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WASHINGTON, DC 20260-4221

Handbook EL-3(
GUIDELINES FOR PROCESSING PERSONNEL ACTIONS June 1389

A. MATERIALS TRANSMITTED.

EL-301 is a new handbook which completely revises and obsoletes the material

previously found in Chapter 6 of Handbook P-11, Persennel Operations. The

handbook P-11 is obsolete; Chapters 1-5 of that handbook were completely

E{v—ised and published in February 1989 under the new identifier Handbook
-311

B. DISTRIBUTEON.,

1. Initial. This handbook is distributed to alt CAG A through K offices, bulk
maii centers, regional offices, division offices, management sectional centers,

inspectors-in-charge, and others directly invoived in processing personnel
actions.

2. Additional copies. If your office did not receive the quantity needed, send a
completed Form 7388, Supply Center Reguisition, w 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 Headqguarters
475 L'Enfant Paza, Room 9802
Washington, DC 20260-4221
D, SUPERSEDED INSTRUCTIONS

This handbook supersedes Chapter 6 of Handbook P-11

E. EFFECTIVE DATE

Thespuigstructions are effective upon receipt.

Joels. Trosch
Assistant Postrnaster Generat
Employee Relations Department
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12%

Chapter 1
Introduction

110 Scope

111 Purpose of Handbook

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

112 Organization

“his handbock is organized according o the three basic types of personnel actions.
Chapter | provides generai information which applies 10 all types of Form 50 processing
inciuding descriptions of all data elements, nature of action codes and other frequently
used charts and tables. Subchapter 130 provides detailed information about the creation
and maintenance of Officlal Persoone! Fulders (OFFs) and other personpel records.
Chapters 2, 3, and 4 provide deiailed instructions for accession, change, and separation
actions. respectively. Included in each of those chapters are exampies of correctiy
completed Form 50 worksheets and exhibits of information pertaining to those types of
personnel actions.

113 Policy

Basic poticy 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
personnei 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
Postat Bulletin articles.

120 Processing Form 50 Personnel Actions

121 Purpose of Form 50

The Form 50 used by the Postai Service accompiishes five primary purposes:

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

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

c. It provides on one page, near the top of the permanent papers in the Official
Personnel Foider {OPF), much of the current information most frequently needed in
the personnel office, including a brief history of up 10 six recently processed personnel
actions and the initial appointraent.

4. 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 alt Forms 30 in the OPF permanently and authoritatively
documents the safary and service history of an employee for 2 variety of official
purposes, including the expeditious processing of retirement annuities,

Handbook EL-301. Jung 1989
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122 Copies ’ Q

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

Copy Number " form Name Use

1 - Ernployes Copy Form 50, Notification of {ivan 1 empiovee
Parsonnel Action

2 - Provessing Copy Faorm 50-A, Request for Held by Personnel Office as
Pargsannet Action Tumn-Argund Worksheet ior Next

Fersornet Acton

3 - OPF Copy Form 50, Nofficaton of Parmanently filed in OPE

e L JPemonpEl AClion e

Biank Worksheet Farrn 50-B, Requast for Usad by Personngl Otfice for
Personnel Action New Hires Only

123 Procedural Overview
$23.1 ELRIC Users (See Exhibit 110a)

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

123.12 Preparation. Determine the Nature of Action (NOA) and prepare a Form 30
worksheet according to the instructions in this handbook for each Nature of Action
code. For new hires, z 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. g
Eotries on these worksheers can be handwritten or typewritien, but must be compicte, .
aceurate 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 eiements 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 contzined in the
appropriate section of this handbook. The legat authority for the NOA (if appropriate),
the elements on Form 50 which reguire entry, forms reguired (if appropriatc}, 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 56 worksheet. The
elements requiring entry depend upon the particular NOA being processed. Exhibit 110c
is 2 listing of all Form 50 elements, the number of aliowable alpha/numeric characters
the element can contain, and descriptions 10 assist you in eniering the correction
information. '
c. All worksheets submitted 1o 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 3 days before the effective date of

action. Exceptions include corrections, separations where the employee does not give

advance notice of iment, and actions required to be retroactive. Timely submission

allows ELRIC suificient time to process the action.
a. Submit only the original, signed copy of the Form 30-A or -B worksheet.
(1) At no time should Part 3 of Form S0 (the OPF copy) be used as a worksheet

for actions. .
{2} Do not submit a full three-copy set of a Form 50. P
(3) At no time should a partially compieted Form 50-B be submitted in lieu of the .

Form 530-A on an employee with an active master record.
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(4} Do not submit dupiicate worksheets unless requested by ELRIC. (If there is a
probiem with receipt of Form 30, contact ELRIC)) '

b. Do aot 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 empioyee, 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,” ete. ELRIC will process the second
action so that the submitting office does not have to wait for the turn-around
worksheet,

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

¢. Keep a photocopy of the worksheet at the personnel office. Use this copy fo
verify the accuracy of the processed Form 50, and to serve as a reminder that a Form
30 action i pending on the cmpioyee. Never submit a photocopy o 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 ihe 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 10 correct and

resubmit the actions in time for the cut-off, ELRIC will return worksheets with errors.

Depending on volure and other workioad, ELRIC will attempi to contact offices for
error correction when possible if returning the errors would cause late actions,

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

123.2 HRIS Form 58 Users (see Exhibit 110b)

12321 Initiation. The process begins when the personnel office is notified by an
associate office personnel, by managers within the installation, or by internal ot 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 o be
provided 1o 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 10 De transmie-
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 centify
personnel actions before they can be transmitted to the payrolt system.

123.24 Submission. HRIS automaticaily extracts atl certified personnel octions for each
available payroil processing c¢ycle. HRIS prevents duplicate or multiple actions on the
same employee in the same cycle. Actions with future effective daies are automaticaily
held by HRIS for transmission on the first available processing cycle in the effective pay
period.
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123.258 Cut-Off Dates. Uniess informed otherwise, cut-off for processing HRIS Forms
50 through the payroli 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
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. Normaily there are six cycles each pay period:
Wednesday, Thursday and Friday of Week i; Monday, Tuesday and Wednesday of Week
2. During the other days of the pay period, the payroli system is cajculating employees’
pay and preparing pay checks.

123.32 Form 50 Transactions. Payroll receives Form S50 transactions in specified
formate from both ELRIC and HRIS for each file maintenance cycle. When processed,
these transactions either establish, change, or terminate empioyee records in the payroli
system,

123.33 Results of Payroll Processing Cycles. All actions are edited by the payroil
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. Eor ali actions, whether
submitted by ELRIC or HRIS, ELRIC receives a file of Forms 50 for printing and
updates 1o 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 siies receive. in addition, information on the
successful processing and fatal or warning errors of their actions immediately after the
payroli processing cycle. HRIS sites will recaive their printed three-part Forms 50 from
the ELRIC,

123.4 Forms 50 Distribution

123.41 After processing, the three-part Form 50 is returned to the MSC or division

personnel office staff. I Official Personnel Folders {OPFs) are retained in associate
offices, ihe three-part Form 50 will be reviewed by personnel staff in the MSC and
forwarded to the appropriate instaliation staff for distribution in accordance with 123,42
below.

12342 The accuracy of the printed Form 50 must be verified. ELRIC users must
compare the Form 50 against the pending copy (see 123.13e). The HRIS system will
inform HRIS Form 50 sites of any discrepancies which may need correction.

a. Part 1, Employee Copy, is to be provided directly to the emplovee by the
supervisor or personne! office. Part 1 is not 0 be duplicated.

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

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

123.5 Timeliness. Timely processing of personnel actions is imperative because of the
many negative repercussions of late actions. These inctude the costs of adjustments,
impact on employees, errors in reporting systems, and the reputation of the personnel
office,
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131.132

130 Personne! Records and Files

131 Official Persennel Folders (OP¥s)
131.1 Establishing OPFs. .

131.11 General. An OPF must be established and maimained for each employee
regardiess of appointment type or duration. The OPF contains documents that reflect or
have a bearing on the empioyee’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 empioyee'’s name (last name first),
date of birth {by monih, day and year}, and Social Security number (typed ender and in
line with ihe emgployee’s iast name}.

DOE, lohn AL 06-135-39
83N 123-43-6789

131.13 Former Federal or Postal Empioyees

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

a. If employee worked in another federal agency within the past 90 days, request
the folder directly from the agency by letter. Before the OPF is received, use SF 73,
Request for Preliminary Employment Daia, 10 obuain infuriuation necessary to complete
the Form 350. Normally the losing agency retains the OPF until the gaining postal
installation provides a copy of the accession Form 30, At that time, the separation Form
50 is cut, ensuring no break in service. The OPF is then forwarded 1o the gaining postal
installation. -

b. If employee worked in another postal instaliation within the past 90 days,
request the folder directly from the postal installation. Normally this will oceur prior 10
preparation of Form 30. There is no requirement thai the gaining office forward a copy
of the accession personnel action 10 the losing office prior to release of the OPF.

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

FBl .......... Director, Federal Bureau of Investigation
Washington, DC 20535-0001
CiA . ......... Director of Personnel

Central Inteliigence Agency

Washington, DC 20505-0001
DC.......... Director of Personnel

District of Columbia

499 Pepnsyivania Avenue

Washington, DC 20001-2112

131.132 Purging OPFs of Former Federal or Postal Empleyees. Upon receipt by the
gaining office of an OPF from another office or agency for a new empioyee, the OpPF
must be reviewed and purged in accordance with 131.3.
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0

131.2 OPF Organization and Contents

131.21 Permanent Records

131.211 Contents. The records (or their eguivalents) listed in Exhibit 110k are consid—

ered 0 have permanent value. Permanent records generally consist of the following:

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

5. Those with significance in the employee’s career history, and
¢. 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.

£31.22 Temporary Records

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

131.222 Filing Procedures. Temporary docurnents 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 1o review an empioyee's OPF for any purpose. remove ali emporary
documents before the agency's review and replace them when the OPF is returned. It is
not necessary to remove the temporary documenis if the OPF is being reviewed by
another postal instaliation.

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

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

. Pending File. One folder for each employee for whom 2 Form 30 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 1o the
active file.}

¢. Inactive File. One folder for each separated employee, except those reassigned or
transferved 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 I 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 foliows:

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

b. investigative Records {1) Postat Service records - refer to ELM 314.26
for disposttion. .
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, {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 1o the agency of origin {e.g.,
FBI, CIA, Department of Defense). '

¢. Testing and Examnining (1) Postal Service material - send scheme

Material examination material less than 2 years old 1o the
tocal PEDC. If there is no focal PEDC, the
scheme test material should be retaingd 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. D-214, Discharge Certificate  Remove and repioce with Eorm 144 {June, 1078
or later version). Original forms DD-214 or the
original of another similar military service
record must be returned to the individual.
Capies should be destroyed by shredding or

burning.
e. Preemployment References Remove and forward to agency of origin.
and Background Checks
y f. Tax Records Remove withholding exemption certificates
superceded by later changes no seoner than 4

years from the date of the current certificate.

g. Other Records not described in 131.2 shouid be
. removed and veturned to the individual. Records
not authorized for permanent or temporary
reteation in the OPF include:
1. Training requests, nominatons, and procurcicnt orders.
2. Employee job offers and entry-on-duty correspondence.
3. Grievances, adverse actions, and appeals.
4. Notices of address change.
5. Unemployment compensation clains correspondence.,
6. Worker's compensation claims correspondence.
7. Travei agreements.
8. Origniacion checklists.
9. Results of inservice examinations and tests.
10. Leave requests.
11. Preemployrent vouchers, call in notices, and inquiries and references.
12. Applications for employee identification cards and records of issued ¢ards.
13. Dispensary and empioyee health care unit records {e.g., records of visits
to the ageacy's medical facilities and records of treatments and medications
administered, correspondence regarding disabiluty retirement, eiC.).
14. Job descriptions.
15. Bid award notices.
16. Photographs. )
17. Education transcripis.
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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 e replaced. The imtegrity of the OPF 15
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 10 the empiloyee. Therefore, it i a major respon-
sibility of the custodian 0 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
QPF. Except when alternate arrangements have been authorized by higher authority,
custody of QPFs must be maintained as follows:

i2 B Handboek EL-301, June 1889



Guideiines for Processing Personnel Actions

131.43

Responsible Office Empioyees Covarad
Employes Relations Dapt., Regional Posimasters General

Headquarters Personnet Division

Engineering & Technicai Sappart

Dent., Hdgrs. Fieid Director, MTSC

Postal Data Contar Directors

National Information Systems Support Center (NMISSCY DirgGlor
{Rateigh, NC)

Suppty Center Managers

Mait Equipment Shop Managers

Tachnical Center Fisid Director {Norman, OK}

Management Academy Figld Dirgotor {Potomag, MD)

NTAC employsas

Headgquartars employess

Special Investgations Division employees

Regional Chief Postal Inspactors _ | _ _ L o e w oo
The OPFs for the foliowing Headguanigrs employees are maintained
at their respective Sitogr .

TOD empioyees (Foomac, MD)

THD empioyees {Norman, OK) .

Philatelic Sales Division {Kansas City, MO and Merrifieid, VA are
maintained at Merrifieid)

istemationzi Accts Centar (New York, NYy

Maintenance Technicat Suppart Center {Norman, OK)

information Resource Management,

Mdgrs. Director, NIGBC Center

NISSC (Raleigh, NC)

Regionat Headguarters

Figid Division General Managers
Regional Meadguarters employees

Regionas Chief Postal \nspectors

Division Offics Managesnent

Al Inspection Service Field personnel except those histed under
Headquarters inspection Service and Security Forcs employees,
Figld Diractors

Sectignal Center Managers

Buik Maid Conter Managers )

Employeas of the Divisicn Post Office

inspection Servipe Division Cifices

Security Force amployeés

Management Sectional Centers

Associate Post officss

Pogirmasters of aif associale offices

Empioyees of the MSC Post Qffice, including sateliite mstaliations
bearing the finance number of the MSC office. At local discretion,

MSC offices may retain OPFs for their associate past office

parsonnet, . R

Al personnet, excluding the Fostmaster, whose employing ofce

fingnce number matches the Associate Office’s finance number.

Note: OFFs may aise be retained in the MSC office according 10
MSC paiicy. -

Supply Genters

Mall Bag Depositories and Repair Centers Managers
Supply Centgr employess

(Eastern Area) Stamped Envelope Agency Manager and
empigyses.

