees. This listing is generated only at year
end; therefore, expiration dates must be carefully tracked so extensions and
reappointments can be processed in a timely fashion.

c. Casuals are limited to two 90-day terms of casual employment in a calendar year,
In addition to such employment, casuals may be reemployed during the Christmas
period for not more than 21 days (see National Agreement).

d. Use NOA 760 for extension of designation 5X temporary appointment only. A
temporary appointment may not be extended beyond the Il-year time limit of the
appointment.
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337 Name Change (NOA Code 780) .

337.1 Definition. Personnel action necessary to change official records when employee’s
name is changed (by marriage, by court action, etc.).

337.2 Required Forms

a. A written statement is required indicating that the employee intends to use the
requested name in all matters concerning the Postal Service, and appropriate evidence
that the use of the requested name will not be used for fraudulent purposes. Such
evidence is normally a copy of a judicial order granting a name change or a notarized
affidavit that the use of the requested name will not be for an illegal, improper or
fraudulent purpose (ELM 364.1).

b. SF 2809, Health Benefits Registration Form, is needed if the employee is covered
under the Federal Employees Health Benefits (FEHB) program and the employee is
entitled to and wants to change the type of health benefit enrollment.

¢. SF 2810, Notice of Change in Health Benefits, is needed if employee is covered
by FEHB to notify the carrier of the name change. Send Forms 2810 to PDC for
processing.

d. SF 2817, Life Insurance Election (FEGLI), is needed if employee is entitled to,
or wants to, change coverage due to change in marital status.

e. SF 2823, Designation of Beneficiary (FEGLI), may be needed if employee wishes
to change designated beneficiary for Federal Employees’ Group Life Insurance or
wishes to cancel SF 2823 currently on file.

337.3 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 337):

a. Mandatory Elements: 1, 79.

b. Optional Elemenis: 5, 6, 7.

¢. Optional Standard Remark Codes: 520, 533.

337.4 Additional Information

a. In addition to completing the elements in 337.3, the name on the Official
Personnel Folder also must be corrected.

b. Employee should complete a Form 1216 if there is also a change of address.

¢. If effective date of life insurance change, if any, and name change is the same,
both changes can be made on Form 50 for name change.
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Exhibit 337

\TES POS)‘1‘
EFFECTIVE DATE |semuc: Ne.] = ,; E SOCIAL SECURITY NO W’“_
07-06-87 |[* & | f &= & NOTIFICATION OF 123-45-6789 |]1
| 09-26-817 ..., PERSONNEL ACTION
EMPLOYEE INFORMATION EMPLOYEE: SEE GENERAL INFORMATION ON REVERSE
LAST NAME FIRST NAME T ] DATE OF BIRTH VET PRIOR TSP LIFE INS, RET PLAN
DOE _IANE I 4 £l ; A 2
KING
VICE DATES WEXT STEP WOT 10 FXCIED FAGEA TTON EXPA AP
LEAVE COUP NTEA ON DUTY RETREMENT COMP TSP-SCD PpYR TOOE | PrvA TO0E AL status |
0/00/00 08-87 N
— - Ly ..
LEAVE DATA WED PROTECTED DATA INDEBT | EMPL GEN  |[MINDR | WANUI
CAY CHANGE PP YR TYPE RSC GRADESTER YR MLES $P CODE USPS | TYPE DER Iy Cap
0 3 1
: T v ; ; 5
R G e el I oA | Pt
04 N 0.00
= 5 I ™ =1+ r = w
MAILING ADDRESS —STREET/BOX/APT. NO. CITY ST. ZIP+4 DUTY STATION NAME
RR 1 Bogstown IN | 46110-980[L Manager/Postmaster
7 5 1= W
Indianapolis IN
POSITION INFORMATION
i7 31 R SIS e T S
[—__PmancE WO NANE FLE [ LOMP BUR - .
[00-0000 | Manager/Postmaster 00 I | i
56 51 - W X 1
Indianapolis INL6206—9998 |
CHANCE WO st DES/ACT | 795 JumiT TOUR| 280 | |"C63e"| it | ciicte oute wo.| RE | PAY | AT [FLSA oMmi]  SUGELE
00-0000 13 61 0 4 H 0
o = = R G ™ [ e T £ TR o
NATURE OF PERSONNEL ACTION A AURAL CARRIERDATA 4
NOA NATURE OF ACTION DESCRIPTION AUTHORITY MERIT ANNIV
B 0 0
g0 Name Charge
REMARKS |* CODE $2.0 " CODE 533 [" CODE [ cooE |
SERVICE HISTORY INFORMATION
NOA | NOA DESCRIPTION EFF DATE | OCCUPATION CODE POSITION TITLE ASC[GRADEISTEP| SALARY.
18t
-8
—s|
¥
87} 52011001! Casual E |07/ 5.00
0 = %
¥ L T
¢
AUTHORIZATION DATE OPF FINANCE NO
W = =
U};LGM/’Q Am'f_ 09-08-87 b00/00-0000
PS Fotm 50-A, May 1988
(Mar” 1087 Eaivon Ussser 2 — PROCESSING COPY

Exhibit 337, Form 50-A for Name Change

Handbook EL-301, June 1989

147
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340 Code 800 Series .

341 Federal Employees Group Life Insurance (FEGLI) Change (NOA Code 881)

341.1 Definition. A change in employee’s FEGLI coverage.

341.2 Required Forms. SF 2817, Life Insurance Election (FEGLI),must be completed
and submitted within established time frames.

341.3 Elements, Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 341):

a. Mandatory Elements: 1, 12, 79.

b. Optional Standard Remark Codes: 520, 548.

341.4 Additional Information

a. Do not submit FEGLI change for a new employee on any form other than the
Form 50-A. Wait until the processed accession action has been received and use the
processing copy.

b. Effective date for a FEGLI change is generally the date on which the completed
SF 2817, Life Insurance Election (FEGLI), was submitted by the employee. See FEGLI
booklet SF 2817-B, FEGLI, for effective dates for other FEGLI changes.

c. See ELM 530 and FEGLI booklet SF 2817-B, FEGLI, for complete information
on the FEGLI program.
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342 Change in Service Dates (NOA Code 882)

342.1 Definition. A change in employee’s service computation date.

342.2 Required Forms. Form 144, Swatement of Prior Federal Civilian and Military
Service, is required to correct or change the original submission and must be filed on
the right side of the employee’s OPF.

342.3 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 342):

a. Mandatory Elements: 1, 79.

b. Optional Elements: 9, 14, 15, 16, 24, 25, 39.

¢. Optional Standard Remark Codes: 548, 570.

342.4 Additional Information

a. See Exhibit 210d for instructions on computing retirement and leave computa-
tion dates.

b. Remarks in element 88 must read "changes elements , , and which read , and ".
It is important that remarks contain the data prior to correction so PDC can make the
appropriate adjustments. If there is a change to element 14, also change elements 24 and

c. If it is necessary to change the leave category (element 24), the effective date of
the action must be the date that the employee was eligible for inclusion in that leave
category. Code standard remark 548 to trigger leave adjustment at PDC. Correct, delete
(with asterisk), or make an entry in element 25 to indicate the PP/YR on which
employee will advance to next category.

d. If an adjustment is not needed to correct leave hours, the effective date must be
the current pay period.
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343 Periodic Step Increase (NOA Code 893)

343.1 Definition. An increase of one step in a bargaining employee’s grade level.
Eligibility requirements for a PSI are listed in ELM 422.31.

343.2 Required Forms. A PDC-generated report of the affected bargaining-unit
employees is distributed several weeks before the date their PSI is due. This is part of
an automatic system for generating PSIs that does not require the personnel office’s
preparation of a Form 50. The printout should be returned to PDC only when the
employee’s step is to be deferred. Otherwise, no action is necessary and the step
increase action will be automatically generated at the PDC.

343.3 Elements. If it is necessary to manually produce a Form 50 worksheet to
generate a PSI, complete the following elements:

a. Mandatory Elements: 1, 79, 96, 97.

b. Optional Elements: 18, 82.

¢. Optional Standard Remark Codes: 511, 512, 548.

343.4 Additional Information

a. If PSI places employee in top step, enter an asterisk in element 18 to delete the
field.

b. If granting a PSI as a result of an agreement to cancel the step deferment,
process a NOA 001, Cancellation (see 371), to eliminate the deferment from service
history; then process NOA 893, Step Increase. Processing two actions is necessary to
properly have the deferment cancelled (see Appendix C for additional instructions for
cancellation of a step deferment).
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344 Pay Adjustment (NOA Code 894)

344.1 Definition. An adjustment in compensation rate or change in base pay, but not in
the title of position.

344.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 344):

a. Mandatory Elements: 1, 79, 97.

b. Optional Elements: 18, 27, 28, 29, 30, 31, 32, 93, 95, 96.

¢. Optional Standard Remark Codes: 548, 567, 572.

344.3 Additional Information

a. This NOA may be used to adjust pay rate for a casual employee with
authorization (see Appendix A, Special Pay), or for a temporary postmaster upon
advancement or relegation of office, or to terminate rate retention (see Appendix A,
Special Pay).

b. To terminate rate retention, enter an asterisk in element 32 to eliminate the
saved/protected code. If terminating saved grade, enter an asterisk in element 95 to
eliminate the saved grade code (e.g., enter "E*" to eliminate the "EA" from element 95.

¢. When terminating protected rate, the effective date must be the date of the pay
period and year entered in element 29. If protected rate is not terminated at the
beginning of that pay period, the system will generate an error on the "631" report (for
description of 631 report, see Appendix C).

d. The effective date for terminating protected rate prior to the 104 week period is
the pay period following a determination that an employee is no longer entitled to a
protected rate (see ELM 421.514 for reasons for terminating protected rate prior to
expiration date). It is recommended that the authority for this action be annotated in
the remarks section (element 88) and that a copy of the written authority be filed on
the right side of the employee's OPF to support this change action.
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Exhibit 344
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345 Quality Step Increase (QSI)(NOA Code 896) .

345.1 Definition. A step increase granted before the expiration of waiting period in
recognition of outstanding performance.

345.2 Required Forms. Form 1727, Award Recommendation/Authorization, must be
approved through channels.

345.3 Elements. Complete the following elements on PS Form 50-A (see sample
worksheet, Exhibit 345):
a. Mandaiory Elements: 1, 11, 79, 96, 97.
b. Optional Elements: 64. {
¢. Optional Standard Remark Codes: 510, 511, 512, 526, 548.

345.4 Additional Information |
a. A QSI does not change the due date for an employee’s advancement to the next 1
higher step, except as outlined in ELM 634.441b. Therefore, change element 18 if the
employee’s new step is J, L, or N because the waiting period between these steps is |
decreased. To determine the new Periodic Step Increase PP/YR, compute from the last
step increase received by the employee using the new waiting period.
b. File a copy of Form 1727 on the right side of employee’s OPF.
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0 o) o o 3
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PRV BFP R Tar emY
FIRARCE KO HAWE TFea &3 TLWP G A |
00-0000 |Main Post Office 000 S
e 57 ) 2] 4
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S YT | OESACT | 7o [UMIT TOUR| 2ant | ['Seae b | i | OUTEMO[ M | P [, [FLSA Fown]  GOED
00-0000 13 11 0 1 A N 0
3] i 55 o [} - i mn " ? n i EE) kL)
NATURE OF PERSONNEL ACTION

4 RURAL CARRIERDATA 4
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" 4 "
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REMARKS | " CODE §|p [ CODE 5|2 [~ CODE 52l " CODE
SERVICE HISTORY INFORMATION
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Exhibit 345, Form 50-A for Quality Step Increase
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350 Code 900 Series

351 Detail Termination (NOA Code 900)

351.1 Definition. Termination of a detail that was effected by a Form 50.

351.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 351):

a. Mandatory Elements: 1, 79, 93.
b. Optional Elements: 18, 56, 60, 63, 64, 65, 69, 72, 77, 95, 96, 97, 99.
c. Optional Standard Remark Codes: 526, 548.

351.3 Additional Information

a. If detail was performed at a higher level, adjust step and next step due date on
Form 50, if necessary.

b. If bargaining-unit employee’s detail is terminating, make certain that you inform
the proper supervisors in order to accomplish scheduling for the employee's return to
regular duty assignment within required time frames.

Handbook EL-301, June 1989




Guidelines for Processing Personnel Actions

Exhibit 351

SUFFIX

:'.F.TIS msr$
EFFECTIVE DATE | [SEQUENCE KO. e 3 SOCIAL SECURITY NO.
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DOE JANE A 05/11/44 1 E F 1
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00-0000 MSC Manager 000
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&3 [ (D) [} [E an 1 0 n " kL] T4 " i i)
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EES & - [ "
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REMARKS |~ CODE 526 |~ CODE [ ™ cope *" CODE ™
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;g_&/ L | 27431
0N |au164
AUTHORIZATION DATE OPF FINANCE NO.
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0

PS Form 50-A, May 1988
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Exhibit 351, Form 50-A for Detail Termination
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352 Guidelines for Processing Personnel Actions

352 Detail (NOA Code 901) .

352.1 Definition. Assignment of a career employee for more than 90 continuous
working days to a position other than the one to which regularly assigned.

352.2 FElements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 352):

a. Mandatory Elements: 1, 79, 93.

b. Optional Elememnts: 18, 56, 60, 63, 64, 65, 66, 68, 69, 95, 96, 97, 99.

¢. Optional Standard Remark Codes: 532, 548.

352.3 Additional Information

a. Any employee, except those covered in ELM 427 who is temporarily assigned to
higher-level work is given Form 1723, Assignment Order, (1) stating the beginning and
approximate termination dates of the detail, and (2) directing the employee to perform
the higher-level position. The supervisor completes the written order which then serves
as authorization for higher level pay.

b. The policy on the use of temporary assignments (details) is described in ELM
353.3.

c. NOA 901 must be used to detail regular rural carrier employees to positions with
a different rate schedule code. Remember to use asterisks to delete rural information
(elements 49, 50 and 72-76) from the Form 50 worksheet.

d. NOA 901 is not used for temporary employees. Postmaster Relief/Leave
Replacement (PMR/LR) and Temporary Postmaster (TPM) employees cannot be de-
tailed. To place a PMR/LR in a TPM position, you must first terminate the PMR/LR
position on Form 1653, Postmaster Relief/Leave Replacement Employment Data, and
process an accession Form 50 (NOA 110 or 113) to place the employee in TPM
position.

e. For further clarification on eligibility and salary calculations for employees on
temporary assignment, see ELM 411 (for nonbargaining employees) and ELM 422.4 (for
bargaining-unit employees).

f. Newly promoted nonbargaining employees can not be detailed to another
position until 6 months has elapsed from the date of promotion, except in emergencies
with the approval of the MSC Manager (see Handbook EL-311, 544.82).

g- See Handbook EL-311, 544.8 for 60-day time limit imposed on higher-level
details to vacant positions covered under Subchapter 540 pending selection of a person
for permanent assignment.

h. See Handbook EL-311, 544.84 for definition, restrictions, and time limitations
for Officer-in-Charge assignments.

. Bargaining-unit employees serving details to supervisory (nonbargaining) posi-
tions are generally ineligible to bid on vacant duty assignments in the craft to which
they are permanently assigned. Consult appropriate collective bargaining agreement for
more information.

160 Handbook EL-301, June 1989



Guidelines for Processing Personnel Actions Exhibit 352

ﬂ’“’ '0!!.“
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8
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-4
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Exhibit 352, Form 50-A for Detail
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|
353 Guidelines for Processing Personnel! Actions 1
\

353 Change Position Information (NOA Code 902) |

353.1 Definition. Change of an employee’s official position title, occupation code, rate
schedule code, or designation code when there is no change in duties.

353.2 Elements. Complete the following elements on Form 50-A.
a. Mandatory Elements: 1, 79.
b. Optional Elements: 65, 93, 95, 96, 97.

353.3 Additional Information

a. This nature of action is generally used for mass changes of rate schedule codes,
designation codes, or to conform with revised position titles published in Handbooks P-1
and P-4,

b. Do not use this code if there is a change in duty assignment or salary level. Such
changes must be processed as a promotion, reassignment, change to lower level, or other
appropriate action.
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Guidelines for Processing Personnel Actions

Exhibit 353

ATES POS

H
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CAT CTHANGE PP VR TYPE nSC GRADE/STER PP-YR HOURS MELES SP CODE USPS. TYPE JER 1Ty Ca
8 1
= 7 W
I S N & Gl [ e e e M2 coLA | Famru—
1 N 790
I a [T) 23 g - ay 3
MAILING ADDRESS -- STREET/BOX/APT. NO. cITY ST. ZIP+4 DUTY STATION NAME
88139 206th Street Queens Village NY [11427-2257 |Employee Accounts RO
e —tn =
New York NY
POSITION INFORMATION
EUFCOY G OFFICE AT TR T T
I FawRceRG NAWE FL2T) e T e il
00-0000 ‘Emplovee Accounts Room 3118 581 | i
i s? “w 0 T -3 -
| i
New York NY [10199-9531 |
SHanetns Bisth DES/ACT [ 795 [UMIT TOUR| 285 | |58¢ | Bhin | cincte ROTE N0 | 1F | PO | el |FLSA OMMIT  SEEIRCTE
00-0000 70 09 0 1 AllX [w | O
5 = O = TR R ET EE I e 0
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Y
-5
-4
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1
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Exhibit 353, Form 50-A for Change Position Information
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354 Guidelines for Processing Personnel Actions

354 Uniform Allowance Certification or Uniform Certification Disallowance
(NOA Code 903)

354.1 Definition. A change in the employee’s eligibility for uniform allowance that
require no other type of concurrent personnel action (e.g., distribution and window
clerk’s daily assignment changed from 3 hours window and 5 hours distribution to 5
hours window and 3 hours distribution.)

354.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 354):

a. Mandatory Elements: 1, 69, 79.

b. Optional Standard Remark Codes: 513.

354.3 Additional Information

a. When a concurrent personnel action is processed which establishes or discontin-
ues an employee’s eligibility for uniform allowance, show the certification or disallow-
ance in element 69 of the Form 50-A. Do not process a separate certification or
disallowance action in this case.

b. See Exhibit 210a for Uniform Allowance Codes.

c. Form 50 is not used for work clothes allowance.
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Guidelines for Processing Personnel Actions Exhibit 354

‘:N.'ES '0!11'
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Exhibit 354, Form 50-A for Uniform Certification
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355 Guidelines for Processing Personnel Actions

355 Change to Leave Earning Status (NOA Code 907)

355.1 Definition. Change to Leave Earning Status of a Designation 73 substitute rural
carrier or Designation 78 Rural Carrier Associate serving a vacant route or in the
absence of the regular rural carrier who is on extended leave. On the 91st day, the relief
rural carrier is redesignated 72 (substitute rural carrier) or 74 (rural carrier associate)
and begins earning leave.

