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HandbOok EL-301 

U.S. POSTAL SERVICE 
WA~lllNGTON, DC 20260-4221 

GUIDELINES FOR PROCESSING PERSONNEL ACTIONS 

A. MATERIALS TRANSMITTED. 

June 1989 

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handbook P-11 is obsolete; Chapters 1-5 of that handbook were completely 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-31 l. 

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 person nel 
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D. SUPERSEDED INSTRUCTIONS 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 Thesffi:e:_ are effective upon receipt. 

J~Trosch 
Assistant Postmaster General 
Employee Relations Department 
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110 Scope 

111 Purpose of Handbook 

Chapter 1 
Introduction 

The purpose of this handbook is to provide a detailed description of procedures which 
must be fo llowed by personnel assistants, personnel clerks, and supervisors when adding 
or separati ng 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 I provides general information which applies to all types of Form 50 processing 
including descriptions of all data elements, nature of action codes and other frequentl y 
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 50 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 SO 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 payro ll 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, posit ion, reti rement 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 informat ion most frequently needed in 
the personnel office, including a brief history of up to six recently processed personnel 
actions and the initial appointment. 

d. It 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 a ll Forms 50 in the OPF permanently and authoritatively 
documents the salary and service history of an emp loyee 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 

1 - Employee Copy Form 50, Notification of 
Personnel Action 

2 · Processing Copy Form 50-A, Request for 
Personnel Action 

----- --- - -· ·--··- ·· ·--·- - ---
3 - OPF Copy Form 50, Notification of 

Personnel Action 

Blank Worksheet 

123 Procedural Overview 

Form 50-B, Request for 
Personnel Action 

123.1 ELRIC Users (See Exhibit 110a) 

Use 

Given to employee 

Held by Personnel Office as 
Turn-Around Worksheet for Next 
Personnel Action 

Permanently filed in OPF 

Used by Personnel Office for 
New Hires Only 

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 aUowable alpha/numeric characters 
the element can contain, and descriptions to assist you in entering the correction 
information. · 

c. AU 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 -8 worksheet. 
(l) At no time should Part 3 of Form 50 (the OPF copy) be used as a worksheet 

for actions. 
(2) 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 un it 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 fo r 
the pay period must be received by payroll that Wednesd,ay evening. Any actions 
received after the second Wednesday cannot be processed during that pay period. 

123.2 HRIS Form SO 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 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 
hel? by HRIS for transmission on the first available processing cycle in the effective pay 
penod. 
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123.25 Cut-Off Dates. U nless 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 
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 e rrors of their actions immediate ly after the 
payroll processing cycle. HRIS sites will receive thei r printed three-part Forms 50 from 
the ELRJC. 

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 wi ll be reviewed by personnel staff in the MSC and 
forwarded to the appropriate installation staff for distribution in acco.rdance with 123.42 
below. 

123.42 The accuracy of the printed Form 50 must be verified. ELRIC users must 
compare the Form 50 agai nst 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 l 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 fo r subsequent Forms 50. 

c. For separation actions, destroy Part 2 (processing copy). If the employee is 
rehi red, 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 reputat ion 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 frQm 
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 wi thin 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 fo lder from the National Personnel Records Center (Civilian), General 
Services Administration, 111 Winnebago Street, St. Louis, MO 631 18-4199. 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 o f service and leave balance 
in lieu of an OPF by wri ting to the following addresses: 

FBI . . . . . . . . . . Director, Federal Bureau of Investigation 
Washington, DC 20535-0001 

CIA . . . . . . . . . . Director of Personnel 
Central Intelligence Agency 
Washington, DC 20505-0001 

D.C . . . . . . . . . . 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 
m_ust 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 l IOi 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.) 

c. 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 

b. Investigative 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. 

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

(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. 

d. DD-214, Discharge Certificate 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. 

e. Preemployment References Remove and forward to agency of origin . 
and Background Checks 

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

g. Other Records not described in 131.2 should be 
removed and r'eturned to the individual. Records 
not authorized for permanent or temporary 
retention in the OPF include: 

1. Training requests, nominations, and procurement orders. 
2. Employee job offers and entry-on-duty correspondence. 
3. Grievances, adverse actions, and appeals. 
4. Notices of address change. 
5. Unemployment compensation claims correspondence. 
6. Worker's compensation claims correspondence. 
7. Travel agreements. 
8. Orientation checklists. 
9. Results of inservice examinations and tests. 
10. Leave requests. 
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 . 
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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 

Employee Relations Dept., 
Headquarters Personnel Division 

Engineering & Technical Support 
Dept., Hdqrs. Field Director, MTSC 

Information Resource Management, 
Hdqrs. Director, NISSC Center 

Regional Headquarters 

Regional Chief Postal Inspectors 

Division Office Management 

Inspection Service Division Offices 

Management Sectional Centers 

Employees Covered 

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) 
NT AC employees 
Headquarters employees 
Special Investigations Division employees 
~ e9i~n~I f ~iej ~o~t~I ~n~~c~o~ _________ __ _ __ _ _ 

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) 

NISSC (Raleigh, NC) 

Field Division General Managers 
Regional Headquarters employees 

All Inspection Service Field personnel except those listed under 
Hea9q~a~ers ~n~~ctio_n __ S~rvice .and _~ecuritx_ Fo~c~.empl~yees. 

Field Directors 
Sectional Center Managers 
Bulk Mail Center Managers 
Employees of the Division Post Office 

Security Force employees 

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 

_____ perso_n_n_e_l. _ __ ~~--~ - ~---- - --
Associate Post offices 

Supply Centers 

AII 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. 

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

- ----- - -"---'----- ------ ------ - ·-----··- - - ·-
Mail Bag Depositories and Repair 
Centers 

Bulk Mail Centers 

Postal Data Centers 

Other Postal Service 
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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. 

c. 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 tie 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 not 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 

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 o_f 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 l lOh, 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: 

Handbook EL-301, June 1989 
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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. 
c. Social Security number. 

If 

Retirement or death claim is being 
processed 

It is probable that employee will be 
employed repeatedly, after 
separation, for short periods of time 
(casuals/temporary employees) 

Employee is separated for active 
military duty 

Disposition of OPFs 

Then 

Send OPF to NPRC upon expiration of a 120-day retention period 
after separation. 

Retain OPF for maximum period of 2 years after date of last 
separation. 

Retain OPF until reemployment or expiration of restoration rights. 

- ----··------ - -
Employee is transferred to an Retain OPF until reemployment or expiration of restoration rights. 

international organization _ - ---------·-- ·-----·-··---·- _____ _ _ __ _ 
Employee is separated by reduction 
in force and name is entered on 
:eemployment priority list 

Employee is separated due to 
compensable injury and has 
restoration rights 

Separated employee employed by 
another postal installation 

Retain OPF until name is removed from the list due to 
reemployment or deleted from list upon expiration of retention 
period. 

Retain OPF until reemployment or expiration of restoration rights. 

Complete OPF Review. Retain OPF until confirmation of 
employment is received from new employing office. Forward OPF 

___ ___________ by registered mail_t_o_n_e_w_o_ff_ic_e_. _ _ _____ _ 

Separated employee employed by 
another federal agency 

Long term records which should be 
filed in the Folder are not complete 
or available 

Separated employee is awaiting 
appeals or pending adjudication for 
retirement, insurance or other claims 

Employee is entitled to severance 
pay upon separation 

Employee is reassigned to another 
postal installation 

Employee is separated and none of 
the conditions above apply 

Complete OPF Review. Retain OPF until confirmation of 
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. 

If all permanent records have not been received (e.g., Form 2246, 
Terminal Leave Worksheet) , retain the OPF until complete. 

Retain OPF until appeal or claim is resolved. 

Retain OPF until all severance pay due has been paid, or until 
notice is received that the individual is reemployed in a position that 
discontinues the right to further payments from the severance pay 
fund. 

Forward the OPF to the new installation by registered mail after 
making sure that (a) the right side of the OPF is sc(eened 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. 

Send OPF to NPRC after expiration of a 90-day retention period 
after separation. Ensure that records, including separation records, 
have been filed. 
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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 (DOE/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 . 
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Exhibit 110c (p. 1) 

Element Number 

2 

3 

4 

5 

6 

7 

8 

9 

10 

20 

Guidelines for Processing Personnel Actions 

Form SO Elements (Elements 1·99) 

Data Element 
Name 

Effective Date 

Sequence Number 

Social Security 
number 

Suffix Code 

Last Name 

First Name 

Middle Name 

Date of Birth 

Veterans Preference 

Prior CSRS 

Field 
Size 

6 

4 

9 

15 

Description 

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

PDC generated. It shows the processing sequence 
of the Form 50 actions. 

Verify the accuracy of the employee's SSN prior to 
updating the Employee Master File. 

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

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 Ill, 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. 

First name may not contain punctuation marks. 
However, it may contain _a space. Example: A Scott __ _ 

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

6 Enter month, day, and year. Example: 01-10-50. 

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. 

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 SO Elements 
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Guidelines for Processing Personnel Actions Exhibit 110c (p. 2) 

Element Number Data Element 
Name 

11 TSP Eligibility 

12 Life Insurance 

13 Retirement Code 

Field 
Size Description 

Allowable codes (see Exhibit 21 Ob): 
Hneiigible (must wait until second open season) 
E--Eligible without deductions 
Y--Eiigible with deductions"" 
R--Eligible next open season (rehire must wait one 
or two open seasons)" 
T --Deductions Terminated"' 
"Payroll will convert the I to an R 
-PDC generated 

Allowable codes: 
A-- lneligible 
8--Waived 
C thru Z--see SF 2817 for coding 

Allowable codes (see Exhibit 210c): 
1--Civil Service Retirement System (CSRS) 
2--FICA 
3•. CSRS 
4--Reemployed Annuitant 
5--CSR S Offset (CSRS/FICA) (DUAL) 
s·- CSRS Offset (CSRS/FICA) (DUAL) 
?--Reserved 
8--Federai Employees Retirement 
System (FERS) 
g•. FERS 
A--FERS with frozen CSRS service 
s·- FERS with frozen CSRS service 
·Postal Inspectors --------- ·- ·- --- --- - - ------ --- ---------·-··-- --·- --------

14 

15 

16 

17 

18 

19 

Handbook EL-301, June 1989 

Leave Computation 
Date 

Entered on Duty 
Date 

Retirement 
Computation Date 

Thrift Savings Plan 
Service Computation 
Date (TSP-SCD) 

Next Step Increase 
PP/YR 

Not to Exceed Code 

6 

6 

6 

6 

4 

Compute, excluding any service which is not 
creditable for leave purposes, such as casual or 
temporary service with USPS or any other federal 
agency (see Exhibit 210d). 

Enter date of original USPS appointment where 
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. 

Enter calculated retirement computation date from 
Form 144 (see Exhibit 210d). 

Enter month, day, and year (see Exhibit 210e). 

Enter the pay period and year the next step 
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 21 Of). 

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 SO Elements 
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Element Number Data Element 
Name 

Field 
Size Description 

20 

2l 

22 

23 

24 

25 

26 

27 

Not to Exceed 
PP/YR 

Probation Expiration 
Code 

4 Enter PP/YR in which the appointment expires (see 
Exhibit 21 Og). Do not advance to next PP. 

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. 

Probation Expiration 4 PP/YR in which probation period ends (see Exhibit 
210h). 

- ---- - - - ··-- -- ·~----- - -- - --·---·---- ----·- - - - -- - - - ~ 
Employee Status 
Code 

Leave Category 

Leave Change 
PP/YR 

Leave Type 

Protected 
Salary-RSC 

2 

4 

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. 

Allowable codes: 
0--lneligible 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) 

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 11 Of) and find date. If it does not 
fall on the first day of the PP, advance to next PP. 

Allowable codes: 
1--Advanced at beginning of leave year 
2--Earn as you go 
3--lneligible for leave 

Enter Rate ~chedule Code of Protected Salary (see 
Appendix A}. 

Exhibit 110c (p. 3), Form 50 Elements 
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Element Number Data Element 
Name 

28 

29 

30 

31 

32 

33 

34 

3 5 

36 

37 

38 

39 

40 

Protected 
Salary-Grade and 
Step 

Protected 
Salary-PP/YR 

Protected 
Salary-Hours 

Protected 
Salary-~!~ 

Saved/Protected 
Salary Code 

lndebt USPS 

Employment Type 
Code 

Gender 

Minority Code 

Disability Code 

Blank 

Service Anniversary 
PP/YR 

Frozen CSRS 
Service 

Exhibit 110c (p. 4) . 

Field 
Size Description 

4 

4 

2 

3 

2 

4 

6 

Enter Grade/Step on which salary protection is 
based. 

Enter the PP/YR in which the protected status 
terminates. Protection would terminate on the first 
day of the designated pay period (see Appendix A). 

Enter protected rural carrier hours (NTE 40 hours). 

Enter the number of miles on which rural carrier's 

protected salary is based. -··· ···--·­

P--Protected Rate (104 weeks) 

S--Saved Rate (Indefinite) 
·--Changes fields 27-32 to blank 

see Appendix A ___ - - ··-- ·- · ···-- __ _ 
PDC generated. Allowable codes: 
0--Not indebted 
1--Monies 
2--Accountable property 
3--Both of the above 

Allowable codes: 

C- -Christmas casual appointment 
E--Casual referred by state employment services 
office 
!--Summer Intern (Hdqrs use only) 
N --Noncompetitive appointment (use only with NOA 
10 1 ). 
w--Rural Carrier Relief emergency hire 

Allowable codes: 
M--Male 
F--Female 

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 21oi. 

See Exhibit 21 Oj for allowable codes 

See Exhibit 21 Ok for instructions. 

Years, months, and days covered under CSRS prior 
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 SO Elements 
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24 

Element Number Data Element 
Name 

41 Creditable Military 
Service 

42 Supervisory Code 

Field 
Size Description 

4 Years and months of military service for which credit 
will be given at retirement. For a FERS employee, 
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 4 1 . The deposit must be completed 
regardless of when the employee's initial 
appointment began. 
• Employee has pre-1957 military service. 

PDC generated. Allowable codes: 
1--Supervisory 
2--Nonsupervisory 

43 Educational Level 2 See Exhibit 2101 for allowable codes. 

44 Academic Discipline 2 Enter last two digits of the year in which the highest 
_______ _____ Y_e_a_r_ - ----------- formal education was complet_e_d. _ _ _ 

45 

46 

47 

Academic Di_s_ci-'--p_lin_e ___ 4 ___ S_e_e_E_x_h_ib_it_2_1_0_1_fo_r_a_1_1o_w_a_b_le_c_o_d_e_s_. - - --· 

Postal Life Code Allowable codes: 

Retired Military 3 

Y -·Yes, employee wants to receive Postal Life 
magazine. 
N··No, employee does not wish to receive Postal 
Life magazine. 

First digit = Type of Uniformed Service 
1-·Army 
2--Navy 
3--Air Force 
4··Marine Corps 
5--Coast Guard 
6--National Oceanic and Atmospheric 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 21 Om for additional information and 
instructions. 

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

48 

49 

50 

51 

52 

53 

54 

Data Element 
Name 

COLA 

Rural Carrier Hours 

Rural Carrier Miles 

Mailing 
Address-Street 

Mailing Address-City 

Mailing 
Address-State 

Field 
Size Description 

4 PDC generated 

2 PDC generated 

3 PDC generated 

28 Enter employee's current street address or PO Box 
Number. 

16 Enter city name. 

2 Enter state abbreviation code. 

- - - - - -
Mailing Address ZIP 
Code 

9 Enter ZIP + 4 . 

-------
55 

56 

57 

------
58 

59 

60 

61 

Duty Station Name 20 PDC generated 

Employing Office 6 Enter employing office finance number. 
Finance Number 

Employing Office 25 PDC generated 
Name - ·------------------------ - --- -----
Employing Office ZIP 9 PDC generated 

Blank 

Pay Location 

2 

3 Enter pay location. If pay location is not used, enter 
000. 

Merit Lump Sum 5 Enter amount only when lump sum payment is to be 
Amount made with that Form 50 action. 

---- ----- ---------- -
62 ------· 
63 

64 

65 

66 

67 

68 

Handbook EL-301, June 1989 

Blank 

Duty Station Finance 
Number 

Labor Distribution 
Code 

Designation/Activity 
Code 

Position Type 

Limited Tour Hours 

Rate Code 

10 

6 

2 

2 

Enter state and post office number of duty station. 

Enter appropriate code. The LDC is used to compile 
workhour, labor utilization, and other financial 
reports for management use. Since this is financial 
data, consult Division Controller's office, local 
Finance office, or Handbook F-2 for proper code. 

See Exhibit 210n for allowable codes. 

Allowable codes: 
1--Full T ime (Des. OX, 1X, 71, 72, 74) 
2--Part-time Regular (Hourly Rate Regular) 
3--Part-time Flexible and Auxiliary Rural Carrier 
(designation 77) ~ = --r< 
4--Casual O - / C,, 
5--Temporary 
6--Rural (Des. 73, 75, 78, 79) 

Enter scheduled number of hours per week for part 
time regular (hourly rate regulao employees. 

Allowable codes: 
H--Hourly 
A--Annual Rate 
P--96-Hour or Special Rate 

Exhibit 110c (p. 6), Form 50 Elements 
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Exhibit 11 Oc (p. 7) 

Element Number 

69 

70 

- ~------- ---
71 

72 

73 

74 

75 

76 

26 

Data Element 
Name 

Uniform Allowance 
Code 

Organization 
Coverage 

Red Circle 

Rural Data··Route 

Rural Data··L Route 
ID 

Rural Data··Pay 
Type 

Field 
Size 

3 

Guidelines for Processing Personnel Actions 

Description 

Allowable codes (see Exhibit 21 Oo): 

E--Rural Equipment Maintenance Allowance 
M--Used when changing Des/Act or 0cc. Code 
N--lneligible for Uniform Allowance 
R--Rental Allowance 
S--Lost Eligibility for Uniform Allowance 
U··Eligible for Uniform Allowance 
X--Form 1346 needed to establish Uniform 
Allowance 

Leave blank • held for future use. 

PDC generated • indicates if employee's salary is 
"red circled" 

Enter numeric three-digit route number. 
Example: 001 . Route must be valid on Rural Route 
Master File. 

PDC generated based on entry in element 72. 

PDC generated based on entry in element 72. 

M--Miles 
H--6-day heavy route 
J--5-1 /2-day heavy route 
K--5-day heavy route 
A--Auxiliary route 

_____ __ _ $--Special route _____ _ 

Rural 
Data--Tri-Weekly 
Code 

Rural Data--FLSA 

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 

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-·ldentifies compensation under FLSA 7(b)2. 
Overtime paid for hours worked in excess of 1 2 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 
nonhtiavy 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 110c (p. 7), Form 50 Elements 
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Guidelines for Processing Personnel Actions Exhibit 110c (p. 8) 

Element Number Data Element Field 

-- Name Size Description 

77 Rural Data--Rural Enter appropriate code (Y for 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). 
··- -·-- ---· 

80 Nature of Action 35 Enter description for 3-digit NOA Code entered in 
element 79 (see Exhibit 1_10d)_. -----·- ----------------

81 Authority 15 PDC generated 

82 Merit Anniversary 4 Enter PP/YR of merit anniversary date. 
Date 

83 Blank - -----~-- --- ---------- ---·· ·---- -·----- -- ~- --- - - ·- -
84 Standard Remark 3 See Exhibit 11 Oe and 41 Ob for allowable codes. 
-- - - -·· - -- -- · - · ~ --··-· ·· -- ··--- ··--···· ·- - ·- - ---·- -- -- - ---- ----. 
85 Standard Remark 3 See Exhibit 11 Oe and 41 Ob for allowable codes. 

86 Standard Remark 3 See Exhibit 11 Oe and 41 Ob for allowable codes. 

87 Unemployment 3 See NOA description in Chapter 4 or Exhibit 41 Oc 
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 inclutJing spaces. Each standard remark (4XX 
or 5XX) will take up one or more lines, depending 
upon the size of the remarks. --------

89 Sequence Number 1 PDC generated 

90 Nature of Action 3 PDC generated 
Code 

91 Nature of Action 19 PDC generated 

92 Effective Date 6 PDC generated 

93 Occupation Code 8 Refer to Standard Position Description Manuals 
(P-1 for bargaining; P-4 for nonbargaining). 

94 Occupation 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 SO Elements 
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Exhibit 110c (p. 9) 

Element Number 

95 

96 

97 

98 

99 

28 

Data Element 
Name 

Rate Schedule Code 

Grade/Step 

Salary 

Social Security 
Number Correction 
Authorization and 
Date 

OPF Finance 
Number 

Field 
Size 

2 

4 

6 

9 

6 

Guidellnes for Processing Personnel Actions 

Description 

The rate schedule code represents the salary 
schedule used to pay the employee (see Exhibit 
11 Og for allowable codes). 

Enter two-digit numerical grade and alpha/ 
numerical step, if appropriate. 
Examples: 05/8, 15/3, 00/08, 20/00 

Enter basic salary. Examples: 10.15 or 100,000 or 
9,500. 

Used only when correcting a Social Security 
number. Enter correct SSN. 
For processing copy, enter date worksheet 
prepared. Authorization element should contain 
signature of local authorized official. 

Enter finance number where OPF is maintained. 

Exhibit 110c (p. 9), Form 50 Elements 
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l Guldellnes for Processing Personnel Actions 

Code 

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 
770 
780 

Nature of Action Codes 

Nature of Personnel Action 

Cancellation 
Correction 
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--Hqrs use 
LWOP (Exceeding 30 days) 
Leave With Pay Pending Retirement 
Conversion to Career (from Reg.) 
Conversion to Career (Noncomp.) 
~ n118rsigr:1--tQ. Regular Rural Carrier A ~t"..">•rJ ,~ t-!f ·( o 
Promotion 
Change to Full Time 
Change to Lower Level 
Change to PTF 
Reassignment 
Extension of Temporary Appointment 
Reappointment of Casual 
Name Change 

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

Handbook EL-301. June 1989 
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Exhibit 110d (p. 2) Guldellnes for Proceulng Pel'IOnnel Actions 

30 

Code 

800 
803 
881 
882 
888 
890 
892 
893 
894 
896 
900 
901 
902 
903 
907 
908 
911 
912 
924 
925 
926 
927 
928 
959 
960 

Nature of Personnel Action 

SSN Correction 
Change in Retirement Plan 
FEGLI Change 
Change Service Dates 
Step Deferment 
Lump Sum Payment 
Merit Increase 
Step Increase 
Pay Adjustment 
Quality Step Increase 
Detail Termination 
Detail 
Change Position Information 
Uniform Allowance Certification or Disallowance 
Change to Leave Earning Status 
Change to Nonleave Earning Status 
Change in Limited Tour Hours 
Master File Review 
Reassignment/CAO-Chg to Lower Level 
Reassignment/CAO 
Reassignment/CAO--Promotion 
Reassignment PCES _ q &. q 
Reassignment--Conversion to Career --
Dual Job Accession 
Termination of Dual Position 

fJ PP r: 1 0 12.~ r­
ft-.vte.-" '- C'11'r, <:, /c.t, O 

For PDC Use Only 

151 Reactivate/OPM 2806 
904 Route Change 

qo ff _ ?os . P-eev1+ Iv A-.,.io,,, /OQl./fJ~ro.£e 
q,o ... Pc,t . K.eevA-1.,, I Vp ~(-..l.f... " 

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 

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

Standard Remark Codes 
(Elements 84-86) 

501 Saved grade established for indefinite period. 

502 Correct Form 50 dated (date required). 

504 Employee to be paid for all accumulated leave to which entitled 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 Returns to substitute of record coincident to appointment of regular rural carrier. - ------·----- ---
508 _ To serve vacant route pending .appointment of regular rural carrier. 

509 Employee entitled to 1 04 weeks salary protection following the effective date shown hereon 
unless entitlement to protection ceases at an earlier date. 

510 Action based on approved Form 1727, Incentive Award Authorization. 

~~s actio~oes not change due date for advancement to next higher step. 

512 !hj~ action_cha~ges due d~te.!_or adva~ce_m_l:lnt _to ne!<.!_ '2i!:i.h.~ .. ~!ep. _ _ . . ... 

513 The employee's daily assignment for the above position does not meet the 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). 

_5_1 _7 ___ P_hy~s_ic_a_l qualifications previously established. New medical certificate not required_. ---·----

? 18 _ Services.no _longer required. ______ ·---------------- ------ ·-··. __ __ _ 

~_?_Q_ Action effected at employee's request. ______ _ - ---· - _ _ - ·---· ----· - --····-
521 SF-8 issued (date r_eq...:.u_i_re_d.c.). _ ___________ _ ______ _ _ 

522 Last day in pay status (date required). 

523 90-day probation from effective date. 

524 6-month probation from effective date. 

_52_5 ___ S_elected from Hiring Worksheet dated (dated required). 