Vel B33 Depasiores and Aepar
Certters

Al parsonngl, excluding the Manager, whose employing office
finance number matches the Mall Bag Depositonies and Repair
Centers’ finance aumber.

Bulk Mail Contars

All parsnnnel, excluding the Manager, whose employing office
tinance number maiches the Butk Mail Center's finance number.

Postal Data Cenmters

Other Postat Sarvice

All personnet, exciuding Direciors, whose empioying office finance

All personnetl under their jurisdiction. Field installationa

number matches the Postal Data Center's fnance aumber,

Handbook £1-301, June 1989
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131.44 Privacy and Information Release

131 44F Privacy Act. Postal Service officials who have cuszody of or access to OPFg are
responsible for complying with Privacy Act regulations concerning the collection, use,
disclosure, and safeguarding of information pertaining 1o employees. Custodians are also
responsible .(2) for permitting employees or former employees to gain access 1o and 0
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 333 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 2 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 emiplovee may be disclosed to any persoa. (See ELM 3133
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 urauthorized disclosure of the folders:

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

B, Al officials requesting access to an employee’s OPF must (orally) affirm that the
folder is being requested in performance of an official duty. It i3 important that the
disclosing personnpel 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 0 the fiie as prompily 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 persoa to whom the folder was given or {2) send it by
registered mail to the appropriate official and (3} insert a charge-out card in the file.

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

131.452 Amending Records., OPF records may be amended due to grievance settiements,
complaints, etc. when authorized by the Field Director, Human Resources. Use of
underscoring or checkmarks 1o accentuate certain portions of documents is prohibited.

131.46 Access to OPFs

I31.46F Official Uses. Postal officials and personnet 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 Empipyee Review. Individuals may review amd 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 emplovee who has custody of the folder and {(2) the
emplovee reviews or copies records on her or his own time, except as provided for in
current coilective bargaining agreements. Records are made available for inspection and
copying during normal business hours at the facility where the records are 1o be
reviewed. ELM 313.61 lists information to which an empiovee is nor entitied access.
However, none of the listed records or items of information should ever be kept int the
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OPF. For further insiructions on requests by empioyees regarding information pertain-
ing to themselves, see ELM 313.6.

131.963 All Others. See ELM 3135 for instructions on disclosure of personnel
information to others.

131.47 OPF Disclosure Accounting Provisions

131.471 General. The Privacy Act of 1974 requires that OPF custodians keep an
accurate account of every disclosure except the following public information: the name,
job title, grade, salary, duty status, and dates of postal empinyment 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 QPF information, inctuding 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 our, the form is retained in the
personne! office as a charge out indicator. Exception: Use Form 6100-B, OPF Disclosure
Accounting Form (for law enforcement officials), to account for disclosures te law
enforeement officials.

731.473 Disclosures to Law Enforcement Officials. Custodians must use Form 6100-8B
when information is disciosed o 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

131.81 OPF Review. Personnel office siaff 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 1o the right side of the
folder:

a. Temporary records or exact duplicates.

b. Personnel investigation records.

¢. Medical records (except as permiued 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 personael 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 alt medical records, except those specified in
Exhibly 110%, [rom the OFF and forward these to the area postal medical facility foor
storage.

131.52 Disposition. After performing the OPF review in .31 above, dispose of OPFs
according to instructions in the tabie below. QFF5 that are forwarded o the MNational
Personinel Records Center (NPRC) should be securely packaged and sent by registered
mail. The address is: .

Natjonal Personnel Records Center
Generzl Services Adminisiration
111 Winnebago Street

St. Louis, MO 63118-4199

Hantdbook EL-301, June 1983
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Guidelines for Processing Persannel Actions

iB

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 muitiple boxes
one of three. two of three, three of three, ete. 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
fited in the OPF but have no permanent value), Good OPF maintenance procedures
should reduce the number of loose records i a minicoum. Each loose record so
forwarded must show the following information about the employee.

a. Full name,
b. Date of birth.
¢. Social Security number,

Disposition of OPFs
it Fhan
Ratirement or death claim is being Send OPF 1o NFRC upon expiration of & 12G-day relention period
processed after separation. ) i -
It is probable that employee wil be Fatsin OPF for maximum period of 2 years after date of iast
employed repeatedly, after aeparation. .
separation, 1or shart periods of tme
{casuals/termporary empioyees) e et
Employee is separaied for actve Retain OPF until reempioyment or expiration of restoration rights.
Employae is fransferred 1o an Fotain OPF until reempioyment or expiration of restoration rights.

iternational organmizabon e e e e o o
Employes is separated by reduction  Retain OPF untit name is removed from the list due ©

in force and name is entared on rpemnplayment or deletad from list upon expiration of retention
reamployment pricrity list pericd,
Empioyae is separated due 10 Retain OPF until reemployment or expiration of restoration rights.

compensable irjury and has
regtoration rights e e —— e v —

Separated empicyee employed by Complets DPE Review. Ratain OPF untd cmﬁrmatié;\ c{
another postal instailation smpioyment is received from new employing office. Forward OPF
by recisterad mad W aene Offira,

Separated emploves emptayed by Compliete OPF Heview. Retan OFF until confirmation of

angther federal agency empioyment is received rom new empioying agency. Forward OPF
by registered mail. Retain the name and location of the agency 1o
which OPF is ransterred and date of transfer.

£.ong term records which should be  1If all permanent records have nol been received {e.g., Form 2248,
filed in the Foider arg ngt compiete Termiral Leave Worksheet), retain the OPF until compiete.

or available . )
Saparated employes is awaiting Retain OPF undt appeal or clain 15 rescived.
appeals or pending adjudication for

ratirament, insurance or other clams e

Emplovea is entitled 0 severance Retain OPF uatil & severance pay due h_as peen paid, or until

pay upan sepanaion natice is received that the individual is reemployed in a position that

discontinues the right (o further payments from the severance pay
..... e e e e———— e _jumj _ e e e e m———— = .
Emploves is reassigned 1o another Forward the OPF 1o the new installation by registered mait afler
postal ingtailaton making sura that (a) e right side of the OPF is screened 10

remave records that shoukd not be there, and 10 sequence records
in the proper order and {b}) that the left side is screaned (0 feMmove
... evporary material batis ol localinterest.
Employes is separated and rone of  Send OPF to NPRC after expiration of & 90-day retenton period
the conditions anove apply after separation. Ensure that records, moiuding separation records,
have been filked.
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Guidedines 10r Processging Poersonnad Actions

132

4. Instaliation name and address from which separated.

131.54 Requests for Information from Transferred OPFs. See ELM 31372 for
procedures for alfowing individualy to review their OPFs following transfer of the OPF

0 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 payroli-related forms processed through the Distribution Data
Entey/Distributed Reporting {DDE/DR) system. Authorized personnel information
records maintained at field installations throughout the Postal Service and their reten-
tion periods are contained in appendices of the Administrative Support Manual and the
ELM.

Handbook EL-301, June 1988
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Exhibit 110a
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Exhibit 110 {p. 1) Guidelines for Processing Personngl Actions

Form 50 Elements {Elements 1-99)

Elpment Number  Data Elomant Flaid
Name Size Description
1 Effective Data G Use the date the action jakes effect. i comecting a
previous action, uso the effective date of the
prenionss action, Promotion actions and cihier
change actions affecting salary must be set for the
keginning of a pay perod.
2 Sequence Number 4 POC generated. 1t shows the processing sequance
of the Form 50 zotong. .
3 Social Security Verify the accuracy of the empioyee’s SSN prior ©
nurnber updading the Employee Master File,
4 Suffix Code Code 1 identifies primary job. Codes 2, 3.4.&105
dentify subssaquent appomntments.
5 Last Nama 15 Last name may conain the following punciuation:
Apostrophe {) Exampie; O'Day
Hyphan {-} Exampie: Smith-Janes
Last narme may not contain 3 number, perod, or
comma.
Last names with Jr., 8r., or ili, IV, atc., should be
written as Do Jr, Doe S¢, Doe W, Doe 1V,
Las nanes containing more than fiftesn characters
should be spelled out in full in the remarks section
of the accession Form 50 or the Name Change
Farm S0,
& First Name 1 First name may noy contain punctiaton marks,
e — s . HOWENVER U may cOMaIn 3 spaCe. Example: A Scott
7 Micdie Name 3 Enter an alpha character. Never NMI for No Middle Soes
) initial; leave blank if no middla inmal. ; K
8 Date of Birth 8 Emter month, day, and year. Example: 01-10-50. .
a Veterans Preference 1 Ajiowabie codes:
1+-NG Preference
2--5-poin
3--10-point Jisabidity
ESALE pomt compensable, less than 3{} prrcent
5--10-point other
f--10-point compensabie, 30 percent o greater
Note: Claimns for veterans preference must be
verified. Refer 10 EL-311, 240.
L] Prior CBRS i Y--Yes

MN--Np

Note: ¥ is entered if, at the time the individual is
hired! a8 carear or converted 10 caresr, there is any
prior cvilian service creditable for retrement
purposes. # does not matier whether a redeposit or
3 gepost may De necessary 1or IS ¥ms. N IS
artered onty when there is no prior creditabls
civitian service at ail

Exhibit 116c (p. 1), Form 50 Elements
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Guideiines for Procassing Parsonnal Actions

Exhibit 110¢ (p. 2)

Data Elgment
Name

Elemant Number

Field
Size

Deseription

11 TSP Eligibility

i

Allowabie codes (see Exhibit 210b):

- IBHGIDIe (MUST wait untl seconc opan s8ason}
E--Eligible withowt deductions

¥ --Eligibie with deductions™

R--Eligible next cpen ssason (rehirg must wait ong
OF two Oper S8asons)

T-Deductions Terminated™

“‘Payrolt will convert the | ioan R

PR generated

12 Life insurance

1

Alowebie codes

A--ineligible

B--Wamned

G vy Z-see SF 2817 for coding

13 Retirement Code

14 Léave Compuiaton
Data

1

5_

Aflowabie codes (seer Exhibit 210c):
1-Chil Service Retirernent Systerm (CSRS)
2--F1CA,

3 CERS

&--Reampitwssd Anruitan

5--CHRS Offset (CSRS/FICA) DUALY
8- O8RS Ofset (CIRSFICA} (DUAL)
7--Reserved

B--Fexieral Employess Retirement
System (FERS}

&- FERS

A--FERS with frozen CSRS service
B FERS with frozen CSRE service

... Posw inspectors

Compute, excluding any service which is not
creditabie for teave purposes, such as casual or
wmparary servics with USPS or any other fegeral
agercy (see Schibit 210d).

15 Entared on Duty
Date

Enter date of original USPS appointment wharg
there was no break in service. DO NQT changs the
£0D date when the smploves reassigns from one
ingtatiation 1o ancther or from one craft (o another,
DO NOT change the EOD date when the empigyee
converts from & noncarser position into a carear
position, The EOD date does not have to match the
Service Arniversary PPYR

15 Retirement
Computation Date

Enter caloulated retirement computation date from
Farm 144 {see Exhibit 2100},

17 Thrift Savings Flan
Service Cormputation
Date (TSP-SCD)

€

Enter month, day. and year {see Exhibit 210).

18 Next Step increase
PR/YR

Erter the pay pericd and year the next step
ncrease is due. Now: If an employee anterad on
duty after the first day of the pay pericd, use the
next pay period as {he starting point for the PP/YR
computation {see Exhibit 2106,

18 Mot 1o Exceed Code

Afiowable codes;

1-3g-day casual apponiment

2-21-day Christrnas casual appoiniment
3--Reservad

4--Temporary nonbarganng appomtment not 1o
sxcesd {(NTE} one yoar

Exhibit 110¢ (p. 2), Form 50 Elements
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Exhibit 110e {p. 3) Guldelines for Processing Personnet Actions

Element Number  Data Element Flaid o :
Name Size Daescription
20 Not o Excesd 4 Emter PEYR in which the appointment expires (see
FEYR Exhibit 210g). D& not anvancs 15-nexi FP.
2t Eropation Expiration k] Allowable codes:
Code oo
O--No propation

1--30-tiay probatios - bargaining empiiyes
2--§-month probation - nonbargaining employee
3--00 days actually workad or 1 year, whichever

comes first.
22 Probation Expiration 4 FRAYR in which probation period ends {see Exhibit
e . -1 1. U
23 Employoe Stans 2 Allowable codes:

Code
CP--Continuation of Pay (COPY: Use whan an
smployes is separatng from the Postal Service
hefore COP is exhausted. Enter standard remark
564 which reads: "Continuation of Pay will cease
on ((ate required).” This dats must not exceed 45
days from the begnning date of COP. The "CF”
aierts payrol siaff that the empioyes will be
compensated beyond the separation dato.
RO --Reinstated Compengation--LIWOP {former
empioyee): Use with NOA 161, Reemployment,
when a former employee has partislly recovered
from a compensable injury/disability andg ts
reamployed within madically defingd work
lienitations. This code is used in a national system {0
igentify and tack the progress of the employee.
ad--Reinstated Compensation--OWCP {Current
amployes): Use with NOA 232, Return 10 Duty, PRE
when an empicyes partially overcomes 4 |
compansable injury/disability and resumes .
reempicyment. Codo RD is used o dentify and
track e progress of the employoe.
LQ--Union Official; Use with NOA 460, Leave
Without Pay (LWOP), when an employes is serving
fudt ime as a union official. This code is used to
alert PDC Payrol staff of tha employee’s status and

24 Leave Category i Aliowabie codes:
0--Inatigibie for Leave
4--4 hours per PP (0-3 years service)
5--6 hours per PP {3-15 years service)
8--8 hours per PP {15+ yoars $e1vice)}

25 t.aave Change 4 Enter the PP/YR the leave calegory changes 10 &
PPIYR migher cateqory. Add 3 or 15 years (whichever is
applicable} 1o the leave computation date. Aefer to
PP ghart (Exhibis 106 and fnd date, If it does not
’ falt an tha first day af the PP, advance 1o naxt PE.