Note: Designation 75 Rural Carrier Relief employees are not eligible for leave earning
status.

355.2 Elements. Complete the following elements on PS Form 50-A (see sample
worksheet, Exhibit 355).

a. Mandatory Elements: 1, 14, 56, 65, 72, 77, 79.

b. Optional Elements: 24, 25, 26.

¢. Optional Standard Remark Codes: 508, 514, 515, 535, 548, 571, 572.

355.3 Additional Information

a. This type of action is to be effective on the 9l1st day the relief rural carrier
covers the route.

b. The employee will begin earning leave immediately.

¢. In element 14, enter the date of the first day the employee began carrying the
vacant route. Enter a "2" in element 26.

d. Change designation/activity code (element 65) to 72-0 or 74-0 as appropriate.

e. It is recommended that some sort of tracking method be used in order to ensure
that the employee is returned to nonleave earning status (NOA 908) when the regular
rural carrier returns to duty or if the employee is not awarded the vacant route.

f. When moving a designation 73 substitute rural carrier into a designation 72
position, do not terminate the designation 73 position or any other valid dual positions.
The employee may not work in other dual jobs while serving vacant route as a des. 72,
but it is not necessary to delete the dual jobs and then reestablish them when the
employee returns to the designation 73 position. For example, an employee holds dual
combinations 41/77/73. Process NOA 907 on suffix 1 to change designation 73 to
designation 72. PDC will shift job segments making the designation 41 a suffix 2, the
designation 77 a suffix 3, and the designation 73 a suffix 4. Process Form 50 NOA 908
(see 356) as suffix 1 to return employee to the designation 73 position. The PDC will
drop the designation 72 position and shift the remaining job segments back into the
proper order. Follow the same procedure for Rural Carrier Associate employees who
hold dual casual positions.

166 . Handbook EL-301, June 1989

v
§
]
f‘
f
[

e e NNl



Guidelines for Processing Personnel Actions

Exhibit 355

S Form 50.A, May 1888

Ma: 1987 Edetion Usable)
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-2
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Exhibit 355, Form 50-A for Change to Leave Earning Status
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Guidelines for Processing Personnel Actions

168

356 Changé to Non-Leave Earning Status (NOA Code 908)

356.1 Definition. Change to non-leave earning status of a substitute rural carrier or a
rural carrier associate. This occurs (1) when the regular rural carrier position which was
vacant for more than 90 days is filled or (2) upon the return of the full time carrier
after an extended period of absence in excess of 90 days.

356.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 356):

a. Mandatory Elements: 1, 25, 65, 72, 77, 79.

b. Optional Elements: 24, 26, 64.

¢. Optional Standard Remark Codes: 504, 507, 516, 536, 548.

356.3 Additional Information

a. If the employee was awarded the vacant route, do not process NOA 908. Process
NOA 580, Conversion to Regular Rural Carrier. See ELM 424 to determine the step in
which employee will be placed.

b. See Appendix B for more information on processing rural carrier personnel
actions.
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Guidelines for Processing Personnel Actions

Exhibit 356
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Exhibit 356, Form 50-A for Change to Non-Leave Earning Status
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Guidelines for Processing Personnel Actions

170

357 Change in Limited Tour Hours (NOA Code 911)

357.1 Definition. A change in limited tour hours of part-time regular schedule
employees.

357.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 357):

a. Mandatory Elements: 1, 67, 79.

b. Optional Standard Remark Codes: 548.

357.3 Additional Information

a. Process NOA 911 to document a permanent change in the regularly scheduled
hours of a part-time regular employee’s position. This change ensures that the employee
is properly compensated for leave purposes and for holiday pay.

b. Such changes must be processed in the current or future pay periods so
adjustments are not necessary.
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Guidelines for Processing Personnel Actions

Exhibit 357
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Exhibit 357, Form 50-A for Change Limited Tour Hours
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358 Reassignment Change Appointing Office (CAO) (NOA Codes 924, 925, 926,
927 and 928)

358.1 Definitions

358.11 Reassignment Change to Lower Level (NOA Code 924). Reassignment and
change to a lower equivalent level, with a permanent lower salary, to an office with a
change in finance number.

358.12 Reassignment CAO (NOA Code 925). Used for all reassignments, at the same or
equivalent grade, to an office with a change in finance number. It is also used to
reassign someone out of the PCES program when there is a change in finance numbers
or from one finance number to another within the PCES program if there is no change
in job, i.e., finance number changes for an office but no change in position.

358.13 Reassignment Promotion (NOA Code 926). Reassignment and promotion to an
office with a change in finance number.

358.14 Reassignment PCES (NOA Code 927). To be used only for employees who are
moving into a PCES job from a non-PCES job and for employees who are changing
jobs within PCES, regardless of whether the finance number is changed. A change in
job title or occupation code which does not constitute an actual change in the PCES job
should be processed as a NOA 902, Change Position Information. Individual and mass
changes in the employing finance number with no change in job must be processed as a
NOA 925.

358.15 Reassignment-Conversion to Career (NOA Code 928). Reassignment of a
noncareer employee to a career position with a change in finance number. This action
covers the conversion of all noncareer type appointments to career positions, i.e.,
casuals, temporaries, substitute rural carriers, auxiliary rural carriers, rural carrier
associates, rural carrier reliefs, and temporary postmasters (designation activity code
58/9).

358.2 Forms Required

358.21 A Form 5938, Promotion Report, is required for all competitive promotions to
the Executive Administration Schedule (EAS) or Data Center Schedule (DCS) positions.
Submit it with the Form 50 to ELRIC staff and retain a copy in the vacancy file. For
positions listed in Exhibit 530-A, the Candidate Evaluation Board rating is entered in
item 12 on Form 5938. However, section 532.5 of Handbook EL-311 provides that
lower grade present and former supervisors be considered without establishing CEB
ratings for them. In these cases, enter "N" (for "not required") in item 12.

358.22 When employee becomes a resident of another state because of a reassignment
in one of the above categories, the employee must file a new state tax withholding form.
The employee must also complete any local tax withholding forms, if applicable.

358.23 A statement from employee may be required (see ELM sections 354.232,
362.21) for voluntary changes to lower level (NOA 924).

358.24 Form 1476, PSDS EMR Items Transcript, is required in PSDS offices to notify
the timekeeping unit of employee data.

358.25 SF 52, Request for Personnel Action, is completed for PCES employees instead
of Form 50 to process a reassignment (NOA 927). Regional PCES Coordinators are
responsible for preparing these actions for processing.
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Guidelines for Processing Personnel Actions

358.4

358.3 Elements. Complete the following elements on Form 50-A (see sample
worksheets, Exhibits 358.12 and 358.15):

a. Mandatory Elements: NOAs 924, 925: 1, 56, 60, 63, 79, 93, 96, 97, 99. NOA 926:
1, 56, 60, 63, 79, 93, 96, 97, 99. NOA 927: 1, 56, 60, 63, 79, 93, 97, 99. NOA 928: 1, 10,
11, 12, 13, 14, 16, 17, 18, 21, 22, 24, 25, 26, 39, 46, 56, 60, 63, 65, 66, 79, 93, 95, 96, 99.

b. Optional Remarks: NOAs 924, 925: 18, 26, 51, 52, 53, 54, 64, 65, 66, 68, 69, 95.
NOA 926: 18, 26, 51, 52, 53, 54, 64, 65, 66, 68, 69, 82, 95. NOA 927: 24, 25, 51, 52, 53,
54, 64, 65, 66, 68, 95, 96. NOA 928: 17, 19, 20, 26, 38, 43, 44, 45, 51, 52, 53, 54, 64, 68,
69, 72, 77, 97.

¢. Optional Standard Remark Codes: NOA 924: 501, 509, 511, 512, 513, 517, 520,
526, 537, 538, 548, 563, 568. NOA 925: 512, 513, 517, 520, 526, 531, 537, 563, 552.
NOA 926: 512, 513, 517, 520, 526, 529, 530, 531, 532, 548, 563. NOA 927: 548. NOA
928: 513, 517, 520, 523, 525, 529, 563, 568, 570.

358.4 Additional Information

a. For NOA 924, see ELM 362.3 for restrictions on changes to lower level.

b. For NOA 925, eligibility and guidelines on mutual exchanges can be found in
Handbook EL-311, 512.4 and ELM 351.6. To determine seniority, refer to the National
Agreement for the particular craft.

c. NOA 928 does not cover the conversion of a Postmaster Relief/Leave Replace-
ment. Use Form 1653, Postmaster Relief/Leave Replacement Employment Data, to
terminate employment as Postmaster Relief/Leave Replacement and process appropriate
accession NOA to rehire the individual as a career employee.

d. For NOA 928, indicate in the remarks section whether the conversion was based
on noncompetitive selection or selection from a register. If the latter is true, list the
hiring worksheet number and date.

e. For all CAO actions, change element 99 to show new OPF finance number and
indicate losing finance number in remarks section.

f. If the transferring employee is a member of the National Guard or Reservists of
the Armed Forces and is eligible for military leave, request Form 3973, Military Leave
Control, from the losing installation. Military Leave usage must be tracked in accor-
dance with ELM 517.

g. For NOA 928, prepare a Form 144, Statement of Prior Federal Civilian and
Military Service, to calculate retirement and leave computation dates.

h. For NOA 928, if employee is being converted from casual to career status and
employee was being paid at a higher rate (see Appendix A), remember to delete the "S"
entry in element 32 with an asterisk.

i. If an employee is being reassigned to a Postal Inspector position, be sure to
change element 13.
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Exhibit 358.12 Guidelines for Processing Personnel Actions
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| Guidelines for Processing Personnel Actions Exhibit 358.15
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360 Guidelines for Processing Personnel Actions

360 Miscellaneous Status Changes (NOA Codes 292, 460, 462)

361 Return to Duty (NOA Code 292)

361.1 Definition. A return to a pay status from a period of leave without pay (LWOP)
over 30 calendar days, whether at the request of the employee or otherwise.

361.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 361):
a. Mandatory Elements: 1, 79. |
b. Optional Elements: 11, 14, 17, 23, 24, 25, 69.

361.3 Additional Information

a. To deduct credit for leave and retirement computation dates, subtract LWOP in
excess of 6 months in a calendar year from service and prepare Form 144, Statement of
Prior Federal Civilian and Military Service.

b. Code "RD" in element 23 when an employee overcomes job-related
injury/disability and resumes employment in the former or equivalent position.

c. If employee is not returning to former position, the return to duty and
subsequent action must be processed as two separate actions.

d. The deferment period for the next step increase depends on the length of
absence, as follows:

Period of LWOP (weeks) Deferment Pay Periods ‘

Otolessthan 13........... No deferment
13tolessthan26.......... 7
26tolessthan40.......... 13

40to lessthan52.......... 20

B2 o venin o B 26

More than 52 .............. One PP for each 2 weeks of

LWOP |
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Exhibit 361, Form 50-A for Return to Duty
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362 Guidelines for Processing Personnel Actions

362 LWOP Exceeding 30 Days (NOA Code 460) .

362.1 Definition. A temporary nonpay status and absence from duty that may be
granted on employee’s request. This includes leave without pay (LWOP) for military
duty (see ELM 514).

362.2 Elements. Complete the following elements on Form 50 (see sample worksheet,
Exhibit 362):

a. Mandatory Elements: 1, 79.

b. Optional Standard Remark Codes: 520, 521, 548, 559.

362.3 Additional Information

a. Employee should be aware that health insurance is automatically terminated by
the PDC after 365 days LWOP.

b. Employee should also be aware that LWOP in excess of 13 weeks will affect the
waiting period for next PSI (see ELM 422.33) and LWOP in excess of 6 months may
affect retirement and leave computation dates.

¢. Employees may be in a nonpay status up to 12 months and their basic and
optional life insurance coverage continues without cost. At the end of 12 months, the
coverage ceases. Personnel officials must give employees notice of the right of conver-
sion. See ELM Chapter 5 for more information.

363 LWP Pending Disability Retirement NTE (NOA Code 462)

363.1 Definition. Absence from duty with pay status pending disability retirement, not
to exceed date sick leave expires, for employees who have been approved by the Office
of Personnel Management for disability retirement, with sick leave exceeding or sched- =
uled to exceed 30 calendar days. .
|

363.2 Elements. Complete the following mandatory elements on Form 50-A: 1, 79.

363.3 Additional Information

a. If the employee is on sick leave when the disability retirement is approved, the
action is effective on the first day of sick leave following receipt of approval by the
installation head .

b. If the employee is still at work when disability retirement is approved, the
employee must be placed on sick leave and the action is effective on the first day of sick
leave following receipt of approval by the installation head .

c. After generating NOA 462, it will be necessary to generate another Form 50
when the employee’s sick leave has expired using NOA 301 to separate the employee
from the rolls.
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Exhibit 362
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370 Guidelines for Processing Personnel Actions

370 Cancellations, Corrections, Revisions

371 Cancellations
371.1 Cancellation (NOA Code 001)

371.11 Definition. Cancellation is the issunce of a Form 50 negating a personnel
transaction documented in an OPF by a previously issued Form 50.

371.12 Elements. Complete the following elements on Form 50-A and any elements
that will change as a result of this action (see sample worksheet, Exhibit 371.1).

a. Mandatory Elements: 1, 79.

b. Optional Standard Remark Codes: 548.

371.13 Additional Information

a. Do not confuse a cancellation action with a correction action (NOA 002). See
Exhibit 371.13, Guidelines for Cancellations.

b. Refer 10 Appendix C for assistance.

c. When cancelling a step deferment, you must process a separate Form 50 (NOA
893) to grant the step increase (see Appendix C for additional instructions for cancella-
tion of a step deferment).

Guidelines for Cancellations

Nature of Actions Conditions Course of Action

All accessions (career,  No work hours Use NOA 398 .
casuals and temporary)

Casuals & temporary Terminated in error (before end of Use NOA 154, Reactivate (Noncareer) with the

(NOAs 352, 317) appointment) same effective date as the termination.

Cancellation of actions  Change action retracted (e.g., step Use NOA 001. Correct all elements to reflect the
increase granted after deferment or  current status. Remarks must show what element
reassignment not accepted) numbers you wish to correct. Example: This

corrects elements,---- and ----, which read----
and----. This cancels NOA--—--effective----.

Cancellation of Employee changes retirement date, Use NOA 150, Reactivation, on processing copy.
separation for career arbitration award, terminated in error ELRIC needs all previous information in file. If
appointments employee is being reactivated to correct the

effective date of separation, process a separation
action after reactivating. The effective date of the
reactivation must be the same as the separation
date. Note on the cancellation whether the action
is being cancelled to correct employee date (i.e.,
effective date, date of birth, etc.) or whether
employee is being returned to duty (terminated in
error or decided not to retire).
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Guidelines for Processing Personnel Actions Exhibit 371.1
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371.2 Guidelines for Processing Personnel Actions

371.2 Cancellation of Accession (NOA Code 398) .

371.21 Definition. Eliminates an accession from service history, such as when a new
employee fails to report for duty.

371.22 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 371.2):

a. Mandatory Elements: 1, 79.

b. Optional Standard Remarks Codes: 557.

371.23 Additional Information

a. Effective date of this cancellation action must be the same effective date as the
accession.

b. Do not use a 600 series unemployment compensation code.

c. Element 88, freeform remarks, should explain why the action is being processed,
e.g., "employee failed to report for duty."

d. NOA 398 should not be used to cancel an accession if the employee performed
any work.

e. NOA 398 may also be used to cancel an accession action processed under the
incorrect SSN. The effective date of the cancellation must be the same as the accession
action processed under the incorrect SSN. Element 88, free form remarks, must
document this transaction as follows, so that the PDC will be able to transfer earnings
information to the correct SSN: "Employee hired under incorrect SSN--- -- --—
Accession will be reprocessed under correct SSN --- -- ---." See instructions for NOA
800 (372.3) to correct an employee’s Social Security number.
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Guidelines for Processing Personnel Actions

Exhibit 371.2
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372 . Guidelines for Processing Personnel Actions

372 Corrections .

372.1 Correction (NOA Code 002)

372.11 Definition. Correction is the issuance of a Form 50 modifying a personnel
transaction documented in an OPF by a previously issued Form 50 on which informa-
tion was erroneous, incomplete, or omitted. This is distinguished from a revision which
is defined in 373.

372.12 Elements. Complete the following elements on Form 50-A and any elements
that will change as a result of this action (see sample worksheet, Exhibit 372):

a. Mandatory Elements: 1, 79.

b. Optional Standard Remark Codes: 501 through 572.

372.13 Additional Information

a. Enter a statement in element 88 identifying the element being corrected, e.g.,
"corrects element on PS Form 50 dated which read " .

b. Address corrections are not processed with NOA 002. Employee should com-
plete and submit a PS Form 1216, which should be processed at the DDE/DR site. This
will update the employee’s master file and future forms 50 will contain the most current
address processed through DDE/DR.

¢. When all elements on the current line of the processing copy are correct and a
service history correction is necessary, complete a Service History Form and send two
copies to Postal Data Center (PDC)(one copy to Payroll and one copy to Retirement
Section). See Correction Decision Chart, Exhibit 372.1a.

d. If there are elements to be corrected on PS Form 50 and the service history also
contains errors, determine whether the service history correction can be completed in 5
lines or less. Enter service history in element 88 on Form 50 if it does not exceed 5
lines. It is exceeds 5 lines, complete a Service History Form (Exhibit 372.1b) and send
to Postal Data Center. Since pay adjustments will have to be calculated by PDC, be sure
to indicate the elements being corrected and what they read before the correction (e.g.,
"Corrects elements , and on PS Form 50 dated which read , and ." Also indicate in
remarks that service history was sent to PDC for ELRIC’s information. (See Correction
Decision Chart, Exhibit 372.1a). It is important to remember that you are processing
this change to make corrections to the Form 50 and service history and ultimately to
have pay and/or leave adjusted. After you have prepared a salary progression and
determined where the mistake occurred, carefully prepare the correction action and
service history to correct the error and the prior employment data.

e. Make the effective date the current pay period for changes that do not affect
pay/benefits (i.e., correction to spelling of name) to avoid late actions.

f. When using an asterisk to delete a field being corrected, make sure only one
asterisk per field is used. Example: Element 18 is one field with space for 4 digits. Only
one asterisk is needed to delete the field.

g. If the error is in elements 10, 11, 17, 40 or 41, a NOA 002 Correction Form 50
must be processed and a current effective date may be used.
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Guidelines for Processing Personnel Actions Exhibit 372
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Exhibit 372.1a Guidelines for Processing Personnel Actions

Correction Decision Chart .