526 All payroll deductions in effect to remain in effect. 

527 All excess supervisors have been considered for this vacancy. _______ :........_ _____ _:_ _ __;___..:..c.. __ __;__~..::._.:_c_..::.!,_ ______________ _ 

528 Senior qualified applicant. 

529 Copy of SPD furnished employee. 

530 Selected in accordance with procedures for initial level supervisor positions. 

531 Selected in accordance with regulations governing filling of nonbargaining unit positions. 

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

533 Name change due to marriage. 

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

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

537 Employee entitled to retreat rights. 

538 Saved rate established for indefinite period. 

539 SF 1152 and SF 2823 are not on file. 

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

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 equiva!ent 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 
550 

Reemployed from a bargaining position to a nonbargaining position. 

Reemployed from a nonbargaining po_sition to a bargaining position. 

5_~1 ___ . Employee is subject _to 90-day qualifying period before_earning leave . . .. ___ .... 

552 Reassignment based on mutual exchange between two rural carriers of different 
post offices. 

553 
554 

Dual position(s) terminated due to conversion to full time position. 

The probationary period tor RCR is 90 days actually worked or 1 year. whichever 
comes first. 

555 Withhold all funds. 

_5_56 _ _ _ C_S_R_S -~ede~!_2n~!ed Service--Em!?!9¥.~~~Q_i_~le for refund. Contact Personn~I. ___ _ 

557 

558 

559 

560 

561 

562 

563 

564 
565 

566 

567 

568 

569 

570 

571 
572 

Employee f~Jle~-~o ~ po_rt for duty. - - --- - - - - ---- _______ ,. 
Reemployed under FECA, 5 USC 8151 and OPM Regulations. 5 CFR 353. 

NTE (date required). 

Change to lower level due to relegation of office to CAG K. 

Eligible to bid on regular rural carrier positions 1 year from effective date of this 
action. 

Probation period for RCA is 90 days actually worked or 1 year, whichever comes 
first. 

Qualified on appropriate entrance/inservice examination. 

Continuation of Pay (COP) will cease on (date required). 

This action is being cancelled to reestablish employee under the correct SSN. 

This action is being cancelled to correct the employee's date of separation. 

Service history sent to PDC. 

Employee locked in for 365 days in accordance with National Agreement. 

Passed casual Clerk/Carrier exam. ·-- - - - -----
Credited with prior federal/military service. 

Rural Carrier Associate has served continuously on route since (date required). 

Service history will be corrected by PDC. 

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

A/P P/P 1983 1984 1985 1986 1987 1988 

4 1 12125-1n 12/24-1/6 12/22-1/04 12/21-1/03 12/20-1 /02 12/19-1 /01 

2 1/8-1/21 1n-1120 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 2/4-2/17 2/02-2/15 2/01-2/14 1/31-2/13 1/30-2/12 

6 5 2/19-3/4 2/18-3/2 2/16-3/01 2/15-2/28 2/14-2/27 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 2/27-3/11 

7 7 3/19-4/1 3/17-3/30 3/16-3/29 3/15-3/28 3/14-3/27 3/12-3/25 

8 4/2-4/15 3/3 1-4/13 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 4/1 2-4/25 4/11-4/24 4/09-4/22 

10 4/30·5/13 4/28-5/11 4/27-5/10 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 1n-1120 7/06-7/19 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 9/29-10/12 9/28-10/11 9/27-10/1 0 9/26-10/09 9124-10/07 

22 10/15-10/28 10/13-10/26 10/12-10/25 1 0/11 -10/24 10/10-10/23 10/08-10/21 

2 23 10/29-11 /11 10/27-11 /9 10/26-11 /08 1 0/25-11 /07 10/24-11 /06 10.122-11/04 

24 11/12-11 /25 11/10-11/23 11 /09-11 /22 11/08-11/21 11/07·11 /20 11105-11 / 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 
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Exhibit 11 Of (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 -1/13 12/30-1 /12 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 1/28-2/10 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 2/25-3/10 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 4/04-4/17 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 

11 5/06-5/19 5/05-5/18 5/04-5/17 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 7/01-7/14 6/30-7/13 6/29-7/12 6/27·7/10 7/10-7/23 

16 7/15-7/28 7/14-7/27 7/13-7/26 7/11-7/26 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 /18-1 2/01 11/17-11 /30 11/16-11 /29 11/14-11/27 11 /27 • 12/1 0 

26 12/02-1 2/15 12/01 -12/14 11 /30-12/13 11 /28-12/11 12/11-12/24 

27 12/12-12/25 

Exhibit llOf (p. 2), Pay Period Dates Chart 
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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 

11 05/14-05/27 05/ 13-05/26 05/11 ·05/24 05/10·05/23 05/09-05/22 

12 05/28-06/1 0 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 09/03-09/16 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· 1 0/13 09/28· 1 0/11 09/27 · 10/10 09/26· 10/09 

• 22 10/15· 10/28 10/14· 10/27 10/12·10/25 1 0/11 • 10/24 10/10· 10/23 

23 10/29-11 /11 10/28·11 /10 1 0/26-11 /08 10/25-11 /07 10/24· 11 /06 

24 11 /12-1 1/25 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 12/07-1 2/20 12/06-12/19 12/05· 12/18 

27 
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Exhibit 11 Of (p. 4) Guidelines for Processing Personnel Actions 

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 

11 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 /18-1 2/01 

26 12/04-12/17 12/03-12/16 12/02-12/15 

27 

Exhibit llOf (p. 4), Pay Period Dates Chart 
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Guidelines for Processing Personnel Actions Exhibit 110g (p. 1) 

Code 

A 

B 

C 

E 

F 

G 

J 

K 

L 

M 

N 

p 

R 

s 

T 

u 

y 

Rate Schedule Codes (Element 95) 

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 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 37 



Exhibit 110g (p. 2) Guidelines for Processing Personnel Actions 

38 

Special Salary Codes (Element 95) 

Special salary codes allow exceptions to a salary schedule, change of a rate sched ule 
code (RSC), exception to the assigned level of a position, and permit extension of 
PCES (I or 11) 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 

G 

L 

R 

z 

Saved Grade 

Guaranteed 
Salary 

Below 
Minimum 

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. 

This code indicates a pay exception for regular rural carriers cov­
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. 

This code is used for nonbargaining employees only. The code 
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. 

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). 

Special 
Protection 

(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). 

Used only at Headquarters' direction to indicate protection of a rural 
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 tor 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. 

C 

p 

V 

y 

Handbook EL-301, June 1989 

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

PCES II insurance benefits 
extended to PCES I. 

PCES employee assigned to EAS 
posit_ion 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 

TSP 1 

TSP 3 

CA 1 

CA 2 

W-4 
PS·4 
W-15 

1-9 

Title 

Thrift Savings Plan Election Form 

Designation of Beneficiary--Thrift Savings 
Plan 

Federal Employee's Notice of Traumatic 
Injury & Claim for Continuation of 
Pay/Compensation 

Federal Employee's Notice of 
Compensational Disease & Claim for 
Compensation 

Income T ax Withholding or Exemption 
Certificates (Federal, State, Local) 

Employment Eligibility Verification 

Claim for 10-Point Veteran Preference 

Notes 

Only if not submitted to OWCP, for 
compensation. If compensation is claimed, 
these forms go to the Injury Compensation 
Control Officer (see ELM 314.4). 

Handle same as CA-1 

IRS regulations require that the most 
current withholding exemption certificates 
be kept on file until superceded by a later 
change. The superceded (old) certi ficate 
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. 

SF-15 

TSP 19 
- - -·-----
Transfer of Thrift Savings Plan Information Use to transfer TSP withholdings to USPS 
Between Agencies payroll system. 

BAI 46-36A 

BAI 46-48 

Form 50 

SF 57 & 60 

Form 61 

Form 62 

SF 78 

Form 85 

SF 85A 

Handbook EL-JO I Rn ,ision 

Memo to NPRC Requesting Verification of 
Previous Service 

Disability Retirement Application Approval 

Notif ication of Personnel Action 

Application for Government Employment 

Appointment Affidavit 

Appointment Affidavit 

CSC Certificate of Medical Examination 

Nonsensitive Security Clearance 

National Agency Check--Data for 
Nonsensitive or Noncritical-Sensitive 
Position. 

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

Also file supporting documents resulting in 
Form 50. 

File page 2 only (page 1 goes to 
employee's medical folder.) 

The signed ca n copy is placed in the 
OPF when subm ed. It is replaced when 
the original is retu ed with notation 
indicating that inves ative requirements 
have been met. 

Handle the same as Form 85. 

Official Personnel File Documents 
Handbook EL-30 I. Guidelines for Processing Person­

nel Actions, June 1989, Exhibit I I Oh, Permane nt 
Documents (page I ), is revised . Change the No tes 
for Form 85, Nonsensitive Securit)• Clearance, to read: 

~rmanent Documents 

Send bo th pages o f Form 85- di,-ectl>· 10 the Re­
g io na l Ch ie f' lmpcc1or·s Oflicc .. -\1tcn t io11: .-\RC I­
C rim inal. Page 2 is re turned ,,·ith n o ta ti o n indic 11 -
ing that invest igati,·e requirements h ,we been 
m e t.- !nspectio11 Sen,ice. 11-3 0-89 . 

/Y8 c2t75! 
Handbook EL-301, June 1989 
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Guidelines for Processing Personnel Actions Exhibit 11 Oh ( p. 2) 

Forms 

SF 86 

CA 102A 

SF 144/ 
Form 144 

Title 

Security Investigation Data for Sensitive 
Position. 

Official Superior's Notice of Compensation 
Payment 

Statement of Prior Federal C ivilian & 
Military Service 

Notes 

Handle the same as Form 85. 

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. 

SF 171 Application for Federal Employment 

~':.~~- - --- Specific Travel Order--Relocation - -·----- ···- ---

Form 222 

Form 337 

OPM 813 & 
csc 813 

Form 1152 

SF 1187 

SF 1188 

Form 1303 

Form 1590 

Form 1727 

Form 1782 

Form 2066 

Form 2181A 

Form 2246 

Form 2485 

Form 2548 

Form 2577 

Handbook EL-301, June 1989 

Statement for Postmasters and OICs 

Clearance Record for Separated 
Employee 

Verification of Military Retiree's Service in 
~~n~artime _Can:ipaign~ _<:._n_? _E!peditions 

Designation of Beneficiary--Unpaid 
Compensation of Deceased Civilian 
Employee 

Union Dues Authorization 

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. 

All forms current and previous are 
retained 

Union Dues Revokation Attach to corresponding SF 1187 and 
______ r_etain both as permanent documents. 

Salary Change Notice _ _ _ 

Supplies and Equipment Receipt 

Award Recommendation/ Authorization 

Training Request, Authorization and 
Record 

Updated Personnel Security Questionnaire 

Authorization and Release for 
Pre-Employment Screening 

Terminal Leave Worksheet 

Certificate of Medical Examination 

Individual Training Record 

Estimate of Potential 

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. 

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. 

When supporting a Form 50 

Exhibit 110h (p. 2), Permanent Documents 
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Forms 

Form 2591 

Form 2591A 

Form 2808 

SF 2809 

SF 2810 

Title 

Application for Employment 

Applicant's Statement of Selective 
Service Registration Status 

Designation of Beneficiary--CSRS 

Health Benefits Registration Form 

Notice of Change in Health Benefits 
Enrollment 

Notes 

When supporting a Form 50 

All forms current and previous are 
retained for retirement records. 

All forms current and previous are 
retained for retirement records. 

SF 28 1_5 ____ E_m~pl~o,:_ee Service Statem_e_n_t __ From other agency with service time 

SF 2817 Life Insurance Election (FEGLI) This form replaced SF 176, Election 
Declination, or Waiver of Ute Insurance 
Coverage.Retain prior and current copies 
in the OPF. 

SF 2821 Agency Certification of Insurance Status This form replaces SF 56. --- ---- ~--- --- ------- -------- ------------
~~ 282_2 _ ___ .. _ Request for Insurance __ _ __ _ This form replaced SF 51 . ________ _ 

SF 2823 

SF 3102 

Form 4003 

Form 6100A 

Designation of Beneficiary--FEGLI 

Designation of Beneficiary--FERS 

Official Rural Route Description 

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. 

OPF Disclosure Accounting F_o_rm ________ _ _____ ____ _ 

Evidence of Date of Birth -------- ------
---------Records and documents provided by the_National Personnel Records Center. --· 

Verification of selection from USPS or CSC/OPM register of eligibles. No alphabetical 
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 
processing 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 requesters outside 
the employing agency, including any employee authorization to disclose (includes Form 
6100-A). 

Election to continue to pay the full cost of life insuranc;e 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. 

Exhibit 110h (p. 3), Permanent Documents 
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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. 

OSI, incentive awards, or special achievement awards. 

Suggestion awards. 

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

Death Notice and related papers, i.e., copy of Certificate of Death; Form FE-6, Claim 
for Death Benefits; SF 2800, Application for Death Benefits; and SF 1153, Claim 

__ for Unpaid Compensation of Deceased Civilian Employee. _ _ _ 

_ ·-·· _ ·- -·· Resignation from the Postal Service or supervisor's notice, if oral resignation. -·· 

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 . 

• _ ···- __ All applications for employment which_ support a _Form 50. . _ ___ ··- -· ____ _ _ .. _ 

Handbook EL-301 , June 1989 

COLA Roll-In Statement 

Statement of Disagreement with denial of Privacy Act request to amend OPF 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) . 

Exhibit 110h (p. 4), Permanent Documents 
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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 
SF 52 

Form 1322 

Form 1723 

Form 1750 

Form 2030 

Title 

Request for Personnel Action 

Performance of Higher Level Duty 

Assignment Order 

Notes 

A high volume bf 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. 

- - ------ - - -
Employee Probationary Period Evaluation 
Report 

Postal Examiner Report of Installation 

Form 2444 Agreement to Remain in Postal SeNice 
_________ (or other Continued Service Agreements) __ 

Form 2803 Application to Make Deposit or Redeposit Keep only a copy of the most current 
form. 

Form 3074 

Form 3989 

Request for Waiver of Claim for 
Erroneous Payment of Pay 

Examination Statement 

Correspondence relating to assignments and inquiries from or about an employee. 

Customer letters of commendation. ----- ------ -- ·--~ --- ------- - -------- ---
~il!tary orders (copies .?D··periods of actual duty while on -~ ilitary_ 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--Accession Contents 

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

220 Career Appointments 
221 Career Appointment 

221.1 Definition 
221.2 Authority 
221.3 Required Forms 
221.4 Elements 
221.5 Additional Information 

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

230 Temporary Appointment 
231 Definition 
232 Authority 
233 Required Forms 
234 Elements 
235 Additional Information 

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

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

260 Reemployment 
261 Reemployment Military 

261.1 Definition 
261.2 Required Forms 
261.3 Elements 
261.4 Additional Information 

262 Reemployment Executive Order (EO) or Office of Personnel 
Management (OPM) 
262. l Definition 
262.2 Required Forms 

Handbook EL-301, June 1989 

Chapter 2 

NOA 

100 

101 

110, 113 

130 

140 

160 

161 
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Chapter 2 Guidelines for Processing Personnel Actions 

262.3 Elemen ts • 262.4 Additional Information 

270 Special Hires Noncareer 
271 Postmaster Relief/Leave Replacement 

271.l Definition 
170 

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 Addit ional Information 

280 Rural Carrier Associate Appointment from Register 
28 1 Definition 

190 

282 Requ ired 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 NIA 
Exhibit 210b Thrift Savings Plan Code 11 
Exhibit 21 Oc Retirement Code 13 
Exhibit 210d Leave and Retirement Svc Comp Date 14 & 16 
Exhibit 210e Thrift Savings Plan Svc Comp Date 17 
Exhibit 210f PSI Waiting Period Chart 18 
Exhibit 210g Casual 90-Day Tracking Chart 20 
Exhibit 210h Probation Period Endingffracking Chart 22 
Exhibit 210i Race and National Origin Codes 36 
Exhibit 21 Oj D isability Codes 37 
Exhibit 210k Service Anniversary PPN R Instructions 39 
Exhibit 2101 Education Level Codes 40 
Exhibit 210m Retired Military Instructions/Codes 47 
Exhibit 210n Designat ion/Activity Codes 65 
Exhibit 2100 Uniform Allowance Codes 69 
Exhibit 221 Sample Worksheet for NOA 100 
Exhibit 222 Sam ple 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 Sa mple Wo rksheet for NOA 171 
Exhibi t 280 Sample Worksheet for NOA 190 
Exhibit 290 Sample Worksheet for NOA 959 

• 
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Guidelines for Processing Personnel Actions 

210 General 

211 Definition 

Chapter 2 
Accessions 

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 21 Oa 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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Guidelines for Processing Personnel Actions 

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 
e lements 51-54. 

d. See ELM 323.2 for addit ional 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 re lief or rural carrier 
associate. To convert a re lief carrier to regular, use NOA Code 580. See 322.3). 
Elements 72 and 77 must be entered fo r 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 

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. AU 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--0utside 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 21 Oa for details on form prep­
aration and use): 

a. 0MB 1-9, Employment Eligibility 
Verification. 

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

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

d. Form 2181 A, Authorization and Release. 
e. Form 2480, Driving Record. 
f. Form 2591 , Application fo r Employment. 
g. Form 2591-A, Applicant's Statement of 

Selective Service Registration Status. 
h. Form 2485, Certificate of Medical E.rnmi-

nation. 
i. Form 2488, Authorization and Release. 
j. Form 2489, Disability Code L ist. 
k. Form 4582, Application for Permit and 

Operator's Record. 
L. Form 4583, Physical Fitness Inquiry for 

Motor Vehicle Operators. 
m. W-4, Employee's Withholding Exemption 

Certificace,and applicable state and local tax 
forms. 
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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, 7~ 9~ 
95, 96, 97, 99. 

b. Optional Elements: 7, 32, 34, 44, 45, 47, 
67. 

c. 0 ptional Standard Remark Codes: 51 7, 
529, 548, 559, 569. 

235 Additional Information 
a. See EL-31 1, 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. 

c. 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 sim ultaneously to ELRIC, 
stapled together and numbered l 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 
prior to the appointment as the Temporary Post­
master. 

j . See Append ix A for instructions for coding 
Form 50 if salary exception to exceed the norm 
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 S1andard 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. 
c. Excepted agencies must have a reciprocal 

agreement with USPS allowing for the transfer of 
employees between the two agencies. Example: 
the Tennessee Valley Authority (TV A), is a fed­
eral agency with whom the USPS has no recipro­
cal agreement on file. Therefore, TV A's 
employees are nol 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 effec~ive 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 51 2.9). 

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. 

l. Do not process NOA 130 for employees 
transferring co 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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250 

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 50-8 (see 
sample worksheet, Exhibit 250): 

a. Mandatory Elements: l , 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 
posta l 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. 

c. 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-31 I , 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. 

l. See ELM 412.1 (nonbargaining) or 422.21 
(bargaining) for pay rules for accession actions . 
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Exhibit 250, Form 50 for Reinstatement 
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260 Reemployment (NOA Code 160, 161) 

261 Reemployment Military (NOA Code 160) 

Guidelines for Processing Personnel Actions 

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 50-8 (see sample worksheet, 
Exhibit 261). 

a. Mandatory Elements: 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. 
c. 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 reti rement 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 fu ll 
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 n.ext 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 e mployee is ineligible to contribute for two open seasons (see Exhibit 210b) . 

l. 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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Exhibit 261, Form 50-B for Reemployment Military 
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Guidelines tor Processing Personnel Actions 

262 Reemployment Executive Order (EO) 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 50-8 (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. Optional Elements: 7, 18, 34, 40, 41, 44, 45, 47, 67, 69. 
c. 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 PPNR (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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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): 

a. 0MB I-9, Employment Eligibility Verification. 
b. Form 66, Official Personnel Folder. 
c. Form 85, Nonsensitive Security Clearance. 
d. Form 1653, Postmaster Relief/Leave Replacement Employment Data. 
e. 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. 

271.3 Elements. To complete elements on Form 1653, Postmaster Relief/Leave Replace­
ment Employment Data, 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. 
c. 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 sta,tus using Form 1653 (see separations) 
and appointed to TPM (designation 58-9) using NOA 113 on Form 50. 

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: 0MB 1-9, Form 85, Form 1653, Form 2591-A, Tax Forms, Forms 50 to 
document dual casual employment, and documentation for when actually employed 
(W AE) service. 
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Guidelines for Processing Personnel Actions 

U.S. Post.I Serv~e 

POSTMASTER RELIEF/ LEAVE REPLACEMENT EMPLOYMENT DATA 
Appllc•nt '• Mel11 ng Addr"' (Strut, Cfry. State 01td ZIP Code) Poat Office N..-ne and Metllno Addr•• 

Jane Doe He r tel Post Offi ce 
Rt 2 Box 234 Hertel , WI 54845-9998 
Mertel. WI 548 4 5-9702 

Dear 

I 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: 

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

Up to 10 hours of training to perform the assigned duties will be provided , ff necessary. 

2. During the training and when you are assigned to the duties of a Postmaster Relief/ Leave Replacement. you will be compensated at 
the rate of S 5 • 61 per hour, with appropriate deductions for federal and state taxes and FICA contribut ions. 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 fe deral retirement system, and sick and annual leave are not applicable. 

3 . With the excep tion of days in which the Postmaster cannot work due to unforeseen circumstances such as illness, the Postmaster 
wHI identify in advance the days and times your services will be required. With respect to unforeseen situations, you will be notified 
as soon as possible to de termine your availability for work. In the situations in which you work rwo or more consecutive days. yllur 
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 I through 5 below. 

Postmaster J accept (Sizni,tr.lrt ~nd Dau J 

I 
• READ INSTRUCTIONS ON REVERSE BEFORE FILING IN. • 

Pot tmnter check h/ ) approprl•t• box a nd •nter data 

QD EST ABLISH (Cdmplut Items J t hro1~h 9} 0 T ERMI NAT ION (Complett Jum1 J throu8h 6, JO, Gnd J I J 

0 CH ANG E (Complete Item, J thrOUlh 6, J 2, u1d any chof't8lng ltem1J 

• INFORMATION TO BE COMPLETED BY EMPLOYEE (Prim or Type) • 

E FFECTIVE DAT E 

I Mont h J Dav I v•u I 
09 I 26 87 

1. Na me (Ltur, Pint and Mfddl~ ln/t/ol} 1·· Su 
5. M•illng Addr m (A pt. No./ Box No., Strut, City, Srau 41td ZIP Cod~) 

DOE , Jane L. 0 M (xF 
3 . S ~ i•I Security No. r· Oat• of Birth (M onth, Day, Yedr} Hertel , WI 548 45- 9702 

123- 45- 678 9 03- 06-59 

• INFORMATION TO BE COMPLETED BV ASSOCIATE OFFICE POSTMASTER• 
6 . Finance No.• 7. Employi ng Office 

00-0000 Hertel, WI 54845- 9998 
8 . Check Level of Poet OHie• 

..; Leve l OCC Code R• t• Sch Lev•I of Ponm•ttar v L ev•I OCC Code 
Re t e S<;;h Level of Postmaste r 

Code Relief Replacement Cod e Relief Replace ment 

A 2305 · 6100 L 51 E 2305 · 6100 L 55 
B 2306 -6100 L 52 X 11 2305 -6 111 L 09 
C 2306 -6100 L 53 13 2305 · 6 113 L 11 
D 2306 · 8100 L 64 15 2305 · 6115 L 13 

9. Hourlv Rate 10. Lett Emplovm•nt Oat• 12. R-.n• rk1 

5.61 Form 50 
11 . U n.mplo vment Compen .. t lon Code• 

e l ements : 36=E; 37=04r 43=04 

13. DIV ./MSC APPROVAL 
13e . Dlv./MSC 

Eau Clair e , WI r·· ~~•: and Ti" -J ' / 

, 7 - ~ Pe rsonnel Asst . 

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

Exhibit 271, Form 1653 for Establishing Postmaster Relief/Leave Replacement 
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Guidelines for Processing Personnel Actions 

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) : 

a. 0MB 1-9, Employment Eligibility Verification. 
b. Form 61, Appointment Affidavit. 
c. Form 66, Official Personnel Folder. 
d. Form 85, Nonsensitive Security Clearance. 
e. Form 2591 , Application for Employment. 
f. Form 2591-A, Applicant's Statement of Selective Service Registration Status. 
g. W-4, Employees Withholding Exemption Certificate and applicable state and local 

tax forms. 

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. 

c. Element 34 must be coded with a W. This identifies RCRs being hired under 
emergency procedures. 

Handbook EL-301 , June 1989 

• 

• 

• 



• 

• 

• 

Guidelines for Processing Personnel Actions Exhibit 272 
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Guidelines for Processing Personnel Actions 

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 0MB 1-9, Employment Eligibilicy Verification. 
b. SF-15, Claim for JO-Point Veteran Preference. 
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 Selecti~e Service Registration Status. 
h. Form 2485, Certificate of Medical Examination. 
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. 

283 Elements 

Complete the following elements on 50-B (see sample worksheet, Exhibit 280): 
a. Mandatory Elements: I, 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. 
c. Optional Standard Remark Codes: 525, 554, 561. 