26 Leave Type L Allowabla codos:
. 1 --Advanced at beginning of loave vear
2-<Eam as yoi go
3--Ingligible for ipave

27 Protected T Emor Rate Schedule Code of Protectsd Salary (568
Salary-AEC Appondix A).

Exhibit 110¢ {p. 3), Form 50 Elements
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Guidelines for Processing Personnal Actions Exhibit 1102 {p. 4)

Eloment Number  Data Elemant Fiald
Name Size Description
28 Protactad & Enfer GradesStap on which salary protection is
Saary-Grage and bexsed,
Step
29 Protectad - 4 Enter the PP/YR in which the protected status h
Salany-PPYR terminates. Protection would terminate on the first
day of the designated pay period (See Appendix A).
a0 Protected 2 Enter protected rural camier hourg {NTE 40 hours),
Salary-Hours
3% Protectod a Enter the number of mides on which rural camer's
.. SolaryMies potected salaryisbasec. . . .
3z SavedPmiacied 1 P--Protected Rate (104 wesks)
Saiary Code
S--Saved Rate {indefinita)
*.-Changes fietds 27-32 o blank
I : s80 Appendix A - IR
33 Indabt USPS 1 POC generated. Allowabls codes:
G--Nat indabted
1--Monies
2--Aecountable proparty
3--Both of the above
34d Erpicyrment Typs kH Adiowahis codeas
Code
C--Chrigtmas casual appoiniment
E--Casugl referred by state amployment services
office
I--Summer Intaen {Hdors use only}
MN--Noncompatitive appointment (use only with MOA
. ik
W--Rural Carrier Refief emergency hire
. 35 Gender 1 Allowabis codes:
M--Mala
FFamale
36 Minority Code 1 Aliowable codes:
A--American Indian or Alaskan Native -
B--Asian or Pacific Isiander
C--Black, not of Hispanic origin
D--Higpanic
E--Whate, not of Mispanic ongn See Exhibrt 2701
37 Disanility Code 2 See Exhibit 210) for allowabis codes
38 Blank,
39 Service Anniversary 4 See Exhibit 210K for instructions.
PPIYR
40 Frozen CBRS 5] Years, months, and days covared under CSRS prioy
Service o convarting to FERS. Now: Make entry ia sigmant

49 only whon a CSRS employee or an olfset {dual)
employee ransfers to FERS with, at a rminumum, $
yaars of craditable civilian setvica.

Exhibit 116¢ (p. 4), Form 30 Elements
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Exhibit 110¢ {p. 5) Guidelinas for Processing Personhet Actions

Eloment Number  Data Element Fieid
Name Size  Description
41 Craditabie Miitary 4 Years and months of miitary service for which credit
Service will DG given at retirement. For a FERS empioyes,
fmake &M entry in element 41 only when the FERS
ampioyee has compietad a daposil for post 1956
military service or has pre-1957 miiitary service,
For 2 CSRS or offset {dual) employee, this slement
wilt be completed in one of four cases:

* Emgployees first hiret as career on or after
10-01-82—complete slement 41 only if the
empioves has made a depast for post 1956 milkary
sarvice, The aelement is not completed until the
entire amount of the deposit, nchuding any
applicable intergst, has been paid.

+ Employes fist hireg as caresr befors October 1,
1982--the total of post 1956 miitary service is
antared without regard for any deposit

+ Employas is retired military--a deposit must be
completed for this time before making an entry ia
algment 41. The deposit must be completed
regardless of when the empioyee’s initial
appointment began.

+ Empioyee has pre-1957 military service.

L4 Sypervivory Codde 1 P00 genorated. Allowable codes:
) 1--Supervisory
2--Ngnsupanisory

43 Eoucationsl Level 2 See Exnibi 2101 for alowable codes
44 Academic Disciping 2 Erver kst two digits of the year in which the highest
Year - forma educiﬁqphyvas compieted.

45 Academic Discipling 4 Ses Exhibit 210t for allowable codes.

46 Fosal Life Code 1 Allawable codes: .
¥--Yes, employee wants to receive Postat Lite
magazing.
N--No, empioyee does not wish 1o recsive Postal
Lite magazing.

47 Retired Military 3 First digit = Type of Uniformed Service
1 - Army

2--MNavy

9.. Air Friress

4--Marine Coms

S--Coast Guard

6--National Oceanic and Atmospheric Admin
7--Putitic Heaith

Second digit = Typa of Retirement

1 Volurdary

2--Digability

3--Mangaiory

Third digit = Miiitary Sorvice Status

1.fetirett Reguiar Officer

2--Ratired Reserve Officer

3--Reatired Entisted Personnel

Sen Exhibit 210m for adgdtional information and
nsuctions.

Exhibit 110¢ (p. 5}, Form 50 Elements

24 ) Handbook EL-301, June 1389



Guidetines for Procassing Personne! Actions

Exhibit 110¢ (p. 6}

Eigment Number  Data Element Fiold
Name Size Description
an COLA 4 PDL ganaratan
49 Rural Carrier Hours 2 PRC generated
S0 Rurat Carrier Miles 3 PLC generated
51 Maiiing 26 Enter employes’s cumrent strect address or PO Box
Address-Sireat Number.
52 Maiing Address-City 16 Entgr oity name.
53 Mailing ! 2 Enter state abbreviation code,
Agdress-Stae .
54 Mailing Address ZIP 8 Erter 2P + 4,
o Code
58 Dty Station Namsa = PDC gonerated
56 Emplaying Office & Enter empigying office financa numbar.
Fingnts Nurmbear
57 Employing Office 28  PDC generzted
e B e e e e o e
53 Employing Office ZIR g PDC goeneraied
54 Blank 2
& 3y Location 3 Emer pay jocauon, i1 pay 1ocation is not usedd, ever
800,
(3] Merit Lumyp Sum 5 Enter amount only when lump sum payment 15 o be
e AmouneTRade with that Form 50 acton. . _
B2 Bk e s e+ e
a3 Duty Station Finance B Tnter state and post office numbier of duty station.
MNumber
84 Labor Diginbahor 2 Erer approprate code. The LOT is used 10 compie
Coe workhour, labor utiization, and other financial
reports for management use. Since this is financial
data, consuit Divsion Controller’'s office, tocat
Finance office, or Handbook F-2 for proper code, .
65 Designation/Activity 1 See Extibit 2100 for allowable codes.
,,,,,, Code S
66 Pasition Type 1 Aliowabie codes:
t--Full Time (Des. OX, 13, 71, 72, 74)
2--Pari-time Regular (Hourly Rate Regular)
3--Pan-time Fiexibie and Auxiliary Rural Carrier
(designation 77)
4--Casual
5--Temporary
8--Ruraj (Des. 73, 75, 78, 79)
&7 Limitedd Tour Hours 2 Enter scheduled number of hours per week for past
{IE reguiar (Nourly r&4e reg:.iid:} grlnggngb; D
1 Aliowabie codes:

68 Hate Code

H--Hourly
AwAnnual Rate
P-B6-HOUr Or Spetial Rawe

Exhibit 110¢ (p. 6), Form 50 Elements
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Exhibit 110c (p. 7}

Guitdelines for Processing Personns! Actions

Elament Number

Data Elgmant

Figtd
Size

Description

-]

Unifarm Ajlowance
Code

Allswabie codes {see Exbibit 2100}

£--Rural Equipment Maintenance Alowance
M--Usad when changing DesfAct or Oce. Code

N-Ingligitde for Uniform Aliowance

R--Rental Allowance

5--1.05t Eligibility for Uniform Allowance

Li--Eligible for Uniform Allowarce

X--Form 1348 needed 0 astablish Uniform

Alcwanos

70

Qrganization
Coverage

Leave blank - heid for futura use.

1T

Red Circle

'Pbcm~imﬁmm’ss§wﬁ

~rad circied”

72

Rurai Data--Route

' Aural Data--&. Routs

10

Enter numeric threa-digit route number,
Example: 001, Rowte must be valid oo Rurat Route

Master File.

D¢ gensrated based on enlty in elernent 72,

74

e et 14 A ek Lk,

78

Rural Data--Pay
Type

Rural
Data=Tri-WWoskly
Code

PDC generated based on enby i element r2.

M--Miles

H--G-day heavy route
J--8-1/2-day heavy route
K--S-day heavy roue

A Ausibiary route

. S-Speciatraute

POC generated based on entry in element 72.
indicates route is served three days a week.
M --Monday/Wednesday/Friday service
T--Tuesday/ Thursday/Saturday service

76

Rural Data--FLSA

- PDC generated based on enry in glement 72,

A-Des. 71 and des. T2 rural carriers did not agree
1o terminate the guarantse as required.
Compensation under FLSA 7{a). Overtime paid in
axcess of 8 hours per day or 40 haurs per week.
B--ldentifies compensation under FLBA 7(0j2.
Cvertime paid for hours worked in excess of 12 per
day, 56 per waek, or 2,080 per guaranies pariod.
L--Des, 72 and des. 73 only. Compensation uader
£LEA 7{a} for heavy duly routes with fess than as
hours per service week, and rural camer s¢cheduie
nonheavy duty with fewer than 31 paid miles, where
assigned carrar {dea. 71) has Code N.

N--Des. 71 raguiar rural camier onfy. Compensation
under FLSA 7{a) lor heavy duty routes with iass
than 35 hour service per week, and for RCA
nonnbavy duty with fower than 31 paig miles.
P--Das 77 auxfiary carners ang ges, 78 auxilisry
assistants. Overtime paid for hours worked in

axcass of 4.

Exhibit 110c (p. 7}, Form 50 Elements
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Guidetnos for Processing Personned Actions

Exhibit 110¢ {p. 8}

, Elemont Numbar  Data Elament Fiald

Name Slze Description

ry Resral Data--Rural 1 tnter appropriate code Y for Yes. N far No) ©
Carner Commiiment indicate whether empioyee signod an agresmeant

aiecting a higher classification. See Appendix B for
e information.

78 Rural 5 PO generatad based on entry in slement 72,
Data--Guaranteed
Salary )

79 Naturs of Action 3 Enter apprapriate numencat cods 10 ingicate type of
Code action {soa Ryhibit 1104},

80 Natre of Action 35  Enter deserigtion for 3-digit NOA Coce snierad in

o element 79 {see Exchibit 110Cd).

81 Authority 15 PRC ganerated

82 Merit Anpiversary 4 Emer PRAYR of marit anniversary date.
Daw

82 Bl e e —— e o

8 . , BlandardRemark 3 See EXNOL 1106 ana 4100 wor aliowable coges.

25 Standard Remark 3 See Exhibit 1108 and 410k fr allowabls codes.

a6 Standard Remark 3 See Exnibit 1100 and 410 for allowabie codes.

87 Unamployment 3 See NOA descriplion in Ghapier & or Exhibit e10c
Compensation Coge for afiowable codes,

a8 Rermarks {Free {1y Ernter any variable remarks relating to Standard
Form} Remarks or Unempioyment Compensation Frefix

code vanabie with remark code digits. Exampie;
202 112487,

{2} Prefix free form remarks on & worksheat with
tode 888, Example: 888: Correcls eiemants 14 and
16 whioh road 03-06-80 and 03-06-80. The 858
tefis ELRIC to kay the remark as a fresform remark.
mots: The total number of words used 1o make up
both the standard ramarks and free form ramarks
must not exceed seven lines of 76 characiers per
ling inclulling spaces. Each standard remark {(4XX
or SXX) will t8ke up one of morg lines, depending
upon the size of the remarks. )

ag Saruance Number ] F;GC generated

g0 MNature of Action 3 PGC generated
Code

Gt Nature of Action 19 PRC generated

a2 Effectva Dais 6 PDC generated

a3 Ceoupation Cotle 8 Retfar 10 $tandard Positon Description Manyals

{P-1 for bargaining: P-4 for nonbargaining}.

223 Qocupanon Coge 25 Enter apmoprie tite, Feler e Stedard Position

Title Dascription Manuals {P-1 for bargaining: P-4 for

norbargaining.

Exhibit 110¢ {p. 8}, Form 50 Elements

Hanubook EL-301, June 1989
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Exhibit 110c (p. 9) Guidolines for Processing Personnel Actions

Eiement Numbor  Data Element Fiadd
Name Skze Description
98 fato Schodule Code 2 The rate schedule code reprasents the salary
schedule used 10 pay the empioyee (see Exhibit
110g for aliowable codes).
9B Grage/Step 4 Enter two-digit numerical grade and alphal

nusmarical step, # appropriate.
Exampies: 09/8, 15/3, 00/08, 26/00

87 Salary &  Enter basic salary. Examples: $0.15 or 100,000 or
8,500.
o8 : Social Securty 9 Used only whgn correcting a Social Security
Number Corraction number, Enter comact S5M,
Authorization and For procassing copy. enter date workshost
Date prapared. Authorization giement shoul contain
signature of local authonzed official.
99 OPF Finance & Entar finance number whers OPF is mainiained.
Number

Exhibit 110c {(p. 9), Form 50 Elements
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Guidslings tor Procassing Parsonndl Actions

Exhibit 110d (p. 1}

Nature of Action Codes

Nature of Parsonnel Action

601

012
100
101
110
13
130
140
150
154
160
161
170
Lra
180
292
390
301
302
310
33
37
320
323
324
325

328
329

350
3562
354
388
399
460

500
501

702
705
713
716
™
780
770
780

Canceailation

Correction

Ratirement Pian Correction

Change Minority Code

Carear Appointrnant

Caraer Appointmsnt (Nencomp.)
Temporary Appointmant NTE
Tarmporary Appaintment {Outside Reg.)
Transfer Career

Reinstaternent Career

Heactivate

Reactivate Noncareer
Reempioyment Miitary
Regmpicyment EO or OPM Beguiation
Postmaster Hedief/Leave Replacement
Rural Carrier Relief

RCA Appoirtrment from Ragister
HAeturn to Duty
Reatirement--Mandatory
Retirerment--Lisabiiity
Retirement--Other
Resignation--Gharges Pending
Resignation--Military

Hesignatian-All Qther

Separation Transfer

Separation Military

Separation Declined Rslocation
Separation Declined Assignment
Separation Disability

Termination During Probation {for Preappeintmaent Conditions)
Termination During Probation
Removal

Daath

Terrnination {NonGarger)
Tarmination (Carserk-HQrs use
Canceliation of Accession
Separation Other-Hgrs use

LWOF (Exceeding 30 days)

{ gave With Pay Pending Relirement
Convarsion to Carser {from Reg.)
Conversion to Carsar {Noncomp.)
Conversion to Regular Rural Carrier
Promotion

Change 10 Full Time

Change 10 Lower Level

Change to PTF

Heassignmaent

Extension of Temporary Appointment
Reappointment of Casual

Name Change

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

Hardbook EL-301, June 1988
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Exhibit 110d {p. 2) Guitlalinas for Processing Personnel Actions

Code Nature of Personnel Action

800 38N Correction

843 Change in Ratiramant Plan

881 FEGLI Change

8a2 Change Service Dales -
aas Step Deforment

830 Lump Sum Payment

892 Merit Incroase

893 Step increase

894 Pay Adjustment

8oe Quality Stop increass

900 Detail Tarmination

an Detail

02 Change Position [nformation

903 Uniform Ailowance Certification or Disallowance
807 Change %o Leave Larning Status

908 Change to Nonleave Eaming Status
gt Change in Limited Tour Hours

12 Master File Roview

924 Reassignment'CAC-Chg o Lower Lovel
925 Reassignment/CAD

926 Asassignment'CAC—-Promotion

827 Meassignment PCES

928 Aeassignment-Conversion to Career
958 Dual Job Accession

266 Terrnination of Dual Position

For PDC Usae Oniy
151 Reactivate/OPh 2808

804 Route Chengse .
505 Acute Change

955 Apphcation for Disability Bet.

283 - Change o Permanent CSRS/FICA

290 COLA Roll In

991 Optional COLA RAet in

995 Management Increase

996 Management COLA Increase

297 Conractual Increasy

998 Craft GOLA Increase

Exhibit 110d (p. 2), Nature of Action Codes
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Guidelines !or_Prooassing Personnet Actions

Exhibit 1189 (p. 1}

504

Standard Remark Codes
{Elements 84-86}

Saved gratie established for ndefinide pariod.