If Employee And Current And Prior Data  Action Will Be ..And
Status Is Data s Is

APT Correct Correct No action required

APT Correct Incorrect Send Service History (SH) to

PDC Retirement & Payroll
Sections. Nothing to ELRIC.

A Incorrect Correct ~ NOAOO2toELRIC = == = = B
P, T Incorrect Correct Reactivate employee file and If SH is less than 5 lines, show
___ correct current data. SH on Form 50 in remarks.
A Incorrect Incorrect 50 to ELRIC. IF SH is more than 5 lines,
send 2 copies to PDC
(Retirement & Payroll
Sections) for adjustments.
Indicate "Service History sent
- PDC" in remarks on Form 50.
P, T Incorrect Incorrect Reactivate employee file and

correct current data. Submit
service history corrections to
PDC.

A= Active
P = Pending
T =Terminated

Exhibit 372.1a, Correction Decision Chart
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Exhibit 372.1b

Guidelines for Processing Personnel Actions
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Exhibit 372.1b, Service History Correction Format
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Guidelines for Processing Personnel Actions
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372.2 Retirement Code Correction (NOA Code 008)

372.21 Definition. Used to correct a retirement code entry in element 13.

372.22 Elements. Complete the following elements on Form 50,
a. Mandatory Elements: 1, 13, 79.
b. Optional Standard Remark Code: 502.

372.23 Additional Information

a. Check the retirement code chart, Exhibit 210c, to find the correct code. Indicate
the entry prior to correction in element 88 so adjustment can be made by PDC. Add
any remarks necessary to clarify the necessity of the action.

b. Effective date must be same effective date of the action which established the
incorrect retirement plan code.

372.3 Social Security Number Correction (NOA Code 800)

372.31 Definition. Action used to correct a Social Security number (SSN) when the
correct SSN does not exist in an active, pending, or terminated status on the Employee
Master File (EMF).

372.32 Elements. Complete the following elements on Form S5S0-A (see sample
worksheet, Exhibit 372.3).

a. Mandatory Elements: 1, 79, 98.

b. Optional Standard Remark Code: 502.

372.33 Additional Information

a. Enter correct SSN in element 98.

b. Offices with access to the employee master file (EMF) through on-line query
(OLQ) should determine whether a correct SSN already exists in the EMF and, if so,
use a two-step correction procedure described in (¢) below. Offices without access to the
EMF should assume that a correct SSN is not on the EMF and process NOA 800 to
correct an SSN.

c. The effective date of the action should be the same as the original accession date.

d. If a correct SSN also exists on the EMF, as indicated through access to OLQ or
by an error message on a previous NOA 800 action, (1) cancel the incorrect SSN and
(2) reprocess an accession with the correct SSN. Both steps may be processed simulta-
neously:.

(1) Use NOA 398 to cancel the accession action processed under the incorrect SSN
(see 371.2).

(2) 1If the correct SSN is in a pending or terminated status, reprocess the accession
action using the correct SSN and the original accession date. If the correct SSN is in an
active status at a different employing office, that office must separate the employee
before the accession action is reprocessed under the correct SSN. If the correct SSN is
active at the proper installation with the correct effective date, no further action is
required for step 2.

e. When the PDC processes the action, all personnel data and retirement monies
are automatically transferred to the correct SSN. The correct SSN returns in element 3
and element 98 is blank.
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Exhibit 372.3

Exhibit 372.3, Form 50-A for SSN Correction

Handbook EL-301, June 1989
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373 Guidelines for Processing Personnel Actions

373 Revisions .

373.1 Definition. A revision is a change made on an issued Form 50 on which
information was erroneous, incomplete, or omitted.

373.2 Authority. Once a Form 50 has been issued, it cannot be revised except under
the authority of the USPS Records Officer.

373.3 Additional Information. Remarks may be added to or data deleted (with X’s)
from a processed Form 50 as long as the employee copy also contains the revision(s).
No other changes may be made on a processed Form 50. If a data element is in error,
process a NOA 002, Correction,

380 Reactivate

381 Reactivate (NOA Code 150, 151)

381.1 Definition. Reactivation of an inactive master file on a career employee who has
been separated from postal service rolls. NOA 150 indicates the reactivation of an
employee’'s master file for whom retirement monies have not been forwarded to the
Office of Personnel Management (OPM). NOA 151 indicates the reactivation of an
employee’s master file for whom retirement monies have been forwarded to OPM.

381.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 381):

a. Mandatory Elements: 1, 3, 4,5, 6, 8,9, 11, 12, 13, 14, 15, 16, 24, 26, 35, 36, 37,
46, 51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 79, 93, 95, 96, 97, 99.

b. Optional Elements: 17, 18, 21, 22, 25, 34, 40, 41, 43, 44, 45, 47, 69.

c. Optional Standard Remark Codes: 548, 567, 572.

381.3 Additional Information

a. Submit reactivation using NOA Code 150. PDC will determine whether or not
monies have been forwarded to OPM. If so, the processed copy of Form 50 will show
NOA 151 instead of 150.

b. Effective date is the date of separation.

c. Elements 96 and 97 should show current salary for the level and step at which
employee is assigned. Prepare service history (see 372.1b) to update the history between
the separation and the date you prepare the Form 50 worksheet if necessary.

382 Reactivate Noncareer (NOA Code 154)

382.1 Definition. Reactivation of an inactive master file on a noncareer employee who
has been separated from postal service rolls.

382.2 Elements. Complete the following elements on Form 50-A:

a. Mandatory Elements: 1, 3, 4,5, 6, 8, 9, 10, 11, 12, 13, 15, 19, 20, 24, 26, 35, 36,
37, 43, 46, 51, 52, 53, 54, 60, 63, 64, 65, 66, 68, 79, 93, 95, 96, 97, 99.

b. Optional Elements: 7, 32, 34, 44, 45, 47, 67.

c. Optional Standard Remark Codes: 548, 559, 567, 572.

382.3 Additional Information:

a. Effective date is the date of separation.

b. Elements 96 and 97 should show current salary for the level and step at which
employee is assigned. Prepare service history (see 372.1b) to update the history between
the separation and the date you prepare the Form 50 worksheet if necessary.
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Guidelines for Processing Personnel Actions Exhibit 381
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Guidelines for Processing Personnel Actions

Chapter 4

Chapter 4--Separation Contents

410 General
411 Definition
412 General Requirements
413 Remark Codes
413.1 Quit Codes
413.2 Unemployment Compensation Codes
414 Severance Pay
415 Terminal Leave Worksheet
416 Accountability for Government Property & Funds

420 Retirement

421 Definitions
421.1 Mandatory
421.2 Disability
421.3 Optional

422 Authority

423 Required Forms

424 Elements

425 Additional Information

430 Resignations

431 Definitions
431.1 Charges Pending
431.2 Military
431.3 Career
431.4 NonCareer

432 Required Forms

433 Elements

434 Additional Information

440 Separation
441 Definitions
441.1 Transfer to Another Agency
441.2 Military
441.3 Declined Relocation
441.4 Declined Assignment
441.5 Cancellation of Accession
442 Required Forms
443 Elements
444 Additional Information

450 Involuntary Separations

451 Definitions
451.1 Termination During Probation for Pre-Appointment Conditions
451.2 Termination During Probation for Other Conditions
451.3 Removal for Conditions Arising After Entrance on Duty

452 Required Forms

453 Elements

454 Additional Information

460 Death
461 Terminal Leave Payment
462 Required Forms
463 Elements
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300
301
302

310
313
317
318

320
323
324
325

328
329
346

350
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Chapter 4 Guidelines for Processing Personnel Actions

464 Additional Information .

470 Separation-Disability 326
471 Definition
472 Authority
473 Required Forms
474 Elements

480 Terminations

481 Termination (of temporary/casual) 352
481.1 Definition
481.2 Required Forms
481.3 Elements
481.4 Additional Information

482 Termination of Dual Position 960
482.1 Definition
482.2 Elements
482.3 Additional Information

Exhibits Element
Exhibit 410a Separation Forms NA
Exhibit 410b Quit Codes 84-86
Exhibit 410c Unemployment Codes 87

Exhibit 421.2 Sample Worksheet for NOA 301
Exhibit 421.3 Sample Worksheet for NOA 302
Exhibit 431.3 Sample Worksheet for NOA 317
Exhibit 441.1 Sample Worksheet for NOA 320
Exhibit 451.3 Sample Worksheet for NOA 346
Exhibit 460 Sample Worksheet for NOA 350
Exhibit 470 Sample Worksheet for NOA 326
Exhibit 481a Sample Worksheet for NOA 352
Exhibit 481b Sample Form 1653 for Termination
Exhibit 482 Sample Worksheet for NOA 960
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Chapter 4
Separations
410 General
411 Definition
A separation is any personnel action which results in the loss of an employee from the
rolls of the Postal Service (see ELM 363).
412 General Requirements
Separation actions must comply with the applicable requirements in ELM 314 and ELM
650.
413 Remark Codes
Code any appropriate standard remark codes (see Exhibit 110e) to properly document
the file (e.g., use standard remark code 542 when USPS’ reason for separation differ
from employee’s reason).
413.1 Quit Codes. The 400 series Quit Codes are optional remarks which will print on
the first line of the generated Form 50. All remark codes were developed to save
excessive typing of remark statements by data entry personnel.
413.2 Unemployment Compensation Codes. The personnel action form (Form 1653 or
Form 50) is the source document that PDC uses to furnish reasons for separations to
state employment agencies for adjudicating unemployment compensation claims based
on Postal service. Therefore, all separations must contain an unemployment compensa-
tion code in the remarks section (with the exception of NOA 398, Cancellation of
Accession).
414 Severance Pay
See ELM 435.
415 Terminal Leave Worksheet
PDC staff issues a terminal leave worksheet when an employee separates from the
Postal Service. File it on the right side of the individual’s Official Personnel Folder.
416 Accountability for Government Property and Funds
Required clearance must be arranged to provide accountability for government property,
emergency advance travel funds, and similar items for which the postmaster or other
installation official is responsible. The designated property officer certifies Form 337,
Clearance Record for Separated Employee, for all separated employees other than
postmaster and Inspection Service personnel (see ELM 365.173).
420 Retirement (NOA Codes 300, 301, 302)
421 Definitions
421.1 NOA Code 300-Retirement Mandatory. Separation of an employee who has a
combination of age and service at which retirement is required (Inspection Service
only).
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421.2 NOA Code 301-Retirement Disability. Separation of an employee who is eligible
for disability retirement, when the Office of Personnel Management determines that the
employee is disabled for useful and efficient service and transmits BRI 46-48, Notice of
Approval of Disability Retirement Application, to the postal installation. The effective
date of disability retirement should be either the approval date by OPM or the last day
the employee received sick leave, whichever comes last (See ELM 563.237).

421.3 NOA Code 302-Retirement Other. Separation of an employee who applies for
retirement based on a combination of age and service at which immediate retirement is
permitted.

422 Authority

39 U.S.C. 1001. The authority for disability retirement is the BRI 46-48 number, which
is entered in element 88 on Form 50.

423 Required Forms
See separation forms, Exhibit 410a.
424 Elements

Complete the following elements on 50-A (see sample worksheets, Exhibits 421.2 and
421.3).
a. Mandatory Elements: 1, 79, 87.

Note: For NOA 301, identify BRI and CSA numbers in element 88,

b. Optional Elemenis: 51, 52, 53, 54.

c. Optional Standard Remark Codes: NOA 300: 504, 521, 522, 540, 548, 555, 601.
NOA 301: 504, 521, 522, 540, 541, 548, 555. NOA 302: 504, 521, 522, 539, 540, 555.

d. Acceptable Unemployment Compensation Codes: NOA 300: 601. NOA 301: 612,
613. NOA 302: 602, 603, 604, 605, 606, 607, 608.

425 Additional Information

a. Retirement computation date should reflect any creditable military service.

b. Refer to guidelines in other handbooks and manuals for assistance in determin-
ing eligibility, creditable service, etc., for retirement.
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430 Resignation (Voluntary) (NOA Codes 310, 313, 317)

431 Definitions

431.1 NOA Code 310-Resignation Charges Pending. Used to separate a career em-
ployee who voluntarily resigns while charges are pending (see ELM 365.212).

431.2 NOA Code 313-Resignation Military. Used to separate a career employee who
voluntarily resigns to enter military service. Note: Do not confuse with Separation-
Military (NOA Code 323), which is used to separate an employee who has specific
orders for reporting for military duty.

431.3 NOA Code 317-Resignation. Used to separate an employee who voluntarily
resigns when NOA Codes 310 and 313 do not apply (see ELM 365.2 for more
information about resignations).

432 Required Forms
See separation forms, Exhibit 410a.
433 Elements

Complete the following elements on 50-A (see sample worksheet, Exhibit 431.3):

a. Mandatory Elemenis: 1, 79, 87.

b. Optional Elements: 51, 52, 53, 54.

c. Optional Standard Remark Codes: Use any applicable Quit Codes (see Exhibit
410b) and: NOA 310: 504, 521, 522, 540, 542, 555. NOA 313: 522, 548, 555. NOA 317
504, 521, 522, 540, 542, 548, 555, 564.

d. Optional Unemployment Compensation Codes: NOA 310: 649. NOA 313: 620.
NOA 317: 616-619, 621-648, 650, 652, 653, 682.

434 Additional Information

a. When a noncareer employee resigns to accept a career position in the Postal
Service, process a conversion to career in lieu of a resignation. However, the effective
date of the conversion must be the first day of a pay period.

b. If the employee’s noncareer appointment expires prior to the effective date of
the career appointment, process a NOA Code 352, Termination, and then the accession.
Every effort should be made to discourage establishing the effective date of the career
accession within the same pay period as the termination or resignation. This precaution
would eliminate many payroll problems. Payroll calculates pay according to how an
employee is set up on the Employee Master File at the close of the pay period.
Therefore, if you work someone as a casual in week one and as a part-time flexible in
week two, the employee will be paid for both weeks from the PTF salary schedule. An
adjustment would then be necessary for the overpayment.

¢. If the employee wishes to resign from a noncareer position prior to the
expiration of the noncareer position, process a NOA Code 317 and use Unemployment
Compensation Code 653, "Resignation-Voluntary. Employee voluntarily resigned be-
cause ."

d. Under no circumstances should a career employee be asked or expected to resign
to accept another career position within the Postal Service. This type of action is in
violation of the Memorandum of Understanding between the U.S. Postal Service and the
Joint Bargaining Committee as incorporated in the National Agreement. Each office
should work towards establishing a reasonable release date. If a date cannot be agreed
upon, the matter should be elevated to the next level of authority. If an employee does
resign and is placed back on the rolls without a break in service, he will rnot be required
to serve a new probationary period.

Handbook EL-301, June 1989
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e. If employee resigns because charges are pending with the Inspection Service,
indicate this reason with Unemployment Compensation Code 650 in element 87. The
Inspection Service Case Number should be indicated in the freeform remarks section,
and standard remark code 555 (withhold funds) may be appropriate. PDC will hold any
terminal leave payment due employee until Postal Inspection Service formally releases
the funds.

f. When an employee is resigning but has been placed on COP because of a
job-related injury, enter CP in element 23. Use remark code 564 which reads "COP will
cease on month-day-year”. (This date must not exceed 45 days from the date of COP.)
The code CP alerts payroll that the employee will be compensated beyond the separa-
tion date.

g. Retain the Official Personnel Folder for any employee who resigns indicating the
intentions of entering the military. The individual may apply, within certain time
frames, for restoration to the position left or to a position of like seniority, status and
pay (see EL-311 218, and ELM 365.234). Personnel officials must restore eligible
employees within 30 days of request or be liable for payment for work that would have
been performed between the 31st day and the day actually hired. This short time frame
does not allow for requesting the OPF from the National Personnel Records Center to
determine eligibility; it must therefore be retained in the installation. See ELM 365.233
for more information about postal official action at time employee leaves.
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440 Separation (NOA Codes 320, 323,
324, 325, 398)

441 Definitions

441.1 Transfer to Another Agency (NOA Code
320). Used to separate a career employee accept-
ing a career appointment in a federal agency
without a break in service of a full workday (see
ELM 365.22). This NOA is not applicable to a
movement of an employee from one postal in-
stallation to another. Resignation by employee is
not required and no resignation should be re-
quested. «

441.2 Separation-Military (NOA Code 323). This
code applies to career employees entering active
U.S. military service. The branch of service must
be stated. This action is used in all cases instead
of military furlough. Evidence that the employee
is entering the armed forces pursuant to official
orders is the basis for issuance of NOA 323 (see
ELM 365.23).

Note: Do not confuse with Resignation-Military
(NOA Code 313), which is used when a career or
noncareer employee voluntarily resigns to enter
military service.

441.3 Separation-Declined Relocation (NOA Code
324) Separation initiated by the Postal Service
when an employee declines (because of family or
other reasons) to accompany the function or ac-
tivity when it is moved to a new geographic
location.

441.4 Separation-Declined Assignment (NOA
Code 325). Separation initiated by the Postal
Service when an employee declines, because of
family or other personal reasons, a new assign-
ment which is occasioned by an established rota-
tion policy, or directed in the best interest of the
Postal Service.

441.5 Cancellation of Accession (NOA Code 398).
Eliminates an accession from service history, such
as when a new employee fails to report for duty.
No separations forms are necessary for this type
of separation (Code 398 is covered under Can-

202

cellations. See 371.2 for specific information and
guidance).

442 Required Forms
See separation forms, Exhibit 410a.
443 Elements

Complete the following elements on 50-A (see
sample worksheet, Exhibit 441.1):

a. Mandatory Elements: 1, 79, 87.

b. Optional Elements: 51-54.

c. Optional Standard Remarks: NOA 320:
521, 522, 540, 548, 555. NOA 323: 504, 521, 522,
540, 548, 555. NOA 324: 504, 505, 521, 522, 540,
548, 555. NOA 325: 504, 505, 521, 522, 540, 548,
835,

d. Optional Unemployment Compensation
Codes: NOA 320: 661. NOA 323: 662. NOA 324:
663, 614. NOA 325: 664, 614.