284 Additional Inform_ation 
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 PPNR 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. 
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Guidelines for Processing Personnel Actions Exhibit 280 
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290 Dual Job Accessions (NOA Code 959) 

291 Definition 

Guidelines for Processing Personnel Actions 

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. 
c. Optional Standard Remark Codes: 548, 559, 569. 

293 Additional Information 
a. See ELM 422.5 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/~R 
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. 

c. 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 ditferent 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 
PMR/LR position. 

h. 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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Guidelines for Processing Personnel Actions 

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. 

l. The suffix code (element 4) is coded 1 for the primary position. Subsequent 
positions are coded 2, 3, etc. The position that provides reti rement 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 cove red 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 

4X/X 7710 73/0 
4X/X 7710 
4X/X 73/0 
58/0 58/0 58/0 58/0 Must be established at four 

different finance numbers. 
58/0 6XIX Establish the 6X/X position in a 

different finance number from the 
58/0. 

73/0 6XIX 
73/0 58/0 
75/0 58/0 6XIX Establish the 6XIX 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 6XIX 
75/0 58/9 
77/0 73/0 
77/0 78(0 
77(0 58/0 6XIX Establish the 6X/X position in a 

different finance number from 
58/0. 

77/0 6XIX 
7710 58/0 
7810 58/0 
78/0 6X/X 
78/0 58/0 6XIX 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 C arrier Relief (RCA) 
77/0 Auxiliary Rural Carrier 
78/0 Rural Carrier Associate (RCA) 
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Guidelines for Processing Personnel Actions 
Exhibit 210a (p. 1) 

Form No. 

Appointment 
Forms 

0MB 1·9 

SF 15 

TSP 19 

Form 50 

Form 61 

Form 62 

Form 66 

Employment Forms 

Title 

Employment Eligibility 
Verification 

Claim for 10-point Veteran 
Preference 

Transfer of Thrift Savings 
Plan Information Between 
Agencies 

Request for Personnel 
Action 

Appointment Affidavit 

Agency Request to Pass 
Over a Preference Eligible 

Official Personnel Folder 

Preparation Instructions 

Appointee completes Part 
1 and provides proof of 
employment eligibility. 
Appointing official verifies. 

Appointee prepares one 
form. Appointing official 
verifies. 

Appointing official 
prepares. 

Use 

Verification of citizenship. 

Use if appointee claims 
10-point preference (disability, 
spouse, widow/widower, 
mother). 

Use for employees transferring 
from another agency. 
Automates deductions from 

-- - --- ___ pay. -----·-··-- --
Appointing Official 
prepares worksheet. 

Prepare original only. 

Appointing Official 
prepares and submits to 
OPM. 

See 131 and ELM 314.13 
and .14. 

Processing personnel actions. 

Authority to Pass Over a CPS 
veteran. 

Holds permanent and 
temporary employment 
documents. 

--- ---·- -----·--·- -----------··· ·-· ------
SF 75 

Form 85 

SF 144/Form 
144 

csc 813 

Form 1216 

Form 1476 

Form 2181A 

Request for Preliminary 
Employment Data 

Nonsensitive Security 
Clearance 

Statement of Prior Federal 
Civilian and Military 
Service 

Request for Verification of 
Military Status 

Employee's Current 
Mailing Address 

PSDS EMA Items 
Transcript 

Send to losing agency. 

Appointee completes one. 
Appointing Officer 
forwards to Postal 
Inspection Service. 

Appointee completes Part 
1 , appointing official 
verifies and completes 
reverse. 

Appointee completes. 
Appointing Official 
forwards to military finance 
center. 

Appointee completes. 

Appointing Official 
prepares and forwards to 
PSDS office. 

Authorization and Release Appointee completes. 

Use to request employment 
data from previous federal 
agency. 

Security clearance. 

Use to compute leave and 
retirement service computation 
dates. 

Verification qf campaign 
service. 

Provides current address and 
telephone number. Also used 
for notification of address 
change. May be used in 
conjunction with employment 
at local discretion. 

Use in PSDS Offices to notify 
timekeeping unit of hire. 

Authorization for 
Preemployment screening. 

Exhibit 210a (p. 1) , Employment Forms 
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Form No. 

Form 2485 

Form 2488 

Form 2489 

Form 2591 

Form 2591A 

SF 3108 

Form 3666 

Form 5902 

Payroll Forms 

TSP 1 

Form 1192 

W-4 

Insurance 
Forms 

TSP 3 

SF 1152 

Title 

Certificate of Medical 
Examination 

Guidelines for Processing Personnel Actions 

Preparation Instructions 
Use 

All items relating to Assessing medical risk. 
appointee's fitness for 
position must be answered 
and appointee must sign in 
ink. See ELM 864. 

Authorization and Release Appointee completes. Authorization for release of 
medical information. 

Disability Code List 

Application for 
Employment. 

Medical Otticer completes; Recording disability codes. 
appointing officer verifies. 

Appointee completes. 
Appointing official reviews 
to verify veterans 
preference, and to be sure 
appointee has followed 
instructions. Must be 
signed and dated in ink by 

_ _ ___ --·-· appointee .. __ _ _ __ .. _ _ ___ ·- _ - .. - __ _ 

Applicant's Statement of 
Selective Service 
Registration Status 

Application to Make 
Service Credit Payment 
for Civilian Service 
(FERS) 

Appointee completes. 
Appointing Officer verifies. 

Appointee completes. 

Verification of selective service 
registration status for males 
born after 12/31 /59. 

Annuity credit for noncareer 
service prior to W89. 

Certification of Disability Referring agency Verification of eligibility for 
---------"prepares. _ _____ noncompetitive appointment. -· __ 

Request for VA Medical Appointing Official or Collection of medical 
Survey Medical Unit prepares and information from Veterans 

Thrift Savings Plan 
Election Form 

Authorization for Purchase 
of U.S. Savings Bonds 

Employee's Withholding 
Exemption Certificate 

State & Local Tax 
Withholding Forms 

Designation of 
Beneficiary-Thrift Savings 
Plan 

Designation of Beneficiary 
(Unpaid Compensation of 
Deceased Civilian 
Employee) 

forwards to VA. Administration. 

Appointee prepares and 
submits during appropriate 
open season. 

Appointee prepares 
original only. 

Appointee prepares one. 

Appointee prepares one 
each. 

Appointee prepares. 

Prepare in duplicate and 
forward to OPM as 
indicated on form. 

Use if appointee wants to 
authorize purchase of bonds 
through payroll allotments. 

Federal tax withholding. 

State and applicable local tax 
withholding. 

Required if appointee wants to 
change standard order of 
precedence. 

Required if appointee wants to 
change standard order of 
precedence. 

Exhibit 210a (p. 2) , Employment Forms 
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Guidelines for Processing Personnel Actions Exhibit 210a (p. 3) 

Preparation Instructions 
Form No. , Title Use 

SF 2808 

SF 2809 

SF 2810 

SF 2817 

SF 28178 

SF 2822 

SF 2823 

SF 3102 

Drivers' Forms• 

OF-346 

Form 2480 

Form 4582 

Form 4583 

Form 5905 

Designation of Beneficiary, 
CSRS 

Health Benefits 
Registration Form 

Notice of Change in 
Health Benefits 

Prepare in duplicate and 
forward to OPM as 
indicated on form. 

Prepare according to 
instructions on form. 

Prepare according to 
instructions on form. 

Required if appointee wants to 
change standard order of 
precedence. 

Required for initial registration, 
enrollment, or cancellation of 
coverage. 

Use for enrollment changes 
not covered by SF 2809 (e.g., 
transfer in of coverage in 
conjunction with transfer from 

- - - - · . _ _ _ . -- - - - - ·-- _ another agency). __ __ __ _ 

Life Insurance Election 
(FEGLI) 

Prepare according to 
instructions on form. 
Prepare Form 50 for 
FEGLI changes (NOA 

Use for election of optional 
insurance coverage. 

___ _ _ _____ 8_8~1). _________ _ _ _ 

FEGLI (17 pg booklet) 

FEGLl·Federal Employees 
Group Life Insurance 

Designation of Beneficiary 
(FEGLI) 

~--- ---
Designation of 
Beneficiary-FE RS 

U.S. Government Motor 
Vehicle Operator's 
Identification Card 

Driving Record 

Application for Permit and 
Operator's Record. 

Physical Fitness Inquiry for 
Motor Vehicle Operators. 

Request to Administer 
Drivers' Road Test 

Give to appointee. Appointee uses to determine 
·--------~~oices of optional insurance. 

Personnel Official Appointee uses to apply for 
prepares portion, insurance. 
examining physician 
completes portion and 
mails to FEGLI. 

Prepare as indicated on Required if appointee wants to 
form. change standard order of 

precedence . ·--- -
Appointee prepares. Required if appointee wants to 

change standard order of 
precedence. 

Driving instructor prepares. Certification of ability to 
operate a government-owned 
vehicle. 

Appointee prepares. Provides license number and 
states where licenses held. 

Appointee prepares a Preemployment medical for 
portion; medical officer suitability determination. Also 
completes remainder. used in conjunction with 

periodic medical exams for 
certain drivers. 

PO prepares a portion; Requests road test and 
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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(Element 11) 

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 
appointments, all conversions to career and all career transfers. 

Acceptable codes for element 11 are: 

Ineligible for two open seasons (noncareer employees are always coded I 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. 

E 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. 

R 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. 

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 
appointing personnel action. 

Exhibit 210b, Thrift Savings Plan Code 
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Guldellnes for Processing Personnel Actions Exhibit 210c (p. 1) 

Retirement Plan Codes 
(Element 13) 

With the passage of Public Law 98.21 , all postal employees first hired atter 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 

1 CSRS 

-- - --· --~ - --- - - -
2 FICA 

3" CSRS 
4 Reemployed Annuitant 

5 CSRS Offset 
(CSRS/FICA) 

6' CSRS Offset 
(CSRS/FICA)(Dual) 

7 Reserved 

8 -FERS 

9" FERS 

A FERS With Frozen CSRS 
Service 

B" FERS With Frozen CSRS 
Service 

'Postal Inspectors Only. 

Description 

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 
must have been less than one_year. __ - ·- _ ___ __ _ 

All noncareer employees are placed in this retirement code. 

Identical to retirement plan 1 but it is restricted to Inspectors. 

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. 
To be in this retirement plan an employee must have 5 years of creditable 
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 civi lian service prior to 1/1/87. 

This is the same as retirement plan 5 but is restricted to Inspectors. 

This plan is not available to the field . 

All career employees whose initial career appointment was 1 /1 /84 or later 
and who had less than 5 years creditable civi lian 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. 

This is the same as retirement plan 8 but is restricted to Inspectors. 

This retirement plan is limited to employees who were previously in CSRS 
or CSRS Offset and who elected to become subject to FERS. They also 
have frozen civilian service of at least 5 years. 

This is the same as retirment plan A but is restricted to Inspectors. 
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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 
21 Od 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: 

I. 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 civi lian service under Civil Service Retirement System 
(CSRS) through December 31 , 1986 was less than 5 years. 

Exceptions 

The following employees 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 (wi thout 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. 
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Leave Computation Date 
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 civi lian 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 civi lian 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 MIiitary Service 

The appointee completes Part I 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 
benefits 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: 

Vear 
77 
65 
142 

Month 
07 
07 
14 

Day 
31 
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 
73 
7 4 (borrow 12) 
65 
08 

Month 
19 
08 (borrow 30) 
10 
09 

Day 
38 
08 
14 
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: 

Add the appointment dates: 

Subtract the separation figures from 
the appointment figures: 

Convert to realistic calendar date: 

74-07-27 
75-07-28 

+2 
149-14-57 

65-07-14 
75-07-14 
79-10-29 

219-24-57 

219-24-57 
149-14-57 

70-10-00 

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. 

75-07-2829* 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 

74-07-2728* 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 tor 

Civilian Service 

USPS Positions 

Substitute Rural Carrier 

SAC serving vacant route 

Temporary Sub Rural Carrier 

Des. Retirement 

73 YES2 

72 YES 

74 YES1 

75 YES1 Rural Carrier Relief 
Service after 1 /1 /89 - --·---·re:::-,'--~---- __ _!:!_~ - - ~---· 

f 77 ) Auxiliary Rural Carrier 
Service before 1 /1 /77 
Service after 1/1177 
Service after 1 /1 /89 

Rural Carrier Associate 
Service after 1 /1 /89 
RCA serving vacant route 
Service after 1 /1 /89 

Postmaster Relief/Leave Replacement 
Service before 7/22/47 
Service on or after 7 /22/4 7 
Service after 1/1/77 
Service after 1/1/89 

Casual 
Service before 111177 
Service after 1/1177 
Service after 1 /1 /89 

Temporary Postmaster (OIC) 
Service before 111177 
Service after 1 /1 /77 
Service after 1 /1 /89 

Part Time Flexible CSRS/OFFSET 

Part Time Regular CSRS/OFFSET 

Full Time Regular CSRS/OFFSET 

Part Time Flexible FERS 
Service before 1 /1 /89 
Service after 1 /1 /89 

Part T ime Regular FERS 
Service before 1 / 1 /89 
Service after 1 / 1 /89 

, .... / YES2 

YES2 

Ye~ forest.S I NO .f'or ~rs 
78 YES1 

NO 
74 YES 

58-0 

6X 

58-9 

NO 

NO 
YES1 

YES1 

N06 

YES 
YES 
N06 

YES2 

YES2 

N06 

YES2 

YES2
·3 

YES2
•3 

YES2·5 

YES4 

YES2,3,5 
YES4 •5 

Leave 

YES 

YES 

NO 

NO Q):'..., 
NO 

YES _1~ 
NO - r ye5 
NO - Yes 
NO 
NO 
NO o/C 
NO 

YES 
YES 
NO 
NO 

YES 
NO 
NO 

YES 
NO 
NO 

YES 

YES 

YES 

YES 
YES 

YES 
YES 

0 IL-

Full Time Regular FERS 
Service before 1/ 1/89 YES2·3·5 YES 
Service after 1/1/89 YES4 •5 YES 
1 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 FER$ 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 
6 Service is not creditable if employee is covered by FERS 
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Military Service 

A period of active military service terminated 
before 1956 under honorable conditions 

A period of active military service terminated 
after 1956 under honorable conditions 

A period of active military service terminated 
under conditions other than honorable 

Military retiree (not for combat or war-incurred 
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 
disability)--active military service totals less 
than 20 years 

Military retiree (not for combat or war-incurred 
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, 
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 
or disease received in combat 

Military retiree--disability caused by 
instrumentality of war during combat 

Creditable for 
Retirement 

YES 

see 4
·
5 

NO 

N01 

N01 

YES4 

YES6 

YES6 

Creditable for 
Leave 

YES 

YES 

NO 

YES2 

N02 

YES 

YES3 

YES6 

YES6 

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

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 serv.ice, limit the creditable service to periods during wartime and 
campaigns and expeditions for which a campaign badge is authorized. · 

4 If employed prior to 10/1 182 under CSRS will receive 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. 

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

Inst ructions: (a l Enter date of a ppointment a nd date ol s.eperaUon from offk:ial r.cordt. 

(bl Add 1 to the se paration day because separation day i1 rkotd.ed Hof close of businfts ICOBI. 

(c) Add ,1111 aµpo intment dates and total n:,ncredltabl• service. 

ldl Add all separation dates. 

fe) Subtract total separa t ion d a tes from total appointment datin. • 

Cred itable Service 

(l.iu Only Perio<Js Thfll arc Cr<'dira ble [(Jr Her;,cmcnr f•urpuscs.J 

lndiYiCluals firsr en15)1oyed under the CSR Svuem on or after 10 01 82. receive CSR cre dit for 
,,ost 1956 military serv ice only it a deposit is made for the mlliterv service. 

If the employee is receiving (or has aimlied for) m ilitary retired pey , include cr• ditable active , 
honorable military service only it employee c;:hecke d " Yes" under 5.b or 5.c, Verify st•tus 
if "Notice of Award"' or official docu,n•ntat ion 10 substantiate this is not attached. Casual. 
temporary , or 01her noncareer civilian • rnployme nt w ith the Postal Servic;:e, Federal Gov~rn · 
ment , or D istrict of Columbia is cre d i table for reti rement purpoies. 

Entrance on Duty Date <•) 
Total Noncred itable Suvke 
(i.e., /,1>.ft T.-mr. /. WOP i11 L::xcess 

! •I uf 6 M1.mtllsJ 

To13,I ,., 
Aetirernent Comuutat1on Da te 

t a t ( bl 

Appointment Date 

Ynr Month Day 

78 10 11 

86 04 1 'J 

1 ,;.4 1 d .,.,, 

R6 nA 1 2 

7R ,n 11 

Separation Date 

v .. , Month 

86 04 

86 04 

(bl 

Day 

11 
+l 

12 

Part Ill - Determination of Creditable Service for Leave Computation Date 
(For Year Below. Show Only last Two Numbers, for Months Show Numerical Equivalent) 

Instruct ions: Follow instructions · ·(a1·· through ··1el" in Section 11 above. 

Creditable S erv ice ( /.eu1·e Comp11lutim1 Date) 
( l.isr (h1l_1· l'erfrxls Tltot ,ue C,C'ditobtc for /,t:"1·c P'l,rpmes.J 

A deposit for cred itable r>ost-1956 milita ry service is not reQl1ired to receive tredit tor leave 
a ccrued purposes. If the employee h receiving (or h.as aµpli&d for) m ilitary ret intd pay, include 
all creditable ac t ive. honorable military sef"vic e only if employee c h1teked ··Yes" under 5.b 
o r 5.c. O therwise. inc h.id • only partial cred it as ind icated In ELM 512.223 b. Cesu•I or tern. 
porary employment with the Pona l Service performed after January 1 , 1 9 7 7, Is 1'0t c redit­
.able for leave purposes. Temporary or other noncareer employment w ith the Federal Govern 
m e nt or O istrict of Columbia Is not credit.abte for leave purposes regerdlns of wtien p•rformed. 

All sub rural carrier service creditable for 
leave and retirement. 

Entrance on Ouw D ate l+I 

Total Nonc redit•ble Serv ice (+ I 

Tot.al (a) 

Leave Co mputation Date 

(a> Cb> 

Appointmen t Date 

Yhr Month Day 

78 10 11 

86 04 1 2 

164 14 23 

86 04 12 

78 10 11 

S.,ration Date 

Year Month Day 

86 

1816 

04 

04 

11 
+l 

1 2 

' When the d.ivs or the month , b elow a re ec.iual to or great er than the n umb er above, borrow one mon1h (30 days) o r one year ( 12 m o nth s) from 
the month o r ye ar colvmn, When you subtract one d ay from the fi rst of a rf\Onth or when you wbtra ct one m onth from the last day of t he 
month , the answe r m u st be t he last da y of the preceding month. 

E~amples: Jt a person with one month prior ser ... ic e entered on duty March 31 , 1978. his se rvk: e would b<t F-eb. 28. 1978. 
If a person with one day prio r , ervica entered on du\Y Marc h 1, 1978, his service date would be Feb . 28 , 1978. 

PS Form 144, June 1986 (RN'<•rs<!) ~ U.S GP.O 19117 - 181 - 700 /&:. 780 
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Part II - Determination of Creditable Service for Retirement Computation Date 
(For Year Below, Show Lasr Two Numbers, for Months Show Numerical Equivalent) 

Instructions: <•I Enter d•te o f a ppointm • nt and i:Ute of Hp.ration from officia l records, 

(bl Add 1 to the sepua Hon div becau:Je ses:>atatlon dav ls re c orded as of cloH o f busineu (COB) . 

(c) Add a ll a ppointme nt dates and tota l noncredlta b la service. 

( d i Add a ll separati Ofl dltH. 

Credito1bl• Service 

(I. I.JI Oul_1· /'('rivds That arr Crrditablt' for Ht'tirc,,,rut J•urpusc.s.J 

I ndlvldua1s first ll!mplove<:J u n o e r 1ha CSA Sy:nem on or alte r 10 01 82. rec-ew e CSR credit t or 
µost 1 956 ,·rdli1arv service only ,ta d l posi t ,s made tor the mll111r v service 

If tha e1oployae u rec e lvl n g ( or hH applied tort militar y ret ired p av. Include c reditebte act iv•, 

honorable mllit•rv serv ice only i i tm ptoyff c h tteked "Yes" under S .b o r 5 .c. Vorl tv stat u1 
if "Nolice of Award"" or ottic1al oocumen1•1 ion 10 substan t i•te th i1 i1 not a uac hed. C H ual, 

temporiry . or o th er noncareer c ivilian •mployment w ith the Ponal Se rvic e. Federal Govern 

ment, o r D l,trkl o f Columbia Is c;.t editable tor r e t ir ement P\ol tPOHJ 

7 mos, 25 days LWOP in calendar year 1987. Six 
months "free", so 1 month, 25 days deducted fror 
l eave and retirement computation dates. 

Entranc e on Du ty Date 

T 0 111 No rn:r9ditabl• Service 
,,. ~ .• l ,nst T im~. U 1IOP in l::.'CC'tSS 
of6 MonrhlJ 

Id 

l+I 

Yeu Mon th 

83 

88 

171 

1 0 

01 

01 

12 

Day 

01 

25 

30 

56 

Year 

88 

88 

Tota l !al 88 01 30 !b l 

la H b } 

83 11 26 

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

Inst ructions: F o llow , n n ruc t ions "la) .. tl'lfOU9h ··te)·· i n Sec t ion II above . 

C,editable Service ( l.hlvt Cmn pututhm DtJ1r) 

(U$I Only Prrimh Tltot o~ C~ditoblt for l.ta1•t Pt,rpusrs.J 
Appointment Date 

Separa1ion 0111 

Month 

01 

01 

Day 

29 
+l 

30 

YHr M onth Day YHr Month D1y 
A deposit to, credi table post ,1956 mili tary service is not req1dred to receive c r edit for teave 
accr\olal p urposes. I f the • mployee is rec;.-eho1ing l or h•1 •pplied tori m ,lit ar v retired pay. inc lude 
all creditable active. honorable military service only if employee c hec ked .. ves· · under 5 . b 
or 5 .c . ou,erwi:H, include only part ial c redit as indicated in ElM 5 12. 223 b . Cuual o, t•m · 
pora,y employment w ith the Postal S e rvice performed afte, January 1. 1977, i1 not cred it • 
able for 1,,...,, ourpc»es. Tempo ra ry or other nonc:areer employment w it h the F edera l Gov ern • 

ment or D itlrict of Columbia h not c reditable for leave purpot.es rega rd lns of when performed, 

1 month, 25 days deducted for LWOP in 1987. 

Entranc e on Du ty Date l•I 

Total Noncredh able Serv ice 1•1 

Tota l l•I 

Leav• Computation Date 

f t H bl 

83 

88 

171 

88 

83 

10 

01 

01 

12 

01 

11 

01 

25 

30 

56 

30 

26 

88 01 

!~8 01 

29 
+l 

30 

•when the days or the months below a r e equal too, greater t ha n t he num ber above, bOrrow one m o n th (30 devi l o, o ne yea, (12 mont h s) hOM 
the month o r ye a r column, When you w btrau one day hom the f irsr o f e month or wh en you su b u act one m o nth from 1he lut day o f the 

mOl"lth, the answe r must be the len d•Y of the preceding m o nth, 

E•emple1: It a person whh one month prior service e ntered on duty M arch 31 , 1978, h l1 service wou ld b• Fe b. 28, 1978. 
11 a person with one day prior service entered on d u ty March 1, 1978, his Hrv lce date would be Feb, 28 . 1978~ 
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Part 11 - Determination of Creditable Service for Retirement Computation Date 
(For Year Below, Show Lasr Two Numbers, for Monrhs Show Numerical Equivalent) 

ln1tructions: l•l Ent•r data of appointment and d ata of 1eperatlon from official r~ordt. 

lb) Add 1 to the separation day bec1u1t &eperetion dlY 1, racordad • of clow of bu t inen (COB>. 

le) Add e ll apPointment datn and total noncredltable MH"Y ice. 

(d i Add all Mparation datn. 

l•I Subuect tota l 1~ a re1 lon d•H• from 1011 1 M)pointmant dates. • 

Creditebla $.,vk;e Appointment D111 Soporfllon Dom 
(Usl Onl)' Phiodl Thor are Cr~dlteblt for Rtrfr~m~nt Purpo,u.J 

lnd lvid uals fint employed undu t h• CS R Sv11.m on or after 10·01 ·82. r.c.ah,a CSR credit for 
v .. , Month D•y v-

poat-1956 military tM"V lca only If a CM001it it m6da for th• mlli1ary H Nk:a. 

If th• amployN Is recalvi na (or hn a,ppll.-c:11 for) m ilitary r atir-.CS p ay , lne.luda creditable ec:t Jva, 87 08 l:5 87 honorable military Mrvka only if employM ch.ck•d " Yn"" under S. b or S .c. Verify • t • tu, 
It '"Notic• of A~a,d'' o, offici•I document•tlon to sub,,antiet• thi, i • not attached. Cewe l, 88 02 27 88 
temporary. Of' other nonc•reer civHlan employment with th e Poual Service. Federel Govern· 
ment. or District of Columbi• Is creditable for ,edre ment purposn. 