502

Correct Form 50 dated (date required).

504

Employes to be paid for all accumuiated isave o which entitted under existing law.

505

Employee fallpd ‘o accompany activity/acoept new assigrmernt,

506

Payment 1 be made for all accumuiated annval igave © which estaie of deceased empioyee is
antitied.

sQ7

Ratume to substitule of resord coincidant (0 appointment of reqular rura carmiar.

508
509

T serve vacant ouls pending anpaintment of regular nral carrer.

Employee entiied (¢ 104 weeks saiavy protacton following the effective date shown hareon

unigss entitemend  profecion caases at an earker date.

510

Action hased on approved Form 1727, Incentive Awarg Authornzation.

511

12
513

This action changes due dato for advancement 1o nest higher step.
‘The empiDyee’s dady assignment for the above positon does not meat the eligible oritena for
uriform aliowancs.

514

Rural carrier placed on approved leave without pay offective {date required).

515

518

Reigt rural camer has served continuausty on the route snce (4ae requesrad).
Regular rural carmior returned 1o duty effective (date required), )

517

Services no fonger requred.

518

520

521

Physical qualifications previousiy established. New medical certificate not required.
Actmneﬁeg:tegfgemp!wegsrequest .- e
$F-8 issued (date required).

922

Last cay in pay SIBWs (aae required).

523

86-day probation from effective date.

524

g-maonth probation from effective date.

525

Selected from Hinng Worksheet dated (dated required),

526

527

All 8XCesS SUpEIVisors have been considered for fis vacancy.

528

Senior quatifieg applicant.

529

Copy of SPD furnished employes.

530

Seiected in accordance with procedures for inital ieved supervisor positons.

53

Sedected in accordance with regulations governing filling of nonbargaining unit positions.

532

Empiovee has parformed higher lavel service coninously since {date required).

833

Mama change dug 1 marriage.

338

Renguiar nuzal canier has bewn on approved sick ieave since {data requireed).

36

Regular reral carner retumed from extended sick legve (date required).

837

Employee entitied 1o retreat rights.

538

Saved rate established for indefinie period.

539

SF 1152 and SF 2823 are noton file.

Handbook EL-304,

Exhibit 110e {p. 1}, Standard Remark Codes

June 1989
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Exhitsit 1108 (p. 2) Guidelines for Processing Personnal Actions

540 SF 8, 2810, 2819, 2821 have been given o employes.

541 Totally disablad for useful and efficient service in position,

G542 USPS reasons for employes’s separation differs from employee's reasords).

543 Resmpioyed o former posifion or squivalent in the same bargaining unit and craft.
544 Reemployed to & different pasition in the same bargaining craft.

545 Reemployed to a positicn in a different bargaining unit or craft, necessitated
because of medical accormrodation.

' 846  Feempioyed to former or aquivalent nonbargaining position,

247 Reempioyed 10 a different nonargaining position, necessitated because ot madical
I aceomraodation. . e e
548 The POC will process any necessary salary andior leave adiustiment.

549 Reemployed from a bargaining position to a nonbargaining position.

550 Reempioved from a nonbargaining position to a bargaining pasition.

551 . Empioyee 8 sub;ect to 80-day quahfymg pericd before garning leave.

552 Reassignment based on mutual exchange Detween WO rural carriers of diflerent
post offices.

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

554 The probationary period for RCR is 26 days aclually worked or 1 ysar, whicheéver
comes first.

55 Withhold all funds. - e

§56  CSRS Rademgnated Semce--Employee elngnbie for refund Gantact Personne!

557  Employee failed to report K for guty. e

558 Reempioyed under FECA, § USC 8151 and GPM ﬁegu!atzcns 5 OFR 353,
589 NTE (dale required). .
560 Change io lower fevel due 1o refegation of office 10 CAG K.

561 Eligible 1o bid on reguiar rural carrier positions 1 year from effactive date of this
action.

562 Probation periccw!‘ for RE)A 5;90 days actua;ivy;- worked or 1 year, whichevar comes
first.

S63 Qualified on appropnaze erur_d; l{_..eﬁnwrwce examination.
864  Gontinuation of Pay (COP) will cease on (date required). i
565 This action 15 being ¢ canceiied to reestablish employee under the correct SEN,

566 This action is being cancelled to correct the ‘empioyee’s date of separation.

567  Service history sent to PRC. o o o
568  Employee locked in f(}f 365 days in accordanca with National Agresment.

56g Passed casuat Clark/Carrier exam.

§70 Credited with prior federal/military service.

571 Rurai Carrier Associate has served continuously on route since (date requlred}

572 Service history will he corrected by PDC.

Exhibit 110 {p. 2}, Standard Remark Codes
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Guitdelines tor Procassing Parsonnal Actions Exhibit 1101 {p. 1)

AP PP 1983 1984 1988 1986 1987 1988
4 1 12/25-1/7 12/24-1/8 | 121221041 12/21-1/03} 12/20-1/02 ]  12/19-1/01
z B 1721 1T-1120 105-1/18 104-1/37 103116 102415
[ 3 1/22-24 RT3 HIQ-2/01 1/18-1/31 117130 1/16-1/28
4 2/8.2118 Aa~2117 2/02-2/758 201-2114 1/31-2/12 1/30-2/12
g s 28314 218-3/2 218-3/01 2N5-2/28 2Ma-2187 2%3-2126
-] 3753118 3-3M16 3/02-3/18 301-314 2283113 227311
7 7 3189411 anT-330 ] 3M16-3/29 3N5-3/28 A14.3/27 3NZ-25
8 4124745 231443 H00-4/48 /22411 A/BE-4110 3/26-4/08
8 9 4116-4/29 4/14-4/27 4/13-4/26 4712-4/258 4/114/24 4109422
10 4/30-5/18 4/28-5M11 Af27-510 4/25-5/08 4/25-5/08 4/23-5/08
9 11 5/14-5/2¢ 52528 5/11-8/24 £10-5/23 5/09-5/22 5/07-5/20
12 5/28-6/10 5126-6/8 5/25-6/07 Biz24-6/08 523605 S5/21-6/03
19 13 6/11-6/24 6/3-6/22 &08-6/21 BAFT-5/20 B/06-6/19 G467
14 &/25-7/8 Q/23-78 BI22-7HS B2 -7I04 306703 E18-7H
11 15 79-TIRR TiT-7120 TM06-7119 057118 Fi04-PHT TIN2-7115
16 TIAA-BIS 21 -8 vr2g-a02 7119-8/0% 7187131 7116-7/29
12 17 SiG-819 B/4-8/17 a8/02-8/16 S/02-8/18 8/G1-8/14 TIZ0-8/12
18 B/20:9/2 8/M18-8/31 8717-8/30 8/16-8/29 B/15-8/28 1 BM3-BI2B
13 19 93916 ©/1-9114 8/31-9M13 B3G-9/12 B29-9/11  BI27-3/09
29 §17-9/30 8/15-9/28 8/14-9/27 9/13-9/26 92-9/25 1 910-9/23
1 21 10M-10714 | 9/25-10/12 |  S/2830/11 92710N01  92610/08 7 2410407
2a 1015 10/28 | 10A13-10/26 | 19A210/25 1 Q1110728 1 101010023 5 100810121
2 33 10/26-11/11 1/27-11/8 1 1V26.11/08 | 10/26-11/07 | 10/24.311/068 | 10/22.11/04
24 FIAZTU2ZE T 11710-11/23 | 11/09-11/22] 1408-11/21 | 11071120 11/65-1118
3 25 1H2612G 102427 | 11/231208| 11221205 117211204 | 11181202
26 12/10-12/23 1 12/8-12/21 1240712720 | 12/08-12/18 | 12/05-1218 | 12031218

27
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Exhibit 110f {p. 2)

Guidetines for Processing Porsonnal Actions

PiP 14989 1950 1991 1432 1993

1 121 7-12/730 12M16-12/29 12/15-12/28 127141287 12/26.1/08
p 115110 1550312 12281711 12/28-4/40 1/08-1/22
3 114-1/27 113-1/26 112-1/25 1/11-1/24 1/23-205
4 1/28-2110 127-2408 1/268-2/08 1/25-2107 2M6-2/18
5 2/11-2/24 21102123 2/08-2122 2/a8-z/et 2/20-3/08
8 2f28-310 2/24-3/09 21233108 2/22-3106 AE-IS
7 A4/11-3/23 A19-3/23. B09-322 G320 /20402
[ A/ES-4/07 /244106 /23408 3214103 403-4118
g 4/08-4/21 4/07-4420 A/0E-4/19° 404417 4/17-4430G
10 4/22-5/05 4/21-5/04 4/20-5/03 &118-5/01 5/01-5/14
11 5/06-6/19 805518 504-5/17 5/02-5/15 5A15-5/28
12 520-6/02 8156101 5M8-5/31 51E-5/28 S/29-6/11
13 6/03-6116 B02-61% 5/1-6/14 530-612 6M12-6/28
14 &/17-6/30 &/16-8129 8/M15.5/28 8/13-6/26 B/28-7/09
18 7/1-TH14 6450-7113 629712 §/27-7110 7H0-7423
i) THH-TI28 P1IATIZT TH3-TI26 7117426 7/24-8/08
7 7iaG-811 TI2B.8M10 F27-A/08 7/25-8/07 8/07-8/20
18 8/12-8/25 Bit1-8r24 a/10-8/23 8/08-8/2% 8/21-8/03
198 #/26-9/08 Ba5-9/07 8/24-9/06 g/22-9104 04-017
20 S/0G-9/22 o/mng-9/21 S/07-9/20 9/05-8/18 9/18-10/01
21 9/23~10/06 9221005 S/21-30/04 8/19-10/42 10/02-10/1%8
22 10/07-10/20 16/6-10/19 1081018 10/03-10418 10/16-10/28
23 2111463 10/20-11/02 10/19-1 401 10/17-10/30 15/30-1112
24 1104-11/%7 11/03-1116 1402-1114% 10/31-1113 14/13-11/26
25 13/18-12/01% 11171130 11161128 11/14-11/27 111271218
26 12/02-12/15 12/01-1214 11/30-1213 112812711 1211112/24
27 12112-12/28

34
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Guidglines for Processing Fersonnel Actions

Exhibit 1104 {p. 3}

prp 1894 1985 1996 1987 1998
1 12/25-01/07 12/24-M A8 12/23-N/G6 12/2%-0%/03 12/20-01/02
2 ﬂ?m-01f21 OV7-/20 16Ul NE-03IN7 nAa3-01e
3 0122-02/04 21/21-02/03 01/20-02/02 M/18-01/31 NA7-NAB0
4 0205-02M8 02/04-0217 02030218 42/01-0214 n310213
g 02119-03/04 02/18-03/03 g2/v7-03n 0215-02/28 D2/14-02/27
] 030%5-0318 03/04-03/17 £3/02-03n18 03/01-0314 02/28-0313
7 2319-04/00 03/18-04/31 C3A6-0328 03N 5-03/28 03/14-0327
-} Y0415 301 -gaa QII0-08T O3/ 29-0d/11 GIeq-GeN0
a 04/16-04/28 041 5-04/28 04/13-04/26 04/12-04/25 04/11-04/24
19 D430-0513 4/29-08/12 04/27-0510 247260008 04/88-05/08
11 25N4-Q5/27 0513-05/26 £5/11-05/24 0510-05/23 05/09-05/22
12 05/28-06/10 O5/Z7-08/08 LR25-087 05/24-06/06 O5/23-06/05
13 06/11-06/24 QBM5-08/23 06/08-06/21 06/47-06/20 O6/06-06M19
14 0B2F-QTIG8 06/26-QF/0T O6/R2-0T IS O6/21-07/04 e e gy &
13 07/0%-07/22 07/08-07/21 §7/06-071% C7H05-0718 U70a-Q7N7
18 07/23-08/05 07/22-08/04 07/20-08/42 0711808/ 07He-07in
17 DBAG-08/1S 0B/G5-0B/18 OR/03-08/16 08/02-06/15 25/01-0a/14
18 0B/20-08/02 08NS 090 ¢ QRMY-0B/30 GB8/16-08/28 0B/15-08/28
19 09/43-08M18 09/02-0915 | 08/31-08/13 0830-0812 08/29-09/11
20 0817-08/30 09/16-09/26 08/14-08/27 08/13-09/26 08/12-09725
21 1H1-10/14 08361613 G2/28-16/11 09/27-106/10 09/26-10/09
22 10/16-10/28 10/44- 10427 10/12-10/25 1024 1(/10-10/23
23 TSt RS-0 tO/26-11/08 10/25-11/07 10/24-11/06
24 1192-1128 T1f11-11/24 110811722 11{08'1?:’2? 1107-11/20
25 14/26-12/08 11/25-12/08 11/23-12/08 1HA2-12/05 19/21-12/04
28 121612123 12/08-12/22 !21‘??-12!20 12/06-1219 12/05-12/18
27 ' :

Handbook ££-301, June 1988
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Eschibit 1102 {p. 4)