444 Additional Information

a. When using NOA 320 on employees eli-
gible for military leave, forward Form 3973, Mili-
tary Leave Control, to the agency. This procedure
will prevent any doubt about how much military
leave the employee used or has available in the
fiscal year.

b. Effective date for NOA 320 is the day
before entrance on duty with new agency.

c. Persons separated with NOA 323 may be
entitled to specific reemployment rights (see
ELM 365.234).

d. Retain the Official Personnel Folder for
any employee for whom a Separation-Military is
being processed. The individual may apply, within
certain time frames, for restoration to the posi-
tion left or to a position of like seniority, status
and pay (see EL-311, 218 and ELM 365.234).
Personnel officials must restore eligible employ-
ees within 30 days of request or be liable for
payment for work that would have been per-
formed between the 31st day and the day actually
hired. This short time frame does not allow for
requesting the OPF from the National Personnel
Records Center to determine eligibility; it must
therefore be retained in the installation. See ELM
365.233 for more information about postal of-
ficial action at time employee leaves.
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450 Involuntary Separations (NOA Codes
328, 329, 346)

. 451 Definitions

451.1 Termination During Probation for
Pre-Appointment Conditions (NOA Code 328).
Separation initiated by USPS because of con-
ditions arising, wholly or partially, before the
employee’s entrance on duty. NOTE: Do not use
this NOA to separate a casual or temporary em-
ployee (use NOA 352 instead).

451.2 Termination During Probation for Other
Conditions (NOA Code 329). Separation initiated
by USPS because of conditions arising wholly or
partially after the employee’s entrance on duty,
and not covered by Code 328. NOTE: Do not use
this NOA to separate a casual or temporary em-
ployee (use NOA 352 instead).

451.3 Removal for Conditions Arising After
Entrance on Duty (NOA Code 346). Disciplinary
separation initiated by USPS based on cause and
not covered by another personnel action listed in
this chapter. NOTE: Do not use this NOA to
separate a casual or temporary employee (use
NOA 352 instead).

452 Required Forms
See separation forms, Exhibit 410a.
453 Elements

Complete the following elements on Form 50-A
(see sample worksheet, Exhibit 451.3):

a. Mandatory Elements: 1, 79, 87.

b. Optional Elemenis: 51, 52, 53, 54, 84, 85,
86, 88.

¢. Optional Unemployment Compensation
Codes: NOA 328: 670. NOA 329: 671. NOA 346:
672-678, 680.

d. Optional Standard Remarks: 504, 521, 522,
540, 548, 555.

454 Additional Information

a. When a removal (NOA 346) is prepared,
limit excessive free form remarks to those that
are necessary in element 88. Enter in this section
the date of the disciplinary notice and the subject

204

of discipline, stated concisely (e.g., AWOL; In-
subordination; Tardiness).

b. Establish effective date as follows:

(1) In a removal action, the employee should
be placed in a nonpay, nonduty status at the close
of business on the removal date. No Form 50
should be processed; the employee’s timecard
should show him or her in a LWOP status. If no
appeal has been filed to Step I within the 15
calendar day time limit or to the MSPB within
the 20 calendar day time limit, a Form 50 remov-
ing the employee on the effective date set in the
decision should be issued.

(2) If an appeal to Step I has been filed, or
the employee appeals to the MSPB, part I of PS
Form 6075, Status of Employee Benefits, should
be sent to the staff in PDC Payroll Section. Once
the administrative or MSPB appeal has been com-
pleted and the removal is upheld, Form 50-A
should be prepared and processed removing the
employee effective the date of the final disposi-
tion of his/her case. In addition, part 2 of PS
Form 6075 should be sent to the staff at PDC
Payroll Section.

(3) The effective date of the action is to be
the date of the final disposition of the employee’s
case. In cases which were appealed through ad-
ministrative procedures, the effective date of the
action is the date set forth in the notice or
decision of removal as appropriate.

c. For settlements resulting in changes to
lower grade, the Form 50 is processed on the
effective date whether or not the employee ap-
peals.

d. If removal is the result of an Inspection
Service case, cite case number in free form re-
marks section of Form 50. Code standard remark
code 555, Withhold Funds, in element 84-86 if
applicable. This will cause PDC to hold any ter-
minal leave pay due the employee until the Postal
Inspection Service formally releases the funds.

e. On Form 2810, Notice of Change in
Health Benefits, the effective date is the last day
of the pay period in which the separation is
effective. The "Remarks" section of Form 2810
should show the type and date of separation.

f. Complete and mail the entire Form 2821,
Agency Certification of Insurance Status, to the
staff in PDC Retirement Branch for verification
of salary.
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Exhibit 451.3

Exhibit 451.3, Form 50-A for Removal
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460

Guidelines for Processing Personnel Actions

460 Death (NOA Code 350)

461 Terminal Leave Payment
See ELM 422.451.
462 Required Forms

The following forms must be processed as appro-
priate (see Exhibit 410a for details on form prep-
aration and use):

a. SF 2800, Application for Death Benefits.

b. FE-6, Claim for Death Benefits (FEGLI).

¢. W-9, Request for Taxpayer Identification
Number.

d. SF 2823, Designation of Beneficiary
(FEGLI).

e. SF 1153, Claim of Designated Beneficiary
andlor Surviving Spouse for Unpaid Compensation
of Deceased Civilian Employee.

f. SF 1155, Claim for Unpaid Compensation
of Deceased Civilian Employee.

g SF 2810, Notice of Change in Health
Benefits.

h. Form 1345 (or local form), Reguest for
Posthumuous Recognition.

i. CA-3, Report of Termination of Total or
Partial Disability.

J CA-5, Claim for Compensation by
Widow/Widower/Children.

k. CA-5B, Claim for Compensation by Par-
ents, Brothers, Sisters, Grandparents, Grandchil-
dren.

. CA-6, Official Superior's Report of Death
as a result of Injury on Duty.

463 Elements

Complete the following elements on 50-A (see
sample worksheet, Exhibit 460):

a. Mandatory Elements: 1, 79, 87.
b. Optional Elements: 69, 51-54.

¢. Optional Standard Remark Codes: 506,
521, 522, 539, 540, 548.

206

d. Optional
Codes: 679,

Unemployment Compensation

464 Additional Information

a. See ELM 365.36 for additional informa-
tion.

b. Enter any necessary information in ele-
ment 88, such as last date employee was carried
in a pay status.

c. If employee was carried in a nonpay status
for more than 130 8-hour workdays during the
calendar year in which death occurs, enter the
total amount of leave without pay.

d. If employee was entitled to lump sum
payment for leave, enter the following remark in
element 88: Payment to be made for XXX hours
annual leave. Period covered by leave ends (date
and hours), is issued. If this information is not
available, enter the statement: Payment to be
made for all accumulated annual leave to which
deceased employee is entitled under existing law.
If the employee was entitled to terminal annual
leave at a higher rate, see below.

e. When terminating a deceased employee
entitled to terminal annual leave at a higher rate,
include the following statement in element 88:
Employee to be paid for all terminal annual leave
to which entitled under existing law, at higher
level rate, if assigned to higher level position on
last day of service and would have continued in
such status if remaining on rolls.

f. Enter deceased employee’s official mailing
address at time of death in elements 51-54.

g If employee’s OPF contains SF 1152,
Designation of Beneficiary, Unpaid Compensation
of Deceased Civilian Employee, remove it and
forward to PDC. If form is not on file, enter in
element 88: No SF 1152 on file.

h. NOA Code 350 automatically terminates
employee’s record and manually effects salary
and/or terminal leave payments to estate.

i. Effective date is the actual date of death.
Do not use the last day in pay status as the
effective date.
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Guidelines for Processing Personnel Actions

Exhibit 460
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Exhibit 460, Form 50-A for Death
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470 Guidelines for Processing Personnel Actions

470 Separation-Disability (NOA Code 326) .

471 Definition

Separation initiated by the USPS of an employee who is ineligible for disability
retirement and is mentally or physically incapable of performing the duties of the
position. This term also includes legal incompetence. This type of separation may be
used if an employee (a) is receiving injury compensation from the Office of Workers’
Compensation, Department of Labor, for a period of one year, and (b) does not meet
requirements for disability retirement (see also ELM 540 and 550).

472 Authority

Office of Personnel Management (OPM) instructions (in the case of disability), or
evidence by competent medical and/or legal authority of the employee’s inability to
perform the duties of the position because of mental or physical condition, constitutes
the basis for issuance of a separation action.

473 Required Forms

The following forms must be processed as appropriate (see Exhibit 410a for details on
form preparation and use):

a. SF 8, Notice to Federal Employee about Unemployment Compensation.

b. SF 2821, Agency Certification of Insurance Status.

c. SF 2802, Application for Refund of Retirement Deductions.

d. SF 2810, Notice of Change in Health Benefits.

474 Elements

Complete the following elements on 50-A (see sample worksheet, Exhibit 470):
a. Mandatory Elements: 1, 79, 87.
b. Optional Elements: 69, 51-54.
c. Optional Standard Remark Codes: 504, 521, 522, 540, 548, 555.
d. Optional Unemployment Compensation Codes: 668, 669.
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Guidelines for Processing Personnel Actions Exhibit 470
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Exhibit 470, Form 50-A for Separation-Disability
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480 Guidelines for Processing Personnel Actions

480 Terminations .

481 Termination (from Temporary/Casual Position) (NOA Code 352)

481.1 Definition. This code is used for:

a. Separation of an employee from a temporary or casual position at the expiration
of the appointment (including Postmaster Relief/Leave Replacements (PMR/LR)).

b. Termination because of lack of work.

¢. Termination for other reasons, e.g, insubordination, excessive absence without
cause, etc.

481.2 Required Forms. See separation forms, Exhibit 410a. Use Form 1633, Postmaster
Relief/Leave Replacement Employment Data, to terminate Postmaster Relief/Leave Re-
placements. Use Form 50-A for casual/temporary employees.

481.3 Elements
a. Complete the following elements on 50-A (see sample worksheet, Exhibit 481a).
(1) Mandatory Elements: 1, 79, 87.
(2) Optional Elements: 51, 52, 53, 54.
(3) Optional Standard Remark Codes: 518, 521, 522, 548, 555.
(4) Optional Unemployment Compensation Codes: 680, 681.

b. Complete the required elements on Form 1653 to separate a PMR/LR (see
Exhibit 481b).

481.4 Additional Information

a. Postmaster Relief/Leave Replacements (PMR/LRs) separations are processed
using Form 1653. If terminating a PMR/LR appointment and appointing to a temporary
postmaster (TPM) position, make effective date of separation 1 day prior to appoint-
ment as TPM. See NOA 230 for instructions on processing a Form 50-B to appoint as
TPM. Submit both actions simultaneously as 1 of 2 (on Form 1653) and 2 of 2 (on
Form 50).

b. Process NOA 352 on Form 50-A to terminate the TPM appointment and place
employee back into PMR/LR status. Process Form 1653 to rehire as PMR/LR. Submit
both forms simultaneously as 1 of 2 (Form 50) and 2 of 2 (Form 1653). Make effective
date of separation action one day prior to appointment action.
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Guidelines for Processing Personnel Actions

Exhibit 481a
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Exhibit 481b

Guidelines for Processing Personnel 1_\ctlons

U.S. Postal Service

POSTMASTER RELIEF/LEAVE REPLACEMENT EMPLOYMENT DATA

Applicant’s Mailing Address (Street. Ciry, Stare and ZIP Code) Post Office Name and Mailing Addrass

Wahkon, MN 56386-9998

Dear

1 am extending to you this offer of employment opportunities with the United States Postal Service as a Postmaster Relieff Leave
Replucement under the following terms and conditions:

1. Your duties will involve transacting postal business with the public. sufeguarding Postal property and inventory and other associated
duties identified by the Postmaster.

Up to 10 hours of training to perform the assigned duties will be provided. i’ necessary.

I

. During the training and when you are assigned 16 the duties of a Postmaster Relief/Leave Replacement. you will be compensated at
thereof S per hour, with appropriate deductions for federal and state taxes and FICA contributions, Working
as a Postmaster Reliel/Leave Replacement does not allord career status in the Postal Service. In addition. benefits enjoyed hy
career employees, such as participation in the federal retirement system, and sick and annual leave are not applicable.

3. With the exception of days in which the Postmaster cannot work due 1o unforescen circumstances such as illness, the Postmaster
will identily in advance the days and times your services will he required. With respect 10 unforeseen situations, vou will be notitied
as soon as possible to determine your availability for work. In the situations in which you work two or more consecutive days. your
employment period will coincide with the duration of the Postmaster’s leave. In those instances in which you work a single day. the
duration of employment will be for those hours worked.

Please signify your acceptance of this offer by signing in the designated box below. Please return this form and all copies once yvou
have completed the information reguested in jtems 1 through 5 below.
Postmaster

accept (Signasure amd 1aic)

® READ INSTRUCTIONS ON REVERSE BEFORE FILING IN. @

Postmaster check [ | appropriate hox and enter date EFFECTIVE DATE
[ esTasLisH Compicie ireims 1§ mrongn v) [ TERMINATION (Complere frems 1 rhrough 6. 10, and 11}

O cHANGE (Compierc ftems | through 6. 12, and any chaniing items)

® INFORMATION TO BE COMPLETED BY EMPLOYEE (Print ur Tipe, @

1. Name (Last, Fisrand Middie lninaly 2. Sex 5, Mailing Address (Apr. N ‘Hax No., Streer, Crtv, Stee and 20 Code,
DOE, JANE L. OmGlr Rt 2, Box 234

3. Social Security No. 4. Date of Birth (Month, Dav, Year) Wahkon ’ MN 56386-9702
123-45-6789 08/02/40

® INFORMATION TO BE COMPLETED BY ASSOCIATE OFFICE POSTMASTER ®

6. Finance No.

00-0000

7. Employing Office

Wahkon, MN 56386-9998

8. Check Level of Post Office

Rate Sch Level of Postmasrer Rate Sch Level of Postimaster
v Foml BEC:Godte Code Relief Repiacement v e ARG Cous Relie! Replacument
A 2305 - 6100 L 51 E 2305 - 6100 L 55
B 2305 - 6100 L 52 11 2305 -6111 L a9
C 2305 - 6100 L 53 13 2305 -86113 L 1
D 2305 - 6100 L 54 15 2305 -6115 L 13
S. Hourly Rate [10. Last Employment Date 12. Remarks
09/29/87
11. Unemployment Compensation Code” SF 8 issued 09/08/87
621
13. DIV./MSC APPROVAL
13a. Div./MSC 3b. Signature and Title 13c. Date
Duluth, MN 55806-9998 Rrut  SrrnlAT
! / Personnel Asst. 09,/08/87
PS Form 1653, Jun. 1987 *Contact Div./MSC for CODE if employver is being terminated.

Exhibit 481b, Form 1653 for Termination of Postmaster Relief/L.eave Replacement
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Guidelines for Processing Personnel Actions

482.3

482 Termination of a Dual Position (NOA Code 960)

482.1 Definition. Used to terminate a dual job record, with the same Social Security
number, for an employee who was serving in a dual capacity. This code may never be
used to terminate a primary position.

482.2 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 482):

a. Mandatory Elements: 1, 79,

b. Optional Standard Remark Codes: 522, 548.

482.3 Additional Information

a. Every effort should be made to terminate dual appointments in a timely fashion.
However, the 960 action terminates the job immediately, and the employee cannot be
paid for work performed after the processing date. It is therefore important to process
the termination on the pay period following the one in which work in the dual position
ceased. Processing the termination in the following pay period will assure that the
employee will be paid for all work performed for the entire pay period.

b. The supervisor and employee should be made aware of the expiration date of
appointment so work is not performed afterwards creating the need for pay adjustments.

Handbook EL-301, June 1989
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Exhibit 482 Guidelines for Processing Personnel Actions
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Exhibit 482, Form 50-A for Termination of Dual Appointment
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Guidelines for Processing Personnel Actions

Exhibit 410a (p. 1)

Separation Forms

Separation actions will require the processing of some or all of the following forms:

Form Title Preparation Use

SF 8 Notice to Federal Prepare one form and mail  Notify employee of
Employee About to former employee. Unemployment Compensation
Unemployment rights/benefits.
Compensation.

Form 337 Clearance Record for Initiate by completing top Provides accountabiity for

Required Clearance to
Separated Employee

portion. Forward to
Supv/Postmaster for
completion and return.

government property.

Form 1476 PSDS EMR ltems Prepare and forward to Notifies timekeeping unit of

Transcript PSDS. separations.

SF 2802 Application for Refund of  Give to former employee Initiates refund.

Retirement Deductions on request for completion
e and return. S e
SF 2810 Notice of Change in Prepare as directed on See ELM 525.4, 525.5, 525.6,

Health Benefits form. 525.7, 525.8, 524.76
SF 2819 Notice of Conversion Prepare and give to former See ELM 524.77

Privilege employee.

SF 2821 Agency Certification of Prepare and forward to Certification of salary.

Insurance Status PDC. Forward employee

copy upon verification of
_salary by PDC. _ _
SF 3106 Application for Refund Give to former employee Initiates refund.

(FERS)

on request for completion
and return,

Resignation, retirement, death actions will require some or all of these additional forms:

Resignation

Form 2574 Resignation

Employee prepares

Retirement - Mandatory or optional

SF 2801 Application for Retirement. Employee prepares
SF 2801-1 Certified Summary of Prepare from emloyment Certifies creditable service,
Federal Service and military records 2. B
SF 2801:
Schedule

Military Service Info
Military Retired Pay
Federal Employees
Compensation Information
Agency Checklist of
Immediate Retirement
Procedures

o Ow>»

Attach DD-214

Exhibit 410a (p. 1), Separation Forms

Handbook EL-301, June 1989
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Exhibit 410a (p. 2)

Guidelines for Processing Personnel Actions

Form Title Preparation Use
SF 2818 Election of Post Forward to PDC with

Retirement Basic Life retirement papers after

Insurance Coverage employee elects.
SF 2823 Designation of Beneficiary Pull from OPF and forward

(FEGLI) (formerly SF 154)

to PDC with 2817’s
(formerly SF 176) with
retirement paperwork.

Form 1345 or
Local Form

Request for Retirement or
Posthumous Recognition

Prepare to initiate
preparation of retirement
certificate.

OPM 1538

Statement Regarding
Former Spouses

Employee completes.