Time actually worked ( 12 mos, 8 days) as 
PMR/LR credited for retirement . Time on rolls *do 1ot aid da for 
as casual and temporary postmaster c redited. 

88 05 21 
Entrance on Duty Dat e 1•1 

T ote l Noncred itebla Stn,ka .1:bl 39 
(l.t ., loit Timt, l WOP In £"xr:es, (+) in n 63 1 75 o/6 Monthsl 

Total l•l 1 75 29 61 l b) 

Retireme,nt Computet ion Date 86 10 02 
( • )·lb) 

Part Ill - Detemunat1on of Creditable Service for Leave Computation Date 
(For Year Below. Show Only Last Two Numbers, for Monrhs Show Numerical Equivalent) 

Instructions: Follow in•·tructlon• "la)"' thtO\.IQh "ta )" in Sec t ion II above . 

Creditable Strvka (LN\'t Computotfori 0.UJ 
(LIJt Oril )' Puiod.s Thot on Crtdiloblt for Lta~·t Purpo1tJ.J 

Appointment D1te 

Month Doy 

12 31 
05 20 

+2 
12 08* 

WAE irne 

29 61 

Year Mont h Dav Y•r Month O•y 
A depo1it fOf' cradltablt pott ·1956 milltMy .. rvlca 1, not required to rece ive c r• dit for IHv• 
eccruel PU'POMt,. If the employ- i• r9eeh,lng 40, has appti ad for) milltery retired pay, Include 
elf creditable ec1~. honorable mili1a,y Mt'Vke only if employ- checked " Y• " unc:Mr 5 .b 
0t 5.c. OthetwlM . Include only P¥ti .. credit • (ndka ted In ELM 512.223 b. Cnual or tem• 
por.,y -,,ployment with th• Postal s«vka pe,rtonn-, after J enulM'Y 1 , 1977 , I• not credi1· 
able for leave purpGMS. Temporery or oth., nonc.• ra.r employment with the Fed.,al G6,,a rn• 
mant or Oistrkt of Columbia is no, cr9di~• for 1....,. purp<Kft r~ rdt .. , of whe ft performed. 

No noncareer service credi table for leave . 

E nuance on Ou,y D•1• (+I 

T otal Noncredltable S•rvk:e l+I 

Total 11 ) 

Leav• Co,n~te1lon D .-t• 

l • l ·(bl 

88 05 21 

(bl 

88 05 21 

•when tha day, or the months below era .caual to or ,, .. ter th• n th• number •bove, borrow on• month (30 day, ) o r one y .. r (1 2 mont hs) from 
the month o r y N r column. Wh.n Y°" subtrect one dav from the flr•t of • month o r when you 111.1bt r t ct one month from tha INt de,y o1 the 
month, the enMer mun be ttM teat day of the preceding month. 

Eaemplft: It• ~ton w ith one month prk>r earvk:• e ntarff! on duty March 3 1 , 1978 . hit Mf'Vk • woufd be Fe b. 28, 1978. 
If a ,,.,'°n with on• C,.y Pf''°' MtVk:a a ntMad on duty March 1 . 1978, hit Mrvke CMte would be Feb. 28, 1978. 

I'S fom, 144, June 1986 (R"m~) * u..s.o ,.o.: ,., - 111-700/647.:> 
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Guidelines for Processing Personnel Actions Exhibit 210d (p. 10) 

Part II - Determination of Creditable Service for Retirement Computation Date 
(For Year Below. Show Last Two Numbers, for Mon ths Show Numerical Equivalent) 

Instructions: (a) Enter date of appo in tm~t and date of separat ion h o m o ff idat records. 

(b ) Add 1 10 cne separation day b.cause ~aratlon day t1 recorded u of c lose o f bc.,sines.s (COB) . 

(c) Add an appoi n 1men1 datn and t·ota l noncntdhabl• setvk:e. 

(d) Add all ,eparation datff 

(e) Subtract to tal sep aration date, from ~otal appoint ment dates. • 

Creditable S111rvice 

(l.ist 011(1• Pulrx/s Ti101 ore Crrditt~blr for R etir<>m cnt l'tupuses.J 
Appointment Date S.S,aration Oete 

lndh,l<Juals lint employ*d und., the CSR Svst•rn on or after 10 01 -82, receive CSR cred it tor 
POSI 19S6 militM"V servic e only it a deposit is made tor the m11ita,y service, 

Year M onth Day Year M onth o •• 

If the employee is receiving (or has a pplied tor) militar y ret ired pey, inclu de credita ble .c11ve, 
honorable m il i tarv service onl v If emolovee c h.eked " Yes" undor S.b or S.c. VerUv 1ta1u1 
If " Notice o f Awa rd" or o ff ich1I doeume ntet ion to substa ntiate thh, r, not attach ed. Cesvel , 
temporary, or ot her noncareer ci"illen en,plovme,u with the Pouel Service, Fedual Govern 
m en t , or O,urkt of C o lumble is cr edit able lor retirem e n t pur poHs. 

01 07 01 

412 days ( 1 yr, 7 mos, 1 day) RCR/ RCA service 
credi t ed f o r retiremen t . Military ser vi c e not 
creditable u~le s s/until employe e make s depos it . 

Entrance on Du t y D a t e (•l 

T 0 1el N oncreditebl• Sen1 ice 
(I.~ .• l .ost T,'m~. L WOP In t :xcrss 
o/6 M o n1hsJ l • l Minus -
T otal (al 

Retirement Computatio n 0 ,'10 

(a) (b} 

87 11 21 

01 07 01 01 0 7 01 

86 04 20 (bl 

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

Instruct ions : Follov. 1n1,ttuc tions "la )" throuoh .. t•l .. in Sec11on 11 •bov• 

Creditable Se.fVice ( /.('Qt'(' Cttm11u1atiwt Dal<'/ 
(I.isl Unly l 1t'riods That a~ Crt'Uitablt' {or l,(UI ( l'l"P' ISt't ./ 

A deposh t or cu1ditab!e l>OSI 1956 milirarv se,v ice, h not reQuired 10 receive credit for l~ove 

acc rual pu rposei. If the emplova• is receiving lo, has oµp lutd fod rnllltarv ,e1 ire d p a y, inc lude 
a ll cr~lteblc aclive. honorable mlllt•rv Uf'\fke only it employee c hecked ··Yn·· undt:1r S . b 
o r 5 .c. O t hetw1u , inc::fude only pa,-flal crfl:tlt as indicated in ELM 512.223 b. Casual or tem 
porarv ~ployment w ith t he Postal S ervtu pa,forme<t aher January 1 , 1977. is nor c redit · 

able for leave purposes Temporary or o l hef noncaree, employment w11n the Federal Govern 
ment or 0 1,vict o f Coh.1rnbia h not c redluble to, leave pu rposn ,egardtess of lf.lhen performed . 

Militcu:y servi ce creditab le for l eave. 

E nuance on Ou tv D a te ('<) 

Total Noncrodhable Service (•I 

T o tal (al 

Leave Computation Date 

( a ) lb) 

Appointm ent O~te 

Year Month Day 

7 6 10 31 

8 7 11 21 

163 21 52 

8 0 10 31 

83 11 21 

Separation Datt 

YHr Mo nth Day 

80 1 0 30 
+l 

(bl00 l C 31 

• when the davs o r the rnon lh s below ire equal to or grea ter than the number above, borrow ooe month (30 days) or o ne viea, 112 months) t,om 

the month or vea r column. W hen you 1,ubtr.ct one day from the first of a month or wht'n you subtract one month from 1he l,11,1 day of the 
1nonth. the answ e:, mus t be the last day of the f')fk.~ ing month. 

e~amplH: If • person wi1h one month prior 1,0rv ice entered on dutv Mar,: h 31, 1978, hi1 service would be Fvt, 28 , 1978. 

If a person w ith one r,.ay prior ,..,vrce en tered on duty Marc h 1. 1978, his ser'll lce date woo Id t>il ,:; 11b 28. 1978 

PS Form 144, June 1986 (RC!Vt:fS<") t: u:-.c r o ,s.,, - 1s1-100/br.78o 
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88 

Part II - o.t...mination of Creditable Service for Retil'9fflent Computation Date 
(For y...,. Below, Show Last Two Numbers. for Month, Show Numerbl Equiv•/.,,t) ·--= C•I Eni. .»t• of appointment and d.i. of NP•r•tlon from of'fklel racordl. 

Cbl Add 1 to the NP•r•11on day becauM MP•ratlon dey 1, reconfld • of clOM of bualMIII (COB). 

Ccl Add an appolntm9flt det• end tot.el noncredltabte NNlce. 

(d} Add an -s,eratlon dllt• 

Col SU~t t otal MC>a,atlon det• from total appo intment CUit•. • 

Cndltal»M S«vk:e "-i-Dote 5-atlonDolo 
(Lut Only hrtodl n.r an Crflllldl~ for R•tfHmntt Pw,r,OHI.) 

lt1dlvldual1 flnr employed und...- the CSA System on or aft.r 10-01-82, r9e9fv• CSR c r~lt for v- - Doy v- -pott· 19&e mUli.ry MrYke only If• depotlt 111 medrl for th• mllltary MC"Vlu. 

If th• ..,,ploy .. ls rK•ivlne Cor h• eppll-.d for) mllltary retired PIIY, lnc;lude creditable active , 87 08 15 87 12 
honon1bi. mllltarv MNke only If .mploy• clMckld •·v .... under &.b or 6 .c . Verify ,qw, 88 02 27 88 05 

Doy 

31 
20 

If " Notk• of Award ... or offlclaf documentation to subatentlet• thili It not '11ec:hect CNUal, . +2 temporary, or omeir norcerMf' c'NIUen employm.nt w ith t h• rottal S-,vlce, F~al Gov...-n-
mMt. or District of Co&umble 11 creidltllble for ~rem..,,t Plot'~ 01 05 
Time on rolls as Temp. PM credited. 368 days 
actually worked (1 yr, 5 mos) as PMR/ LR creditec . 

Entrance on Duty DH• (+} 88 05 21 
Toul NoncriNhable Servk• 1..:0..: ..: / 
ft., .• Lolt n,,.,. LWOP/11 Exca. 

(+} 
,,, '11 63 176 22 o/6 M""ltu/ 

Total (al 176 22 53 (bl 

R.ilr~.nt Computation D•t• 86 05 10 
!•}·(bl 

Part Ill - o.t...m1nat1on of Creditable Service for Leave Computation Date 
(For Yur Below Show Only Last Two Num/Nrs for Months Show Numerical Equival•ntJ 

·--= Folk,.., lnstructloM "C• ) " through "(e)" In S«:tfon II abOY•. 

Credltebl• Service (~e Compu totfon O.r~J Appoin1ment Date 
(Lin 01tlJ• hrlod# T1Mt ur ~dlt#ble for L~ow Ptupo.us. ) 

Slipemion Date 

00 

53 

v- Month Doy 
A depo1h for c redlubl• pott•19N mllitwy Mrvk:e 11 not requ ired to rec:efv • cradlt tor le9Ve 

v- Mondi o.y 

ec:cruel pyrpoa., If th• employN ._ .._.twine (or hn applied for) mllli.ry retirftl pay, lnclud• 
ell cNdltebl• acd.,., honorable m ilitary l!W¥'1c• only It employ" check.ed " Y • " und•r 15.b 

Of' 15.c . OttterwlN, lnc:k.lCM only pertl.tl c,-,lt • lnc:llcated In ELM 112.223 b. Caaual or tllffl· 
Porwv employm-.t with the ftot'CM Servke P9ri0f'ffled after Januery 1, 1977, 1, not credit• 
able fo, ~ puf"pOIIN. Tempo,~ o, ottt. nonc#Nr emplovm-.t w ith the Fad• r• I Govetn· 
ment or Ddkt of Columbl• 11 not c"*"1ilb(• for I--,• purpoe,N ,......di ... of wh.n pe,fo,m.d. 

Noncareer service is not creditable for leave. 

E n trenc e on Duty O!IM C+l 88 05 21 

Toi.I Noncredltab'- Sentic• l+I 

Total ,., (bl 

LMV• Computation Oat• 88 05 21 
(• }·(bl 

•wh•n the dey l o r th• month, below er• equal 10 or ,, .. tar th•n the num~r a bO\I•, bOrrow on• month ( 30 day1) o, o ne yea , (12 months) trom 
th• month or veer column. When YCk.t M.tbtrect one d•Y from the flnt of • month o r when you subtract on• month hom the l•t My of the 
month, th•....,.,., mutt be me lat day of 'lfte prtcitdlng month. ·,-

......_, E~;..: If• petlOft wlffl on• mCM"ttt, p rior ...-vke entaraid on dutv March 31, 1978, h lt Mrvk• would be Feb. 28, 1978. 
If • ~non with on• c»y prior ......,k:e •nter..S on di.tty M•rch 1, 1978, hi• MN Ice dat• would be Feb, 28, 1978 . 
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Guidelines for Processing Personnel Actions Exhibit 21 0d (p. 12) 

Part 11 - Determination of Creditable Service for Retirement Computation Date 
(For Year Below, Show Last Two Numbers. for Months Show Numeric,,/ Equivalent) 

Instructions : (a ) Enter date of appointment and date of separation from of'fklal rkords. 

(bl Add 1 t o the Hparat lon day b-=ai.nt: se paration dav 11 reco rded as of c lose of buslnHs (COB). 

le) Add all appointment datu and cot a l nonc,~habla 1ervica. 

(di Add all separat ion datM. 

fe ) Subtract total sepa rat ion dates tr o m tota l ap poin tment dates..• 

Cradi1a b la Serv ice Appoint m e nt Date S.,,.r•t ion Oat• 
(/,isl Vrtl,1• l'eriods Thar arc C, cdilable for Retirenunr Pli,puses.) 

lndlvld uals f i rst employed undlt the CSR Svu em o n or aftu 10•0 1-82, ,eca1va CS R c radi1 for 
posl -1956 m i11tarv H (vice on ly if a d aoolit n m Mfe for the military servk a. 

If th• employee is receiv ing (o, hu appli~ for) m ilha,y ,eti,ed pay, Include c radi1able ac t ive , 
honoreble military servic.e only If employ•e che<:ked "Vu" under 5 .b o r 5.c:. V•rity stot us 
if "Notice o f Award" or oHlciat documen1at io n to substant iate this ls not attache d, Casual, 
tempererv , or o lhitr noncuNr civilian emplovment w ith the Ponal Se,vice. Federal GO'lltrn· 
ment , o r District of Columbia Is creditable t or re t ireme nt purposes. 

RCR/RCA time actually worked (01 yr, 01 mo, 
17 days) creditabl e. RCA-s erving- vacant- rt 
time on rol ls creditable. 

Entrance on Duty Da te 1,1 

Total Nonc;reditablt Service 
(I.~ .• Lost Tfm~. LWOPln l:.'xuu 
of6 Mon11t,1 l<I 

v .. , Month 

88 09 

88 11 

176 20 

Oov Yu, Month Dov 

27 88 11 05 
+ l 

01 01 17 

05 

32 89 12 23 

Tot•I l ol 89 12 23 l b) 

Retirement Computat ion Oat• 87 08 09 
(a).( b) 

Part 111 - Determination of Creditable Service for Leave Computation Date 
(For Year Below, Show Only Last Two Numbers, for Months Show Numeric,,/ Equivalent/ 

lns·tructions: Follow instructions "(a)" throuOh " t el " in Section II above . 

Cre dltabla Se,v lce (l.ral·~ Cnmpu larion Dal t') 

{L ist Only Pniods Tlio1 o~ Cndi tabl~ for l.~a,·~ Purposn } 

A deposit for creditable post, 1956 M ll ila, v service Is not reqv irod to 1.c•i'lle c radle for 1e,11e 
M:crual purpoMH... If ch• •rnployee is recetv lng (or has applied t or) m ill1arv re t ired pay , Include 
ell c:,edltab .. active , honora ble military ,erv ice o nly If emplov•• checked "Y"·· under 5 .b 
O< S .c:. OO'lef'Wise, inc lude o nfy p•rti•I c redit a.s ind;ce1ed In EL M 51 2,223 b. Caw a l or ltm· 
por,rv employm ent w ith th• Postal Set'll ice pertormtd after Jenuery 1 . 19 77. is not c:rOdit• 
able for l•ave purgoset . Temporary or other nonc•r••r employmen t w ith the Federal C overn­
ment or D istr ict o f Columbia Is not creditable for leave purposes r•vard lets o f when p• rfo rmed. 

Noncareer ser vice not creditable for leave. 

En1tane• on Outv Oat• l •I 

l • J 

lol 

Leave Computatio n Oa1• 

Appointment Dat e 

Year Mont h Doy 

88 11 05 

Year Month Day 

•when th e days or th• months b•low er• equ a l co or gr9,1e r t hen the nu mber •bove, borrow o ne m on th (30 days) or o ne yur ( 12 mo nth s) f rom 
t h• mont1, or yee r c olumn, When you subtrec: t one day from th e f irst o f a month or wh•n you subtrec:t on• momh from the Ian d•y of the 
month. th• en1JWar must be th• lelt day of tha pr~•dlnv mon th. 

Examples : If• per1on with one month prior s•rvle• ent ered on duty March 3 1 , 1978, his se,vlc:e would be F • b. 28 , 1978 . 
I f a p•rson w ith one d1y p rio r service entered on dut y March 1. 1978, his 1ervice detewould be F•b. 28, 1978 . 

PS Form 144, June 1986 (R~v~ru) • U SG P O t981 • 181- 700/64780 
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Part II - Determination of Creditable Service for Retirement Computation Date 
(For Year Below. Show Last Two Numbers, for Months Show Numerical EquivalMt) 

Instructions: (al Enter date of appointm•nt and date of upara.tlon from offH:ial r.c:o,ds. 

(b) Add 1 to t h e Hpa,atlon dav because 1•p•utlon day it recorded as of c lose of bu1ineu (COB) . 

le) Add all a ppo in1m•nt d•tes and total nonc:raditable se,vica. 

1d) Add a ll uparation dates. 

( e l Subt ract total separation datH from total appointm e n t dues..• 

Credita.bla Service 

fl.isl OnlJ' Puiods That ore C~ditoblr for R~tiumrnt Purpo.ir.s.J 
Appointment Date Separation Dllt• 

Individ ual • fitst t1mployac under the CSR Svnam on or aher 10-01-82. receiYe CSR credit t or 

post-1956 milltarv service only if a deposit is made for u, a m ilitary service. 

II th• employee is receiving ( or has applied fo r) military tet ired pa y, Include c;redhable active. 
honorable m ilitary Hr.rice only If employ" checked "Yes" under 5 . b or 5 .c. Verily statu s 

If "Notice of Award" or official d ocumantat1on to sub•tantiate tht• It not auac;:h•d . Casual. 
1empor1ry, o r olher noncarear c;:ivlllan employme nt wiH, th• Postel S ervice. Federal Co1tern• 

ment, or Oistrict of Columbia is c redi table for retif•m•nt purposes. 

E n uanc: e on Duty Data I+) 

Total Nonc;:,editebla Service 
fl.~ .• Lost Time, L WOP In Exus.J 
of6 Mon11t$J 

,., 

Yur Mont h Day v .. , 

88 01 02 

Total l• I .8 8 01 02 lb) 

Retirement Computation Oat• 

(aJ-(b) 

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

Instruct ions: Follow Instructions "la)" through "le)" in Sect ion II above. 

Creditable ServKe (l.ca,·c Computation Dou) 
(Lill OnlJ' PhiOOs Tho. tan C~dito.blt for Lca\'C Purpous. J 

Appointment Da t t 

Mon•h 

Yu, Month Day YNr Mo nth Day 
A deposit for creditable post-1956 mil itary Hrvice is not n Quired to receive credi1 tor IH v• 
accn.ial OUf'PoWS. If th• emoloyH is r eceivin9 ( or has applied for) mllhary retited pay. inc lude 

all c r9ditable active. hono,able milhMy servka only if arnploy•e c h.ck~ " Vn"' u nd•r 5 .b 
or 5 .c . O t herw ise, Include only partial c redit as lndlca,ed in ELM 512.223 b. Casual or tem· 
porery employment w ith the Posuil Service performed eher January 1, 1977, Is l'IOt credit· 
abie for luva purpose,, Temporary o r other noncM'ftr emp loymen t w ,th the Fed•r•I Gove l n­
mc-nt or Oi-stric1 of Columbia is not c,editabl• lot leave purposes regar d less of wh•n performed. 

Campaign ser vi ce ver ified by CSC 813 by militai y 
r ecords cent er . 

E ntranc• on Duty Date l• I 

83 

88 

Toi.I Nonc:reditabfe Service l• I J..llt 

Toe.I (al 83 

87 
Leave Computation Data 

( a)·(bl 

OS 01 

01 02 
'" - ..L 

,M /)~ 

11 22 

06 11 

8 3 11 

u!P 11 

21 
+l 

22 

•when th• d ays or th• months be low are equal t o or grHter than t ha numbu abov e, bor,ow o ne month {JO days ) or on• year (12 months) from 
the month or yHr column. Whan you subtract one day from the f irst o f a month or when you wbttac1 one month from the last day o f the 

month, th• answer must be the Jan day or t he preceding month, 

E,iemples: If• parMJn with one month p,1or Mrvlce entered on dl.ity March 31 , 1978, his t,ervke would be: Fe b . 28 , 1978. 

If a perton with one day prior service entered on duty March 1, 1978, his service date would b• Feb. 28, 1978. 

PS Fonn 144, June 1986 (Revmt/ ti U SG PO 1991 • 111• 700/64780 
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Guldellnes for Processing Personnel Actions Exhibit 210d (p. 14) 

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

lntt ,uctiom: (a) Enter dat• of •Ppolntm•ni • nd date o f Hparat lon from official records . 

(b) Add 1 to the sep•ratlon d&y bkau1• &eparat lon day 11 recorded Hof close of busln"s (Coe,. 
(e) Add all appolntman1 dat.s a nd total noncradlta b le service. 

(d) Add all wparation da1es. 

(e) Sub1'.et toul separation d a tes f rom t o ta l appointment datH. • 

Creditable Service 

( I.isl Only Puiot.ls That at'C' Cr~dltabl~ for Rnlrcm~n, Pu,pu.1u .) 
Appoi ntment Otte s.p..ntion Data 

Individua ls fine ~ployed under the CSR Syuen, on o, aftu 10·01 ·82. receive CSR cred it for 

post ·1956 military suvice only It• deposit 11 ma<M for the mllltary serv lca. 

It th• employee i1 receiving (or hH eppl..-d for> m ilitary retired pa y , lnclvda creditable 1tetive. 
honorable military .. rvk• only if employN checked "Yes" under S.b or S.c . Verity nat us 

if "Notlc• of Awerd 0

' or offic/• I documentetion to wb1tentlate thi1 11 not etuched . CHual. 

t-,nPQrery, or other noncarffr ch,lllen employment with the Postel Servi<•. F ederal Govern, 

ment, or Oi1ttkt o f Columbia 11 creditable lo r retirement purposH. 

Al l service creditable for r etirement 

Enuence on Duty Oete l•I 

Total Noncredita;b)e S etvice 
f l.~ .• l.0,1 nm~. LWOP in l::.'Cctu 
o f6 M o,uh1J 1• 1 

y.., Month 

76 12 
77 06 
78 03 

87 10 
317 J.'J 
l'Ilil' 'lY 

4 

Day 

1 0 
01 
01 

31 
103 
4'1 

v .. , 

76 
77 
87 

240 

T o t al l • I 240 34 95 lbl 

Retirement Computetlon Cate 77 07 08 
(a) •(b) 

Part 111 - Determination of Creditable Service for Leave Computat ion Date 
(For Year Below. Show Only Last Two Numbers. for Months Show Numerical Equivalent) 

Instructions: F ollow Instructions " le) " through ' ' t•)" i n Sktton 11 above 

Month 

12 
12 
10 

34 

Doy 

31 
31 
30 

+3 

95 

Credhable Service ( l .r-oH' Computati'tw Dou} 
(I.Ill Only h rlocl, TI,a, arr- Cffditabl~ fnr /.('01·c Pttrpmn,.J 

Appointment Date Separation Date 

A depo,h for credlut>le post ·1956 m il itar y uirv ice it not , ,Quired to receive cudit tor htave 
accrual purposes. 11 the employee i'l rece ivln9 (or has ilpplled for} m lli1ery retired pay, include 
all c reditable ectfve, honorabl• military H rvice only if employH checlt~ " Yff" under S . b 
or S .c. Otherw l1it. lnch.1de only partia l credh .s indicated in ELM 512.223 b . CH u al or t &m· 

porary en,ploy~nt with the P onal Service performed ah.r January 1, 1977, is not cred it , 
able for leave purpose,. Tempo rary or other noncare er emplovment w ,th the Federal Govern 
menl or O iudct of Columbia 11 not creditable for leave purpoHs re9ard len of when performed. 