Guidelines for Procassing Parsonnal Actions

36

PP 1999 2000 2081
1 12/19-01/01 12/18.12/31 1217-12/30
3 01020118 01/01-01/14 1213101713
3 04/16-01/29 B115-01/28 0%/14-D1727
4 01/30-02/12 01/26-02/11 H1/26-02/10
5 02/13-02426 02/12-02/25 C2/11-02/24
B 02/27-0312 02/26-03111 D2/25-0310
7 63/13-03425 03/12-03/25 03/11-03/24
8 6a/27-04/09 03/26-04708 03/25-04/07
g DA10-04/23 B6/09-04/22 04/08-04/21
10 04/24-05/07 B4723-05/06 04/22-05/05
11 05/08-05/21 0B/07-65/20 05/M6-05/18
12 05/22-06/04 G5/21-06/03 05/20-08/02
13 06/95-06/18 DB/04-06/17 06/03-06/16
14 06/19-07/02 0B/18-07401 081706730
15 Q7/03-07/16 Q702-07A15 07/01 -0 14
16 0717-07/30 Q71 6-07/29 07/15-97/28
17 Q7/31-08173 07/30-08/12 67/29-08/11
18 08/14-08/27 08/13-08/25 gei12-08/25
19 0B/2R-0810 08/27-05/09 08/26-09/08

20 091 1-09/24 08/£0-09/23 09/08-09/22
21 0%/25-10/08 09/24-310/07 09723-10/06
22 10/09- 10722 160810121 10/07-10/20

23 10/23-11/08 10/22-11/04 10/21-11/03

24 11/08-11/19 11056-313/18 | 1u04-1117

25 14/20-12/03 11/18-12/G2 11/18-12/

25 12/54-12M17 12/03-12/16 121021215

27
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Guidelinas tor Processing Personnal Actions Exhibit 110g {(p. 1)

Rate Schedule Codes (Element 95)

Empioyaes Covered

0

w b fp MM M

< ¢ A % ®m v T T

Mait Transportation Equipment Centers & Area Supply (enters schedule

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

Mail Equipmant Shops. Washington. DC and Materiel Distribution Centars -
schedule

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

Structurad Management Development schedule

Headquasters Operating Services Division/Rockville Support Servicas Branch
schodule

Postmaster Reliets/Leave Replacement schedule
Mail Handters schedute

Postal Data Centors (PDC) employess schedule
Postai Service {P3) schedule

Rural Carrier scheduls

Postal Career Executive Service (PUES) schedule
Tool & Gie Shop schedule

Aftornay Fay schedule

Postal Poice Officers schedule

Exhibit 110g (p. 1}, Rate Schedule Codes
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Exhibit t10g {p. 2} Guidelines for Processing Persaonnel Actions

Special Salary Codes (Element 95)

Special salary codes aliow exceptions to & saiary schedule, change of a rate schedule
code (RSC), exception to the assigned level of a position, and permit extension of
PCES (I or II) benefits o an employee normaily not entitied. Special satary codes
are used on agcession and change actions, and should appear on Form 30 as a2 suffix
0 the rate scheduie code {e.g., the entry in element 93 would be "EA" for an EAS
empioyee with saved grade). See Appendix A for more information on special
salary,

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

G Guaraniead This code indicates 2 pay exception for regular rural carriers cov-
Sailary ered under section 7{H)X2) of the Fair Labor Standards Act. Cov-
srage is set forth at the beginning of the guarantee pericd and
continuss for G2 consecudive weeks, When the resulls of a route
adiustment reduce the route's compensation below the guarantee
set forth at the beginning of the guaraniee period, the sssigned
carrier wilt be compensated at the guaranteed annual wage untit the
end of the guaranies period.

L Balow This code is used for nonbargaining employees only. The cods
Migtirnum aliows the salary 10 be set betow the minitnum for the grade. The
code is used onty for (1) a newly hired nonbargaining emplovee

{refer 10 ELM 412.1{b)} or {2} a POES empioyes.

H Reempioyed Thig code is used for an empioyee whose annuity under the Civil
Annuitant Seorvice Retirerment System IS continued aner resmployment and
salary has been reduced by the amount of annuity from OPM {see

EEM 323.33}

{Note: An employee is aiso considered a resmpioyed annuitant i the
employee is

1) reemployed {0 work part- ime and

2) continues 1o receive payments from the Office of Warkers Com-
pensation Programs {OWCP) and

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

Such an employee is placed in Retirament code 4, but salary is not
oftgat {the offset doss not apply becauss annuity is from the OWCP,
not the Office of Personnel Management).

rd Special tised oniy at Headguarters' direction 0 indicate protection of a rural
Protection carrier's salary for 104 wesks at whichever is lesser of

{1} tha 40 svaluated hour basic rate or
{2} the new basic salary plus 25 percent (of new Dasic salary)

Exhibit X10g (p. 2), Special Sailnry Codes
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Guidelines for Processing Porsonmei Actions Exhibit 110q {p. 3)

’ " The foliowing 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 1 benefits extended to RSC
E {used only by Postal Rate
Commission)

P PCES II insurance benefits
extended to PCES L

v PCES employee assigned to EAS
position and maintain PCES
status

Y Combination of Codes P & V.

Exhibit 110g {(p. 3}, Special Salary Codes

Handhook £L.-301, June 19589 38



Exhibit 110h {p. 1) Guidelines for Processing Personnet Actions

Permanent Documents

The following forms ‘arc considered permanent documents and should be filed on
the right side of the Official Personne{ Folder:

Forms Title Notwes
TSP 1 “Thrift Savings Plan Election Form
TSP 3 Designation of Bereficiany-Thrift Savings
Plan
CA1 Federat Empioyea’s Notice of Traumatic Only it not submitted 1o OWCP, for
injury & Claim for Continuation of compansation, H compensation is claimed,
Pay/Compensation these forms go 10 the Injury Compensation
Controt Officer (see ELM 314.4}
CAZ Federal Employes's Notice of Handle same as CA-1
Compensationas Disease & Claim for
Compensation ] . i
W4 Income Tax Withholding or Exomption IRS rogulations require that the most
P-4 Certficates (Federal, State, Local} curant withholding sxemption certificates
W.15 ke ket on file until supercedsd by & later

change. The superceded (oid) centficate
must then be retained for 4 years from the
date the current form was fled. Tax
certficates may pe purged from OPFs
only in aceordance with this rule,

_Employment Eiigibifty Verficaton
Claim for 10-Point Vetgran Prefergnce.
Transter of Thrift Savings Plan information  Use o ransfer TSP withhoidings to USPS

Between Agencies payroll system. o

BR: 45-36A Memo 10 NPRC Requesting Verification of

Brevious Service

BRI 46-48 Disabilty Retrement Application Approval

Form 50 Notification ¢f Personnel Action The Form 50 (Nov, 1977 and later
adiions) OPF copy, is placed on the right

I . side of the OPF

SF 57 & 6D Application for Government Empigyment Alsc fiie supporting decurments rasulting in

e e e e e L LA O

Form 81 Agpoinnent Affidavit . -

Form €2 Appointment Affidavit e oo e s e

SF 78 CSC Carifcate of Medical Examinatitn File page 2 only {page 1 goes 10

________ ) o empioyes's medical foider.}

Form B85 Nonsensiive Secufity Clearance e signed carbon copy is placed in the
OFF when submitted. 1 is repiaced whern
the orgenal 12 returned with notaton
indicating that investigative requirerments

_ have been met, o

SF 854 Mational Agency Check--Data for © Hange the sama as Form BS.

MNansensitive or Noncritical-Sensitive

Pastion.

Exhibit 110h (p. 1), Permanent Documents
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Guidelines for Processing Personnol Actions

Exnibit 110h (p. 2)

Forms Titl Notes
SF 85 Security investigation Data for Sensitive Handie the same as Form 85
Fositon.
CA 1024 Official Superior’s Notice of Compensation
Payment -
SF 144/ Statement of Prigr Federal Civilian & Do not retzin or file copes of an
Eorm 144 Military Senvice employee's miltary DD-214, Report of
Separation from Active Duty, of simiiar
document; create & Form 144 in its place,
R o Retum DD-214 to the emploves.
8F 1N Apphcation Ry Federal Employment .
gF 178 __ Spacific Travel Order--Flelocation i
Form 2o2 Statersnt for Postmasters ‘and OICs
Form 337 Clearance Record for Separated.
Employae
OFPM 813 & Verification of Military Retiree's Servioe in
CsC 913 Normwartime Campaigns and Expedifions . :
Form 1152 Designation of Baneficiary--Unpaid wWhern changed or updated by the
Compensation of Deceased Civilian cmployee, the $F 1152 being replaced is
Empioyse removed from the OPF andg either
returned 0 the employes or destroved,
SF 1187 Union Dyes Authorization Al forms currant and previous are
re{alned —— e T — =
SF 1188 Union Dues Revokation Attach 1o ccrrespondmg SF 1187 and
. ... ... Tew@in Dot as permanent documents,
Fcarm 1368 Saiary Changa Notice o o e
Form 1596 Suppties and Equipment Recezpt i
Form 1727 Awarg Recommendation/Authorization
Form 1782 Training Hequest, Authorization and
Record
Form 2066 Updated Personnel Security Questionnaire o
Form 2181A Authcrization and Redease for
o Pre-Empioyment Scraening e e e e e
Form 2248 Terminal Leave Worksheet This is pmwdec oy PRC. The form shouid
be filed in the OFF betore transternng 110
the NPRC upon separation of an
empioyee. Form 2248 should be
submitted (o the PDC when an employse
L . 13 rems‘rated or rgﬂggg!_n_l_.ed .
Form 2485 Certificate of Medicat Exarnmation Part Tonly (Qct 1979 and later ediions),

: or pages 1 and 2 only of all previous
editions. Qther pages of the Form 2485
are all considered to e restnicted medicet
records and rmust aiways be filsd at the
mendical facifity, No copies may be

L maintained by the instaliation.
Form 2648 indwvidual Traning Record e S
Form 2577 Estimate of Potentigh When supponmg a Form 5{3

Exhibit 116h (p. 2), Permanent Documents
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Exhibit 110h {p. 3}

Guidelinas for Processing Personhel Actions

Forms Title Notes

Form 2591 Appiication for Empioyment When supporting a Form 50

Form 2591A Appiicant's Staiement of Selective

Service Registration Status

Form 2808 Designation of Bensficiary--CSRS

5F 2809 Heaith Bensfils Registration Form Al forms current andg pravious are
retained for retirement records.

SF 2810 Notice of Change in Health Benefits Al forms curment and previous arg

Enmliment retained fOr retirement records,

SF 2815 Eployee Sovice Stalemant From Other 3gency with service ume

SF 2817 Life Insurance Election {(FEGLY This form replaced SF 176, Section :
Decfination, or Walver of Life insurance
Coverage. Retain prior and current copies
in tha OPF.

SF 2821 Agency Cenification of Insurance Siatus Thig form repiaces SF 56,

SF 2822  Reguestforinsurance This form replaced SF81.

BF 2823 Deslgnanen ot Benencsaryui-i:uu This [onm replaces SF 54, wnen cexangeﬂ
or updated by the employee, the 5F 2823
being replaced is removed from the OPF
and effered o the employes or destroyed.

SF 3102 Dasigraton of Beneficiary -FERD -

Form 4003 Official Rural Route Description o

Form §1004A OPF Discloswe Accounting Form

Evidence of Date of B:

Records and &ocumems prcwdsd by me Nauona! Personrse# Records Cemer

Varfication of selgction from USPS or CSC!OPM ragister of edigibigs. No aépmlbsmcal
ar numernioal registor card is authorized 1o bo in the OPF. Exception: the Form 5912.4,
Alphabetical Register Card {efigitle rating onty} issued as the result of an inservice
examination is considerad a parmanent record and must be fled on the rght side of the
DPF. This inchudes POD Form 2465 and Formg 2468 A-C. Sea EL-311, 535.2 for the
distribution of Forms 24865 A-C. All previous POD Forms 2485 (prior to the PASS
Profile Assessrment Systam) may be returned © the employee. NOTE: Verification of
selection is indicaled by a free form remark entered in elomsnt 88 of the Form 50
processing copy, identifying the appointment worksheet. L

Any form or document previously filed as a permanent record in the OPF by another
federat agency or any form or document pertaining o an empioyed’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 requestnng cutside
the employing agency, inchaling any employee authorization 1o disclose {includes Form
§100-A).

Election to continue o pay the full cost of ife insurance coverage, health benefils pian
anraliiment, or retirprment cradit while on approved LWOP o serve in a0 emplioyes
crganization.

Court arders affecting employed’s status or pay {this does aot inciude gamighment
records witich shoulg be maintained in 4 separate fle).

Official letters of commendation or appreciation.

a2

Exhibit 110h {p. 3), Permanent Documents
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Guidelines tor Processing Porsonnet Actions Exhibit 110h {p. &)

Q Forms Tithy Motes

Hanorary awards or citations (relating to Postat or govermmarnt service).,

Pamnanent light duty assignments, Lg., leNers rQuastny assignment

RBacords of completed training.

QS1, incentive awards, or special achievermnent awards,

Suggestion awands.

Court-oroerad transcript in cases of separation for legal incompeatence.

Doath Notice and reiated papers. i.e., copy of Centificate of Death; Form FE-6, Claim

for Doathy Bonofts; SF 2800, Application for Daath Benafits: and SF 1153, Claim
. forunpaid Compensation of Deceased Civilian Employes. .
Regignation from the Postal Service or supervisar's natice, 1 aral resignation.
Retirament-related officigi comespondance.
from the empioyee Tequesting reassigranent or change 10 & lower levet
if it supports 2 Ferm S0. Correspondance shoukd be fled directly behind the Form S0,

A1 applications for employment which support a Form 50.
... COLAROlnStatement L -
Statament of Digagreoment with denia! of Privacy Act request o ameng OPF record,
Empioyee's statement {and management's rebutial statement, if any) is filed in the OPF
under the suliest record with a retgntion pericd e same as the record.

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

Mass transfar lists. {if a document is filed in an empioyee’s OPF listing the names and
Social Security numbers of other emplayees, the docurment must be aitered 1o eliminate
the SSNs}, '

- ) Exhibit 110k (p. 4), Permanent Documents
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Exhibit +10§ Guidelines for Procassing Parsonngl Actions

Temporary Documents

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

Forms Title Notes

SF 52 Henuest for Persunngt Action

Form 1322 Porformance of Higher Level Duty

Form 1723 Assignmant Order A high voiume of Forms 1723 may require

retengon in a separate fle. Fifing in pay
period order is recommendad 1 save tme
arwd for easier dispasat of forms upon
axpiration of the retention period,

Form 1780 Empioyee Probationary Periog Evaluation
Report i
Eomn 2030 Postal Examiner Report of Installaton i
Form 2444 Agreement to Flemain i Postal Service
A wther Gurdinued Service Agresments) .
Forrn 2803 Application to Make Deposit or Redeposit  Keep oﬂh,-ac:opy ofthe mostcwrent
form.
Form 4074 Recuast for Waiver of Claim for
: Erroneous Payment of Pay
Faorm 3889 Examination Statement

Correspondence refaiing 10 assignments and nquines from or about an employee.
_ Customer letters of commendatiol L o
Military orders (copigs of)--periods o actuat dutv whuie on mriltary Ieave L
Forms or lettars evaluaiing performance in detal assignments, = .