Retirement--Disability (Forms needed in addition to above)

SF 2824A Applicant's Statement of  Employee prepares and
Disability obtains supporting
statements. See form for
further instructions.
SF 2824B Supervisor's Statement
SF 2824C Physician’s Statement
SF 2824D Agency Certification of
Reassignment and
Accommodation Efforts
SF 2824E Disability Retirement

Application Checklist

Medical Documentation

Form 1345 or

Request for Retirement or

Prepare to initiate

Local Form Posthumous Recognition  preparation of retirement
certificate.
SF 2823 Designation of Beneficiary Pull from OPF and forward
(FEGLI) (formerly SF 154) to PDC. with 2817's
(formerly SF 176) with
retirement paperwork.
DEATH
SF 2800 Application for Death Claimant prepares.
Benefits .
SF 1153 Claim of Designated Claimant prepares.
Beneficiary and/or
Surviving Spouse for
Unpaid Compensation of
Deceased Civilian
Employee.
SF 1155 Claim for Unpaid Claimant prepares.
Compensation of
Deceased Civilian
Employee B
FE-6 Claim for Death Benefits  Claimant prepares.

(FEGLI)

216

Exhibit 410a (p. 2), Separation Forms
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Guidelines for Processing Personnel Actions

Exhibit 410a (p. 3)

Form Title

Preparation Use

W-9 Request for Taxpayer
Identification Number

Claimant prepares.

Form 1345 or  Request for Retirement or

Prepare to initiate

Local Form Posthumous Recognition  preparation of certificate
for surviving spouse or
relative.
CA-3 Report of Termination of  Prepared by employing
Total or Partial Disability  office.
CA-5 Claim for Compensation ~ Claimant prepares.
by
. Widow/Widower/Children = . _ I o
CA-5B Claim for Compensation ~ Claimant prepares.
by Parents, Brothers,
Sisters, Grandparents,
Grandchildren o o . -
CA-6 Official Superior's Report  Prepared by employing
of Death as a result of office.
Injury on Duty

Exhibit 410a (p. 3), Separation Forms
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Exhibit 410b Guidelines for Processing Personnel Actions
Quit Codes--Employee’s Reason for Leaving .
(Elements 84-85)
Quit Quit
Code Reason Code Reason

411

451

452 ....
453 ...
454 ...
455 ..ee
456 .........
457 i

Working Conditions

Too much night work

Too much weekend work

Too much overtime

Too much travel

Work schedule too erratic
Poor physical environment
Job location too far from home
Transportation inadequate

Nature of Work

Insufficient challenge

Insufficient prestige

Skills not sufficiently utilized

Not enough recognition for
accomplishments

Job not in line with career

Scheme difficulty

Work too hard physically

Don't like or not suited to kind of work

Health or Physical Conditions

Personal illness

Physical disability (other than retirement)
Psychological or nervous disorder
Pregnancy

Alcoholism or drug addition

Relationships on the Job

Don't get along with fellow workers
Don't get along with supervisor
Favoritism in assignments
Favoritism in promotions
Discrimination--race
Discrimination--sex
Discrimination--other

L. 5 [—

422 ...
423 ...
424 .........

431 .........
432 ...
433 ...
434 ...
435 ...
436 ........

471
472 ...
473

Family Responsibilities

Getting married

Marriage

Children require fulltime attention
lliness in family

Geographic Location

Moving to different area for persanal
reasons

Resignation--declined relocation
Resignation--declined reassignment
Resignation--declined regular rotation

Economic Considerations

Pay rate too low

Not enough hours of work per week

Not enough fringe benefits

Not enough promotion opportunity

Lack of job security

Indebtedness/obtain retirement withholding

Self Development
Further education

Broaden work experience
Opportunity for more on-the-job training

Other

Resigned--adverse action pending
Resigned--charges pending
Resigned--in lieu of remaval
Enter military service

Accept better job offer
Self-employment

Extended travel
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Exhibit 410c (p.1)

Unemployment Compensation Codes
(Enter in Element 87, for all separations)

Pr——

Definition

Retirement--Mandatory. Due to age. Estimated retirement annuity
per month $(Amount)(Inspection Service only.)

___month $(Amount)

Retirement--Optional. Employee voluntarily retired to obtain
retirement benefits. Eligible for optional retirement because of
combination of age and service. Estimated retirement annuity per

Retirement--Optional. Employee voluntarily retired to seek
employment in private industry. Eligible for optional retirement
because of combination of age and service. Estimated retirement
annuity per month $(Amount).

Retirement--Optional. Employese voluntarily retired in lieu of
separation because of declination to relocate with activity.
Retirement--Optional. Employee voluntarily retired in lieu of
separation when position was abolished. Eligible for optional

retirement because of combination of age and service. Estimated
retirement annuity per month $(Amount).

Retirement--Optional. Employee voluntarily retired in lieu of
reassignment when position was abolished. Eligible for optional
retirement because of combination of age and service. Estimated
retirement annuity per month $(Amount). -
Retirement--Optional. Employee voluntarily retired to pursue
self-employment. Eligible for optional retirement because of
combination of age and service. Estimated retirement annuity per
month $(Amount).

Retirement--Optional. Eligible for optional retirement because of
combination of age and service. Estimated retirement annuity per
month $(Amount)(Write in reason employee gave.)

Retirement--Disability. Employee did formally initiate action to be
considered for a permanent or temporary light duty assignment.
Estimated retirement annuity per month $(Amount)(ldentify that part
of the work the employee was not able to perform.)

Retirement--Disability. Employee did not formally request a
permanent or temporary light duty assignment. Estimated retirement
annuity per month $(Amount). (Identify that part of the work the
employee was not able to perform.)

Retirement--Discontinued Service in Lieu of Resignation. Employee
involuntarily separated from the Postal Service (not for cause).
Eligible for immediate retirement annuity because of combination of
age and service. Estimated retirement per month $(Amount). (Identify
reason(s) for involuntary separation.)

Resignation--Voluntary. Employee voluntarily resigned to accept
other federal employment; no break in federal service.

616 .........

Resignation--Voluntary. Employee voluntarily resigned; gave no
reason for resignation-no other separation information available.

Exhibit 410¢ (p.1), Unemployment Compensation Codes
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Exhibit 410¢ (p.2)

Guidelines for Processing Personnel Actions

220

Definition

Resignation--Voluntary. Employee voluntarily resigned to continue
education full-time.

Resignation--Voluntary. Employee voluntarily resigned for personal
reasons, did not identify what personal reasons were. (No other
separation information available.)

Resignation--Voluntary. Employee voluntarily resigned to accompany
spouse to a new duty station.

Resignation--Voluntary. Employee resigned to enter active military
duty. Upon honorable release from active service and upon
compliance with other conditions prescribed for the exercise of
reemployment rights, employee will be entitled to reemployment as
provided by law and regulation in effect at the time of receipt of
applications.

Resignation--Voluntary. Employee voluntarily resigned to enter
employment in private industry. I
Resignation--Voluntary. Employee voluntarily resigned to move to a
different area for reasons of health. (Identify health reasons.)

Resignation--Voluntary. Employee voluntarily resigned based on
alleged discrimination because of religion. Equal Employment
Opportunity complaint procedures were available to employse.

625 .........

Resignation--Voluntary. Employee voluntarily resigned based on
alleged discrimination because of sex. Equal Employment

__Opportunity complaint procedures were available to employee.

Resignation--Voluntary. Employee voluntarily resigned based on
alleged discrimination because of age. Equal Employment
Opportunity complaint procedures were available to employee.

626 .........

Resignation--Voluntary. Employee voluntarily resigned based on
alleged discrimination because of race, color or national origin. Equal
Employment Opportunity complaint procedures were available to
employee.

Resignation--Voluntary. Employee voluntarily resigned because of
alleged lack of job security.

Resignation--Voluntary. Employee voluntarily resigned because of
insufficient promotional opportunity.

Resignation--Voluntary. Employee voluntarily resigned because of
insufficient pay.

Resignation--Voluntary. Employee voluntarily resigned because of
insufficient fringe benefits.

Resignation--Voluntary. Employee voluntarily resigned because of
not enough recognition for accomplishments.

Resignation--Voluntary. Employee resigned because job was not in
line with career plans.

Resignation--Voluntary. Employee resigned because skills were not
sufficiently utilized.

Exhibit 410c (p.2), Unemployment Compensation Codes
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Guidelines for Processing Personnel Actions Exhibit 410¢ (p.3)

UC Code Definition

634 ......... Resignation--Voluntary. Employee voluntarily resigned because of
iliness in family.

635 ......... Resignation--Voluntary. Employee voluntarily resigned because of
marriage plans.

636 ......... Resignation--Voluntary. Employee voluntarily resigned because

employee felt work was too hard. Work conditions existed with
acceptance of postion. B
637 ......... Resignation--Voluntary. Employee voluntarily resigned because
employee felt there was too much travel. This condition existed with
acceptance of postion.

638 ......... Resignation--Voluntary. Employeé voluntarily fesigned because
employee felt there was too much pressure.
639 ......... Resignation--Voluntary. Employee voluntarily resigned because of

dissatisfaction with work hours. This condition existed with
acceptance of position.

640 ...... B Resignation--Voluntary. Employee voluntarily resigned because job
location was too far from residence. (Identify number of miles.)

641 ......... Resignation--Voluntary. Employee voluntarily resigned to be self
employed.

642 ......... Resignation--Voluntary. Employee voluntarily resigned to begin
farming full time. o

643 ......... Resignation--Voluntary. Employee voluntarily resigned because of

pregnancy; employer has no policy restricting pregnant employees
from working.

644 ......... Resignation--Voluntary. Employee voluntarily resigned because of
household responsibilities.

645 ......... Resignation--Voluntary. Employee voluntarily resigned--did not get
along with fellow workers.

646 ......... Resignation--Voluntary. Employee voluntarily resigned--did not get
along with supervisor.

647 ......... Resignation--Voluntary. Employee voluntarily resigned, gave family

reasons for declining to accompany activity when it moved to a new
organization or geographical location.

648 ......... Resignation--Voluntary. Employee voluntarily resigned because of
failure to accept new assignment to (identify city and state).

649 ......... Resignation--Voluntary. Employee voluntarily resigned while action
pending to separate for (identify reason).

650 ......... Resignation--Voluntary. Employee volunfarily resigned while charges
were being prepared for (identify reason).

651 <iina Resignation--Voluntary. Employee voluntarily resigned to accept
position with U.S. Postal Service.

652 .o Resignation--Voluntary. Employee voluntarily resigned in order to
relocate.

Exhibit 410c (p.3), Unemployment Compensation Codes
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Guidelines for Processing Personnel Actions

222

Definition

Resignation--Voluntary. Employse voluntarily resigned because
(identify reason(s) the USPS believes to be the reason(s) the
employee resigned.)

Separation--Employee transferred to another federal agency; no
break in federal service.

Separation--Military. Employee voluntarily separated to enter active
military duty. Upon honorable release from active military duty and
upon compliance with other conditions prescribed for the exercise of
re-employment rights, employee will be entitled to reemployment as
provided by law and regulations in effect at the time of receipt of
application.

Separation--Employee was separated after deiclining to relocate with
job activity (give reason).

Separation--Employee was separated after failing to accept a new
work assignment. (Identify reason(s) why the employee did not
accept a new assignment to (city and state.)

Separation--Disability. Employee did not formallyauest a
permanent or temporary light duty assignment. (Identify that part of
the work the employee was not able to perform.)

Separation--Disability. Employee did not formally initiate action to be

considered for a permanent or temporary light duty assignment.

(Identify that part of the work the employee was not able to perform.)

Separation--Employee was separated during probationary period for
~ pre-appointment condition. (Identify pre-appointment condition.)

Separation--Disqualification. Employee was separated during the
probationary period for disqualification conditions. Identify
disqualifying conditions.)

Separation--Employee was separated after probationary period for
pre-appointment conditions. (Identify pre-appointment conditions.)

Separation--Abandonment of Position. Employee was separated for
abandoning position during working hours. (Identify the conditions
under which the abandonment occurred.)

674 .........

Separation--Inefficiency. Employee was separated for unsatisfactory
performance of duties. (Identify specific details of unsatisfactory
performance.)

875

Separation--Insubordination. Employee was separated for refusing to
perform assigned duties.

676 .........

Separation--Excessive Absence Without Cause. Employee was
separated for absence without leave without reason or justification.
(Identify specific dates of absence and number of hours lost.)

677 ...ocvne.

Separation--Employee was separated for threatening or endangering
the physical well-being of a fellow employee.

Exhibit 410¢ (p.4), Unemployment Compensation Codes
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Guidelines for Processing Personnel Actions

UC Code Definition

678 ........ Separation--Employee was separated because of being charged with
commission of a felony. (ldentify felony.)

679 ... Separation--Death.

680 ......... Separation--Employee was separated for (identify reason(s)).

681 ......... Termination--Expiration of Appointment. (Give a brief statement of
the reason(s) for termination. If applicable, show: No other job
offered, or refused extension of appointment, and any reason(s) for
refusal. If employee gave no reason, so state.) Note: Code 681

- applies to voluntary and involuntary separations.

682 ......... Resignation-Employee Resigned for (identify reason(s))

Exhibit 410¢ (p. 5), Unemployment Compensation Codes

Handbook EL-301, June 1989
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Snyder, Ellen M - Washington, DC

From: Faulkner, Taryn - Washington, DC - Contractor
Sent: Tuesday, October 07, 2003 1:19 PM

To: Ostanek, Greg - Washington, DC; Dasgupta, Sharmi - Washington, DC; Fuentes, Jaime O -
Washington, DC; Irving, Pamela H - Washington, DC; Klein, Mary A - Washington, DC; Meyer, Jack
L - Washington, DC; Payton, Vanda J - Washington, DC; Rose, Amy S - Washington, DC; Scott,
Gale R - Washington, DC; Snyder, Ellen M - Washington, DC; Tayman, Bill P - Washington, DC;
White, Judith M - Washington, DC; Williamson, Robert D - Washington, DC; Biersteker, Dale P -
Washington, DC; Brockson, Richard L - Washington, DC; Cataldi, Deborah - Washington, DC;
Cunningham, James P - Washington, DC; Bradley, Jennifer L - Washington, DC; Ferrara, Deborah
S - Washington, DC; Kim, David Y - Washington, DC; Lister, Albert C - Washington, DC;
Macdonough, Kathleen C - Washington, DC; Marshall, Bruce A - Washington, DC; Mitchell, Angie
M - Washington, DC; Mitchell, Jo Ann - Washington, DC; Morrow, Sara M - Washington, DC;
Nichols, Alan H - Washington, DC; Oates, Robert L - Washington, DC; Orth, James A - Washington,
DC; Phelps, Steven R - Washington, DC; Hatcher, Jatona S - Washington, DC; Smith, Gardner W -
Washington, DC; Zelnio, Stan M - Washington, DC

Cc: Williams, John D - Washington, DC - Contractor; Chang, James - HP Services - Washington DC;
Duong, Hai - HP Services - Contractor; Jolin, Sandra L - Washington, DC - Contractor; Matthews,
Steve - Washington, DC - Contractor

Subject: XP Migration Changes - Reminder

WHAT?

Following your Windows XP migration, two changes will occur that may impact your

computing needs:

e The backup of your c:drive that was captured during your Windows XP Migration will
be deleted from our system.

* Your system will be placed in a managed environment.

WHEN?
October 10, 2003

HOW WILL THIS AFFECT YOU?

e After this date, backup information from your pre-migration c:drive will no longer be
available for retrieval.

» In the managed environment, you will not be able to install software.

* You will still be able to save files to your c:drive; however, you can only do so by
saving your files in your “#<userid> Local Data Not Backed Up” folder.

* In order to have software installed once you are in the managed environment, you will
need to contact the IT Help Desk for assistance.

WHAT DO YOU NEED TO DO?

 Review your files to ensure that ALL of your needed files from your previous system
are available to you.

» Ensure you have installed any non-standard software which you need to conduct
postal business.

e If you need limited administrative rights to your c:drive because you are a developer
or you need to update unsupported software regularly, please visit https://eaccess
and request “Ace Non Supported User” rights. Enter Rick Yost, Manager HCIS, as
Approving Manager. Any other manager's name will result in your request being
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denied.
Note: |If you requested administrative rights prior to being migrated to XP, you will
need to submit a new request or modify your existing request now that you are
migrated, since your system has been replaced with a new workstation .

For additional assistance, please contact the HQ XP Migration Coordinator at x4503 or
by email at HQ XP Migration.

XP Migration Team

10/7/2003
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Guidelines for Processing Personnel Actions Appendix A

. Appendix A

Special Pay

Rate Retention

Rate retention is the continuation of an employee’s basic salary after a nondisciplinary
involuntary assignment to a lower level position. An employee’s documented salary is
the salary the employee would have received had the change to lower level been
voluntary.

Rate retention can be established for a 2-year period (104 weeks) or indefinitely. There
are three types of rate retention, each of which is described in this Appendix: protected
rate, saved rate and saved grade.
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Appendix A Guidelines for Processing Personnel Actions

Protected Rate

Protected rate is a form of rate retention used in conjunction with a nondisciplinary

involuntary change to lower level for

1. Bargaining-unit employees,

2. Rate schedule code F employees, and

3. EAS employees involuntarily assigned to a part-time position with fewer established
hours.

Protected rate is established for 2 years (104 weeks). To establish a protected rate, code
Form 50 according to instructions in 333 and code elements 18, 27, 28, 29, 32, 88 & 97
on Form 50 as follows (see sample worksheet on page 3):

Element

18 If change to lower level results in an assigned salary below the top step, enter
the next step due date. (Employees will still be eligible for and receive step
increases to their documented salary as long as service is satisfactory; however,
employees will continue to be paid at the protected rate until it is terminated.)

27 Rate Schedule Code of former position.
28 Level and step of salary being protected.

29 Enter the pay period and year in which the protection expires (2 years from the
effective date of the protection, e.g., if protection was established PP 01/88, the
entry in element 29 should be 01/90).

32 Enter "P" (for Protected) to indicate 2-year protection.

88 State conditions which necessitate the involuntary assignment.
97 Enter employee’s basic salary (without COLA) at which protected.

A through E Postmasters

Process Form 50 to allow A through E postmasters a protected rate for 104 weeks upon
reduction in window hours (e.g., service hour change from E to D). If window hours are
further reduced within the 104-week period, the original protected rate remains in effect
for the balance of the 104 weeks (see ELM 415.112).

Example: You should:
The window hours of a post Process a Form 50,
office are reduced, (change from Reassignment Action, showing
E to D). protection for 104 weeks at

current basic salary for "E"
service hours.

50 weeks later, the window Process Form 50, Reassignment
hours are again reduced, Action, but do not change the
(change from D to C). protection data because the

employee should retain the
protected rate at "E" for the
remaining 54 weeks.