Casual service after 1977 no t creditable for 
leave. 

Entrance on Outy Oat• l'i 

Total Noncr.cjitable Service l•I 

Total lal 

Leave Computa tion Date 

(a) (b) 

Ytar Month 

76 1 2 
78 03 

87 10 

"'" 241 7$ 

163 2 2 

78 02 

Day Year Month Oay 

10 76 12 31 
01 87 10 30 

+2 

31 

" n 
63 ,J,63 22 63 

09 

•when the days or the months below are equal to or gre ate r than the- nu m ber above. borrow o ne month (30 day'l) o• o n ..? y1:..1• t 12 rnOr'lthsl t r o" , 
the month or y•er column. When you , u b tract one day ho,n 1ne Hrst o l o mont h or w tu 1n yoo '1,U b trac. 1 o ne mon t h fro1n tne las1 da y o l t h• 
mont h. the- answer mu1t be the IHt day of the preceding mont h. 

Examples: II a person with onemon1h orio r servic e entereo on outy Marc h Jl , 1978, his serv ice would be Fe b. 28. 1978, 
I' a person w ith one NY prior Hrvic• eruered on d u ty March 1, 1978. h i'l service date w ould be Feb . 28. 1978. 

PS Form 144, June 1986 (Rt:llaS<') t: U S G PO 1951 - 181- 700/t,47 80 
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Exhibit 21 Od (p. 15) Guidelines for Processing Personnel Actions 
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Part II - Determinat ion of Creditable Service for Retirement Computation Date 
(For Year Below, Show Last Two N umbers, for Months Show Numerical Equivalent) · 

Instru ctions: (al Enter date of appoin t m ent and date ot separat io n f rom official rtco rds. 

(bJ Add l to t he separatio n aav because sepuat ion day is tKo , ded Hof close of bu1ineu tcoe). 
(cl Add a ll appointment datH and total noncrediabla s.er.,k:e. 

ldl Add all separa1,on dat n. 
Ce) Subtract total wpara 1ion dates from total appointme-nt dates.• 

Credh•b!• Service 
(I.isl 0 11/y l',,ioJs Thal ore C,editablr Jiu H,1irc.mcnr l't1rpvscs.J Appointment D11e Separation Date 

Individuals t in t employed undar thC" CSA Svstem on o r after 10 01 82. rec:ai.,• CS A credit to, 
1>01t 1956 military service only if a d eµ osit is m •de tor 1h• military service. 

11 t he emplovH is receiving tor has ~Pli•d forl m ili tar y ret ired P•'f' . includ e credh•bl• active. 
honorabfe mllitarv service only i t employee c hecked " VH· · under 5 ,b o r 5 .c . Verify status 

it .. Notice ot Award' " or offici.al doc:ument•tion to substantiate this is not an.ehad. Casual. 
ten\poru y, o , Other noncarnr Civilian employment ""ith thl! Postal Service, Federa l Govern 
m en t , o r Oiu, lc t of Columbia 1s creditable to, r e tirement purposu 

Entrance on Dut y Date ,., 
Total Noncredi t able S e rvice 
(i.~ .• 1-ost Tim~. I. WOP ;,. £.u~.u 
u/6 Months} ... 

YNr Month Day v ... Month 

75 01 2 0 

T otaf Ca) Co l 

AH irement Compu t ation Date 75 01 20 
l a) ·(bl 

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 instruc t ions .. , .. , •. throi.19" "(e} .. ,n S.ctlon II aboYe. 

Creditable Serv,ce f/ .C'ut·r C1m11111tu tiu11 fJatc· J 
(Ust (htf,1· 1•r,fods 1'Ju11 " "" Crcdiluhtr {M l .r-01·1· l 1t111msr s. J 

Appoin t m e nt Date 

Vear Mont h Day 

S.,aration Oa t• 

v .. , Month 

Day 

Day 
A deposit for credltable 110$1 1956 m 1litarv service is not re-qu ired to rtteive credit tor leav e 
.c:crual purp~I . 11 th e emplo yee is ,ec•1ving lor has • .,iphed t o,t military retired pay, include 

• II c redit.t,le Kt1 11e. honorable militar y Hrvice onty I f employee c h ecked "Vo,"' under 5.b 
or 5.c. Oth•rw ,H, Inclu de only p att••I credit as indicoud in EL M 512.223 b. Casual or ten\ 

porary employment wit h t he Po1.t•I Serv,c• performed after Januarv 1. 1977, ls not credit 
• ble for le..,.,e purposes. T.mpauiry or other llOl"l<e•eer e,nplovment w•th the Federal GovC'l'n 

m-,,1 or Ol.urict of Columbi• i, not credit able tor leave purposes regardless o t when perfo rmed, 

50 0 2 01 5 2 04 28 
+l 

Employee in service during WWII; t he r efore , 
all military service is creditable (see ELM 
Exhibit 51 2 . 223a) . 

E ntr•nce on Dutv Date '" 
Tot•I Nonc:red•t•ble Serv ice C• l 

To tal Cal 

Le•v• Comput•1 ,on Date 

, . , (bl 

75 
.lL 'i n, 

52 

72 

01 20 
1.1'.C .l' :>L 

n '/.1. 

04 29 u5 2 04 

1 0 23 

• w hen the days or the mon1hs below • re e qua l 10 or grea ter Sh•n the n u mber above. borrow one month 130 ditys ) u, one.,._, t 12 m onths) from 

the mOtHh or year column. When you subtrac t one day hon1 the first o f a mon1h o, wnen you 111bl r .iu.:t one rnont h from t he ta st d.>Y o t the 
month. the 11nswer must be the l•s t day of t he (ne<eding .-non1h . 

Ex ample,. It a person with one mont h 1>rior Hrvice e ntered on duty Much 3 1. 1918. h11 Hrvice would be Feb, 28. 1978. 
If a person whh one day r)rior service entued o n duty March 1 , 1978, h is service date would b e Feb. 28 , 1978. 

29 
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Guidelines for Processing Personnel Actions Exhibit 21 Oe 

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 21 Oc 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 (10/1179 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 FER$ (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 
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Exhibit 210f 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 

12-1 7 {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 
02-1 1 (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) 1090 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 
06-17 (14) 1490 1091 0691 1090 0590 0190 2689 
07-01 (15) 1590 11 91 0791 1190 0690 0290 0190 
07-1 5 (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 11 91 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 11 90 
12-02 (26) 2690 2291 1891 2290 1790 1390 1290 

Exhibit 210f, PSI Waiting Period Chart 
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Guidelines for Processing Personnel Actions Exhibit 21 Og (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 
01/02189 04/02/89 02/11 /89 05/12/89 03/23/89 06/21 /89 
01 /03/89 04/03/89 02/12189 05/13/89 03/24/89 06/22/89 
01 /04/89 04/04/89 02113/89 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 02120189 05/21 /89 04/01 /89 06/30/89 
01 /12189 04/12189 02121 /89 05/22189 04102189 07/01/89 
01 /13/89 04/13/89 02122189 05/23/89 04/03/89 07102189 
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 02126189 05/27/89 04/07/89 07/06/89 
01 /18/89 04/18/89 02127189 05/28/89 04/08/89 07/07/89 
01 /19/89 04/19/89 02128/89 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 04/22189 03/03/89 06/01 /89 04/12189 07/11 /89 
01 /23/89 04/23/89 03/04/89 06/02189 04/13/89 07/12189 
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 06106189 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 03/12189 06/10/89 04/21 /89 07120189 
02101 /89 05/02189 03/13/89 06/11 /89 04/22/89 07/21 /89 
02102189 05/03/89 03/14/89 06/12189 04/23/89 07/22/89 
02/03/89 05/04/89 03/15/89 06/13/89 04/24/89 07/23/89 
02104/89 05/05/89 03/16/89 06/14/89 04/25/89 07/24/89 
02105/89 05/06/89 03/17/89 06/15/89 04/26/89 07/25/89 
02106189 05/07/89 03/18/89 06/16/89 04/27/89 07/26/89 
02107189 05/08/89 03/19/89 06/17/89 04/28/89 07/27/89 
02108/89 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 

Exhibit 210g (p. 1), Casual 90-Day Tracking Chart 
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Exhibit 210g (p. 2) Guldellnes for Processing Personnel Actions 

• 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 10102/89 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 

Exhibit 210g (p. 2), Casual 90-Day Tracking Chart 
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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 02127190 
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 03/05190 
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 12/1 7/89 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 11/01 189 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 /90 
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 05/12190 03/23/90 06/21 /90 
01 /03/90 04/03/90 02/12190 05/13/90 03/24/90 06/22/90 
01 /04/90 04/04/90 02113/90 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 /08/90 04108/90 02/17/90 05/18/90 03/29/90 06127190 
01 /09/90 04/09/90 02/18/90 05/19/90 03/30/90 06128190 
01 /10/90 04/10/90 02/19/90 05/20/90 03/31/90 06129190 
01 /11 /90 04/11 /90 02120190 05/21 /90 04/01 /90 06/30/90 
01 /12/90 04/12190 02/21 /90 05/22190 04/02190 07/01 /90 
01 /13/90 04/13/90 02/22/90 05/23/90 04/03/90 07102190 
01 /14/90 04/14/90 02/23/90 05/24/90 04/04/90 07/03/90 
01 /15/90 04/15/90 02124190 05/25/90 04/05/90 07104190 
01 /16/90 04/16/90 02/25/90 05/26/90 04/06/90 07/05/90 
01 /17/90 04/17/90 02126190 05/27/90 04107190 07/06/90 
01 /18/90 04/18/90 02127190 05/28/90 04/08/90 07107190 
01 /19/90 04/19/90 02128/90 05/29/90 04/09/90 07108/90 
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 04/12190 07/11 /90 
01 /23/90 04/23/90 03/04/90 06102190 04/13/90 07/12190 
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 06106190 04/17/90 07/16/90 • 01 /28/90 04128190 03/09/90 06107190 04/18/90 07/17/90 
01 /29/90 04/29/90 03/10/90 06108190 04/19/90 07/18/90 
01 /30/90 04/30/90 03/11 /90 06109190 04120190 07/19/90 
01 /31 /90 05/01 /90 03/12/90 06/10/90 04/21 /90 07120190 
02/01 /90 05/02/90 03/13/90 ,06/11 /90 04/22/90 07/21 /90 
02102190 05/03/90 03/14/90 06/12/90 04/23/90 07122190 
02/03/90 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 04126190 07/25/90 
02106190 05/07/90 03/18/90 06/16/90 04/27/90 07126190 
02107190 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 07128190 
02109190 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 07120190 10/18/90 
05/02/90 07/31 /90 06/11/90 09/09/90 . 07/21/90 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 10/22/90 
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 09/15/90 07127190 10/25/90 
05/09/90 08/07/90 06118/90 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 08/03/90 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 06126190 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 09/28/90 -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 09/30/90 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 07106190 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 07108190 10/06/90 08/17/90 11 /15/90 
05/30190 08/28/90 07109190 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 
06/01190 08/30/90 07/11 /90 10/09/90 08/20/90 11 /18/90 
06102190 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 
06104190 09102190 07/14/90 10/12/90 08/23/90 11 /21 /90 
06/05/90 09/03/90 07/15/90 10/13/90 08/24/90 11/22/90 
06/06/90 09/04/90 07/16/90 10/14/90 08/25/90 11 /23/90 
06107190 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 
06/09190 09107190 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 

• Ett. Date NTE Eff. Date NTE Ett. Date NTE 

08/29/90 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 /30/90 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 
09/03/90 12/02/90 10/15/90 01 /13/91 11 /26/90 02/24/91 
09/04/90 12/03/90 10/16/90 01 /14/91 11/27/90 02/25/91 
09/05/90 12/04/90 10/17/90 01 /15/91 11 /28/90 02/26/91 
09/06/90 12/05/90 10/18/90 01 /16/91 11 /29/90 02/27/91 
09/07/90 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 12/11/90 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 12/1 9/90 11 /01 /90 01 /30/91 12/13/90 03/13/91 
09/21i90 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 
09/30/90 12/29/90 11 /1 1/90 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 12/31 190 11 /13/90 02/11 /91 12/25/90 03/25/91 
10/03/90 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 12/27190 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 03/29191 
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 
10/09/90 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. 

Noncareer 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 so Days so 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 
04-08-89 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 18/89 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 12-1 1-89 

10-07-89 02190 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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Minority Code Records 

Minority Group Statistical System 
(Element 36) 

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. 

/. Enter the code of a new employee in element 36 of the accession Form 50-8 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. ff 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. ff 
the employee sti ll refuses, the postal official will code the employee based on visual 
observance. 
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Guidelines for Processing Personnel Actions Exhibit 2101 (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, Employee 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 

8--Asian or Pacific Islander 

C--Black, not of Hispanic origin. 

D--Hispanic 

E--White, not of Hispanic 

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. 

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. 

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 

__ c._ult~~s __ or ~!_ig!n.~. (s_~e _!-!!~~~ni~)-
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. 

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 

Y--Not Hispanic in Puerto Rico 

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. 

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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Guidelines for Processing Personnel Actions Exhibit 2101 (p. 4) 

Name of Category Definition of Category 

Categories for Use in Guam and Hawaii 

Z--Employees in Guam or Hawaii 

F--Asian Indian 

G--Chinese 

H--Filipino 

J--Guamanian 

K--Hawaiian 

L--Japanese 

M--Korean 

N--Samoan 

P--Vietnamese 

Q--AII Other Asian or Pacific Islanders 

Employees whose official duty station is in 
Guam or Hawaii. 

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.) 

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

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 origi­
nal peoples of Guam (e.g., Chamorro). (This 
code is for use in Hawaii only.) 

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 Haw.a __ ii _o_n~IY~·) _ _ _ __ _ 

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

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

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

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

A person having origins in any of the origi­
nal peoples of Asia or the Pacific Islands not 
included in codes F through P above. (This 
code is for use in Hawaii only.) 
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Exhibit 210j (p. 1) Guidelines for Processing Personnel Actions 

Disability 

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 
exa:-.ining physician for clarification . In cases involving multiple disabilities, use the code 
wh1c.n describes the impairment that would most likely result in placement difficulties. Enter 
the applicable code in element 37 on Form 50. 

Disability Codes 

Definition/Explanation 
Disability not identified Individual does not wish to have disability 

status officially recorded outside of medical 
records, or the individual, in the agency's 
judgment. has misidentified self. 

No Disability 

Disability Not Listed 

Speech Impairments 

Severe speech malfunction or inability to speak; 
but has normal hearing. 

Hearing Impairments 

Hard-of-hearing 

Total deafness in both ears, with understandable 
speech 
Total deafness in both ears, and unable to speak 
·clearly 

lndividu~I does not have a disability 

Individual has a disability but it is not listed 

Examples: defects of articulation (unclear 
language sounds); stuttering; aphasia (impaired 
language function); laryngectomy (removal of 
the "voice box") 

Total deafness in one ear or inability to hear 
ordinary conversation, correctable with a 
hearing aid. 

Exhibit 210j (p. 1), Disability Codes 
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01 

05 
06 

13 

15 

16 

17 
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Disablllty 

Vision Impairments 

Ability to read ordinary size print with glasses, but 
with loss of peripheral (side) vision 
Inability to read ordinary size print. not correctable 
by glasses 
Blind in one eye 
Blind in both eyes 

Missing Extremities 

One hand 
One arm 
One foot 
One leg 
Both hands or arms 
Both feet or legs 
One hand or arm and one foot or leg 
One hand or arm and both feet or legs 
Both hands or arms and one foot or leg 
Both hands or arms and both feet or legs 

Nonparalytic Orthopedic Impairments 

One or both hands 
One or both feet 
One or both arms 
One or both legs 
Hip or pelvis 
Back 
Any combination of two or more parts of the body 

Partial Paralysis 

One hand 
One arm, any part 
One leg, any part 
Both hands 
Both legs, any part 
Both arms, any part 
One side of body, including one arm and one leg 
Three or more major parts of the body (arms and 
legs) 

Exhibit 210j (p. 2) 

Definition/Explanation 

Restriction of the visual field to the extent that 
mobility is affected··"Tunnel vision" 
Can read oversized print or uses assisting 
devices such as glass or projector modifier 

No usable vision, but may have light 
perception 

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 

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. 

CODE 

22 

23 

24 
25 

27 
28 
29 
32 
33 
34 
35 
36 
37 
38 

44 
45 
46 
47 
48 
49 
57 

61 
62 
63 
64 
65 
66 
67 
68 
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Dlaablllty 

Complete Paralysis 

One hand 
Both hands 
One arm 
Both arms 
One leg 
Both legs 
Lower half of body, including legs 
One side of body, including one arm and one leg 
Three or more major parts of the body (arms and 
legs) 

Other Impairments 

Heart disease-with no limitation or restriction of 
activity 
Heart disease-with limitation or restriction of 
activity 

Other Impairments 
Convulsive disorder 
Blood disease 

Diabetes 
Pulmonary or respiratory disorders 

Kidney dysfunctioning 

Cancer-complete recovery 
Cancer 
Mental retardation 

Mental or emotional illness 

Severe distortion of limbs and/or spine 

Disfigurement of face, hands, or feet 

Learning disability 

Guidelines for Processing Personnel Actions 

DeflnltlorvExplanatlon 

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. 

A history of heart problems with complete 
recovery 

Example: epilepsy 
Examples: sickle cell anemia, leukemia, 
hemophilia, etc. 

Examples: tuberculosis, emphysema, asthma, 
etc. 
Example: if dialysis (use of an artificial kidney 
machine) is required, etc. 
A history of cancer with complete recovery 
Undergoing surgical and/or medical treatment 
A chronic and lifelong condition involving a 
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 213.31 02(t) of Schedule 
A. 
A history of treatment for mental or emotional 
problems 
Examples: dwarfism, kyphosis (severe 
distortion of the back), etc. 
Examples: distortion of features on skin.such 
as those caused by burns, gunshot injuries, 
and birth defects (gross facial birth marks , club 
feet, etc.) 
A disorder in one or more of the processes 
involved in understanding, perceiving, or using 
language or concepts (spoken or written); e.g., 
dyslexia) 

COde 

70 
71 
72 
73 
74 
75 
76 
77 
78 

80 

81 

82 
83 

84 
86 

87 

88 
89 
90 

91 

92 

93 

94 
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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 (I) 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 POC analyzes the 
previous 26 pay periods to determine if the employee has met the 20 pay periods of work as defined 

jn Article \ll,.' 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 incorrect or missing for a covered employee, enter 
the correct PP/YR in element 39 on Form 50-A using NOA Code 002. 

Reinstatement/Reemployment. If 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) 

Guidelines for Processing Personnel Actions 

Code Explanation 

110 

01 = 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. 

10 = Received two year college associate degree. 
11 = 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 = Received sixth-year degree. For example, advanced certificate in education, 
certificate of advanced graduate study, Licentiate in Philosophy, Specialist in 
School Psychology. 

20 = 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. 

22 = Received doctorate degree and performed some academic work beyond. 
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Guidelines for Processing Personnel Actions 

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 
Other, 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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0401 
0402 
0403 
0404 
0405 
0406 
0407 
0408 
0409 
0410 
0411 
0412 
0413 
0414 
0415 
0416 
0417 
0418 
0419 
0420 
0421 
0422 
0423 
0424 
0425 
0426 
0427 
0428 
0429 

0501 
0502 
0503 
0504 
0505 
0506 
0507 
0508 
0509 
0510 
0511 
0512 
0513 
0514 
0515 
0516 
0517 
0599 

Guidelines for Processing Personnel Actions 

Biological Sciences 
Biology, general 
Botany, general 
Bacteriology 
Plant pathology 
Plant pharmacology 
Plant physiology 
Zoology, general 
Pathology, human and animal 
Pharmacology, human and animal 
Physiology, human and animal 
Microbiology 
Anatomy 
History 
Biochemistry 
Biophysics 
Molecular biology 
Cell biology (cytology, cell physiology) 
Marine biology 
Biometrics and biostatistics 
Ecology 
Entomology 
Genetics 
Radiobiology 
Nutrition, scientific (excludes nutrition in home economics and dietetics) 
Neurosciences 
Toxicology 
Embryology 
Wildlife biology 
Other related 

Business and Management 
Business and commerce, general 
Accounting 
Business statistics 
Banking and finance 
Investments and securities 
Business management and administration 
Operations research 
Hotel and restaurant management 
Marketing and purchasing 
Transportation and public utilities 
Real estate 
Insurance 
International business 
Secretarial studies (baccalaureate and higher programs) 
Personnel management 
Labor and industrial relations 
Business economics 
Other, related 
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Guidelines for Processing Personnel Actions Exhibit 2101 (p. 4) 

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 
0835 
0836 
0837 
0838 
0839 
0898 
0899 

0901 
0902 
0903 
0904 
0905 
0906 
0907 
0908 
0909 
0910 
0911 
0912 
0913 
0914 
0915 
0916 
0917 
0918 
0919 
0920 
0921 
0922 
0923 
0924 
0925 
0999 

Science education (methodology and theory) 
Physical education 
Driver and safety education 
Health education (include family life education) 
Business, commerce, and distributive education 
Industrial arts, vocational and technical education 
Vocational counseling 
Other, related 

Engineering 
Engineering, general 
Aerospace, aeronautical and astronautical engineering 
Agricultural engineering 
Architectural engineering 
Bioengineering and biomedical engineering 
Chemical engineering (include petroleum refining) 
Petroleum engineering (exclude petroleum refining) 
Civil, construction, and transportation engineering 
Electrical, electronics, and communications engineering 
Mechanical engineering 
Geological engineering 
Geophysical engineering 
Industrial and management engineering 
Metallurgical engineering 
Materials engineering 
Ceramic engineering 
Textile engineering 
Mining and mineral engineering 
Engineering physics 
Nuclear engineering 
Engineering mechanics 
Environmental and sanitary engineering 
Naval architecture and marine engineering 
Ocean engineering 
Engineering technologies (baccalaureate and higher programs) 
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) 
101 O Cinematography 
1011 Photography 
1099 Other, related 
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1101 

1102 
1103 
1104 
1105 
1106 
1107 
1108 
1109 
1110 
1111 
1112 
1113 
1114 
1115 
1116 
1199 

1201 
1202 
1203 
1204 
1205 
1206 
1207 
1208 
1209 
1210 
1211 
1212 
1213 
1214 
1215 
1216 
121 7 
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, 0 .0 . degree 
Pharmacy 
Physical therapy 
Dental hygiene (baccalaureate and higher programs) 
Public health 
Medical record librarianship 
Podiatry (Pod.D. or D.P.) or pediatric 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 
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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 

1601 
1699 

Library Science 
Library science, general 
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 

Handbook EL-301, June 1989 

• 

• 

• 



• 

• 

• 

Guidelines for Processing Personnel Actions 

1907 
1908 
1909 
1910 
1911 
1912 
1913 
1914 
1915 
1916 
1917 
1918 
1919 
1920 
1999 

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 
2001 Psychology, general 
2002 Experimental psychology (animal and human) 
2003 Clinical psychology 
2004 Psychology for counseling 
2005 Social psychology 
2006 Psychometrics 
2007 Statistics in psychology 
2008 Industrial psychology 
2009 Developmental psychology 
2010 Physiological psychology 
2099 Other, related 

2101 
2102 
2103 
2104 
2105 
2106 
2198 
2199 

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 
2201 Social sciences, general 
2202 Anthropology 
2203 Archaeology 
2204 Economics 
2205 History 
2206 Geography 
2207 Political science and government 
2208 Sociology 
2210 International relations 
2211 Afro-American (black culture) studies 
2212 American Indian cultural studies 
2213 Mexican-American cultural studies 
2214 Urban studies 
2215 Demography 
2299 Other, related 
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• Theology 
2301 Theological professions, general 
2302 Religious music 
2303 Biblical languages 
2304 Religious education 
2399 Other, related 

lnterdlscipllnary Studies 
4901 General liberal arts and sciences 
4902 Biological and physical science 
4903 Humanities and social sciences 
4904 Engineering and other disciplines 
4999 Other. related 
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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 lnformatlon--ln 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 21 Od). 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 21 Od 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 

1 = Army 
2 = Navy 
3 = Air Force 
4 = Marine Corps 
5 = Coast Guard 
6 = National Oceanic and Atmospheric Administration 
7 = Public Health 

Second Position = Type of Retirement 

1 = Voluntary 
2 = Disability 
3 = Mandatory 

Third Position = Military Service Status 

1 = Retired Regular Officer 
2 = Retired Reserve Officer 
3 = Retired Enlisted Personnel 

Exhibit 210m (p. 2), Retired Military Instructions/Codes 
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Designation and Activity Codes 

R""'ular Workforce Sunolemental Workforce 
Management Part-Time Part-Time 

Employee Category and Full Time Regular Flexible Temporary Casual Relief/ 
SuN>rvlsory Schedule Schedule Reolacement 

CAG A throuah L 
Postmasters 08-0 58-9 58-0 
BMC General Manaoers 09-1 
Manaoers & Suoervisors (1) 09-0 
PROF, Administrative & Technical 121 (' 19-0 ' - 59-0 
Medical Officers/Head Nurses 09-0 39-0 
Nurses rBaraaininnl 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 
Citv Deliverv Carriers 13-4 33-4 43-4 63-4 
Vehicle Orv>rators 13-5 33-5 43-5 63-5 
Snorial Deliverv MessenQerS 14-0 34-0 44-0 64-0 
VMF Mechanics & Analvsts 15-1 35-1 45-1 65-1 
VMF Garaoemen & Jr. Mechanics 15-2 35-2 45-2 65-2 
VMF Administrative 05-3 15-3 35-3 45-3 65-3 
Mainlenance-Buildino Services 06-6 16-6 36-6 66-6 
Maintenance-Buildino & Plant Enuioment 06-7 16-7 36-7 66-7 
Maintenance-Postal °'-atino Eouioment 06-8 16-8 36-8 66-8 
Maintenance-Administrative 06-9 16-9 36-9 66-9 V "'I 
Rural Carriers 71-0 -- -A <19-o'f 75-0 78-0 t /i k:: 
CAG M-Z fexcludlnn 'S'\ He...-1nt..,ters HOS Administrative Survvvt Facilities RAnional •NI 8191111!!!1 e11111• 
All EmnlnwM>s 11-9 11-9 31-9 VI 41-9 I 51-9 61-9 
CAGS lns,-,tiOfl Service IFIELOI 
Securilv Force 17-9 17-9 47-9 
In-tors 08-9 08-9 
NON-lncnartors 11-9 11-9 31-9 41-9 51-9 61 -9 
Other Rural Positions 
Sub~ a Vecant Roule = 72-0 
RCA Servino a Vacant Roule = 74-0 
Substitute Rl.lfal Carrief = 73-0 
Auxiliarv 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. 
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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 meeting 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 

City Carrier 
Special Delivery Messenger 
Motor Vehicle Operator 
Tractor-Trailer Operator 
Driving Instructor/Examiner 
Passenger Elevator Operator 
Elevator Starter 
Letterbox Mechanic 
General Mechanics" 
Area Maintenance Mechanics 
Area Maintenance Specialists 
Area Maintenance Technicians 
Ramp Transfer Clerk--AMF 
Special Transfer Clerk--AMF 
Window service personnel'* 
Postmaster 
Supervisor 
Clerk (Distribution 
Window, Express Mail) 
Nurse 
Medical Officer 

Designation Codes 

13, 33,43 
14, 34,44 
13, 33,43 
13, 33,43 
09, 11, 13 
16, 36 
16, 36 
16, 36 
16, 36 
16, 36 
16, 36 
16,36 
11 , 31 , 41 
11, 31, 41 

08 
09 

11 , 31, 41 
09, 11, 41 
09,39 

Allowance Category 

2 
2 

2 
2 
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. 