Comesponcence subsequent 10 approval or canial of request for ieave, including
agvance sick leave and LWOP.

Correspondencg concerning amangements for relurn from leave or assignments.
Disapproved application for (eassignment or change to lower levet
Letters to an employee placing him ar her on restricied sick leave use.

At employes's request, 3 ragsenabie number of records which refiect raoent it work
histary ar pedarmanca This includes Farm 991, Agolication for Promotion o
Assignment, Form 2577, Assignmant of Claim to the USPS, and Form 2681,
Application for Employment.

l.etters of Warning up [0 2 years or ionger if addiional or more recem dlscmimary
action has been taken. )

RS correspondence regarding changes.

Exhibit 110i, Temporary OPF Docaments
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Guideiines for Processing Parsonnel Actions Chapter 2

. Chapter 2--Accession Contents NOA

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

220 Career Appointments

221 Career Appointment 108
221.1 Definition
221.2 Authority
221.3 Required Forms
221.4 Elements
221.5 Additional Information

322 Noncompetitive Career Appointment 101
2221 Pefinition
222.2 Required Forms
222.3 Elements
222.4 Additional Information

' 230 Temporary Appointmernd 114, 113
. 231 Definition

232 Authority

233 Required Forms

234 Elements
235 Additional Information

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

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

260 Reemploymeni

261 Reemployment Military 166
261.1 Definition
261.2 Required Forms
261.3 Elements
261.4 Additional Information

262 Reempioyment Executive Order (EO} or Office of Personnel
Management (OPM) 16l

. ' 262.1 Definition

262.2 Reguired Forms

Handbook EL-301, June 198% 45



Chagpter 2

Guidelinas for Processing Personngl Actions

262.3 Elements
262.4 Additional Information

270 Special Hires Noncareer

271 Posumaster Relief/Leave Replacement 178
271.1 Definition
271.2 Required Forms
271.3 Elements
271.4 Additionzal Information
272 Rural Carrier Relief ikl
272.1 Definition
272.2 Required Forms
2723 Elements
272.4 Additional Information
280 Rural Carrier Associate Appeintment from Register 180
281 Definition
282 Required Forms
283 Eilements
284 Additional Information
290 Dual Job Accessions 959
291 Definition
292 Element
293 Additional Information
Exhibits ) Element
Exhibit 210a Employment Related Forms N/A
Exhibit 210b Thrift Savings Flan Code i1
Exhibit 210c¢ Retirement Code 13
Exhibit 210d L.eave and Retirement Svc Comp Date 14 & 16
Exhibit 210e Thrift Savings Plan Sve Comp Date 17
Exhibit 210f PSI Waiting Period Chart 18
Exhibit 210g Casual 90-Day Tracking Chart 20
Exhibit 210h Probation Period Ending/Tracking Chart 22
Exhibit 210 Race and National Origin Codes 36
Exhibit 2103 Disabitity Codes 37
Exhibit 210k Service Anniversary PP/YR Instructions 39
Exhibit 2101 Education Level Codes 40
Exhibit 210m Retired Military Instructions/Codes 47
Extibit 210n Designation/Activity Codes 65
Exhibit 2100 Liniform Allowance Codes 69

Exhibit 221 Sampie Worksheet for NOA 100
Exhibit 222 Sample Worksheet for NOA 01
Exhibit 230 Sampie Worksheet for NOA 110
Exhibit 240 Sampie 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 1633 for NOA 170
Exhibit 272 Sampie Worksheet for NOA 171
Exhibit 280 Sampie Worksheet for NOA 190
Exhibit 290 Sample Worksheet for NOA 559

Handbook EL-301, June 188S



Guidelines for Processing Personnegt Actions

2 i)

Chapter 2
Accessions

210 General

211 Definition

An accession it any personnet 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 1-3 of
$andbook P-11.)

212 Social Security

See ELM 3570 for iustructions relating to Social Security coverage for employees covered
by that Act. Social Security numbers are inchuded on each Form 30, regardiess of
whether the employee is covered under the Social Security, Civil Service Retirement or
Federal Employess Refirement Systems.

213 Code of Ethical Conduct

All new employees are advised of the conduct expected of them in the performance of
their duties and in general {see ELM 660}

214 Employment Forms

See Exhibit 210a for employment-related forms, preparation instructions and use. Bach
accession NOA refers 10 specific forms required for processing the personnel action,

215 Salary Rules

See ELM 420 for information o 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; (¢) a position in private
industry; or (d) a siate 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 reempioyment of annuitants.

220 Career Appointment (NOA Code 100, 1013
221 Career Appointment (NOA 100)

2211 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-30%, June 1884
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221.2 Guidatines Tor Processing Personnot Actions

¢. Part time flexible employees Excluded are casual and temporary employees,
substitute rural carriers, auxiliary rural carriers, rural carrier reliefs (RCRs}, and rural
carrier associates (RCAg),

221.2 Authority. 3% US.C. 1001,

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

221.4 Elements. . Complete the following elements on Form 30-B, Request for Personnel
Action (see sampie worksheet, Exhibit 221

a. Mandatory Efements: 1, 3,4, 3, 6, 8, %, 10, 11, 12, 13, 14, 13, 16, 17, 18, 21, 22,
24, 23, 26, 35, 36, 37, 39, 43, 46, 31, 32, 33, 54, 56, 60, 63, 64, 63, 66, 68, 79, 93, 95, 96,
97, 99.

b. Optional Elements: 7, 34, 40, 41, 44, 43, 47, 67, 69, 95.

¢. Optional Swndard Remark Codes: 313, 517, 523, 524, 525, 527, 529, 5331, 548,
570.

221.8 Additional Information

a. Do not prepare a Form 30-A from a previous period of employment for an
accession action. Prepare 50-8.

b, Verifv 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 Dam, by letter or ielephone. 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). ' : -

¢.  Accession actions cannot be processed without a O-digit zip code; complete . _
elements 51-54,

d. See ELM 3232 for additional information about career accessions.

¢,  When an individual s selecied, the appointing official makes an offer of
appointment which includes (1} full particulars regarding the position, including title,
dutsies, level, salary, location of employment, and nature of appointment; {2) instructions
for submitting any forms required before entrance om duty concerning veterans pref-
erence, seiective service registration siatus, citizenship. medical examination, et¢.. aand
{3) any condizions the appointee is required o fulfili after entrance on duty, eg,
serving a probationary period, passing scheme exarnination, satisfactorily completing
driver training test and written test as appropriate, etc.

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

g Use NOA 100 for regular rural carrier appointments directly from a register {as
opposed to conversion from a substitute rural carrier. rural carrier relief or rural carrier
associate. To coavert a relief carrier w regular, use NOA Code 3$80. See 322.3).
Etements 72 and 77 must De entered for a Rural Carrier accession. See Appendix B for
more information on rural carrier actions,

f. See ELM 3138 on emptoyment of Reiired Members of Uniformed Services
Also see Exhibit 210m.
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Guidetines for Processing Parsonned Actions

Exhibsit 221
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Guitelings for Processing Persoanet Actions

222 Noncompetitive Career Appointment (NOA 101)

222.1 Definition. Use this NOA to process the appointment of an individual selecied
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 persens who are being reemployed,

222.2 Required Forms. All appointment, security, payroll, and insurance forms listed in
Exhibit 210z are required. Form 3666, Certification for Postai 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, 03, 66, 68, 79, 93, 95,
g6, 97, 99,

b. Optional Elemenis: 7, 40, 41, 44, 43, 47, 67, 69.

¢. Optionai Standard Remark Codes: 513, 317, 523, 524, 529, 531, 548

222 4 Additional Information
a. Element 34 must be coded "N™ 1o indicate noncompetitive appoiniment.
6. Regquirements for Departrment of Yocational Rehabilitation and Veterans Admin-
istration training and services must De met for participation in the noncompetitive
hiring process.
¢ Accession actions cannot be processed without a 9-dight zip code; complete
elements 51-54. -
4. See ELM 323.2 for additional infarmation about career accessions. .
e. When an individual is selected, the appointing official makes an offer of
appointment which includes (1) fuil 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-
- ereance, selective service registration status, citizenship, medical examination, eic.; and
{3) any conditions the appointee is required to fuifill after emtrance on duty, eg.,
serving a probationary period, passing scheme examination, satisfactarily campleting
driver training test and written test as appropriate, etc.
£ Cerwin positions are restricted {o preference-gligible 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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Guigelinea for Procassing Porsonnel Actions

Exhibit 223
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230

Guidelines for Processing Parsannsl Adctions

230 Temporary Appointment NTE (NOA
Code 110--From a Register; NOA Code
113--Outside Regisfer)

231 Definition

Use NOA 110 when appointing an individuai
from a register of eligibies 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--Nonbargainiay, nopcarcer
employees with fimited term appointmemis used
10 supplement the regular nonbargaining
workforce. NOTE: Not al offices are authorized
10 hire temporaries. The Field Division Supervi-
sor, Compensation and Staffing can be coatacted
for information about authorized staffing.

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

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

a. OMB LG,
Verification.

& SF-15, Claim for 10-Point Veweran Pref
erence.

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

4. Form 2181A, Authorization and Release.

e. Form 2480, Driving Record.

f. Form 2591, applicadon for Empioymeit.

g. Form 2891-A, Applicant’s Swatemers of
Selective Service Registration Siaus.

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

i Form 2488, Awhorization and Release.

j Form 2489, Disebility Code List.

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

{  Form 4383, Physical Fitness Inguiry for
Motor Vehicle Operators.

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

Employment  Eligibility
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234 Elements

Complete the following elements on 50-B {see
sample worksheet. Exhibit 230):

«. Mandatory Elements: 1, 3,4,5,6, 8,9, 1,
11, 12, 13, 18, 19, 20, 24, 26, 35, 36, 37, 43, 46,
51, 52, 53, 54, 56, 60, 63, 64, 63, 66, 68, 79, 93,

95, 96, 97, 99.

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

c. Optional Standard Remark Codes: 317,
529, 548, 359, 569,

235 Additional Information

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

b, National Agreement specifies the allowa.
ble percentage of casuals in an instaliation.

¢. Casuals in driving positions must meet all
requirements for an QF-346, U.S. Government
Motor Vehicle QOperator’s identification Card.

d. Casuals are Lmited to two 90-day terms of
employment 1n a calendar year. In addition to
such employment, casuais 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 shouid not be completed on
NOA ti0and 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
tlemporary position.

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

i Appoint a Temporary Posimaster
(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 1453
and vse Form 50-B to piace employee into the
Temporary Postmaster position. These two forms
should be submitted simultaneously to ELRIC.
stapled together and numbered | of 2 and 2 0f 2.
The occupation code for the Temporary Post-
master position is the same occupation code for a
career postmaster in a permanent position. Effec-

Handbook £L-301, June 1989
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Exhibit 238

tive date of the separation action must be one day
prior to the appointment as the Temporary Post-

FHaser.

j. See Appendix 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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Guidelines for Processing Personnel Actions

240 Transfer Career (NOA Code 130)

241 Definitlon

The movement of a career or career coaditional
empioyee in another federal agency 1o a career
appointment in the Postal Service without a break
in service of a full work day.

242 Required Forms

All appoiatment and payroll forms fisted in Ex-
hibit 210a are required. Drivers’ forms may be
required for transfer to positions requiring opera-
tion of a motor vehicle. A Form 2814, Notice of
Change in Health Benefiss, ts generally required in
order to transfer the employee’s current health
insurance coverage (Form 2809, Heulih Bengfis
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 workshees, 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, 34, 56, 60, 63,
G4, 63, 66, 08, 79, 93, 93, 96, 97, 99.

b. Optional Elements: 7, 34, 40, 41, 44, 43,
47, 66, 67, 69.

¢ Opiional Standard Remurk Codes: 313,
517, 323, 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
empioyees between the two agencies. Exampie:
the Tennessee Valley Authority {TYA}, is a fed-
gral agency with whom the USPS has no recipro-
cal  agreement on file. Therefore, TVA's
employees are not eligible For transfer-career.

4. Request release date from other agency
only after resulis of preemployment medical
exam have been reviewed and individual has been

approved for appointment. The appointing officer
arranges with the losing agency to set a mutually
agreeable effective date which will not result in a
brecak in service of onc workday or more. There-
fore, the agency's separation effective date shouid
be one day prior to the effective date of the
transfer-career into USPS,

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

f Cerain positions are restricted to pref-
erence eligible veterans uander the Veterans Pref-
erence Act of 1944 (see EL-311 262),

g Refer o Exhibit 210¢ for information on
coding retirement coverage.

A, If employee is a member of the National
Guard or Reservists of the Armed Forces and is
eligible for military leave, request a franseript or
record of military leave usage during the current
fiscal year. This procedure will prevent any doubt
about how much milizary leave the employee
used or has available in the fiscal year (3ee ELM
517.5 for further information about military
leave),

i Subsmit 8F 1150, Record of Leave Data, o
the Minneagolis PDC Payroil Section with a re-
guest to credit annual and sick leave balanees
earned 2t former agency to postal account {see
ELM 312.8 and 512.9).

j. The 90-day gualifying period for crediting
leave 10 emplovees is not applicable for empioy-

ees transferred without 2 break in service (kLM
312.332). .

k. See pay actions in ELM 422.21 which may

~apply to transfer actions.

[, Do not process NOA 130 for employees
transferring (0 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 Berween Agencies, may be re-
quired in order to activate employee’s TSP with-
holding.
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Exhifit 249
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Guidalinas tor Processing Porgonned Actions

250 Reinstatement-Career (NOA Code
140}

251 Definition

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

252 Authority
39 US.C 1001
253 Required Forms

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

254 Elements

Compiete the foliowing elements on 30-B (see
sample worksheet, Exhibit 250}

a. Mandatory Elemenzs: 1, 3.4, 5, 6, 8. 9, 10,
11, 12, 13, 14, 15, 16, 17, 21, 22, 24, 25, 26, 35,
36, 37, 39, 43, 46, 51, 52, 53, 54, 56, 60, 63, 64,
65, 66, 68, 79, 93, 93, 96, 97, 99,

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

¢. Oprional Standard Remark Codes: 513,
517, 523, 524, 525, 529, 348, 351, 363, 570.