Process another Form 50 (NOA
894) at the end of the 54 weeks
to change the salary protection
data and protect employee's
salary at D for the remaining 50
weeks.
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Appendix A
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Saved Rate

Saved rate is an indefinite form of rate retention used in conjunction with a

nondisciplinary involuntary change to lower level (NOA 713) for

1. nonbargaining and

2. bargaining employees (Note: except as applies to current or former employees with
an on-the-job injury/disability, saved rate may apply to bargaining-unit employees
only when authorized by Headquarters Labor Relations).

Individuals resuming work after on-the-job injury/disability may be eligible for indefinite
saved rate in accordance with ELM 546.142(3)b and d.

To establish an indefinite saved rate, code Form 50 according to instructions in 333 and
code elements 18, 27, 28, 32, 88, 96 and 97 on Form 50 as follows (see sample
worksheet on page 5):

Element
18 If change to lower level results in an assigned salary below the top step, enter
the next step due date. (Employees will still be eligible for and receive step
increases to their assigned salary as long as service is satisfactory; however,
employees will continue to be paid at the saved rate until it is terminated.)

32 Code S should be entered to indicate indefinite protection.
88  State conditions which necessitate the involuntary assignment.

96 Enter level/step for the occupation code and title of the position entered in
elements 93 and 94. B e s el e e i

97 " Enter basic salary, i.e., iﬁé?ate at whicl{salafy is saved.
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Saved Grade

Saved grade is an exception to the normal rate retention policies. It can be authorized
only by Headquarters. It is a form of indefinite rate retention used in conjunction with a
nondisciplinary involuntary change to a lower level position for

1. nonbargaining and

2. bargaining employees

Saved Grade allows the current grade to be retained when authorized by Headquarters.
Since there is no change in grade, the nature of action would be a reassignment, not a
change to lower level. To establish an indefinite saved grade, code Form 50 according to
instructions in 335 and code elements 88, 93, 95, 96 and 97 as follows (see sample
worksheet on page 7):

Element
88 Authorized by . (Indicate Headquarters' authorization for saved grade and the
effective date of the authorization.)

93 Occupation code of the lower level position.

95 Enter rate schedule code of the position plus an "A", e.g., EA. The "A" permits
you to continue the employee's current grade and salary.

96 Level & step of prior position.
97 Employee’s basic salary at the saved grade.

Note: The employee’s FLSA status is generated by the occupation code, not the level of
the position. It is therefore possible to have a formerly exempt employee in a
nonexempt position with eligibility for FLSA overtime compensation.
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232

Special Exception Processing .

Another type of rate exception deals with casual and temporary employees. On occa-
sion, approval is granted for these employees to exceed the standard casual/temporary
rate of pay. To establish the exception, code Form 50 according to instructions in 230
and code elements 32, 88, and 97 as follows (see sample worksheet on page 9).

Element
Enter code "S". This permits the salary to exceed the norm.

88 Authorized by (approval by the Headquarters Compensation Services Division is
required for hourly rates which exceed the approval authority of the Field Division
General Manager.)

97 Enter approved hourly salary.
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PS Form 50-8, July 1985 (Exception to SF 50)
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Termination of Rate Retention .

When terminating rate retention (saved rate, saved grade, or protected rate), use nature
of action code 894, Pay Adjustment. Code Form 50 according to instructions in 344,

The effective date for terminating protected rate prior to the 104-week period is the pay
period following the determination that an employee is no longer entitled to a protected
rate (see ELM 421.514 for a list of reasons for terminating the protected rate prior to
the expiration date). If protected rate is not terminated on the beginning of the pay
period in which it expires, the system will generate an error on the AAD63I report. The
"631 report" also notifies you in advance of protected rates which will expire next pay
period (see Appendix C for more information about the 631 report).

When rate retention is ended due to (1) the assigned salary exceeding the protected or
saved salary, (2) a promotion to a grade equal to or above the protected or saved grade
(see sample worksheet on page 11), or (3) voluntary change to a lower grade, eliminate
the rate retention data on Form 50 by entering an asterisk in element 32.
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Additional Information

¢ See ELM 411.4 and 415.3 for information on rate retention for nonbargaining
employees. See 421.5 and 422.271 for information on bargaining employees.

¢ Bargaining and nonbargaining employees with rate retention will continue to receive
step/merit increases to their assigned salary and will continue to receive the retained
salary until it is terminated.

+ When a voluntary move is made by a person already covered by some form of rate
retention, the move is treated as a reassignment when it is to a position of a level equal
to the assigned grade but lower than the grade serving as a basis for rate retention.
Example: An EAS-11 employee has EAS-17 saved rate. If employee voluntarily accepts
a PS-5 position, the nature of action should be considered a reassignment (NOA 721)
because EAS-11 and PS-5 are equivalent grades (see sample worksheet on page 13).
However, if same employee voluntarily accepts a PS-4 position, the nature of action is a
change to lower level (NOA 713) and employee loses the rate retention.

+ A saved rate is converted to a protected rate when an EAS employee volhntarily
moves to a bargaining-unit position at the same or higher equivalent level. The 104
weeks at the protected rate begins upon the change to the bargaining-unit position.

+ A protected rate that resulted from a previous job is not affected by a reassignment
to a nonbargaining position unless the rate retention is terminated. Example: A PS-6
employee was given a management-directed change to lower level at PS-5 with protected
rate for 104 weeks. 50 weeks later, employee accepts reassignment to EAS-11 position.
PS-5 and EAS-11 are equivalent, so the employee keeps the protected salary for the
remaining 54 weeks.

+ To change an employee from Saved to Protected or from Protected to Saved, process
a change to lower level, reassignment, or correction, as appropriate. The nature of
action depends on the situation:

Use NOA Code IF

Correction 002 Employee has been given the wrong type of rate retention. The effective
date should be the same as the action which established the incorrect rate
retention.

Change to Lower 713  Employee with a saved rate in an EAS position voluntarily accepts a

Level change to a lower equivalent-level position in another salary schedule.

Example: An EAS-11 employee has EAS-14 saved rate. Employee is

Reassignment 721 Employee with a saved rate in an EAS position is voluntarily changed to a
position with an equivalent or higher grade than the assigned grade but still
lower than the grade serving as the basis for saved rate. Example: An
EAS-11 employee has EAS-14 saved rate. Employee is changed to a PS-7
position with protected rate.
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Rate Schedule Codes, Special Salary Codes, and Saved/Protected Codes

Rate Schedule Codes (Element 95)
Cade Employees Covered

Mail Transportation Equipment Centers & Area Supply Centers schedule
Rural Auxiliary, Relief, Associate Employees schedule (designations 75, 77 and
78)

Mail Equipment Shops, Washington, DC and Materie!l Distribution Centers
-schedule

EAS (Executive & Administrative Schedule)

EAS Postmaster schedule, grades A thru E

Postal Nurses schedule

Structured Management Development schedule

Headquarters Operating Services Division/Rockville Support Services Branch
schedule

Postmaster Reliefs/Leave Replacement schedule

Mail Handlers schedule

Postal Data Centers (PDC) employees schedule

Postal Service (PS) schedule

Rural Carrier schedule

Postal Career Executive Service (PCES) schedule

Tool & Die Shop schedule

Attorney Pay schedule

Postal Police Officers schedule

<CHwInUoZ2Zr XComm O mW>

Special Salary Codes (Element 95)

Special salary codes allow exceptions to a salary schedule, change of a rate schedule
code (RSC), exception to the assigned level of a position, and permit extension of PCES
(I or II) benefits to an employee normally not entitled. Special salary codes are used on
accession and change actions, and should appear on Form 50 as a suffix to the rate
schedule code (e.g., the entry in element 95 would be "EA" for an EAS employee with
saved grade). See Appendix A for more information on special salary.

A Saved Grade This code allows an exception to the assigned level and salary of a
position. The exception permits a higher level and salary to be
assigned to a position.

G Guaranteed  This code indicates a pay exception for regular rural carriers cov-
Salary ered under section 7(b)(2) of the Fair Labor Standards Act. Cov-
erage is set forth at the beginning of the guarantee period and
continues for 52 consecutive weeks. When the results of a route
adjustment reduce the route’s compensation below the guarantee
set forth at the beginning of the guarantee period, the assigned
carrier will be compensated at the guaranteed annual wage until the
end of the guarantee period.

L Below This code is used for nonbargaining employees only. The code
Minimum allows the salary to be set below the minimum for the grade. The
code is used only for (1) a newly hired nonbargaining employee

(refer to ELM 412.1(b)) or (2) a PCES employes.

R Reemployed This code is used for an employee whose annuity under the Civil
Annuitant Service Retirement System is continued after reemployment and

salary has been reduced by the amount of annuity from OPM (see
ELM 323.33).
(Note: An employee is considered a reemployed annuitant if the
employee is
1) reemployed to work part- time and
2) continues to receive payments from the Office of Workers Com-
pensation Programs (OWCP) and
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3) applied for and was approved for disability retirement but chose
to waive the disability annuity.

Such an employee is placed in Retirement code 4, but salary is not
offset (the offset does not apply because annuity is from the OWCP,
not the Office of Personnel Management).

z

Special Used only at Headquarters' direction to indicate protection of a rural
Protection carrier's salary for 104 weeks at whichever is lesser of

(1) the 40 evaluated hour basic rate or

(2) the new basic salary plus 25 percent (of new basic salary)

The following codes are used to extend Postal Career Executive Schedule (PCES)
benefits or exceptions to the PCES salary schedule. The use of the codes should be
initiated by the Regional PCES Coordinator, or in the case of "C" by the Postal Rate

Commission.
C  PCES I benefits extended to RSC E (used only by Postal Rate Commission)
P PCES II insurance benefits extended to PCES L.
V  PCES employee assigned to EAS position and maintain PCES status
Y  Combination of Codes P & V.
Saved/Protected Codes
(Element 32)
P This code is used to establish and to reflect protected rate status which allows
exception to the maximum salary range for 104 weeks.
S  This code is used to establish and to reflect saved rate status which allows

exception to the maximum salary range for an indefinite period of time.

Handbook EL-301, June 1989
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POSTAL BULLETIN

21673, 5-19-88, Page 25

SRR ey e

Rural Letter Carriers’ Association, substitutes and
Rural Camrier Associates (RCA) shall earn leave bene-
fits when serving a vacant route, or when serving
the route during the extended absence of the regu-
lar carrier in excess of 90 days. This change became
effective January 21, 1988. If an RCA served a
vacant route prior to January 21, 1988, the time
does not count toward the 90 days needed to
obtain leave earning status.

To accommodate this change, a new designation
code 74 and occupation code 232508XX has been
established to identify RCAs in a leave earning
status. To change an eligible RCA to a leave earn-
ing status, offices must process Form 50, Notifica-
tion of Personnel Action, using Nature of Action
(NOA) 907, Change to Leave Eaming Status. The
effective date of the action (element 1 on the Form
50) must be the 91st day the RCA covers the route
but not prior to April 20, 1988.

A list of all the data elements on Form 50 that
must be completed follows:

Element Description Explanation

1

14

4

; 25
- 26

56

65
72

79
80

84
88

93
94

Effective Date .......cccccevveane
Leave Computation Date ..
Leave Category .................
Leave Change PP-YR .......
Leave Type......ccooeeecrecnnne
Employing Office
Finance No.

Designation/Activity .........
Route Number .................

NOA Description ..............

Remark Code.....................
Free Form Remark............

Occupation Code...............
Position Title.....................

Explained above.

User must compute.

System will compute.

System will compute.

Enter Code 2.

Restate Finance
Number.

Enter Code 74/0.
Enter Route Number
of Vacant Route.

Enter 907.

Enter Change to LV
Eamning Status.

Enter 515.

Enter 515: (Day 1 of
90 Day Count).

Enter 232508XX.

Enter RCA Serving
Vacant Route.

RURAL CARRIER ASSOCIATES

'-ﬁ\s defined in Article 10, Section 5, of the Ngtion-
ai Agreement between USPS and the National

When establishing the RCA as a designation 74,
personnel must not terminate the original RCA po-
sition (designation 78). It is also not necessary to
terminate any dual positions that the RCA might
have if the employee will be continuing in the dual
positions after returning to the RCA (designation
78) position.

Postal data center (PDC) programs will adjust
the employee’s multiple positions to show designa-
tion 74 as suffix 1, designation 78 as suffix 2, and
any subsequent position as suffix 3. The employee
may not work in dual positions while serving the
vacant route as a designation 74.

At the end of the assignment as a designation 74,
personnel must process Form 50, NOA 908,
Change to Non-Leave Earning Status, on the pri-
mary, suffix 1, job, which automatically returns the
employee to the designation 78 position. The PDC
will terminate the designation 74 position and shift
any remaining jobs into the proper order. The PDC
wiglalso delete the employee’s leave data, if appli-
cable.

Offices must complete the following Form 50
elements on a NOA 908:

Element Description Explanation
1 Effective Date...........cene.e. Enter the Date the
Employee Ceases
Earning Leave.
79 NOA .iccscvmvssasiisasnsasssass Enter 908.

Note: If an RCA later obtains career status, he or
she receives full credit for the time served as a des-
ignation 74 when calculating the retirement com-
putation date, whereas time served as a designation
78 is computed on the basis of days actually
worked.—Employee Relations Dept., 5-19-88.
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Appendix B
Processing Rural Carrier Personnel Actions

1. Definitions

Regular Rural Carrier--(designation 71) Career annual rate employees assigned to an
established mileage rural route on the basis of 6 days, or to an established heavy
duty route for 5, 5-1/2, or 6 days in a service week.

Substitute Rural Carrier--(designation 73) Noncareer rural carriers, with an indefi-
nite appointment, assigned to serve as a substitute on one to three established rural
routes in the absence of a regular rural carrier. SRCs basically have the same duties
as RCRs and RCAs (see below), but certain rights and benefits were given to them
upon their original appointment before the 1981 National Agreement established
RCRs. At that time, the rights and benefits under which SRCs were originally hired
were to remain intact, so SRCs are said to be "grandfathered" under the 1981
agreement. Currently, new relief employees are hired as RCA. Only relief employ-
ees hired prior to the 1981 Agreement will have the title of SRC, designation 73.
SRCs may also be temporarily assigned (a) to a regular vacant rural route pending
the selection of a regular rural carrier (after 90 days of service they are converted
to designation 72 and earn leave--see IV Conversions), (b) to an aux111ary route as
an auxiliary rural carrier or (c) as an auxiliary assistant.

Auxiliary Rural Carrier--(designation 77) Persons selected to serve an auxiliary rural
route (one that has not been evaluated and designated as a regular rural route).

Rural Carrier Relief (designation 75) and Rural Carrier Associates (designation 78)
Noncareer rural carriers hired without time limitation to provide service on estab-
lished rural routes in the absence of regular rural carriers or to provide service on
auxiliary rural routes. For an RCR, this service may be as a leave replacement
and/or covering a vacant regular route pending the selection of a regular rural
carrier. RCAs may also be temporarily assigned a) to a vacant regular rural route
pending the selection of a regular rural carrier (after 90 days of service, they are
converted to designation 74 and earn leave--see IV Conversions), (b) to an auxiliary
route as an auxiliary rural carrier or (¢) as an auxiliary assistant.

I1. General

Newly established rural routes must be established at PDC before a Form 50 can be
processed. If you have a new route being established, note at top of worksheet
"NEW ROUTE". You must ensure the route master has been updated prior to
processing a Form 50.

Elements 49, 50, 73, 74, 75, 76, 78, and 97 need never be completed on rural
actions. These are computer generated by PDC based on what has been updated in
the rural route master file.

See National Agreement and ELM 512.53 for rural carrier annual leave policies,
513.22 for rural carrier sick leave policies.

Check specific NOA located in Chapter 2 Accessions or Chapter 3 Changes for
elements requiring entry on Forms 50.
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II1. Accessions .

RCRs and RCAs can be used on up to three routes. No additional Forms 50 need
to be processed to accomplish this.

An RCA may be dually appointed as a casual from the first day of employment.
The worksheets must be submitted to ELRIC simultaneously, stapled together
(appointment action must be numbered "1 of 2" and dual appointment action must
be numbered "2 of 2").

Former qualified regular rural carriers may be reinstated subject to applicable
reinstatement provisions. See National Agreement for specifics.

IV. Conversions

If a rural carrier employee who holds a dual appointment in a second, third, or
fourth position (Suffix code 2, 3 or 4) is converted to career, use suffix 1 of Form
50 (processing copy) to convert to career.

RCAs must have 1 year of service in order to be eligible to bid on regular rural
routes (see National Agreement for specifics). If RCA is successful bidder, RCA is
converted to regular rural carrier.

SRCs convert to Step 8 or existing step, whichever is lower.

A SRC who has been converted to ARC (designation 72) due to serving in excess of
90 days on a vacant rural route at time of conversion to regular rural carrier will be
converted at their existing step as long as the annual leave periods worked count is
greater than six (otherwise step placement will be the same as designation 73). If
employee is being converted to career from designation 72, enter in remarks section
of Form 50 the date employee started carrying the vacant route for verification (use
remark code 515).

No need to do separation action to terminate a dual appointment of.a SRC (73 &
77) being converted to regular rural carrier. It automatically terminates on conver-
sion to regular rural carrier.

If converting a rural carrier employee who holds a dual appointment to a part-time
flexible or part-time regular position, you must process NOA 960 along with the
conversion Form 50, for each dual job employee is giving up. The dual jobs must
be terminated prior to converting the employee to career status.

NOA 928 is used for conversion to career for any employee converting to a career
position in a different postal finance number.

On conversions to regular rural carrier (NOA 580):

¢ Time on USPS rolls during which an employee served as a SRC (not just the
dates on which actual service was performed) is creditable for leave if the time is
creditable for retirement purposes.

¢ See Exhibit 210d to determine whether RCR and RCA time is creditable for
leave and retirment

¢ Designations 75, 77 and 78 are placed at Step B on conversion to career and
start a new step increase waiting period.
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+ Employees from other crafts converted to regular rural carrier are placed at Step
B and the next step date will be based on the effective date of the action.

« All saved, protected and red circle salaries drop upon conversion to regular rural
carrier.

V. Changes

Regular Rural Carriers (designation 71) who are being reassigned to another route
(in current installation or in another installation) will retain their step and their
next step date.

Current career employees in other crafts reached by their score on the rural carrier
register and selected are reassigned to regular rural carrier at Step B (see National
Agreement). In some cases, the employee will lose money by doing this and should
be advised before selection is made.

NOA 904 and 905, Route Change, are PDC-generated actions. They are generated
when there is a change in route classification or information.