Exhibit 2100 (p. 2), Uniform Allowance Codes 

Handbook EL-301, June 1989 123 



• • 

Chapter 3 
Changes 



• • 

,.-



\ 
I 

:J:: 
II) 
::, 
Q. 

8 
~ 

m 
r;-
w 
0 .... 
c.. 
C 
::, 
CD .... 
co 
a, 
co 

.... 
N .... 

)\ 

~ 
>< ::r ... 
g: .... 
N ... 
0 

= 
0 
1l ao· 
= Do, .... 
~5" 
= > 
t') -3: -'< 
~ 
e 
Ct.. 
~ 
Cl> 

~ 
Designation and Activity Codes 

R~utar Workforce Sunntemental Workforce 
Management Part-Time Part-Time 

Employee Category and Full Time Regular Flexible Temporary Casual Relief/ 
Suoervisorv Schedule Schedule Reolacement 

CAG A throuoh L 
Postmasters 08-0 58-9 58-0 

BMC General Manaaers 09-1 

Manaoers & Suoervisors 111 09-0 
PROF, Administrative & Technical (2) 19-0 59-0 

Medical Officers/Head Nurses 09-0 39-0 

Nurses 1Baraaininnl 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 

Citv Deliverv Carriers 13-4 33-4 43-4 63-4 

Vehicle fln<>rators 13-5 33-5 43-5 63-5 

Soecial Deliverv Messenaers 14-0 34-0 44-0 64-0 

VMF Mechanics & Analvsts 15-1 35-1 45-1 65-1 

VMF Garaoemen & Jr. Mechanics 15-2 35-2 45-2 65-2 

VMF Administrative 05-3 15-3 35-3 45-3 65-3 

Maintenance-Buildina Services 06-6 16-6 36-6 66-6 

Maintenance-Buildina & Plant Eauioment 06-7 16-7 36-7 66-7 

Maintenance-Postal Ooeratina Eauioment 06-8 16-8 36-8 66-8 
Maintenance-Administrative 06-9 16-9 36-9 66-9 

Rural Carriers 71-0 79..0.. 75-0 78-0 

CAG M·Z (excludina 'S') Headauarters HOS Administrative Sunnnrt Facilities Reoional and District Offices 7 '!/() 

All Emolovees 11-9 11-9 31 -9 41-9 51-9 61-9 

CAGS lnsrv,r.tion Service /FIELD) 

Securitv Force 17-9 17-9 47-9 

lnsnortors 08-9 08-9 

NON-lns"""tors 11-9 11-9 31-9 41-9 51-9 61-9 

Other Rural Positions 
Sub Servino a Vacant Route = 72-0 

RCA Servino a Vacant Route = 74-0 

Substitute Rural Carrier = 73-0 

Auxiliarv 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. 

Q 
C 
a: 
!! 
S' 
CD 
II) 

o' ... 

I 
S' ca 
"O 
CD g 
::, 
::, 
!! 
)> 

!1 o· 
; 

'" )( 

':I' 

i 
N .... 
0 
::, 



Exhibit 2100 (p. 1) Guidelines for Processing Personnel Actions 

122 

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 

u 

N 

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. 

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 
(CAO) 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 

Handbook EL-301, June 1989 

--- -----~-- - - _...:::......_--



• 

• 

• 

Guidelines for Processing Personnel Actions 

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 Conversio n 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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NOA 

500 
501 
580 

702 

705 

713 

716 

721 

760,770 

780 
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Chapter 3 Guidelines for Processing Personnel Actions 

• 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. l 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 
357.3 Additional Information 
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358 Reassignment CAO 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 L WP Pending Disability Retirement NTE 
363.1 Definition 
363.2 Elements 
363.3 Additional Information 

370 Cancellations, Corrections, Revisions 
371 Cancellations 

371. l Cancellation (of Form 50) 
3 71.11 Definition 
3 71.12 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 

3 72.11 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 
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924 
925 
926 
927 
928 

292 

460 

462 

001 

398 

002 

008 

800 
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380 Reactivate 
381 Reactivate 

381.1 Definition 
381.2 Elements 
381.3 Additional Information 

382 Reactivate Noncareer 
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 372.1 b Service History Correction Form 
Exhibit 372 Sample Worksheet for NOA 002 
Exhibit 372. la Correction Decision Chart 
Exhibit 372.3 Sample Worksheet for NOA 800 
Exhibit 381 Sample Worksheet for NOA 150 

Guidelines for Processing Personnel Actions 

150, 151 • 
154 
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Guidelines for Processing Personnel Actions 

310 General 

311 Definition 

Chapter 3 Changes 

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 (DOE/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 JO-Point Veteran Preference. 

Handbook EL-301, June 1989 

323 

129 



324 

130 

Guidelines for Processing Personnel Actions 

b. SF 2823, Designation of Beneficiary (FEGL/). 
c. 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. 

c. 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: 51 7, 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. 

c. (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. 
/. The effective date of a conversion must be the first day of a pay period. Payroll 

official~ 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 21 Oct. 

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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Guidelines for Processing Personnel Actions 

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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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 HRlS, submit the Form 5938 
to ELRlC 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. Mandacory 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 
41 O; 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. 
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b. When promoting a bargaining-unit em­
ployee and changing the individual to full-time 
status simultaneously, use NOA 702. 

c. 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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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 Elemencs: 26, 60, 64, 69. 
c. 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 schedu ling and 
proper planning. 
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Exhibit 332, Form 50-A for Change to Full Time 
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333 Change to Lower Level (NOA Code 713) 

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. l 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. 
c. 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, s~e 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. 

c. 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 pa rticular 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 PPN R (Exhibit 210k) if 
action moves employee from a noncovered position to a covered bargaining position. 
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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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Guidelines for Processing Personnel Actions 

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 SO-A (see sample 
worksheet, Exhibit 335): 

a. Mandatory Elements: 1, 79, 93. 
b. Optional Elements: 26, 64, 65, 69, 95, 96, 97. 
c. 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. 
c. 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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Guidelines tor Processing Personnel Actions 

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 I-year time limit of the 
appointment. 
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Guidelines for Processing Personnel Actions Exhibi1 336 
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Guidelines for Processing Personnel Actions 

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. 

c. 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 SO-A (see sample 
worksheet, Exhibit 337): 

a. Mandatory Elements: 1, 79. 
b. Optional Elements: 5, 6, 7. 
c. 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. 
c. 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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Guidelines for Processing Personnel Actions 
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Guidelines for Processing Personnel Actions 

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 281 7, 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. 

Handbook EL-301, June 1989 

• 

• 

• 



Guidelines for Processing Personnel Actions Exhibit 341 

•• :t'"·~ 
o ~• 

~ a I NoT1F1cAT10N oF 
• •• •• •• .J PERSONNEL ACTION. 

SOCIAL SECURITY NO. 

2 -45-6789 

EMPLOYEE: SEE GENERAL INFORMATION ON REVERSE 

LAST NAME FIRST NAME INIT. DATE OF BIRTH .!!fl '!."JP~ rn! LIFE INS. ET Pl.AN 

-·-. -- ... - 1 C 8 . --
&) 

,, NU..:.:.:t, ~ X .-.. ------v- I S-U.TUS 

1-.1111 i24.:.97 
I-;;-

TSP-SCD 

lfrlOUT """· G£N· ....... ........ 
""' .... ..... ... '" c,r 

A 10.:.on ?. 
• 

,OSTAL llllTIIIIO COLA L 

"" MIUT,Ul'I' ..... .. 
lA-A ' .!9, l.21 

d .. .. 
MAILING ADDRESS - STREET /BOX/APT. NO. CITY ST. ZIP+ 4 DUTY STATION NAME 

..... -:ic;c • ·------· lr,1-, , . ---- . ·· - BulJt Mail le 
• 
Foroat Park IL 

POSITION INFORMATION ... 
" .•. -M< ~, ... LDC L\H~r $UM 

,.,._ .. ,.,.,. 1--- ---- .... , 11,, _ii..,~ 1 
..... __ .. __ , ·' ,~.H; 

" . , , .. " .. •.· .. 
- -~ 

., __ ,. 
· T,1 .Cl c-:in-??.• 16 

OO~STATlOfrl LAIOII DES/ ACT ros. LIMIT TOUR "'" AUOW 000 ... IIOUTI IO. l•l'IJ[ ... ·-· FLSA lcou1111 GIJAAANT( f.0 
FMri!AHC(HO OISflll ..... can coo, COVtlll C,,,:\( ,o ""' """ SAL.AllT 

'""-"""" 1 A ·.._?- n ":l R .. " .. N " .. .. .. " " " " " .. , . H 

• NATURE OF PERSONNEL ACTION I. RURAL CARRIER OATA • 
NOA NATURE OF ACTION DESCRIPTION AUTHORITY MERIT ~NNIV. 

" ~ ' " " 6 '6{ F~ G-L...I Cf-lq 
REMARKS '' CODE I " CODE " CODE " CODE I " 

888: Changes e l ement 12 which read nc ... 

SERVICE HISTORY INFORMATION 

NOA NOA DESCRIPTION EFF DATE OCCUPATIOOI COO( POSITION TITlE RSC GftAOE!STEP SALARY 

'" 1-· .-• 
-· Ir 
- 3 11 
-2 

- 1 

CCI i'RR l"ar:a .. r •nn+- 8./17/-87 231501XX Mail Handler ~ ~4/ B 9 . 52 .... .. ·<: N " ,. .. 

1-
I 

AUTHOAIZA TION 

. I'""'-'~/~ k.rf-. 
I DATE 
09 - 29-87 

OPF FINANCE NC' 

~00 100-n..o.o.a.. 
PS f orm 50-A. M• y 1918 

~~:~~~~;

0E!:,=~~;:~ 50 
2 - PROCESSING COPY 

•• Exhibit ~41 , Form 50-A for FEGLI Change 

Handbook EL-301, June 1989 149 



342 

150 

Guidelines for Processing Personnel Actions 

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, Statement 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. 
c. 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 
25. 

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 PPNR 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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Guidelines for Processing Personnel Actions 

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. 
c. 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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Guidelines for Processing Personnel Actions 

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. 
c. 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. 

c. 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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Guidelines for Processing Personnel Actions 

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. Mandatory Elements: 1, 11, 79, 96, 97. 
b. Optional Elements: 64. 
c. Optional Standard Remark Codes: 510, 511 , 512, 526, 548. 

345.4 Additional Information 
a. A OSI does not change the due date for an employee's advancement to the next 

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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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: l , 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 sched uling for the employee's return to 
regular duty assignment within required time frames . 
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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 Elements. Complete the following elements on Form 50-A (see sample 
worksheet, Exhibit 352): 

a. Mandatory Elements: l , 79, 93. 
b. Optional Elements: 18, 56, 60, 63, 64, 65, 66, 68, 69, 95, 96, 97, 99. 
c. Optional Standard Remark Codes: 532, 548. 

352.3 Additional Information 
a. Any employee , except those covered in ELM 427 who is temporari ly 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. 

i. 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. 
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Guidelines for Processing Personnel Actions 

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 
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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: I , 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 Code~. 
c. Form 50 is not used for work cloches allowance. 
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Guidelines for Processing Personnel Actions Exhibit 354 
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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. 
c. 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 91st day the relief rural carrier 

covers the route. 
b. The employee will begin earning leave immediately. 
c. 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. 
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Guidelines for Processing Personnel Actions Exhibit 355 
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Guidelines for Processing Personnel Actions 

356 Change 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. 
c. 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 
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Guidelines for Processing Personnel Actions 

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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Guidelines for Processing Personnel Actions 

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 iQ 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 on ly 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.S 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 SO 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. 

c. Optional Standard Remark Codes: NOA 924: 501 , 509, 511 , 512, 513, 51 7, 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. 

/ . 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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Guidelines for Processing Personnel Actions Exhibit 358.15 
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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: I , 79. 
b. Op1ional Elements: 11, 14, 17, 23, 24, 25, 69. 

361.3 Additional Information 
a. To deduct credit for leave and retirement computation dates, subtract L WOP 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) 
0 to less than 13 ... . . .. . .. . 
13 to less than 26 .... . . . .. . 
26 to less than 40 ......... . 
40 to less than 52 ......... . 
52 ........... .... ... ...... . 
More than 52 . . ........... . 

Deferment Pay Periods 
No deferment 
7 
13 
20 
26 
One PP for each 2 weeks of 
LWOP 
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Guidelines for Processing Personnel Actions Exhibit 361 
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Guidelines for Processing Personnel Actions 

362 L WOP 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 (L WOP) 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 L WOP in excess of 6 months may 
affect retirement and leave computation dates. 

c. 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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Guidelines for Processing Personnel Actions 
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370 Cancellations, Corrections, Revisions 

371 Cancellations 

371.1 Cancellation (NOA Code 001) 

Guidelines for Processing Personnel Actions 

371.11 Definition. Cancellation is the issu:0 nce 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: l , 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 to 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 

Use NOA 398 All accessions (career, No work hours 
casuals and temporary) 

Casuals & temporary 
(NOAs 352, 317) 

Cancellation of actions 

Cancellation of 
separation for career 
appointments 

180 

Terminated in error (before end of 
appointment) 

Change action retracted (e.g., step 
increase granted after deferment or 
reassignment not accepted) 

Employee changes retirement date, 
arbitration award, terminated in error 

Use NOA 154, Reactivate (Noncareer) with the 
same effective date as the termination . 

Use NOA 001. Correct all elements to reflect the 
current status. Remarks must show what element 
numbers you wish to correct. Example: This 
corrects elements,---- and ----, which read---­
and----. This cancels NOA----effective----. 

Use NOA 150, Reactivation, on processing copy. 
ELRIC needs all previous information in file. If 
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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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 wi ll 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 Act ions 

SEQUENCE NO. 
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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 wi ll 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 wh ich 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 DOE/DR site. This 
will update the employee's master file and future forms 50 will contain the most current 
address processed through DOE/DR. 

c. 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. l a. 

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. lb) 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 histo ry was sent to PDC for ELRIC's information. (See Correction 
Decision Chart, Exhibit 372. la). It is important to remember that you are processing 
this change to make corrections to the Form SO 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. 

/ . 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 372.1 a 

If Employee And Current 
Status Is Data Is 

A, P, T Correct 

A, P, T Correct 

A Incorrect ~ -----
P, T Incorrect 

A Incorrect 

P, T Incorrect 

A=Active 
P = Pending 
T = Terminated 

186 

Guidelines for Processing Personnel Actions 

Correction Decision Chart 

And Prior Data 
Is 

Correct 

Incorrect 

Correct 

Correct 

Incorrect 

Incorrect 

Action Will Be 

No action required 

Send Service History (SH) to 
PDC Retirement & Payroll 
Sections. Nothing to ELRIC. 

NOA 002 to ELRIC 

... And 

- -------- ·--- ----
Reactivate employee file and 
correct current data. 

50 to ELRIC. 

Reactivate employee file and 
correct current data. Submit 
service history corrections to 
PDC. 

If SH is less than 5 lines, show 
SH on Form 50 in remarks. 

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. 

Exhibit 372.la, Correction Decision Chart 

Handbook EL-301, June 1989 

• 

• 

• 



• 

• 

• 

Guidelines for Processing Personnel Actions 
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Guidelines for Processing Personnel Actions 

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 21 Oc, 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 50-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 (c) below. Offices without access to the 
EMF should assume that a correct SSN is not on the EMF and process \TOA 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 wi th the correct SSN. Both steps may be processed simulta­
neously. 

(l_J Use NOA 398 to cancel the accession action processed under the incorrect SSN 
(see 371.2). 

(2) If 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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Guidelines f or Processing Personnel Actions Exhibit 372.3 
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373 Revisions 

373.1 Definition. A rev1s1on 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 372.1 b) 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 Elem ents: 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 Elemencs: 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.lb) 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 

410 General 

411 Definition 

Chapter 4 
Separations 

A separation is any personnel action which results in the loss of an employee from the 
ro lls of the Postal Service (see ELM 365). 

412 General Requirements 

Separation actions must comply with the applicable requ irements in ELM 314 and ELM 
650. 

413 Remark Codes 

Code any appropriate standard remark codes (see Exhibit 11 Oe) 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 typ ing of remark statements by data e ntry personnel. 

413.2 Unemployment Compensation Codes. The perso nnel action form (Fo rm 1653 or 
Form 50) is the source document that PDC uses to furnish reasons for separations to 
state employment agencies for adj udicating 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 a rranged to provide accountability for government property, 
emergency advance travel funds, and similar items fo r 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 JOI-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 41 Oa. 

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 Elements: 51 , 52, 53, 54. 
c. Optional Standard Remark Codes: NOA 300: 504, 521, 522, 540, 548, 555, 601. 

NOA 30 l : 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: 6 12, 

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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Guidelines for Processing Personnel Actions 

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 41 Oa. 

433 Elements 

Complete the following elements on 50-A (see sample worksheet, Exhibit 431.3): 
a. Mandatory Elements: I, 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 31 7: 616-619, 621-648, 650, 652, 653, 682. 

434 Additional Information 
a. When a noncareer employee resigns to accept a career pos1t1on 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 tbe 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. 

c. 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 not be required 
to serve a new probationary period . 
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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 cocie 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 

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 a n 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 e mployees 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 fami ly 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 
fami ly 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-
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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, 
555. 

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 restoratio n 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 o r 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 abo ut postal of­
ficial action at time employee leaves. 
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450 

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
di t ions arising, wholly o r 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 
partia lly after the employee's entrance o n 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 personne l 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 41 Oa. 

453 Elements 

Complete the fo llowi ng elements on Form 50-A 
(see sample worksheet, Exhibit 451.3) : 

a. Mandatory Elements: l , 79, 87. 
b. Optional Elements: 51, 52, 53, 54, 84. 85, 

86, 88. 
c. Optional Unemployment Compensation 

Codes: NOA 328: 670. NOA 329: 67 1. 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 
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of d iscipl ine , 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 L WOP 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, Staltls of Employee Benefits , should 
be sent to the staff in PDC Payroll Section. Once 
the ad ministrative or MSPB a ppeal 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 proced ures, the effecti ve date of the 
action is the date set forth in the no tice 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, ci te case number in free form re­
marks section of Form 50. Code standard remark 
code 555, Withhold Funds, in element 84-86 if 
a pplicable. 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 28 10, 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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460 

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). 
c. W-9, Requesc for Taxpayer Identification 

Number. 
d. SF 2823, Designation of Beneficiary 

(FEGLI). 
e. SF 1153, Claim of Designaced Beneficiary 

and/or 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), Request for 
Posthumuous Recognicion. 

i. CA-3, Report of Termination of Total or 
Partial Disability. 

j. CA-5, Claim for Compensation by 
Widow/Widower/Children. 

k. CA-58, Claim for Compensation by Par­
ents, Brothers, Sisters, Grandparents, Grandchil­
dren. 

l. 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. 
c. Optional Standard Remark Codes: 506, 

521, 522, 539, 540, 548. 
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d. Optional UnPmployment Compensation 
Codes: 679. 

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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SEQUENCE NO. 
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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: l, 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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Exhibit 470, Form 50-A for Separation-Disability 
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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. 
c. Termination for other reasons, e.g, insubordination, excessive absence without 

cause, etc. 

481.2 Required Forms. See separation forms, Exhibit 410a. Use Form 1653, 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 48 la). 
(I) Mandatory Elements: I , 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. 

Handbook EL-301, June 1989 
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Guidelines for Processing Personnel Actions Exhibit 481a 

SEQUENCE NO. 

2 

EMPLOYEE INFORMATION 

LAST NAME FIRST NAME 

DOE JANE 

R'J1Lic04 f<:: 
lU,',/fCO\! ENHR UN OUlV 

04/06/87 

l H•JtO;. l"' 
rHAMif PP 'II H T3Pl _ , sc 

0 

MAILING ADDRESS- STREET/BOX/APT. NO. 

1000 S . Bensley 

POSITION INF OR MA TION 

~,.ns POSt"\-

~ ........ -= 
"~ . 
~ = ~ NOTIFICATION OF 

.-::-:. ,• PERSONNEL ACTION 
EMPLOYEE: SEE GENERAL lNFORMAT10N ON REVERSE 

SOCIAL SECUFI ITV NO. 

123-45- 6789 

=o-A~r-c~o~•~e~1R_r_H_-+-~•-."-1,,..,'/,_. -+--·•cs-,,~=1:~t-•-'•I'~•E._j luFEA 11!\~1~
2
_1 ~ •. AN 

11/19;ss fl\. I 
INIT. 

L 

TSP-SCD Nt~J $1!1> 
RETIP!;MENI CuMP ,.,, .. ,. 

00/00/00 --

'i.&V OPROHt1EO D41A 
GRA'J(ISUI' I-IOUR!o Milt$ 

CITY ST. ZIP + 4 DUTY ST A TIDN NA Ml 

Chicago IL 60617- 5347 Manager/Postmas ter 

Chicago IL 

"""' "" ' f 

tcc-0_0_~:_~_•i_o_o_---i-=-M_a_n_a~g~e_r_/_P_o_s_tm_a_s_t_e_r ____ _ _ = __ "_'_·•---+-- +--~~d ~ --'"" ,. ·:---~--.. . 

I i 
Oull"$T.:. t 1Q.',1 

J IN,l ... C( k0 

00-0000 

Chicago 

38 
DES;ACT 

66 6 

,o, 
lYP{ 

4 

IL 60607- 9998 
LIMIT TOUR ~! ,OLLOW 011.C. 

COO( COVER 

R 

.. 0 
CIRCll 

0 
ROUTE NO 

I 
'" VIM'r 

i 
FLSA OM'-'IT ~,~AP;.."- ff ' 

S·' , "-" ~ 

..-:N.::A.:_T:_:U::;R.::E:...::O;..F.:_P_:E:_:R:;_SO:::.:N:_:N.::_EL::....:_A:.::C:..:T.::10::;N.:_ ______________ _ ____ ~=====..:R.::U::.:R.::A:::L:._::C:::A:_:R~R:.::IE_::R DATA ____ _j 
NOA NATURE OF ACTION DESCRIPTION AUTHORITY MERIT ANN IV. 