255 Additional Information

a. Prior approval of the Field Director, Hu-
man Resources or the APMG, Employee Rela-
tions, must be obtained before employing former
postal or federal employees removed for cause
(see EL-311, 313.33).

58

b. Appflican: must meet qualification stan-
dards, including any required exam, which may
be administered noncompetitively.

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

d. Reinstated employees are subject to sat-
isfactory completion of the applicable probation-
ary period. Reguest the individual OPF from the
Federal Records Center using SF 127, Reguest for
Official Personnel Folder, {see ELM 31372
When possible, verify all prior service and com-
pute feave and retirement computation dates be-
fore the appointee enters on duty (see
instructions for computing SCDs, Exhibit 210d).

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

f. A former postal employee reinstated into 2
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 postat employees return-
ing from active duty in Armed Forces (see NOA
1603

#  Prior approval must be obtained before
reemploying a retired postai or federal employee
receiving an annuity from the Civil Service Re-
tirernent and Disability Fund {see EL.M 323.33).

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

j.  Forward capy 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.

I See ELM 412.1 (nonbargaining) or 422.21

{bargaining) for pay rules for accession actions.

Handbook EL-301, Juna 1289
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Exhibit 250
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bargaining agreement.

260 Reemployment (NOA Code 160, 161}
261 Reemployment Military (NOA Code 160)

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

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

261.3 Required Forms. All appointment, security, payrotl and insurance forms listed in
Exhibit 210a are required, except Form 2483, Certificae of Medical Examination. (See
261.5.) Drivers’ Forms may be required.

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

a. Mandatory Elements: 1, 5, 6, 8,9, 11, 12, 13, 14, 15, 16, 18, 33, 36, 37, 46, 51,
52, 53, 54, 36, 60, 63, 79, 93, 99, 97

b. Optional Elemenss: 7, 10, 17, 24, 25, 26, 34, 390, 40, 41, 43, 44, 45, 47, 63, 64, 66,
68, 69, 95, 99.- ' :

¢. Opiional Swandard Remark Codess 513, 517. 320, 543, 548. 549, 350, 370.

261.5 Additional Information _

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

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

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

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

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

f No service history need be provided o PDC, however, prepare a salary
progression 1o determine the step and next step due date as if there had been no break
in service. If employee was PTF when separated and would have been changed to full
time, place employee in full time positien upon reempioyment.

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

k. Give employee the opportunity to elect additional life insurance if employee did
niot have the opportunity (due to military service) during the last open season.

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

_j. Retirement code (element 13) will be the same as in prior appoimment. I
vriginal appointment was bofore 1/1/84 and coverage was under CSRS, inform empioyee
of option to switch to FERS coverage within 6 months.

k. Employee need only wait until the next open season 10 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 1 10 indicate
that employee is ineligible to contribute for two open seasons {see Exhibit 210b).

1. It is important that an applicant who is eligible for resioration rights be restored
within 30 days of application. See EL-311, 218 and ELM 365,234 for more information
about restoration, '

Handbook EL-301, Juna 1989
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262 Reemployment Executive Order (EQ) or Office of Personnel Management
(OPM) Regulation (NOA Code 161). :

362.1 Definition. Reemployment upon exercise of restoration rights under a speeific
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 Empioyees’ Compensation Act, for appointments
made in accordance with ELM 3546.

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 30-B {see sample worksheet,
Exhibit 262).

a. Mandatory Elemerus: 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, G8, 74, 93, 95, 96, 97, 99.

b. Optional Etememis; 7, 18, 34, 40, 41, 44, 45, 47, 67, 69.

¢. Optional Swndard Remark Codes: 513, 317, 529, 543, 544, 345, 346, 347, 548,
349, 350, 558, 570.

262.4 Additinnal Information
4 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 o be considered as a break in service.
¢. Next step PP/YR (element 18} must e based on the effective date of this action, T
Leave blank if the emplovees does not receive sieps of is at the top of a grade. g
d. Disability code (element 37) must be the code assigned during reemployment .
medicai exam,
e. Standard remark code 558, Reempioyed under FECA, 5 US.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 arganizations.
g For resuwnation due to sctiloment agreement or eourt 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
g™ in element 32 to allow a higher salary in element 97. Saved rate will be indefinite
for as long as the conditions expiained 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 525122 and 334,33 and .34 concerning health
benefits and ife insurance.
j. See ELM 3546.142 for further instructions on rights, benefits and semiorily upon
reemployment.
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Exhibit 252
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Exhibit 262, Form 50-B for Reemployment OPM
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270 Special Hires Noncareer

271 Postmaster Relief/Leave Repiacement (PMR/LR) (NOA Code 170)

271.1 Definition. Used to hire a Postmaster Relief/Leave Repiacement (PMR/LR) from
Form 1653, Postmaster Reliefileave Replacemert Employmen: Data. No Form 30 is
produced from this action,

2712 Required Forms. The following forms must be processed as appropriate {see
Exhibit 210a for details on form preparation and use):

a. OMB -9, Employment Eligibility Verificarion,

b. Form 66, Official Personnel Folder.
Form 83, Nonsensitive Security Clearance.
Form 1633, Postmaster Reliefileave Replacemen: Employment Data.
Form 2591-A, Applicant’s Statement of Seleciive Service Registration Siatus.

f. W-4, Employee's Withholding Exemption Ceriificate and applicable state and local
tax forms.

noae

271.3 Elements. To compiete elements on Form 1633, Posimaster Relief/Leave Replace-
ment Empioymen: Daia, foilow the instructions on the form (see sample Form 1633,
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.

. PMR/LRs may bold a dual appointment as 3 PMR/AR in another postal
installation.

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

4. A PMR/LR (38-0) assigned the position of empaorary Postmaster {TPM} at an
instaliation must be terminated from PMR/LR status using Form 1633 (see separations})
and appointed to TPM (designation 38-9) 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. :

. The Official Personnel Folder (GPF) for a PMR/LR must comtain only the
following: OMB 1-9, Form 85, Form 1653, Form 2591-A, Tax Forms, Forms 50 to
document dual casual employment, and documentation for whea actually employed
(WAE) service.

Handook EL-309, June 1938




Guidslines tor Pracessing Personnel Actions Exhibit 271

) A Poets Bercs
PICTMASTER RELIEF/I FAVE REPLACEMENT ENMPLOVMEMT DATA
. = o NamE gnd MaHing Ao
Hertel Post Office
Rertel, Wi 54845-9598

I am extending to you this offer of empioyment opportupities with the United Stares Postal Service as 3 Postmaster Refiel/Leave
Replacement ender the Toliowing serms and conditions:

. Your dities will ievolve troknsacting posial business with the public, sefegusrding Postai property and inventory ard viher associated
dutses identified by the Poatmaster, ’

Up to i} hours of trining to perfomn te asigeed dudes wifl be proviged, il necrssary.

2. During the training wnd when you are soigred Lo the dutles of & Postmasier Relie!/Leare Repiacement. you will be compensaied a1
the rate of $ per hanzr, with approgriate deductions for Tedesal and state taxes and FHCA conlriburions, Working
a5 8 Postmaester ReblefiLeave Replacement doex not zfford caresr status in the Postad Service, In addition, benefits crjuyved by
eazeer employees, such as pasticipation i the federad retirment sysiem. and sick and annual leave are not agpdicable,

- With the sxceprion of dxys jn which the Postmaster cxnnal work due o unforssres citromslances tuch or illness, the Postaraster
will identify in advance the days and times your services will be requirsd. Witk respect 10 unforetenn stuations, yor wil be notificd
2 soon as possble to determine o avaifability for wark. in the sitwazions in which you work two or feore conssentive days. your
empioyment pesiod witl ide with the d of the Postmaster's leave. In those instances in which you work 2 singls day, the
duration of ermployment witl be for these hours worked,

Pleass signify your acceptance of this offer by siguing in the desgnated box beiow. Please ratum this form and ail copits ones you
have completed the information requested in iterms | through § betow.

Fw VB et o Datr:

Ik

Postmaster

#AEAD INETRUCTIONS DM REVERSE BEFORE FILING IN.#

Poermaytir chisrh [+ } ogaroprios bos Brcd #1oe cece

[ EstanLISH Komplere iy | mrough 31

El TEAMINATION (Compicte Irems | theomph 6. 10, ordt £}

(3 GHANGE (Camplete Items | through 8. 12, s any chering itema)

EFFECTIVE DATE

(o] 26 Jo7

* HEQSIATION YO RE COMPLETED 5 ENPLOYEE fPrint o7 Type) ®

1. Mk fLaye, Fres dowd Midtie tefrdat)

2. Han 5. Wailivg Adcrem fADL Mo fBor Mo, Sieel Citv. Stene gnd Z1F Cogr;
DOE, Jane L. Lhm (ke
T SoeinE Saeutity Ne. €. Oave of Stk (MonTh, Sar, Feorf Hertel, WL 548459702
123456789 §3-06~509
i S INFORMATION Y0 BE cobtt EYED RY ASSNCLATE DEF & F DS Tarten &
8. Eivnce Nar |‘:. Empigving OHtice
90-4000 Hertel, WI 54845-9998
B, Check Lewni of Pogt Oftice
V] o | ccocem | rmun T e PG T T e ne | i | et e
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.3 TIK - ATC i £ X 1 IF0E - BT L "
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W Gy R 0. LM SO CINTE Y2, PwTtaTRE
5.61: — Form 50 slements: 36=F; 37=04r 43=04
1. Lnamprovircant Cortcremetion GCooe®
13 IV MSC APPROVAL
1w, o MGG 3. Signerire g Tl 1lz. Gmie
Bau Claire, wI Qmu. M; Personnel Asst, 09,/11/87

P £ are 10EE, Jun. 1987

“Coniact Div /M3C Uo7 CODE I cTmpiGYTn 3 DNy Tecnsinatet

Exhibit 271, Form 1653 for Establishing Postmaster Relief/Leave Replacement

Hanabook EL-301, Jjune 1989 63
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272 Rural Carrier Relief (NOA Code 171)

2721 Definition. Used to hire a Rural Carrier Relief (designation 75-0) under
emergency procedures untii a rural carrier associate can be hired from a competitive

hiring register, .

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

OMB 1.9, Employment Eligibility Verification.

Form 61, Appointment Affidavit.

Form 66, Official Personnel Folder.

Form 85, Nonsensitive Security Clearance.

Form 2391, Application for Employment,

Form 2591-A, Appiicant’s Statemere of Selective Service Registration Status.

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

G tm e mD R

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

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

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

¢. 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 empioyment of the RCR
upon the employment of an Rural Carrier Associate (RCA) selected competitively from
a hiring register.

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

Hanobook EL-301, June 188¢




Guidelines for Processing Pargonnel Actions

Exhibit 272
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EFEECTIVE DATE | ISISLEMIE NO.} i
. REQUEST FOR _
" el £ PERSONNEL ACTION e L] {
EMPLOYEE INFORMATION B CUMERL§ TEL Y PEDUEST NG OF RegE -
LAST NAME FIRGT NAME NST. DATE OF BIftTH a%%é ?gg Tk LIFE ING. JET PLAN
Dok Jo s L ol-2e-bb | N T LA z
HEEL R AT TP5C0 SERT e Fegre b TR
08-2-57 3| 21-BY
L m—_— B TS e R T | i nets| | e | ) aar
i e ab 1 & 2] i Et I [
0 3 WM Clou
ol 1% P B O e —
= Ar ) ) -l £ - =
MAILNG ADDRESS - STREEYAOK AT wo ] LY 57, HEd QUTY STATION NAME
1§30 Pissal Trail Nort Ausustn B a0guL 2224
BOSITIOM: INF DA T O -
LT R :u-Iw' TR a Loe ‘“‘“‘i‘ir%‘?ﬁ’.ﬁ"ﬁ
= = w o g
oo OB 0oo
kit frin DESACT | T LameT TOUR| BN o ot | RS, ROLTE ) 5% | T |y [FLGA MM, SHESARRED
£o-0000 7 a8 | 750 # Ok .
NATURAE OF PERSONMEL ACTION b RURAL CARRIEA DATA o
HOA A TURE OF AL TION DECCRIFTION AUTHOATY WERHT AN,
o C o
el Rwnl famer Renté Hire
HEMARKS |- COUE BEA |- COUS FCORE ETERbE T
seu E oy e pending Selechon o ReA $oon reqistes
' ; ~ cate Gidtos
Algo Puring a5 dual tasual on se@hde
SERVICE HISTORY INFORMA TN
MLA | NOA DESC AP TION F DATE ==l TR 3t POSTION TITLE Lo SALanyY
L g
ol
-
]
-3
-1
-
(] [E] - Ed L] ”
S425. 06 X1 RAR ai9%e ] 960

=L pe——

s ss s s ars e

Snth Pe. et | |woq;t0-?’7

[ ane

Frzpausing Copydm fisw Harim oty

G00/00-0000

L. GOVEAMMENT PRINYING QPFFICE : 1986 0 « Ii-770

PS Form 50-8 by 1985 Excepton w5 50

Mandivgok EL-30%, Juno 1989

Extibit 272, Form 58 for RCR Appeintment



280

Gutdelines for Procassing Personnal Actions

66

280 Rural Carrier Associate Appointments from Register (NOA Code
190)

281 Definition

An appointment of a Rural Carrier Associate (RCA), Designation 78-8, from a competi-
tive register of eligibles to fill an authorized vacancy.

282 Rec_;uired Forms

The following forms must be processed as appropriaie (see Exhibit 210a for details on
form preparation and use}:
Form OMB -9, Employmeru Eligibility Verification.
SF-15, Claim for 10-Poimt Veieran Preference. _
OF-346, U.S. Government Motor Vehicle Operator's ldenitfication Card.
Form 2181A, Authorization and Release.
Form 2480, Driving Record.
Form 2591, Application for Employment.
Form 2591-A, Applicant’s Statement of Seleciive Service Registration Staius.
Form 2485, Certificate of Medical Examination,
Form 2488, Authorization and Release.
Form 2489, Disabitiy Code List
Form 4582, Application for Permit and OQperaior’s Record,
Form 4583, Physical Fitness Inquiry for Motwor Vehicle Operaiors.
m. W-4, Employee's Withholding Exempiion Certificate and applicable staie and
local tax forms.