Code 907, Change to Leave Earning Status, is used to document when a SRC
(designation 73) or RCA (designation 78) is appointed to serve a vacant route, or
when serving the route during the extended absence of the regular carrier in excess
of 90 days. Process a Form 50 on the 91st day the employee serves in the- position
and change the des code to 72/0 for SRC or 74/0 for RCA. Use the 91st day’s date
as the effective date. Enter remark code 515, "relief carrier has served continuously
on route since ." This is the date the employee begins earning annual and sick
leave. Note: When moving a 73 into a 72 position, do not terminate the 73 position
or any other valid dual positions. The employee may not work in other dual jobs
while serving as a 72, but it is no longer necessary to delete the dual jobs and then
reestablish them when the employee returns to the 73 position (e.g., if you have a
dual combination 41/77/73 and the 73 is moved into a 72 position, process NOA
907, Change to Leave Earning Status, as a suffix 1 for the designation 72 position).
PDC will make the 41 a suffix 2, the 77 a suffix 3, and the 73 a suffix 4. When the
employee returns to the 73. position, process a NOA 908, Change to Nonleave
Earning Status, as suffix 1. The PDC will drop the 72 position and shift the
remaining job segments back into the proper order (e.g., 41 will become suffix 1, 77
will be suffix 2, and 73 will be suffix 3). It is not necessary to include a
designation/activity code on NOA 908. This same procedure is used when an RCA
who holds a dual position is changed to a leave earning status (designation 74).

A SRC changed to a position in RSC P is placed in Step 1 (D) of the grade of the
PS position.

See ELM 422.6 for salary information on regular rural carrier employeé changing
or returning to RSC P positions.

See ELM 424.4 for higher level pay for rural carrier temporarily assigned to a
ranked position under a different salary schedule.

The mutual exchange of two rural letter carrier employees of different post offices
is permitted in accordance with Article 12, Section 4 of the National Agreement.
Use NOA 925, Reassignment/CAO, and code standard remark code 552 in element
84. ‘
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V1. Dual Appointments

Under certain circumstances, an employee may be appointed to more than one
position in the Postal Service. This is known as a dual appointment. Only one of
the appointments may be to a position in the career workforce. The primary
purpose of dual appointments is to improve the opportunity of part-time employees
(career) and employees who provide relief/leave replacement service on rural routes
to gain further employment and to minimize unemployment compensation expense.
Dual appointments also enable the Postal Service to utilize available experienced
employees instead of new hires. In rural carrier positions, the following dual
appointments are applicable:

-SRS and ARCs (designation 73 and 77) may be given a dual appointment to a
career part-time flexible entry-level position (after qualifying on appropriate
noncompetitive entrance examination) or noncareer position. SRCs are not eligible
for retirement, life insurance, military leave or health benefits. However, they
become eligible for these benefits upon being appointed to a career part-time
flexible position. Before making such an appointment, installation heads should
consider the factors in ELM 323.612.

-RCRs and RCAs cannot be given a dual appointment to a career position. They
can, however, hold a dual casual and/or dual Postmaster Relief/Leave Replacement
position(s). Certain examination requirements and time restrictions apply to dual
casual positions.

-An RCA may be appointed in a casual dual appointment from the first day of
employment provided examination requirements are met and the actions are sub-
mitted to ELRIC simultaneously, stapled together, and labeled "1 of 2" and "2 of
2-“

-Regular Rural Carrier employees may not have dual appointments.

-Use NOA 959, Dual Job Accession, to appoint an employee to a second, third or
fourth position (Suffix Code 2, 3, or 4).

-Use NOA 960, Termination of Dual Appointment, to terminate the second, third,
or fourth position except on Change to Full Time (NOA 705) or conversion to
regular rural carrier (NOA 580), in which case the termination of dual jobs is
automatic. Note: When terminating a dual appointment (Suffix Code 2, 3 or 4), the
NOA 960 immediately erases the dual job segment from the Employee Master File.
If the employee worked during the pay period in which he or she is being
terminated, PDC will not be able to pay the employee because of the missing job
segment. Therefore, if workhours have been recorded for the pay period, do not
process the NOA 960 until the following pay period. This will assure the employee
is paid for all work performed and will eliminate the need for adjustments.

-All 77/73 duals must be the same step in each position they occupy. Only 41/73’s
have steps that are unequal.

-ARC (designation 77) may be given a dual appointment (77/78) as RCA after
being reached as a result of his or her standing on a hiring worksheet).
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-For RCR, RCA and ARC employees in dual appointments as Postmaster
Relief/Leave Replacement (PMR/LR, designation 58), establishment of a third
appointment as casual (designation 61) must be at an office with a different finance
number than the finance number under which employed as PMR/LR. (When two
nonrural jobs are established under one finance number, it is impossible for the
payroll system to automatically process the individual’s pay.)

Coding Form 50

Determine which NOA to use after reviewing the general information, manuals, or
the National Agreement. The definitions, required forms and references, and Form
50 elements requiring entry are listed by NOA in the Accessions or Changes
sections of this handbook.

-Of the Rural Carrier data elements (49-50 and 72-78) on the Form 50 worksheet,
only elements 72, Route Number, and 77, Commitment Code, are to be completed.
With this data, the PDC will select the other codes from the rural route master file.
This data will be printed on the completed Form 50.

-Element 77 requires entry of the appropriate code (Y for yes or N for no)
indicating whether the employee signed an agreement electing a higher classifica-
tion. Each route is classified and that classification is identified by a code. Regular
rural carriers who meet the eligibility requirements specified in the National
Agreement, Article 9, Section 2.C.8.c.(1), have the option of electing a higher
"classification” once per year. Employees who elect a higher classification will work
more days and therefore earn an annual salary based on a predetermined number
of workhours per year. If an eligible carrier selects the high option, he or she must
sign a "commitment” to use sufficient annual leave to keep workhours at the
prearranged number and prevent payment of FLSA overtime pay. (The commit-
ments are not handled through the Personnel Office--changes are accomplished by
submission of a memorandum or Form 4003 "Official Rural Route Description" to
PDC through the employee’s manager or Postmaster.) The manager or Postmaster
may need to be contacted in order to determine whether to enter a Y or an N in
element 77.

-Elements 56, Employing Office Finance Number, 65, Designation/Activity Code,
and 96, Level/Step, are to be completed on all Form 50 worksheets for Rural
Carriers, in addition to the other elements required for the action being processed.

-Never use NOA 702, Promotion, or 926, Reassignment/Promotion/CAQO, in Rural
Carrier craft.

-Never use any 300 series NOAs on dual appointments. NOA 3XX must be used on
the suffix 1 position only. If an employee separates under the suffix 1 position, al

-To terminate a second or third position, use only NOA 960, Termination of Dual
Appointment.
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Des/ Act Occ. Code Rate Ret. Code Earn Earn Probation
Title Code RSC Steps Leave

71-0 Regular Rural Carrier 2325-01XX P R 1, 5, YES YES YES

8 A

72-0 Sub Rural Carrier (serving  2325-01XX P R 2 YES YES YES
vacant route)

73-0 Sub Rural Carrier 2325-01XX P R 2 YES NO YES

74-0 Rural Carrier Associate 2325-08XX H B 2 NO YES YES
(serving vacant route)

75-0 Rural Carrier Relief 2325-06XX H B 2 NO NO YES

77-0 Auxiliary Rural Carrier 2325-03XX H B 2 YES YES YES

78-0 Rural Carrier Associate 2325-07XX H B 2 NO NO YES
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Appendix C
Problem Solving

General

This section will require your input for the maximum benefit. It contains samples of
the types of reports that require corrective actions, phone numbers you can use
when you need help, and questions and answers about tricky situations. You may
add phone numbers and should feel free to make notes or add pages (e.g., relevant
materials published at a later date, copies of worksheets you will want to keep for
future reference, excerpts or pages from HRIS updates or Postal Bulletin articles).

Errors

There are a number of edits built into the Form 50 processing system of the
Human Resources Information System (HRIS), Employee and Labor Relations
Information Center (ELRIC), and the Minneapolis Postal Data Center (PDC). The
errors caught by these edits may be reported to you in a variety of formats for
corrective action.

"631 Report". The AAD631, or "631 Report" was created to identify errors and
missing data on the Employee Master File (EMF). It is produced by PDC at the
end of each pay period after all HRIS, ELRIC and PDC processing has been
completed and is distributed by ELRIC to the responsible MSC. The report gives an
error code and message and two columns titled "Comparison #1" and "Comparison
#2." These columns reflect data from the EMF which relate to the error message.
An explanation of codes and error messages is located in this Appendix (see pages
6-9). Questions regarding this report should be directed to the Human Resources
Information Systems (HRIS) Division at Headquarters.

Invalid Minority Census Report. This report is produced by PDC and distributed
quarterly to the appropriate installation. The data in the Minority Census Report is
extracted from the Postal Data Centers’ Employee Master Records. If there are any
invalid minority or gender codes, or minority codes not appropriate for the
geographic area, a separate report, AAN7430, Invalid Employee Master Data, is
sent to the affected organizational unit. Process Form 50, NOA 002, to correct
blank or invalid gender codes, and NOA 012 to correct blank or invalid minority
codes. After the corrections have been processed, destroy the invalid codes reports.
Use Exhibit 210i to identify employee minority codes.

Organization Management Staffing Structure (OMSS) Report. The OMSS report is
maintained by the Compensation and Staffing personnel. Errors that require the
preparation and submission of a Form 50 to correct will be uncovered periodically.
A typical example is an incorrect occupation code entry that results in an employee
being placed into an unauthorized position, Corrections can usually be accom-
plished using NOA 002.

Worksheet Returned by ELRIC. When data is missing or obviously invalid on a
Form 50 action submitted to ELRIC for processing, the worksheet may be returned
with a cover sheet indicating inability to process. The elements in question may be
circled on the worksheet. Correct the action and resubmit it to ELRIC.
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Forms 50 Returned by PDC. The Minneapolis PDC Payroll and Retirement
Sections automatically receive facsimiles of processed Forms 50 that may require an
adjustment to the employee’s pay, and/or leave and retirement accounts. These
Forms 50 must be manually reviewed by an individual who must determine from
the entries on the Form 50 exactly what adjustment is due. When insufficient
information is contained in the remarks section (e.g., the correction action fails to
indicate what data the element contained prior to the correction), the action is
returned to the originating office for additional information or a new Form 50.

Questions and Answers
Q. What are the most common errors on Forms 50 submitted for processing?

A. ¢ Omission of ZIP + 4
¢ Incorrect salary (particularly for NOAs 702 and 928)
+ Incorrect unemployment compensation codes
+ Transposition of entries for elements 19 and 20 (NTE data)
¢ Omission of new FEGLI code in element 12 on NOA 881
+ Distorted or blurred social security numbers
+ Future dates on NOA 002 (Correction) actions
+ Omission of NTE data and dates for temporary/casual employees
+ Failure to indicate losing finance number in remarks

Q. What do I do if I am missing a three-part Form 50?

A. If you have not received old Forms 50 and the requested changes are updated on
the Employee Master File, request a Master File Review (NOA 912) with appro-
priate remarks to document the missing action.

Q. How can I determine the appropriate Labor Distribution Code (LDC) for entry
in Element 64? What if it contains an error?

A. The LDC is a code used to charge work/budget hours to the appropriate account
by Finance. Check with your Division Controller’s Office if you do not know the
correct LDC Code or if you are in doubt. An LDC Code cannot be corrected with
NOA 002 on Form 50 unless you are also correcting another element. Exception:
You must process a Form 50 to place someone into LDC 68 or 69. PSDS Offices
are capable of correcting LDCs through the PSDS System. Timecard offices can
correct LDCs on the employee’s time card.

Q. How can I tell if a Form 50 has been processed?

A. Check the Employee Master File via DDE/DRs on-line query (OLQ). Every
Division and MSC has access. By looking up the appropriate segment, you can
determine if the EMF contains the old data or the new data.

Q. If a nonrural craft employee is reached on the rural carrier register, what NOA
should be used and in what step will she or he be placed?

A. Article 9, Section 1.B.1. of the NRLC Agreement states "...Effective January 19,
1985, all new regular (rural) carrier appointees will begin at Step B, except for
substitute rural carriers who convert to regular status. Substitute rural carriers will
be converted to regular carrier status at Step 8 or their existing step, whichever is .
lower, provided, however, that substitutes serving in excess of 90 days on a vacant
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route at the time of conversion will convert at their existing step." A regular craft
employee (nonrural) being placed into rural carrier position would be considered a
"new appointee" to the rural carrier craft and would be placed in a Step B
regardless of the step attained in the previous position. The next step date would be
recalculated based on the effective date of the rural carrier appointment.

Q. If a rural carrier is reached on a nonrural craft register, will it be same as the
above?

A. No. Normal promotion rules prevail when placing a regular rural carrier into a
position which is not represented by the NRLC.

Q. What do | do when the current data and some of the prior data on Form 50 is
incorrect?

A. See Section 370 of this handbook concerning corrections.
Q. If T have a salary question/problem on an action, who can help?

A. Questions regarding salary problems, calculations for promotion and changes to
lower level should be directed to the Field Division Compensation & Staffing
personnel.

Q. What do I do when the Form 50 is returned and the data is incorrect?

A. Process the appropriate correction through CMS or by submission to ELRIC on
the processing copy of the Form 50 containing the incorrect data. See Corrections,
Section 370.

Q. How do I know whether a salary/leave adjustment should be processed by PDC
or locally?

A. As a general rule, the PDC attempts to process salary and leave adjustments on
any Forms 50 processed with a late effective date. You can safely enter standard
remark code 548 (PDC will process salary/leave adjustment) on these actions. You
should be aware that PDC needs the old data as well as the new data to process the
adjustment. That is why you need to make sure your remarks on any such action
indicate what data is being corrected. For example, for an NOA 882 Change Service
Dates action, enter the correct data in elements 14, 16, 24 and 25 and in remarks
be sure to include "This corrects elements and  which read and "

Q. How do I cancel a step deferment and obliterate the record from an employee’s
record?

A. A six-step process is required:

1. Cancel the Step Deferment. To cancel a step deferment, process a Form 50
using NOA code 001, Cancellation.

a. The effective date of the cancellation action must be the same as the
effective date of the step deferment action being cancelled.

b. Change element 18, Next Step PP-YR, to reflect the pay period and year in
which the current step increase was due. This date must be the same as the effective
date of the deferment and cancellation actions. '

c. In element 88, enter the following statement: "Cancels NOA 88, Step
Deferment, effective (date). Service History Correction Required.”
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2. Initiate a Step Increase. Once the cancellation action has been processed,
initiate another Form 50 using NOA 893, Step Increase.

a. Update element 18 to reflect the correct pay period and year in which the
next step is due.

b. If, as a result of the current step increase action, the employee will be at the
top step, place an asterisk in element 18.

3. Destroy OPF Copies. Remove all reference to the cancelled step deferment
from the employee’s OPF.

a. Remove the OPF copy of the Form 50 with NOA code 888, Step
Deferment, from the OPF and destroy it.

b. Remove the OPF copy of the Form 50 with NOA code 001, Cancellation,
from the OPF and destroy it.

4. Dispose of Other Copies. Copy 1 (Employee Copy) and copy 2 (Processing
Copy) of the step deferment, cancellation, and step increase Forms 50 are handled
as follows:

a. Give copy 1 of each Form 50 to the employee. Do not alter entries on the
Employee copy.

b. Use copy 2 of the step deferment Form 50 as a worksheet for the
cancellation. Use copy 2 of the cancellation as a worksheet for the step increase.
File copy 2 of the step increase on the left side of the OPF as a temporary
document for future use as a worksheet. If the service history section of this
worksheet includes either the deferment action or the cancellation action, manually
obliterate those entries to ensure that they are not discernable.

5. Correct Service History. Based on element 88 of the cancellation Form 50,
the Postal Data Center will process a service history correction to delete the step
deferment action. However, any Form 50 issued before the correction process is
complete may still reflect the cancelled action in the service history section. If this
occurs, manually obliterate those entries from the OPF copy of the Form 50 to
ensure that they are not discernable.

6. Notify Employee. Advise the employee that all record of the deferment has
been expunged from his or her OPF.

Q. I have a settlement agreement from Labor Relations (or EEO) and need to
rehire an employee and "make him or her whole." What do I do?

A. As there are many variations in the language used in settlement agreements,
both the language and intent of the agreement should guide you on’ processing your
action. For instance, the agreement may say to "reemploy" or "hire" when you will
actually need to process a reinstatement or career appointment action. Here are
some examples:
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Use this NOA IF Form 50 Advice

Reinstatement Agreement indicates reinstatement Determine what level/step in which
or reemployment (with break in to place employee. No salary
service as opposed to no break in  history will be required.

service)

Reactivats Agreement indicates Notice of Effective date will be same as the
Removal is "rescinded," "set effective date was for the removal
aside," "not for just cause and action. Prepare Form 50 as if

grievance is sustained,” or removal employee never left. This will
action was processed erroneously involve the preparation of a salary

by personnel (e.g., action progression to determine what
processed before appeals were level/step and next step due date
exhausted) the employee should have. Enter

current salary data and prepare
service history (if service history is
less than five lines, enter in
remarks on Form 50; if more than
five lines, send to PDC. See

372.1).
Career EEO Decision indicates retroactive |f retroative, data and prepare
Appointment or current appointment for an service history (if service history is
individual with no reinstatement less than five lines, enter in
eligibility remarks on Form 50; if more than
five lines, send to PDC. See
a7t
]
The term "make whole" usually indicates that an individual not currently on the
rolls should be returned to the rolls with grade/level, leave and retirement computa-

‘ tion dates, and seniority as if she or he never left the service. Apply the same

‘ principals if appointing retroactively pursuant to an EEO decision that indicates

3 employee must be "made whole." In processing such personnel actions, you must
not only prepare the Form 50, but (if applicable) follow up to give employee
information and opportunity to elect Thrift Savings Plan, switch to FERS, elect
additional life insurance. Tricky personnel actions should be submitted to ELRIC
for processing with a copy of the settlement agreement. If the agreement specifies a
back pay award, and sick and annual leave is to be recredited, PDC does not
automatically do this. Sick and annual can be recredited to account by sending a
request and a copy of the agreement to PDC Payroll Processing.
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Assistance .