I 
I 

i 35J. -(e,-n1,t10..4-ion 
t-:cRE:::M7AccR::-:K-=-s-t-~cc-::oc=D-=E~5=-/.,-;'Y- l"""··"'=c="'o""D'="E--::-: ,:,.:):-...:1.-c-,. -=c-=o7D7E --,-----=c-=-oo~ec--: b7 ..,....X/~r-l --'-----------'---- --- ·- --

5 ;;i ;i : /0-()/-87 

(p'I I :; Eif;.-o...+,~ ...... 0 -f- "'-fft-, 

SERVICE HISTORY INFORMATION 

NOA NOA DESCRIPTION EFF DATE OCCUPATION COO[ POSITION TITLE RSC GR.t.DE·SHt' I SIHJ\"- t 
·· -- -,., 

_, 
! ·-- s 

-4 

-3 

- 2 

- I 

ClA 770 Reappoint Casual 07/04/87 52011001 Casual E 07/ s . oo 
" ~ .. " 4-----

! 

OPF ,C!"JAN1,,, f r-.\· 

ooo oo-oocfo- · 

2 - PROCESSING COPY 
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U.S. Postal Service 

POSTMASTER RELIEF/ LEAVE REPLACEMENT EMPLOYMENT DATA 
Applican1·$ Mailing Addres$ (Stre~,. City, Stare and ZIP Code) Pon Off ice Name and Mailing Address 

Wahkon, MN 56386-9998 

Dear 

I ;.1rn extending tu you this offer of employment opportuni ties with the Unitc<l States Postal Service as a Postmast~r Relicf/ Lc;1ve 
Rcpl.11.:cmcn l under lhe following terms and conditions: 

I . Yuur du1ics wil l involve 1ra1l'!.Jl· ting pos1al business with the publiL". safeguarding Postal property am.I inventory ant.I other 11~s,H: ia1.:d 
duties iden1iticd hy lhc Postmaslcr. 

Up 10 10 hours uf training to perform the assigned duties will be prnvitlcd. if nc~css;.iry. 

-, During the training and when yuu arc assigncJ to the duties ofa Postma~lcr Rclicf/ Lc:ivc Rcplacc111c111. you will be cumpcnsalcd .:It 
the ralc ufS per hour. with app1 opriatc Jcdu~.:tions for federal and slate taxes a11<l FICA r ,Hurihutiuns. WtH·kinl!, 
as :i Postmaster Relief/ Leave Rcpla\."emcnt does 1101 afford ..:aJc('r status in the Poslal Scrvi1..·c. In ,HJdi1in11 . bcncfils L11joycd hy 
i:a recr employees. sut:h as par tidpat ion in the federal reti rement syslcm, and skk and ;mnual lcavc arc not applkahlc. 

J . With the ext:cption of days in whidl the Postmaster ..:anno1 work <luc to unforeseen dr...· umsl ant:es sth:11 as illness. the Post111;,1~h!r 
will iden ti fy in ad va111.:c !he days anti times your scrvh:es will he required. Wi1h rcspct.:I to unforeseen si1uatiuns. you \\'ill bl! ll tHilk<l 
as soon as pussiblc to Jcterminc your availabili ty for work. In 1hc sirn.i tio ns in whkh you work two or 111Prc 1.."011~c,:uti\'e days. y,\ur 
employment period will i.:uini:idc with 1he duration of 1hc: Postmastcr·s lciJvr. 111 those: i n::it:.11h.:cs in which) ou work ;1 , inglc Ja~·. 1hc 
duration of employment will be for those hours worked. 

Please signify your iJ(Cc plam:c of this offer by signing in the designated box below. Please n.'llHn this form ;.111<.I all \'.'t1ph.::, 011 i:c you 
have comple ted the informat ion requested in Hems I through 5 below. 

Postma:,,tcr 
~ accept (S1X11atu r l.' 1111, I !}"1r1 I 

• READ INSTRUCTIONS ON REVERSE BEFORE FILING IN. • 
Postmaster chec~ 1, I app,op .. a1,; hox and enter date EFFECTI VE DATE 

0 ES TA BLISH 1('011111/rt<" i 1,·m.v I tlrrm,KII t./J ~ T ERMI NATION (C 11•11pll'tc Ju ms J t hrnt1l{l1 h. Ill, a,uJ 1 I I 

0 CHANGE (Ccm1p/n {' lre111r I 1ll rut11{h r, . 1 ::.. 4tt<l 1111_1' dumgi11~ itC'IIIJ, J 

• INFORMATION TO BE COMP LETED BY EMPLOYEE (Pm1111r TYi'<'/ • 
1 . Nam e ( J.u.u. J.lr:o and ,l,fiddlr /lli11i1 l 1 

• INFORMATION TO BE COMPLETED BY ASSOC IATE OFFICE POSTMAS rER • 
6 . Finance N o. 7 . Employ ing Otlice 

00-0000 Wahkon, MN 56386- 9998 
8 . Check Level o f Post Of l ice 

..; Level OCC Code 
Rat e S c:h L e'llel of Post1n;n1c, ..; l.t>Vttl OCC Co<.Je 

R oJIC $ (;.t, Le\le! ol 1>os1 ,n.:,~:~r 
Cod e R elief R e p Jacemen1 Co,1e A~l io l Agpl,)Co.1l'!~t·O t 

A 2305 · 6100 L 51 E 2305 · 6100 L 55 

B 2305 · 6100 L 52 11 2305 · 611 1 L 09 

C 2305 . 6100 L 53 13 230 5 · 6113 L 11 

0 2305 ~ 6100 L 54 15 2305 ·6115 L 13 
9 . Hourly Aattr 10 . Last Employment oa,a 12. Aamarks 

09/29/87 
11. Unemplovment Compensation Cod e• SF 8 issued 09/ 08/87. 

621 

13. OIV./MSC APPROVAL 
1 J a . O i\l .lMSC 

Duluth, MN Personnel Asst. 

PS Fo,m 1653, Jan. 1987 • (t,ntac:t D1v,/MSC fo1 ('001·. 1f cmpluYL"C 1.s bcm!,! tcrm111:.1tcd. 

Exhibit 481b, Form 1653 for Termination of Postmaster Relief/Leave Replacement 
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Guidelines for Processing Personnel Actions 

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 . 

Har;idbook EL-301, June 1989 
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Guidelines for Processing Personnel Actions 

SEQUENCE NO. 

' 3 

:r-~ 
~~; 
~ ::I=: ! NOTIFICATION OF 
• .. 7:: . .1- PERSONNEL ACTION 

EMPLOYEE: SEE GENERAL INF OR MA TION ON REVERSE 

SOCIAL SECURITY NO. 

123-45-6789 

LAST NAME FIRST NAME INIT . DATE OF BIRTH .YU l!f!!Q!l JS.%_ LIFE INS. RET PLAN 

DOB .. ~ .a-An --,.,. -,;.~"' -... -~ ! tf.ir~:~ L:f . ;t ,r 

lu.y COMfl". 
Am 

lNflft ON DUTY 

lU.Vl oA A 

MAILING ADDRESS -STREET/BOX/APT. NO. 

·u 2 Box ooo 

POSITION INFORMATION 

FlNAf\lCENO. HAME 

00-0000 Poct:maater 
" " 

Tekonsha 
0UrY$TAnQN l AIIM DES/ACT flN.t.NC.ENO. DISTIi 

00-0000 47 '-1 0 
" u " 

l'UTIIUMIENl" • TSP-SCO 

llVH YEA.Ill NE 

2 04 ~ -•• 

CITY ST. ZIP+4 

-... __ , 

flllTllllf.0 

'l'ekonaha NI ff092-9508 

,., 
""·' lOC. LUMP SU M 

222 .. " 
., ,. 

MI 49092-9998 .... LIMIT TOUR .. ff AU OW °""· ... ROUTE NO. l -lllTE ,., ""· '"' coo, coo, COV£111 Cl"°-£ 10 rm wm 

4 B 0 .. " ~ " " " " " " " 

i.,.-

COLA 

o.oo 

A 2 

....... 
""' 

DUTY STATION NAME 

FLSA toMMIT GUAAANTUO 
SAlA'lY 

,, 
" 

NATURE OF PERSONNEL ACTION l RURAL CARRIER DA TA ... 
NOA NATURE OF ACTION DESCRIPTION AUTHORITY MERIT ANNIV. 

' .. 
Termif\O..+,of\ .,~ Duo..\ Apf>t- " 

., .. 

qroo 
REMARKS u CODE 5::J;J. I " CODE H CODE ~I CODE j u 

5.;>;;> : 9-3D-'?7 

SERVICE HISTORY INFORMATION 

NOA NOA OESCRIPTION EFF DATE OCCUPAllON COO£ POSITION TITLE RSC GRADE/SUP SALARY 

'" -• 

52011001, Casual B 07/ 5.00 

I· 
I DATE 

09-/.;>- S 7 
ORIZATION ~ ~ (lJ 

2 - PROCESSI NG COPY ,,,,.., 

Exhibit 482, Form SO-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 

SF 8 

Form 337 

Title 

Notice to Federal 
Employee About 
Unemployment 
Compensation. 

Preparation 

Prepare one form and mail 
to former employee. 

Clearance Record for Initiate by completing top 
Required Clearance to portion. Forward to 
Separated Employee Supv/Postmaster for 

Use 

Notify employee of 
Unemployment Compensation 
rights/benefits. 

Provides accountabiity for 
government property. 

- --------···-·--- _ ______ completion and return. ________ _ --·-·-
Form 1476 PSDS EMR Items Prepare and forward to Notifies timekeeping unit of 

Transcript PSDS. separations. 

SF 2802 Application for Refund of 
Retirement Deductions 

----- . . - ·- - . - -- - ·- - --·--
SF 2810 Notice of Change in 

Health Benefits 

SF 2819 Notice of Conversion 
Privilege 

SF 2821 Agency Certification of 
Insurance Status 

SF 3106 Application for Refund 
(FER$) 

Give to former employee 
on request for completion 
and return . 
. - - - · 
Prepare as directed on 
form. 

Prepare and give to former 
employee. 

Prepare and forward to 
PDC. Forward employee 
copy upon verification of 
salary by PDC. 

Give to former employee 
on request for completion 
and return. 

Initiates refund. 

See ELM 525.4, 525.5, 525.6, 
525.7, 525.8, 524.76 

See ELM 524.77 

Certification of salary. 

·------------- - --
Initiates refund. 

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 

SF 2801: 
Schedule 

Certified Summary of 
Federal Service 

Prepare from emloyment 
and military records 

A Military Service Info Attach DD-214 
B Military Retired Pay 
C Federal Employees 

Compensation Information 
D Agency Checklist of 

Immediate Retirement 
Procedures 

Certifies creditable service. 

Exhibit 410a (p. 1), Separation Forms 

Handbook EL-301, June 1989 215 



Exhibit 410a (p. 2) Guidelines for Processing Personnel Actions 

216 

Form 

SF 2818 

SF 2823 

Form 1345 or 
Local Form 

OPM 1538 

Title 

Election of Post 
Retirement Basic Life 
Insurance Coverage 

Designation of Beneficiary 
(FEGLI) (formerly SF 154) 

Request for Retirement or 
Posthumous Recognition 

Preparation 

Forward to PDC with 
retirement papers after 
employee elects. 

Pull from OPF and forward 
to PDC with 2817's 
(formerly SF 176) with 
retirement paperwork. 

Prepare to initiate 
preparation of retirement 
certificate. - - - -------

Statement Regarding Employee completes. 
Former Spou_s_e_s ______ _ 

Retirement--Disabillty (Forms needed in addition to above) 

SF 2824A Applicant's Statement of Employee prepares and 

SF 28248 
SF 2824C 

SF 2824D 

SF 2824E 

Disability obtains supporting 
statements. See form for 
further instructions. 

Supervisor's Statement 
Physician's Statement 

Agency Certification of 
Reassignment and 
Accommodation Efforts 
Disability Retirement 
Application Checklist 

Medical Documentation 

Use 

-- - ------· - -------- - --·- -- -·-----------
Form 1345 or 
Local Form 

SF 2823 

DEATH 

SF 2800 

SF 1153 

SF 1155 

FE·6 

Request for Retirement or 
Posthumous Recognition 

Designation of Beneficiary 
(FEGLI) (formerly SF 154) 

Prepare to initiate 
preparation of retirement 
certificate. 

Pull from OPF and forward 
to PDC. with 2817's 
(formerly SF 176) with 
retirement paperwork. 

Application for Death Claimant prepares. 
Benefits 

Claim of Designated Claimant prepares. 
Beneficiary and/or 
Surviving Spouse for 
Unpaid Compensation of 
Deceased Civilian 
Employee. 

Claim for Unpaid Claimant prepares. 
Compensation of 
Deceased Civilian 
Employee 

Claim for Death Benefits Claimant prepares. 
(FEGLI) 

Exhibit 410a (p. 2), Separation Forms 
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Guidelines for Processing Personnel Actions 

Form 

W-9 

Form 1345 or 
Local Form 

CA-3 

CA-5 

CA-58 

Title 

Request for Taxpayer 
Identification Number 

Request for Retirement or 
Posthumous Recognition 

Report of Termination of 
Total or Partial Disability 

Claim for Compensation 
by 
Widow/Widower/Children 

Preparation 

Claimant prepares. 

Prepare to initiate 
preparation of certificate 
for surviving spouse or 
relative. 

Prep~red by employing 
office. 

Claimant prepares. 

Claim for Compensation Claimant prepares. 
by Parents, Brothers, 
Sisters, Grandparents, 
Grandchildren 

Use 

·---- - - - - - -- -- ---·---- - - · - ----- - ----
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 

Handbook EL•301, June 1989 

Exhibit 410a (p. 3) 

217 



Exhibit 410b 

Quit 
Code 

401 ......... 
402 ......... 
403 ......... 
404 ......... 
405 ......... 
406 .... ... .. 
407 ..... .... 
408 ......... 

411 ......... 

41 2 ········· 
4 13 .... ... .. 
4 14 ... .... .. 

4 15 ......... 
41 6 .... ... .. 
4 17 ..... .... 
41 8 ........ . 

44 1 ..... .... 
442 .... .. ... 
443 ..... .... 
444 .. .... ... 

4 45 ········· 

451 ......... 
452 .... .. ... 
453 ...... ... 
454 .... ..... 
455 ·· ···· ··· 
456 ....... .. 
457 ......... 

218 

Guidelines for Processing Personnel Actions 

Qu it Codes--Employee's Reason for Leaving 
(Elements 84-85) 

Quit 
Reason Code Reason 

Working Conditions Family Responsibilities 

Too much night work 461 ......... Getting married 
Too much weekend work 462 ......... Marriage 
Too much overtime 463 .. .. ..... Children require fulltime attention 
Too much travel 464 ......... Illness in family 
Work schedule too erratic 
Poor physical environment Geographic Location 
Job location too far from home 
Transportation inadequate 421 .... ..... Moving to different area for personal 

reasons 
Nature of Work 422 ......... Resignation--declined relocation 

423 .. .. ..... Resignation--declined reassignment 
Insufficient challenge 424 ..... .... Resignation--declined regular rotation 
Insufficient prestige 
Skills not sufficiently utilized Economic Considerations 
Not enough recognition for 
accomplishments 431 ......... Pay rate too low 
Job not in line with career 432 ......... Not enough hours of work per week 
Scheme difficulty 4 33 ......... Not enough fringe benefits 
Work too hard physically 4 34 ..... .. .. Not enough promotion opportunity 
Don't like or not suited to kind of work 4 35 ...... .. . Lack of job security 

436 ......... Indebtedness/obtain retirement withholding 
Health or Physical Conditions 

Self Development 
Personal illness 
Physical disability (other than retirement} 471 ......... Further education 
Psychological or nervous disorder 472 ...... .. . Broaden work experience 
Pregnancy 473 ...... .. . Opportunity for more on-the-job training 
Alcoholism or drug addition 

Other 
Relationships on the Job 

481 ......... Resigned--adverse action pending 
Don 't get along with fellow workers 482 ......... Resigned--charges pending 
Don't get along with supervisor 483 ········· Resigned--in lieu of removal 
Favoritism in assignments 484 ......... Enter military service 
Favoritism in promotions 485 ......... Accept better job offer 
Discrimination--race 486 ......... Self-employment 
Discrimination--sex 487 ......... Extended travel 
Discrimination--other 

Exhibit 410b, Quit Codes/Employee's Reason for Leaving 
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Guidelines for Processing Personnel Actions Exhibit 410c (p.1) 

UCCOde 

601 ······ ··· 

602 ········· 

Unemployment Compensation Codes 
(Enter in Element 87, for all separations) 

Definition 
Retirement--Mandatory. Due to age. Estimated retirement annuity 
per month $(Amount)(lnspection Service only.) 

Retirement--Optional. Employee voluntarily retired to obtain 
retirement benefits. Eligible for optional retirement because of 
combination of age and service. Estimated retirement annuity per 

_ ___ _ _ ___ month. $(Amount) 
... - - - --·-- ·----- -- ---- ---- ~ .. - - -·--

603 ......... 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). ·· -

604 ......... Retirement--Optional. Employee voluntarily retired in lieu of 

- --·-- - - -·-
·- -_separation because of declination to .relocate with activity. _ ___ 

605 ········· Retirement--Optional. Employee voluntarily retired in lieu of 
separation when position was at>olisheq. Eligible for optional 
retirement because of combination of age and service. Estimated 
retirement annuity per month $(Amount). 

606 ......... 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) . . - -- .. .. -

607 .. ....... 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). 

608 ···· ····· Retirement--Optional. Eligible for optional retirement because of 
combination of age and service. Estimated retirement annuity per 
month $(Amount)(Write in reason employee gave.) 

612 ......... 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.) . 

613 ··· ······ 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.) 

614 ......... 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.) 

615 .... .. ... 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 410c (p.1), Unemployment Compensation Codes 
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Exhibit 410c (p.2) Guidelines for Processing Personnel Actions 

UC Code Definition 

617 ..... .... Resignation--Voluntary. Employee voluntarily resigned to continue 
education full-time. 

618 ......... Resignation--Voluntary. Employee voluntarily resigned for personal 
reasons, did not identify what personal reasons were. (No other 
separation information available.) 

619 ......... Resignation--Voluntary. Employee voluntarily resigned to accompany 
spouse to a new duty station. 

620 ......... 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. 

621 .. ....... Resignation--Voluntary. Employee voluntarily resigned to enter 

--···- -· - ·- ·-- -· employment in _private industry._ . _ ·-- . .. - - · ·-· ---·· . -- - --- - - .. 

622 ......... Resignation--Voluntary. Employee voluntarily resigned to move to a 
different area for reasons of health. (Identify health reasons.) 

623 ... .. .... Resignation--Voluntary. Employee voluntarily resigned based on 
alleged discrimination because of religion. Equal Employment 
Opportunity complaint procedures were available to employee. 

624 ......... Resignation--Voluntary. Employee voluntarily resigned based on 
alleged discrimination because of sex. Equal Employment 

- ·- -------- Opportunity complaint procedures were available_to employee. . ·-
625 ......... 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. 

627 ......... Resignation--Voluntary. Employee voluntarily resigned because of 
alleged lack of job security. 

628 ......... Resignation--Voluntary. Employee voluntarily resigned because of 
insufficient promotional opportunity. 

629 ......... Resignation--Voluntary. Employee voluntarily resigned because of 
insufficient pay. 

630 ......... Resignation--Voluntary. Employee voluntarily resigned because of 
insufficient fringe benefits. 

631 ......... Resignation--Voluntary. Employee voluntarily resigned because of 
not enough recognition for accomplishments. 

632 ......... Resignation--Voluntary. Employee resigned because job was not in 
line with career plans. 

633 ......... Resignation--Voluntary. Employee resigned because skills were not 
sufficiently utilized. 

Exhibit 410c (p.2), Unemployment Compensation Codes 
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UC Code Definition 

634 ........ . Resignation--Voluntary. Employee voluntarily resigned because of 
illness 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. 

637 ......... Resignation--Voluntary. Employee voluntarily resigned because 
employee felt there was too much travel. This condition existed with 
acceptance of postion. 

- ---·--· 
638 ......... Resignation--Voluntary. Employee voluntarily resigned 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 ......... 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. 

• • 
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 voluntarily resigned while charges 
were being prepared for (identify reason). 

651 ......... Resignation--Voluntary. Employee voluntarily resigned to accept 
position with U.S. Postal Service. 

652 ....... .. Resignation--Voluntary. Employee voluntarily resigned in order to 
relocate. 

Exhibit 410c (p.3), Unemployment Compensation Codes 
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-· UC Code Definition 

653 ......... Resignation--Voluntary. Employee voluntarily resigned because 
(identify reason(s) the USPS believes to be the reason(s) the 
employee resigned.) 

661 ... ...... Separation··Employee transferred to another federal agency; no 
break in federal service. 

662 ......... 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. 

663 ......... Separation--Employee was separated after declining to relocate with 
job activity (give reason). 

664 ......... Separation-·Employee was separated after fai ling to accept a new 
work assignment. (Identify reason(s) why the employee did not 
accept a new assignment to (city and state.) - ·---

668 ......... Separation-·Disability. Employee did not formally request a 
permanent or temporary light duty assignment. (Identify that part of 
the work the employee was not able to perform.) 

669 ......... 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.) ----~·- --~------ - - - ___ __;,__. 

670 ..... .. .. Separation--Employee was separated during probationary period for 
pre-appointment condition. (Identify pre-appointment ~~:mdition.) 

·---- · ... 

671 ......... Separation-·Disqualification. Employee was separated during the 
probationary period for disqualification conditions. Identify 
disqualifying conditions.) 

672 ......... Separation--Employee was separated after probationary period for 
pre-appointment conditions. (Identify pre-appointment conditions.) 

673 ········· Separation··Abandonment of Position. Employee was separated for 
abandoning position during working hours. (Identify the conditions 
under which the abandonment occurred.) 

674 ......... Separation-·lnefficiency. Employee was separated for unsatisfactory 
performance of duties. (Identify specific details of unsatisfactory 
performance.) 

675 ········· Separation-·lnsubordination. 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 ......... Separation--Employee was separated for threatening or endangering 
the physical well-being of a fellow employee. 

Exhibit 410c (p.4), Unemployment Compensation Codes 
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•• • UC Code Definition 

678 ......... Separation--Employee was separated because of being charged with 
commission of a felony. (Identify 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 410c (p. 5), Unemployment Compensation Codes 

• ' 

• 
HandboOk EL-301, June 1989 223 



•• 

· -



Page 1 of 2 

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; 
Cunn ingham, 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 -
Wash ington, 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: 
• 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? 
• 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. 

WHATDOYOUNEEDTODO? 
• 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. 
• 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 

10/7/2003 
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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 

Rate Retention 

Appendix A 
Special Pay 

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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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 

-1----3: . EAS employees involuntarily assigned to a part-time position with fewer established 

226 

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_i_n_~le!!'~!'1t 29 should be 01 /90). 

32 __ Enter "P" (for Protected) to indicate 2-year protection. 

88 

97 

State conditions which necessitate the involuntary assignment. 

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: 
The window hours of a post 
office are reduced, (change from 
E to 0). 