ELRIC

Manager 765-5060

Supervisors 765-5062, 5064

Personnel Questions 765-5061

Merits 765-5021

Call Ins 765-5024

PDC

Customer Support 725-1222

HRIS

HRIS Support Unit Sign on to CMS and use "PA2" key to access Help
HRIS Division--HQ screen. Enter question. The appropriate person

will respond to your question on-line or will
contact you directly.
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. Explanation of Error Messages on AAD631 Report

059 Protected Salary Expires Next

Pay Period

Process NOA 894 effective 104 weeks from the
date in which the employee’s salary was
protected. Enter an asterisk (*) in element 32.
This will delete data from elements 27-32.
Remarks should include "Expiration of
Protected Status™ and standard remark code
548 if an adjustment is needed by PDC.

060 Invalid Minority Code

066 - Last Name Invalid--Starts wrth

Numerlc

Process NOA 012, Minority Code Change, to
_ correct element 36. No remarks are necessary.

Process NOA 002 Correctlon to correct element
5.

067 CAG K Desagnetlon 41 Occ.

Code Not 2340-04XX

072 Retired Military Code s Invalid

This message S will be suppressed in PP 12 thru
20. It will be displayed and should be corrected
‘only during PP 21 thru 11.

If the employee is not retired mulltary process a
NOA 002, placing an asterisk in element 47. If
the employee is retired military, process a NOA
002, placing the correct code in element 47.

073 CAG K Designation 1X or 41,

Level Not = 03

This message will be suppressed in PP 12 thru
20. It will be displayed and should be corrected
only during PP 21 thru 11.

084  Employee Address Equals

| Blanks or Zeros

Process Form 1216, Employee’ s?)urrent
Mailing Address, through MSC DDE/DR Site.

090 RSC P Protected Hourly Salary

. Not = Current Hourly Salary

If employee s current salary is greater than the
protected salary, he or she should no longer be
in a "protected" status. Delete protected status
by placing an asterisk in element 32. If
employee is entitled to protected salary and
current salary is incorrect, process a NOA 002
correcting element 97.

091 RSC E Level less than 19--Step

Not Equal Spaces

Process NOA 002. In element 96, repeat the
level followed by 00. Example "00" will delete
the erroneous step from the employee’s record.

094 Designations 77 and 73, Steps

Not Equal

Process NOA 002 correcting element 96 for
either suffix 1 or 2.

096 Invalid Annual Leave Category

Change Date

Process NOA 002 correcting elements 24 (if
necessary) and 25.

104 Merit Anniversary YR/PP Not =

Next Step Date

If Merit Anniversary Date is blank or if it is not
the same as the Next Step Date (element 18 on
Form 50), process a NOA 002 restating element
18. PDC programs will generate Merit
Anniversary Date based on element 18.

106 RSC = S, Step Not = Space or

Zero

Process a NOA 002 correcting element 96.

108 Heavy Duty Hours greater than

35, Guaranteed Salary Not Blank

Process a NOA 002 deleting element 78.

111 RSC = E or F, Merit

Anniversary YR/PP lIs Invalid

If employes is at top step and element 18 is
blank, notify ELRIC of the correct anniversary
date.

112 RSC P Step greater than Max,

rNext Step Not Numerlc

@
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than 0; Rate Code = H

113 Designation 43 or 13, Uniform Process NOA 903, Uniform Allowance

Allowance Code Is Blank Certification. The effective date should be the
date the employee became eligible for a uniform
allowance.

114 Employee Has Merit Notify ELRIC; request that Merit Anniversary
Anniversary YR/PP but Not Date be deleted from Employee Master File.
Authorized

115 RSC Not = E,F, G, L, or S; Correct element 96.

Step = Spaces or Zeros

116 Terminated Employee With Process Form 2810 thru DDE/DR.

__ Active Health Benefits B - -

117 RSCE, F; Next _Step is Invalldr hProcess NOA 002 qo_n'g_ctlng elgm?nt 18.

120 RSCB D93|gnat|on 77, Step Process a NOA 002 correcting element 18.
greater than Maximum, Next
Step Date Not Numeric _ ]

121 RSC R, Designation 71, 72, 73 Process a NOA 002 correcting element 18.

Step greater than Max, Next

~ Step Date Not Num - - -

122 Designation OX, 1X, 3X, 4X, 71 Process a NOA 002 correcting element 18.
in Ret. Code 2

128 Limited Tour Not = 0 and If designation is not 3X, delete limited tour hours
Designation Not 3X (element 67).

131 Designation 3X with greater than Correct element 67.

4 or less than 39 Limited Tour
- Hrs - ) -
132 Duty Station Finance Number Correct element 63.
Non Numeric or Blank

134 Retirement Code 3 or 6; CAG If element 13 is incorrect, process a NOA 002

Other than S or W correcting Retirement Code. If a valid Inspection
Service position is being employed in a finance
number which does not relate to CAG W or S,
contact your ELRIC for instructions.

135 Designation 5X or 6X and Correct element 13. All casuals and temporary
Retirement Code Not 2 positions should be coded as a "2" in element

13. Exception: reemployed annuitants would be
coded as a "4."
138 Next Step Date Invalid less than  If RSC E or F, send merit evaluation to ELRIC
Current Period for processing. If bargaining employee, prepare
NOA 893, completing elements 1, 3, 4, 18, 79,
80, 96, and 97 and forward to ELRIC for
o processing. 7 -

140 Designation 71 with Suffix 2 Also  Process NOA 960 terminating suffix 2 position.

145 Invalid Merit Anniversary YR/PP  If Merit Anniversary Date is blank or incorrect,
less than Current Period notify ELRIC of the correct date. If Merit

Anniversary Date is correct and employee has
not been evaluated, forward the merit evaluation
to ELRIC.

149 OPF Finance Number Process NOA 002 to correct element 99.
Non-Numeric or Blank 3

151 Salary Hourly Should Be greater Process NOA 002 to correct element 97.
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154 Protected Salary Date less than  Process NOA 894 effective 104 weeks from the
Current Period date in which the employee’s salary was
protected. Enter an asterisk in element 32. This
will delete data from elements 27 thru 32.
Remarks should include "Expiration of
Protected Status," and standard remark 548 to
notify PDC that an adjustment is needed.

161 Retirement Code 1, 3, 5, 6, 7; Process NOA 882 and correct element 16.
Retirement Computation Date
Contains Spaces or Zeros o

162 Annual Leave Category 4, 5, 8,  Process NOA 862 correcting element 14,
Leave Computation Date
_ Contains Spaces or Zeros __

163 Life Insurance Code = - "ﬁr&éé?g NOA 002 to correct element 12.

~_ Space/Numeric o

164 Designation 5X, 6X, Life Process NOA 002 to correct element 12,
_Insurance Not = A - o R

166 Birth date less than 17 years If element 8 is correct, notify ELRIC.

from Current Date.
If element 8 is incorrect, process a NOA 002.

167 Annual Leave Category is 4; If annual leave category should be advanced to
Leave Computation Date less category 6, process a NOA 002 correcting
than 3 Years from Current elements 24 and 25. The effective date should
Period be the date the leave category should have

been changed to 6. Element 25 should be )
changed to show when the employee goes into
an 8-hour category. If leave computation date is
incorrect, correct element 14 using NOA 882.

168 Annual Leave Category is4;  Ifelement 24 is incorrect, process NOA 002
Leave Computation Date 3 correcting elements 24 and 25. Element 24
Years from Current Period should show category 4 and element 25 should

show the pay period/year the employee goes
into leave category 6. If element 14 is incorrect,
process NOA 882 correcting element 14.

169 Annual Leave Cate;_:;o‘fy B; Leave If element 24 is incorrect, process NOA 002
Computation Date greater than correcting elements 24 and 25. If element 14 is

15 years from Current Period. incorrect, process NOA 882 correcting element
14.

170 Annual Leave Category 8; N If element 24 is incorrect, process NOA 002
Employee not PCES; Leave correcting elements 24 and 25. If element 14 is
Computation Date less than 15 incorrect, process NOA 882 correcting element
Years from Current Period 14.

171 Annual Leave Category is Not Process NOA 002 correcting element 24 to "8"
Equal to 8; RSC = S and delete element 25 with an asterisk.
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Functional Management Appendix E (p. 1 )
1"' NATTONAI, WORKHOUR REPORTING SYSTEM
i LABOR DISTRIBUTION CODE MATRIX BY FORMAT
Format I Format IT Format IIT | Format IV Format V National
MOD 1 & 2 Offices|Other CAG A-G| CAG H-L Regions |Headquarters Format
BMCs & Divisions Offices Offices
FIELD VALID IN NATTIONAL
FORMATS I,I1II,III,IV,V FORMAT FORMAT
0 Operations — Support 0 Operations — Support
00 00
01 Supervision T I TW 01 Supervision
02 Quality Control I,IT 02 Quality Control
03 Industrial Engineering I,II 03 Industrial Engineering
04 Address Info. Systems I,1I 04 Address Info. Systems
05 Logistics and Transport I 05 Logistics and Transport
06 06
07 Maint. Engineering Support |I 07 Maint. Engineering Support
08 Admin and Clerical I,II,1V 08 Admin and Clerical
09 Delivery and Retail Pgms I 09 Delivery and Retail Pgms
90 Trng - Operations - Support |I,II,III,IV 90 Trng - Operations-Support
Function Total Function Total
Overtime (Nonadd) Overtime (Nonadd)
‘ 1 Operations — Mail Processing 1 Operations — Mail Processing
10 Supervision I 10 Supervision
11 Direct - Automation T 11 Direct - Automation
12 Direct - Mechanized Distr I 12 Direct — Mechanized Distr
13 Direct - Manual Distr )i 13 Direct - Manual Distr
14 Direct - Other Direct Opns |I 14 Direct - Other Direct Opns
15 Indirect I 15 1Indirect
16 Related Activities I 16 Related Activities
17 17
18 BMC Control, Log. & Trans. I 18 BMC Control, Log. & Trans
19 19
91 Trng - Operations -~ M P I,I1,I1I,IV 91 Trng - Operations — M P
Function Total Function Total
Overtime (Nonadd) Overtime (Nonadd)
2 Operations — Delivery Services 2 Operations-Delivery Services
20 Supervision I,11 20 Supervision
21 City Delivery - Office I,IT, 11T 21 City Delivery - Office
22 City Delivery - Street T5ITITT 22 City Delivery - Street
23 Other City Delivery S 23 Other City Delivery
24 Special Delivery I,11 24 3Special Delivery
25 Rural Delivery I,I1,III 25 Rural Delivery
26 26
27 Collections I,II 27 Collections
28 28
= 29 Routers - Office e 29 Routers - Office
. 92 Trng - Operations - Del Ser |I,II,III,IV 92 Trng — Operations-Del Ser
Function Total Function Total
Qvertime (Nonadd) Overtime (Nonadd)

F-2, TL-8, 09-24-88
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NATIONAL WORKHOUR REPORTING SYSTEM
LABOR DISTRIBUTION CODE MATRIX BY FORMAT

Function Total
Overtime (Nonadd)

Format I Format II Format III Format IV Format V National
MOD 1 & 2 Offices|Other CAG A-G| CAG H-L Regions |Headquarters Format
BMCs & Divisions Offices Offices

FIELD VALID IN NATTONAL
FORMATS I,II,III,IV,V FORMAT FORMAT
3 Operations — Maintenahce 3 Operations - Maintenance
3a Operations — Vehicle Servs 3a Operations - Vehicle Servs
30 Supervision I,II 30 Supervision
31 Administrative & Clerical I,IT 31 Administrative & Clerical
32 Vehicle Maintenance I,IT 32 Vehicle Maintenance
33 VPO Support I,II 33 VPO Support
34 Vehicle Operations T IT 34 Vehicle Operations
3b Operations — Plant & Equip. Mt 3b Operations-Plant & Equip Mt
35 Supervision Plant/Equip Mnt |I,II 35 Supv Plant/Equip Maint
36 Postal Operating Equipment |I,II 36 Postal Operating Equipment
37 Building Systems Equipment |I,II 37 Building Systems Equipment
38 Custodial T TLTET 38 Custodial
39 Maint. Plng., Ctrl. & Stores|I,II 39 Maint. Plng, Ctrl & Stores
93 Trng - Operations - Maint. |[I,II,III,IV 93 Trng - Operations-Maint.
Function Total Function Total
Overtime (Nonadd) Overtime (Nonadd)
4 Operations — Customer Services 4 Operations — Customer Servs
40 Supervision 1% % 40 Supervision
41,45,46 Vacant 41,45,46 Vacant
42 Window Services I,II 42 Window Services
43 Unit Distribution T LT 43 Unit Distribution
44 Post Office Box Distr 1,11 44 Post Office Box Distr
47 Admin & Clerical (CAG H-L) II1I 47 Admin & Clerical (CAG H-L)
48 Administrative/Misc I,II 48 Administrative/Misc
49 Mail Markup - CMU/CFS e | 49 Mail Markup - CMU/CFS
94 Trng - Operations - Cust Ser|I,II,III,IV 94 Trng - Operations—Cust Ser
Function Total Function Total
Overtime (Nonadd) Overtime (Nonadd)
5 Controller 5 Controller
50 Supervision L, 1L, IV 50 Supervision
51 Management Info Systems T;IV 51 Management Info Systems
52 Accounting Services L IT; IV 52 Accounting Services
53 PSDS Operations T 53 PSDS Operations
54 Budgets and Fin Analysis T IX, T 54 Budgets and Fin Analysis
55 Systems Compliance g 55 Systems Compliance
56 Administrative and Clerical |I,II,IV 56 Administrative & Clerical
57 Statistical Programs I,;IT 57 Statistical Programs
58 v 58 Inspection Service
59 v 59 Security Force
95 Trng - Controller I,11,I1T,IV 95 Trng - Controller

Function Total
Overtime (Nonadd)
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Functional Management Appendix E (p.
‘II’ NATIONAL WORKHOUR REPORTING SYSTEM
LABOR DISTRIBUTION CODE MATRIX BY FORMAT
Format I Format II Format III Format IV Format V National
MOD 1 & 2 Offices|Other CAG A-G| CAG H-L Regions |Headquarters Format
BMCs & Divisions Offices Offices
FIELD VALID IN NATIONAL
FORMATS I,1I,1I1I,IV,V FORMAT FORMAT
6 Human Resources Human Resources
60 Supervision I,I1,1V 60 Supervision
61 Labor Relations Activities |I,II,IV 61 Labor Relations Activities
62 Personnel Services 1, IT,: IV 62 Personnel Services
63 Safety and Health I,1I,1IV 63 Safety and Health
64 EEO/Affirmative Action LA, AT 64 EEO/Affirmative Action
65 65
66 66
67 67
96 Trng - Human Resources AT, TI: I 96 Trng - Human Resources
Function Total Function Total
Overtime (Nonadd) Overtime (Nonadd)
7 Marketing and Communications Marketing and Communications
70 Supervision THIT I 70 Supervision
; 71 Account Management i 0 i .72 71 Account Management
. 72 Technical Sales and Services|I,II,IV 72 Tech Sales and Services
73 Merchandising & Promotion Le3L e IV 73 Merchandising & Promotion
74 Communications EyIL, IV 74 Communications
75 Mailing Requirements I,II 75 Mailing Requirements
76 Consumer Affairs I 76 Consumer Affairs
77 Accountable Paper I 77 Accountable Paper
78 Administrative and Clerical |I,IV 78 Administrative & Clerical
79 Bulk Mail Acceptance I,1I 79 Bulk Mail Acceptance
97 Trng - Marketing & Comm TS = ‘97 Trng - Marketing & Comm
Function Total Function Total
Overtime (Nonadd) Overtime (Nonadd)
8 Administration (Field) Administration (Field)
80 Postmaster or Instal Head I+FT,III;IV 80 Postmaster or Instal Head
81 Supervision T+IL: IV 81 Supervision
82 Administrative & Clerical T IT; TV 82 Administrative & Clerical
83 Procurement P 83 Procurement
84 Facilities - Supv T 84 Facilities — Supv
85 Facilities - NonSupv I 85 Facilities - NonSupv
86 86
87 87
88 Management Projects - Supv |[I,II,III,IV 88 Management Projects - Supv
89 Management Projects-NonSup |I,II,III,IV 89 Management Projects-NonSup
98 Trng-Administration (Field) I,1L,IILI,;TV 98 Trng-Administration(Field)
Function Total Function Total
Overtime (Nonadd) Overtime (Nonadd)
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Appendix E (p. 4 ) Functional Management
NATTONAL: WORKHOUR REPORTING SYSTEM ‘II'?
LABOR DISTRIBUTION CODE MATRIX BY FORMAT
Format I Format II Format III | Format IV Format V National
MOD 1 & 2 Offices|Other CAG A-G| CAG H-L Regions |Headquarters Format
BMCs & Divisions Offices Offices
FIELD VALID IN NATTONAL
FORMATS 1,I1,I1I1,IV,V FORMAT FORMAT
9 Training 9 Training
90 Trng - Operations Support |I,II,III,IV 90 Trng - Operations Support
91 Trng - Operations - M P I,I1,III,IV 91 Trng - Operations - M P
92 Trng - Operations - Del Ser|I,II,III,IV 92 Trng - Operations-Del Ser
93 Trng - Operations - Maint. |I,II,III,IV 93 Trng - Operations-Maint.
94 Trng - Operations - Cus Ser|I,II,III,IV 94 Trng - Operations—Cus Ser
95 Trng - Controller 1,1L.131,1IV 95 Trng - Controller
96 Trng - Human Resources I,I1,II1,IV 96 Trng - Human Resources
97 Trng - Marketing and Coom |I,II,III,IV 97 Trng - Marketing and Comm

98 Trng-Administration(Field) |(I,II,III,IV 98

99 Default Code 99
Function Total (Training)
Overtime (Nonadd)

Trng-Administration (Field)
Default Code

Function Total (Training)
Overtime (Nonadd)

8 Headquarters General Mgmt
80 Operations Support
81 Operations Mail Processing
82 Operations Delivery Servs
83 Systems
84 International
85 Finance
86 Human Resources
87 Marketing & Communications
88 Administrative Services
89 Headquarters Senior Mgmt
Function Total
Overtime (Nonadd)

<d << <<d<<<d<g<

68 Limited Duty
69 Rehabilitation

I,11,1Vv,V
1 I11,II1,IV
\Y

68 Limited Duty
69 Rehabilitation

Grand Total All Hours

Grand Total All Hours

Grand Total Overtime Hours
Grand Total Prior Period Adjs
Grand Total Prior Year Adjs
Percent Overtime Hours/All Hrs

Grand Total Overtime Hours
Grand Total Prior Period Adjs
Grand Total Prior Year Adjs
Percent Overtime Hours/All Hrs
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