You should: 
Process a Form 50, 
Reassignment Action, showing 
protection for 104 weeks at 
current basic salary for "E" 

~~~~~~~~~~~~--'-s_erv~ic~e hou_r_s_· ~~~~~~~~~~~~~~~~~ 
50 weeks later, the window 
hours are again reduced, 
(change from D to C). 

Process Form 50, Reassignment 
Action, but do not change the 
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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:.:j:\ 
i E ! NOTIFICATION OF 
• •••• •• J PERSONNEL ACTION 

EMPlOYEE· SEE GENERAL INFORMATION ON REVEil$(' 

123-45-6789 
soc1AL sEcuR1Tv No. I "".cul~ I 

LAST NAME FIRST NAME INT. DA TE OF BIRTH .m ~II!' .l~ Liff INS. •ET PLAN 

DOE JOHN L 03/31/43 2 D 8 . ' . .. .. 
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-· 
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Technician 

MERIT ANNIY. 

•.sc GU OOSTEP SAlARY 

OPF FINANCE: NO. 

)00 /00-0 000 
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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 
I. 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. 

97 Enter basic salary, i.e., the rate at which salary is saved. 
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S(OU( NCE NO. 

5 
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I DATE 
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.. 
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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 .9_~te of~~ -~utho~i!ation:)_ ____ _ .. _ _ _ _ _ -· 

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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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 
32 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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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 fo llowing 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 AAD631 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 voluntarily 
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 

Correction 

Change to Lower 
Level 

Reassignment 

Code IF 

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. 

713 Employee with a saved rate in an EAS position voluntarily accepts a 
change to a lower equivalent-level position in another salary schedule. 
Example: An EAS-11 employee has EAS-14 saved rate. Employee is 

. _ _ _ c_ha_n--'-ged to a PS-4 position (protection is terminated). 

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: A n 
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) 
Code Employees Covered 

A Mail Transportation Equipment Centers & Area Supply Centers schedule 
B Rural Auxiliary, Relief. Associate Employees schedule (designations 75, 77 and 

78) 
C Mail Equipment Shops, Washington, DC and Materiel Distribution Centers 

-schedule 
E EAS (Executive & Administrative Schedule) 
F EAS Postmaster schedule, grades A thru E 
G Postal Nurses schedule 
J Structured Management Development schedule 
K Headquarters Operating Services Division/Rockville Support Services Branch 

schedule 
L Postmaster Reliefs/Leave Replacement schedule 
M Mail Handlers schedule 
N Postal Data Centers (PDC) employees schedule 
P Postal Service (PS) schedule 
R Rural Carrier schedule 
S Postal Career Executive Service (PCES) schedule 
T Tool & Die Shop schedule 
U Attorney Pay schedule 
Y Postal Police Officers schedule 

Special Salary Codes (Element 95) 

Special salary codes allow exceptions to a salary schedule, change of a rate sched ule 
code (RSC), exception to the assigned level of a position, and permit extensio n 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 

G 

L 

R 

Saved Grade 

Guaranteed 
Salary 

Below 
Minimum 

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. 

This code indicates a pay exception for regular rural carriers cov­
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. 

This code is used for nonbargaining employees only. The code 
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. 

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- tim.e and 
2) continues to receive payments from the Office of Workers Com­
pensation Programs (OWCP) and 
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z Special 
Protection 

3) applied for and was approved for disability reti rement 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). 

Used only at Headquarters' direction to indicate protection of a rural 
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 I. 

V PCES employee assigned to EAS position and maintain PCES status 

Y Combination of Codes P & V. 

p 

Saved/Protected Codes 
(Element 32) 

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 a llows 
exception to the maximum salary range for an indefinite period of time . 
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POSTAL BULLETIN 21673, $-19-66, ""•· 2$ 

RURAL CARRIER ASSOCIATES 
As defined in Article 10, Section 5, of the N~tion· 

ai Agreement between USPS and the National 
Rural Letter Carriers' Association, substitutes and 
Rural Carrier 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
lum of Personnel Action, using Nature of Action 
(NOA) 907, Change to Leave Earning Status. The 
effective date of the action (element l 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 

65 
72 

79 
80 

84 
88 

95 
94 

Description 

Effective Date ................... . 
Leave Computation Date .. 
Leave Category ....... ......... . 
Leave Change PP-YR .. .... . 
Leave Type ....................... . 
Employing Office 

Finance No. 
Designation/ Activity ........ . 
Route Number ................. . 

NOA Code ....................... .. 
NOA Description ............. . 

Remark Code ...... .. ........... . 
Free Form Remark ......... .. . 

Occupation Code ............ .. 
Position Title .................. .. . 

Explanation 

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 lo LV 

Earning Status. 
Enter 515. 
Enter 515: (Day 1 of 

90 Day Count). 
Enter 232508XX. 
Enter RCA Serving 

Vacant Route. 

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 I, 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 l , 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 
will also delete the employee's leave data, if appli­
cable. 

Offices must complete the following Form 50 
elements on a NOA 908: 

Element 

79 

Description . Explanation 

Effective Date..................... Enter the Date the 
Employee Ceases 
Earning Leave. 

NOA .................................. 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 

I. 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 auxiliary 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 (c) as an auxiliary assistant. 

II. 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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III. 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 "l 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 be2ins 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 employee 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 mral 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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VI. 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 "l 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 (77178) 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/CAO, 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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Deal Act 0cc. Code Rate Ret. Code Earn Earn Probation 
Title Code RSC Steps Leave 

71-0 Regular Rural Carrier 2325-01)()( 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 2325-08)()( H B 2 NO YES YES 
(serving vacant route) 

75-0 Rural Carrier Relief 2325-06)()( H B 2 NO NO YES 

77-0 Auxiliary Rural Carrier 2325-03)()( H B 2 YES YES YES 

78-0 Rural Carrier Associate 2325-07)()( H B 2 NO NO YES 

• 

• 
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General 

Appendix C 
Problem Solving 

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 erro r 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 installatio n. 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 typ ical 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 SO 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 
shou ld be used and in what step will she or he be placed? 

A. Article 9, Section l.B. l. 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 thei r 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 I 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 I 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 Seep 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 e lement 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 SO 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 SO 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 

Reinstatement 

Reactivate 

Career 
Appointment 

IF 

Agreement indicates reinstatement 
or reemployment (with break in 
service as opposed to no break in 
service) 

Agreement indicates Notice of 
Removal is "rescinded," "set 
aside," "not for just cause and 
grievance is sustained," or removal 
action was processed erroneously 
by personnel (e.g., action 
processed before appeals were 
exhausted) 

EEO Decision indicates retroactive 
or current appointment for an 
individual with no reinstatement 
eligibility 

Form 50 Advice 

Determine what level/step in which 
to place employee. No salary 
history will be required. 

Effective date will be same as the 
effective date was for the removal 
action. Prepare Form 50 as if 
employee never left. This will 
involve the preparation of a salary 
progression to determine what 
level/step and next step due date 
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). 

If retroative, 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) . 

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 
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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ELRIC 

Manager 
Supervisors 
Personnel Questions 
Merits 
Call Ins 

PDC 

Customer Support 

HRIS 

HRIS Support Unit 
HRIS Division--HQ 

Assistance 

765-5060 
765-5062, 5064 
765-5061 
765-5021 
765-5024 

725-1222 

Guidelines for Processing Personnel Actions 

Sign on to CMS and use "PA2" key to access Help 
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 Process NOA 894 effective 1 04 weeks from the 
Pay Period 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 Process NOA 012, Minority Code Change, to 
correct element 36. No remarks are necessary. 

- ·- ----- - - -··- - - ---- ---·--
066 Last Name lnvalid--Starts with Process NOA 002, Correction to correct element 

Numeric 5. ---- --
067 CAG K Designation 41 0cc. This message will be suppressed in PP 12 thru 

Code Not 2340-04XX 20. It will be displayed and should be corrected 
only during PP 21 thru 11. 

- - - --- -- - - - -- - - - --------
072 Retired Military Code Is Invalid If the employee is not retired military, 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 GAG K Designation 1 X or 41, This message will be suppressed in PP 12 thru 
Level Not = 03 20. It will be displayed and should be corrected 

only during PP 21 thru 11 . 

084 Employee Address Equals Process Form 1216, Employee's Current 
Blanks or Zeros Mailing Address, through MSC ODE/OR Site. 
------ --- ----- - - --

090 RSC P Protected Hourly Salary If employee's current salary is greater than the 

• Not = Current Hourly Salary 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 Process NOA 002. In element 96 , repeat the 
Not Equal Spaces level followed by 00. Example "00" will delete 

the erroneous step from the employee's record. 

094 Designations 77 and 73, Steps Process NOA 002 correcting element 96 for 
Not Equal either suffix 1 or 2. 

096 Invalid Annual Leave Category Process NOA 002 correcting elements 24 (if 
Change Date necessary) and 25. 

104 Merit Anniversary YR/PP Not = If Merit Anniversary Date is blank or if it is not 
Next Step Date 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 Process a NOA 002 correcting element 96. 
Zero 

108 Heavy Duty Hours greater than Process a NOA 002 deleting element 78. 
35, Guaranteed Salary Not Blank 

111 RSC = E or F, Merit If employee is at top step and element 18 is 
Anniversary YR/PP Is Invalid blank, notify ELRIC of the correct anniversary 

date. 

112 RSC P Step greater than Max, Process NOA 002 correcting element 18. 
Next Step Not Numeric 

·-- -- --- - - ·-- -- ------·--- --- - - -. -------- -----· - -· - - - -

• 
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113 

114 

115 

Designation 43 or 13, Uniform 
Allowance Code Is Blank 

Employee Has Merit 
Anniversary YR/PP but Not 
Authorized 

RSC Not = E, F. G, L, or S; 
Step = Spaces or Zeros 

116 Terminated Employee With 
Active Health Benefits 

--- - - --·-- - - ----- - -· -· ... -· 
117 RSC E, F; Next Step is Invalid 

120 

121 

122 

128 

131 

132 

134 

135 

138 

140 

145 

149 

151 

RSC B Designation 77, Step 
greater than Maximum, Next 
Step Date Not Numeric 

RSC R, Designation 71 , 72, 73 
Step greater than Max, Next 
Step Date Not Num 

Designation OX, 1 X, 3X, 4X, 71 
in Ret. Code 2 

Limited Tour Not = 0 and 
Designation Not 3X 

Designation 3X with greater than 
4 or less than 39 Limited Tour 
Hrs 

Duty Station Finance Number 
Non Numeric or Blank 

Retirement Code 3 or 6; CAG 
Other than S or W 

Designation 5X or 6X and 
Retirement Code Not 2 

Next Step Date Invalid less than 
Current Period 

Designation 71 with Suffix 2 Also 

Invalid Merit Anniversary YR/PP 
less than Current Period 

OPF Finance Number 
Non-Numeric or Blank 

Salary Hourly Should Be greater 
than O; Rate Code = H 

Guidelines for Processing Personnel Actions 

Process NOA 903, Uniform Allowance 
Certification. The effective date should be the 
date the employee became eligible for a uniform 
allowance. 

Notify ELRIC; request that Merit Anniversary 
Date be deleted from Employee Master Fi le. 

Correct element 96. 

Process Form 2810 thru DOE/OR. 

Process NOA 002 correcting element 18. 
-·---- . ·-- ·- ·-··-·- . ---· - - ·-- - -

Process a NOA 002 correcting element 18. 

Process a NOA 002 correcting element 18. 

Process a NOA 002 correcting element 18. 

If designation is not 3X, delete limited tour hours 
(element 67). 

Correct element 67. 

Correct element 63. 

If element 13 is incorrect. process a NOA 002 
correcting Retirement Code. If a valid Inspection 
Service position is being employed in a finance 
number which does not relate to GAG W or S, 
contact your ELRIC for instructions. 

Correct element 13. All casuals and temporary 
positions should be coded as a "2" in element 
13. Exception: reemployed annuitants would be 
coded as a "4." 

If RSC E or F, send merit evaluation to ELRIC 
for processing. If bargaining employee, prepare 
NOA 893, completing elements 1, 3, 4, 18, 79, 
80 , 96, and 97 and forward to ELRIC for 
processing. 

Process NOA 960 terminating suffix 2 position. 
. ----

If Merit Anniversary Date is blank or incorrect, 
notify ELRIC of the correct date. If Merit 
Anniversary Date is correct and employee has 
not been evaluated, forward the merit evaluation 
to ELRIC. 

Process NOA 002 to correct element 99. 

Process NOA 002 to correct element 97. 
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161 

162 

Protected Salary Date less than 
Current Period 

Retirement Code 1, 3, 5, 6, 7; 
Retirement Computation Date 
Contains Spaces or Zeros 

Annual Leave Category 4, 5, 8; 
Leave Computation Date 
Contains Spaces or Zeros 

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 thru 32. 
Remarks should include "Expiration of 
Protected Status." and standard remark 548 to 
notify PDC that an adjustment is needed. 

Process NOA 882 and correct element 16. 

Process NOA 882 correcting element 14. 

Appendix C 

- -- - ---- ----------- -- ----·-----------
163 

164 

166 

167 

Life Insurance Code = 
Space/Numeric 

Designation 5X, 6X, Life 
Insurance Not = A 

-·- ·-- ---- --- -

Birth date less than 17 years 
from Current Date. 

Annual Leave Category is 4; 
Leave Computation Date less 
than 3 Years from Current 
Period 

Process NOA 002 to correct element 12. 

Process NOA 002 to correct element 12. 

If element 8 is correct. notify ELRIC. 

If element 8 is incorrect. process a NOA 002. 

If annual leave category should be advanced to 
category 6, process a NOA 002 correcting 
elements 24 and 25. The effective date should 
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 

169 

170 

171 

Annual Leave Category is 4; 
Leave Computation Date 3 
Years from Current Period 

Annual Leave Category 6; Leave 
Computation Date greater than 
15 years from Current Period. 

Annual Leave Category 8; 
Employee not PCES; Leave 
Computation Date less than 15 
Years from Current Period 

Annual Leave Category is Not 
Equal to 8; RSC = S 

Handbook EL-301 , June 1989 

If element 24 is incorrect, process NOA 002 
correcting elements 24 and 25. Element 24 
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. 

If element 24 is incorrect, process NOA 002 
correcting elements 24 and 25. If element 14 is 
incorrect, process NOA 882 correcting element 
14. 

If element 24 is incorrect, process NOA 002 
correcting elements 24 and 25. If element 14 is 
incorrect. process NOA 882 correcting element 
14. 

Process NOA 002 correcting element 24 to "8" 
and delete element 25 with an asterisk. 

255 
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Functional Management Appendix E (p . 1 ) 

NATIOOAL vl'.)RKBCXJR REPORrJX; SYSTEM 
LABOR DISTRIBUTION CODE MATRIX BY FORMAT 

Format I Format II 
MOD 1 & 2 Offices Other CAG A- G 

Format III 
CAG H-L 
Offices 

Format IV Format V 
Regions Headquarters 

National 
Format 

BM:s & Divisions Offices 

FIELD 
FORMATS I, II,III , IV,V 

0 Operations - SUpport 

1 

2 

00 
01 
02 
03 
04 
05 
06 
07 
08 
09 
90 

Supervision 
Quality Control 
Industrial Engineering 
Address Info . Systems 
Logi stics and Transport 

Maint. Engineering Support 
Admin and Clerical 
Delivery and Retail Pgms 
Trng - Operations - Support 
Function Total 
Overtime iNonadd) 

Operations - Mail Processing 
10 Supervision 
11 Direct - Automation 
12 Di.rect - Mechanized Distr 
13 Direct - Manual Di str 
14 Direct - Other Direct Opns 
15 Indirect 
16 Related Act i vities 
17 
18 BMC Control, Log. & Trans . 
19 
91 Trng - Operations - MP 

Function Total 
overtime (Nonadd) 

Operations - Delivery Services 
20 Supervision 
21 City Delivery - Office 
22 City Delivery - Street 
23 Other City Delivery 
24 Special Delivery 
25 Rural Delivery 
26 
27 Collections 
28 
29 Routers - Office 
92 Trng - Operations - Del Ser 

Function 'Ibtal 
Overtime (Nonadd) 

IS"' • 

VALID IN 
FORMAT 

I,II,IV 
I, II 
I,II 
I,II 
I , II 

I 
I,II,IV 
I 
I , II , I II , IV 

I 
I 
I 
I 
I 
I 
I 

I 

I,II,III,IV 

I, II 
I,II,III 
I,II,III 
I,II 
I,II 
I, II, III 

I, II 

I , II 
I , II, III, IV 

NATIONAL 
FORMAT 

0 Operations - Support 

1 

2 

00 
01 
02 
03 
04 
05 
06 
07 
08 
09 
90 

Supervi si.on 
Quality Control 
Industrial Engineering 
Address Info. Systems 
Logistics and Transport 

Maint. Engineering Support 
Admin and Clerical 
Delivery and Retail Pgms 
Trng - Operations-Support 
Function Total 
Overtime (Nonadd ) 

Operations - Mail Processing 
10 Supervision 
11 Direct - Automation 
12 Direct - Mechanized Distr 
13 Direct - Manual Distr 
14 Direct - Other Direct Opns 
15 Indirect 
16 Related Activities 
17 
18 BM: Control , Log. & Trans 
19 
91 Trng - Operations - M p 

Function Total 
overtime (Nonadd) 

Operations-Delivery Services 
20 Supervi sion 
21 City Delivery - Office 
22 City Delivery - Street 
23 Qther City Deli very 
24 Special Delivery 
25 Rural Delivery 
26 
27 Collections 
28 
29 Routers - Office 
92 Trng - Operations- Del Ser 

Function Total 
Overtime (Nonadd) 

F-2, TL-8, 



Appendix E (p. 2 ) Functional Management 

NATIOOAL ~RKBOOR REPORI'~ SYSTEM 
LABOR DISTRIBUTION CODE MATRIX BY FORMAT 

Format I Format II Format III 
CAG H-L 
Offices 

Format IV Format V National 
Format MOD 1 & 2 Off ices Other CAG A-G 

BM:s & Divisions Offices 

FIEill 
FORMATS I,II,III,IV,V 

3 Operations - Maintenance 
3a Operations - vehicle Servs 

30 Supervision 
31 Administrative & Clerical 
32 vehicle Maintenance 
33 VPO Support 
34 Vehicle Operations 

3b Operations - Plant & F.quip. Mt 
35 Supervision Plant/Equip Mnt 
36 Postal Operating Equipment 
37 Building Systems Equipment 
38 Custodial 
39 Maint. Plng., Ctrl. & Stores 
93 Trng - Operations - Maint. 

Function Total 
Overtime (Nonadd) 

4 Operations - Custaner Services 
40 Supervision 
41,45,46 Vacant 
42 Window Services 
43 Unit Distribution 
44 Post Office Box Distr 
47 Admin & Clerical (CAG H-L) 
48 Administrative/Misc 
49 Mail Markup - 0>1U/CFS 

Regions Headquarters 

VALID IN 
FORMAT 

I, II 
I,II 
I,II 
I,II 
I, II 

I,II 
I,II 
I,II 
I,II,III 
I,II 
I, II, III, IV 

I,II,III 

I, II 
I,II 
I,II 
III 
I,II 
I, II 

NATIOOAL 
FORMl\.T 

3 Operations - Maintenance 
3a Operations - Vehicle Servs 

30 Supervision 
31 Administrative & Clerical 
32 Vehicle Maintenance 
33 VPO Support 
34 Vehicle Operations 

3b Operations-Plant & F.quip Mt 
35 Supv Plant/Equip Maint 
36 Postal Operating Equipment 
37 Building Systems Equipment 
38 Custodial 
39 Maint. Plng, Ctrl & Stores 
93 Trng - Operations-Maint. 

Function Total 
overtime (Nonadd) 

4 Operations - Custaner Servs 
40 Supervision 
41,45,46 Vacant 
42 Window Services 
43 Unit Distribution 
44 Post Office Box Distr 
47 Admin & Clerical (CAG H-L) 
48 Administrative/Misc 
49 Mail Markup - 0>1U/CFS 

94 Trng - Operations - Cust 
Function Total 

Ser I ,II, III, IV 94 Trng - Operations-Cust Ser 
Function Total 

overtime (Nonadd) 

5 Controller 
50 Supervision 
51 Management Info Systems 
52 Accounting Services 
53 PSDS Operations 
54 Budgets and Fin Analysis 
55 Systems Compliance 
56 Administrative and Clerical 
57 Statistical Programs 
58 
59 
95 Trng - Controller 

Function Total 
Overtime (Nonadd} 

I,II,IV 
I,IV 
I,II,IV 
I 
I,II,IV 
I,II,IV 
I ,II,IV 
I, II 
V 
V 
I, II, III, IV 

I 

Overtime (Nonadd) 

5 Controller 
50 Supervision 
51 Management Info Systems 
52 Accounting Services 
53 PSDS Operations 
54 Budgets and Fin Analysis 
55 Systems Compliance 
56 Administrative & Clerical 
57 Statistical Programs 
58 Inspection Service 
59 Security Force 
95 Trng - Controller 

Function Total 
Overtime (Nonadd) 

.. [ I :"W,.' \ 
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Functional Managemen t Appendix E (p . 3 ) 

NATIOOAL ~RKHOOR REPOR'!'Ill; SYSTEM 
LABOR DISTRIBUTION C'ODE MATRIX BY FORMAT 

Format I Format II 
MOD 1 & 2 Offices Other CAG A-G 

Format III 
CAG H-L 
Offices 

Format IV Format V 
Regions Headquarters 

National 
Format 

BM:s & Divisions Offices 

FIELD 
FORMATS I,II,III,IV,V 

6 Human Resources 
60 Supervision 

7 

8 

61 Labor Relations Activities 
62 Personnel Services 
63 Safet y and Health 
64 EEO/Affirmative Action 
65 
66 
67 
96 Trng - Human Resources 

Function Total 
overtime (Nonadd) 

Marketing and Ccmm..mications 
70 Supervision 
71 Account Management 
72 Technical Sales and Services 
73 Merchandising & Promotion 
74 Conununications 
75 Mailing Requirements 
76 Consumer Affairs 
77 Accountable Paper 
78 Administrative and Clerical 
79 Bulk Mail Acceptance 
97 Trng - Marketing & Conun 

Function Total 
Overtime (Nonadd) 

Administration (Field) 
80 Postmaster or Instal Head 
81 Supervision 
82 Administrati ve & Cl erical 
83 Procurement 
84 Faci lities - Supv 
85 Facilities - NonSupv 
86 
87 
88 Management Projects - Supv 
89 Management Projects-NonSup 
98 Trng-Administration(Field) 

Function Total 
Overtime (Nonadd) 

VALID IN 
FORMAT 

I,II,IV 
I,II,IV 
I , II,IV 
I,II,IV 
I,II,IV 

I, II, III, IV 

I,II,IV 
I,II , IV 
I,II,IV 
I,II , IV 
I , II , IV 
I , II 
I 
I 
I,IV 
I ,II 
I , II , III, IV 

I , II , III ,IV 
I ,II,IV 
I,II,IV 
I , II 
I 
I 

I , II , III , IV 
I , II , III,IV 
I , II , I II , IV 

NATIOOAL 
FORMAT 

6 Human Resources 
60 Supervision 

7 

8 

61 Labor Rel ations Activiti es 
62 Personnel Services 
63 Safety and Health 
64 EEO/Affirmative Action 
65 
66 
67 
96 Trng - Human Resources 

Function Total 
Overtime (Nonadd ) 

Marketing and camrunications 
70 Supervision 
71 Account Management 
72 Tech Sales and Services 
73 Merchandising & Promotion 
74 Conununications 
75 Mailing Requirements 
76 Consumer Affairs 
77 Accountable Paper 
78 Administrative & Clerical 
79 Bulk Mail Acceptance 
.97 Trng - Marketing & Cornn 

Function Total 
Overtime (Nonadd) 

Administration (Field) 
80 Postmaster or Instal Head 
81 Supervision 
82 Administrative & Clerical 
83 Procurement 
84 Facilities - Supv 
85 Facilities - NonSupv 
86 
87 
88 Management Projects - Supv 
89 Management Projects- NonSup 
98 Trng-Administration(Field) 

Function Total 
Over t ime. (Nonadd) 
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Appendix E (p. 4) Functional Management 

NATIOOAL ~RKHOOR REPORTING SYSTEM 
LABOR DISTRIBUTION CODE MATRIX BY FORMAT 

Format I Format II 
MOD 1 & 2 Offices Other CAG A-G 
BM:s & Divisions Offices 

Format III 
CAG H-L 
Offices 

Format IV 
Regions 

Format v 
Headquarters 

National 
Format 

9 

FIELD 
FORMATS I,II,III,IV,V 

Training 
90 ·Trng - Operations Supp:)rt 
91 Trng - Operations - MP 
92 Trng - Operations - Del Ser 
93 Trng - Operations - Maint . 
94 Trng - Operations - Cus Ser 
95 Trng - Controller 
96 Trng - Human Resources 
97 Trng - Marketing and Corrun 
98 Trng-Adrninistration(Field) 
99 Default Code 

Function Total (Training) 
overtime (Nonadd) 

68 Limited Dut y 
69 Rehabilitation 

Grand Total All Hours 
Grand Total Overtime Hours 
Grand Total Prior Period Adjs 
Grand Total Prior Year Adjs 
Percent Overtime Hours/All Hrs 

VALID IN 
FORMAT 

9 Training 

NATICNAL 
FORMAT 

I,II,III,IV 90 Trng - Operations Supp:)rt 
I,II,III,IV 91 Trng - Operations - MP 
I,II,III,IV 92 Trng - Operations-Del Ser 
I,II,III,IV 93 Trng - Operations-Maint. 
I,II,III,IV 94 Trng - Operations-Cus Ser 
I,II,III,IV 95 Trng - Controller 
I,II,III,IV 96 Trng - Human Resources 
I,II,III,IV 97 Trng - Marketing and Comn 
I,II,III,IV 98 Trng-Adrninis tration(Field) 

99 Default Code 

V 
V 
V 
V 
V 
V 
V 
V 
V 
V 

I, II, IV, V 
I, II, III, IV 
V 

-

Function Total (Training) 
overtime (Nonadd) 

8 Headquarters General ~t 
80 Operati ons Supp:)rt 
81 Operations Mail Processing 
82 Operations Delivery Servs 
83 Systems 
84 International 
85 Finance 
86 Human Resources 
87 Marketing & Corrununications 
88 Administrative Services 
89 Headquarters Senior Mgmt 

Function Total 
overtime (Nonadd) 

68 Limited Duty 
69 Rehabili tation 

Grand Total All Hours 
Grand Total Overtime Hours 
Grand Total Prior Period Adjs 
Grand Total Prior Year Adjs 
Percent Overtime Hours/All Hrs 

ou.s. Govern.cent Prin t ing Ofri/.-" 

• 

• 
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