283 Elements

Compiete the following elements on 50-B (see sampie worksheet, Exhibit 780}
a. Mandatory Elemerts: 1,3, 4,5, 6,7, 8,9, 10, 11, 12, 13, 15, 21, 22, 24, 26, 335,
36, 37, 43, 46, 51, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 72, 77, 79, 93, 95, 96, 07, 99.
" b. Optional Elements: 7, 34, 44, 45, 47, 69.
¢. Optional Standard Remark Codes: 525, 534, 561.

mETeT TR B0 O R

284 Additional Information

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

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

¢. Leave clement 14 biank. Employee is not eligible to earn leave.

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

e. Enpter the PP/YR probation ends in eiement 22 (one year from date of
appointment}.

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

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

Handbook EL-38t, June 1885




Guidelines for Processing Parsonnei Actions

Exhitit 280
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Guidetines for Processing Personnel Actions

390 Duai Job Accessions (NQA Code 959}

291 Definition

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

292 Flements

Complete the following elements on Form 50-B (see sampie worksheet, Exhibit 290
2. Mandatory Elemerus: 1, 4, 56, 65, 79, 93, 96, :
b. Optional Elements: 18, 19, 20, 60, 63, 64, 66, 68, 69, 72, 77. 95, 97.
¢. Optional Standard Remark Codes: 348, 559, 569.

293 Additional Information

a See ELM 422.5 and 323.6 for more information on dual appoiniments. See
Appendix B for more information about dual appointments of rural carrier empioyees,

b. Postmasier Relief/Leave Replacements (PMR/LRs), designation 38, may have a
dual appointment as PMR/LR in another installation. Placement info the PMR/LR
position with Form 50 efiminates the need for postmasters 10 transfer hours, however,
the dual pusilion amst be terminaed when it is no longer necessary becanse na office
should have more than one PMR/AR, ,

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

4 The National Agreement provides the definition and use of the supplemental
work force. Casuals are Hmited to two 90-day terms of casual employment in a calendar
year, In additdon 1o such employment, casuals may be reemployed during the Christmas '
period for not more than 21 days. Therefore, RCAs, RCRs, and PMR/Rs may be .
appointed to dual positions as casuals for only two G0-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.

. Tracking work hours for smployecs appointed to dual positions is essential to
controlling the payment of Fair Labor Standards’ Act (FLSA) overtime. This is particu-
larly important when work is performed at two different instailations. Each instaliation
kead must closely monitor work hours and coordinate job scheduies. '

g. RCAs, RCRs, and PMR/LRs who are appointed in dua!l 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 wurked in both positions is paid as an autornatic 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, aend 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 appiicable
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 icaned houss 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.

Handbook EL-301, June 1989
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k. Special Form 50 processing procedures are required when dual employment
involves more than one nonrural position in the same office because payroll problems
oceur. To avoid this situation, establish the casual! position uader a separate finance
number. Advise the postraster to loan work bowrs to the office where the work was
performed.

. The suffix code (element 4) is coded 1 for the primary position, Subsequent

positions are coded 2, 3, etc. The position that provides retirement bettefits is always the
primary position. If retirement benefits are not provided, the position that provides
leave benefits is the primary position. If no benefits are paid, the position covered by
contract is primary. If the position is not covered by contract, the designation 3X
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 Commants

42T 70 7am

ANIE TN

L3.00.4 30

588 S8/0 58/0 280 Must be eglablished a1 four
different finance numbers.

58/0 =324 Estatilish the 6X7X posiion in a
difterent finance aumber from the
LRA.

TG BXN

T3/ B8/0

TEG 58/ SXR Establish tive 68X positian in a
different finance number from
5810

7S S8/ 58/0 The twe 58/0 posiions must be
eatablished finance NuMBbers.

THIO 58/0

TR BRM

TEG 58/9

¥ 730

T THIO

bt ] S8 BRfX Establish the SX/X posilon in 3
ditferent finance nymber from
BBC.

TN X

PTG 55/0

T80 53/G

Ta0 HRX

TRG 58/ BX/X Estabhish the G posibon ina
difterent finance nymber from
-+ 1)

Ta/0 SB/0 5870 The two 56/ positions must be
wstabiished under different
financa fumoers.

780 SRG

Key:

aX/X  Part Time Flexble (PTF)

580 Pastnaster Retief/Leave Replacement (PMRAR)
58/Q Temporary Postmaster

BX/X  Casual

T30 Sabstiiule Rural Carrier

75/ Aurai Carrier Reief {(RCR}

7740 Avsxiiiary Flural Carrer

78/0 Rural Carrier Associate (RCA)

Handbook EL-30%, Juna 198%
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Exhibit 290 Guidelines for Processing Personned Actions
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Exhibit 210a (p. 1)

Employment Forms

Praparation nstructions

Form No. Title Uso
Appointment
Forms
OMB1-9 Employment Eligibitity Appointee completes Pant  Verification of citizenship.
Varification 1 and proviges proof of
smpioymeant eligibility.
Appoirting officizl verifies.
SF 15 Cilaim for 10-point Veleran ADROINeE prepares one Use if appointes claims .
Prafarencs form. Agppointing official 10-point preference {disabiity,
verifies. spouse, wisow/widower,
rcther).
TSR 19 Transfer of Thrift Savings  Appointing official Use for empioyees ransterring
Bran information Between  prepares. from ancthar agency.
Agencies Automates deductions fram
U . G U
fForm 50 Roquest for Personne Appointing Official Frocessing gersorngl acuons.
Agtion prepares workshest. o -
Forme 61 Appomiment Affidavit Prepare original only.
Forme B2 Agency Bequest to Pass  Appointing Officiat Autharity ta Pass COver a CPS
Owver a Preference Eligible  prepares and subris to veteran.
OPM. _
Form 68 Officiat Personnet Folder  See 131 and ELM 314,13 Hoids permanent and
and 14, wemporary employment
SF 78 Ragquest for Preliminary Send 10 josing agency. Use 1o request employrent
Empigyment Data data from previous federal
agency.
Form 85 Nongensitve Security Appointes completes ons.  Security Slearance.
Clearance Appointing Officer
forwards 10 Postal
inspaciion Service. i
BF 1a4/Form Statement of Prior Federal Apbointee completes Part  Use to compute leave and
144 Chvilian and Military 1, appointing official retremnant service computalion
Service yerifies and complates dates.
S0 813 Request for Verffication of  Appointee compigtes. Verfication gf campaign
Military Status Appointing Official service,
forwards 1o mititary finance
c%tﬁf, e — o e etk 4 AN T -
Form 1216 Employee’s Current Apgoinize complietes. Provides current address and
Mailing Address tglephong Aumber. Also used
for notkication of adgress
change. May be used i
conjunclion -with empicyrment
at local discreton.
Form 1475 FEDS EMR iterns Aapointng Official Use in PSDS Offices to notidy
Transcript prepares and forwards to timekeeping unit of hire,
Form 2181A Authorization and Release  Appointee compleies. Authonzation for

Preemplayment screening,

Exhibit 210a (p. 1), Employment Forms

Handbook EL-301, June 1984
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Exhibit 210a (p. 2}

Guidelines for Processing Personne! Actions

Preparation instructions
Form No. Title lise
Form 2485 Cartificate of Medicat All tems retating 10 Assessing medical risk,
Exarnination appointae’s fitness far
position must be answerad
arwd appointes must sign in
ink. Sen £LM 864,
Farm 2488 Authorization and Release  Appointes completes. Authonization for release of
: medical infgrmation.
Form 2489 Disability Sode List Meadicat Officer completes;  Recording disabiity codes.
appointing officer vertlies,
Form 2551 Application for Appointes complétes.
Esmiployrent, Appointing oficiaé reviews
1o verify vigransg
praference, and 1o be sure
appaintes has followed
instructions. Must be
signed and dated in ink by
Fum 258914 Applivant’s Stamsment of Appuinise sompletes. Venhcahon of seloulive service
Selective Service Appointing Officer verifies.  ragisteation status for males
Registration Status porn after 12/31/89.
5F 3108 Application 10 Make Anpointes compietes. Annuity credit for noncareer
SanAce Cradil Paymeant service orior 1o Ee.
tor Civilian Service
Form 3666 Certification of Disability Referring agency Verification of ghgibiity for
e Prepmes. ronoOmpetitve appointment.
Eorm 5902 Request for VA Medical  Appointing Official or LCollection of medical
Survay Medical Unit prepares and  information from Veterans
_____ forwards 1o VA, Admirssteaton.
Payrod Forms
TSP ¢ Thrift Savings Plan Appointee prepares and
Election Form submits during appropriate
i - open seasor. ~
Form 1182 Authorizabion for Purchase Appoiniee prepares Use i appontes wants o
of U.8. Savings Bonds original only. authorize purchase of tonds
e through payroll aflorments. L
Wed Employee's Withholding Appoiniee prepares one. Faderat tax withhoiding.
Exemption Certificate
Siate & Local Tax Appointes prepares ong Siate and applicable local tax
Withhaiding Forms gach. withhoiding. )
insurance ’
Forms _
TSP 3 Dasignagion of ApDomtas Tepares. Required if appointee wants o
Beneficiary-Thrill 3avings . change standard order of
- Plan : procedancs.
8F 1152 Dasignaton of Beneficiary.  Prepare in duglicate and Required if appointee wants {0
{Unpaid Compensation of  forward 1o OPM as change standard order oof
Daceagsed Clviian ingicae on form. PR,
_ Empoyee)

Exhibit 210a (p. 2}, Employment Forms
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Guidelines for Processing Parsonne! Adtions

Exhibit 2108 (p. 3)

Preparation Instructions

Farm No. + Titie Use
EF 2808 Designation of Benehiciary, Prepare in duplicate and Required i appointee wants t©
CERS forward to OPM as change standard order of
indéicated on fomm. precedence.
SF 2609 Heaith Bensfits Prepare according 10 Required for initiad registration,
Regigtration Form ingtructions an form. enrciiment, or canceflation of
COVErage.
SF 2810 Notice of Change in Prapan according 1o Use for anrollrent changes
. Health Benefits instructions on form. not coverad by SF 2808 {e.g..
transfer in of coverage in
conjunction with ransfer from
[ e oanotheragency). L
SF 2317 Life insurance Election Prapare according 1o Usa for siection ol optional
{FEGLI ingtrecions on form. nsurance coverdage.
Prapara Farm 54 for
FEGLI changes (NOA
881). e e e
SF 28178 FEGL! {17 pg bookist} Give 1o appointes. Appomtee uses to determine
R o Choices of optional insurance.
SE 2822 FEGLI-Federal Empioyess Personnel Ofﬁcnat AQpOintee #ses 1o app%y for
Group Lite Insyrance prapares porion, INSUrance.
axamining physician
SOMENGs pontion and
mails 1o FEGLL o }
SF 2823 Designation of Beneficiary Prepare as indicated on Required #f appontes wants to
{FEGLD form, change standard order of
e i R ... Drecedence. e
8F 3102 Dasrgnatlun ot AQpOINies Drapares. Regquirad i appo:ntee wants to
Beneficiary-FERS change standard order of
precedence.
Drivars' Formy’
OF-346 1.8, Government Motor  Driving instrucior prepares,  Cerification of ability to
Vahicle Dperator's operate a govemuhent-owned
identification Card vehicio. _
Form 2480 Diriving Record Appoiniee prepares. Provides Hoense number and
) ___states where licenses held.
Form 4582 Apglication for Permil and
Operators Record.
Form 4583 Physical Fitness Inquiry for Appaintes prepares a Preamployment medicat for
Motor Vehicie Operators,  portion; medical officer auitahility determination. Alse
comgletes remainder, uget in comunchion with
penodic medical exams for
certain drivers.
Form 5805 Request ¢ Administor PO prepares a portion, Reguests road st and

Drivers’ Road Test

driving mstrucior pregares
partion.

transmits passtail rating 1o
redueston.

*Aeauired only if appointes is reguired to operate a government vehicie.

Exhibit 210a (p. 3, Employment Forms

 Handbook EL-301, June 1388
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Exhibit 2106

Guidefines for Processing Porsonnal Actions

T4

The code for element 11 is a single ziphabetic character and indicates an empioyee's eiigibility
o contibute to the Thrift Savings Plan. Element i1 must be compieled for all career

{Element 11}

appointments, all conversions to career and all career transfors,

Acceptabie codes for sltemant 11 are:

An empioyee hired for a2 career appointment or converted to career status is not gligibie to
contribute to the Thrift Savings Plan until the second open season follpwing the appointment

date.

if the TSP Code is in arror. prepare a Form 50, NOA 002, to correct it. Tha affective date of the
correction Form 80 action is April 11, 1987 for smployses who were on the rolis prior to April
11, 1987. For all other employees, the affective date of the corraction Form 50 is the date of the

neligibie for two open seasons {noncareer employees are always coded | ang
will remain ineiigible as long as they are noncareer). Use for all employess who
eceive a carser appoiniment or are converted to career who were not pre-
vicusly etigibie 1o contribute to TSP,

Ehgible immadiately. Use only for carser ransfers from ancther federal agency
whero the transferring empioyee is currently eligible to contribute. Code E i
used whether or not the empioyes is contributing, Form TSP 18, Transfer of
Thrift Savings Plan Information Setween Agencies, must bs compieted for
these employess.

inasligible for one open season. Use for all carser appointments when the
amployes was sligibla 10 contribute to TSP during a previous caresr appoini-
ment. it does noi matier whather the empioyee actually contributed fo TSP
during the pravious career appointment. All that is required is that the sm-
pioyee was eligible to contribute.

appaointing personnel action.

Exhibit 210b, Thrift Savings Plan Code
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Guidetines for Processing Personnet Actions

Exhibit 210¢ (p. 1)

Retirement Plan Codes
{Element 13)

With the passage of Public Law 88.21, all postal employees first hired after December 31, 1983
became subject to mandatory Social Security coverage. With the passage of this law, the need
became apparent for a faderal retirement system that would compiement Social Security. The
systemn that accomplishes this was effective on January 1, 1887 with the astablishment of the
taderal Employees’ Retirement Systemn (FERS).

Retirement Plan Codes Effective January 1, 1887

Baginning with Pay Period 2, 1987, the following retirement plan £OGes are 10 Do used when
complating sierment 13 of Form 5G:

Code Coverage Dascription
1 G8RS To bo in this retirement plan an empioyee must have received an inial
career appointment prior to 1/1/84 and any subseqguent breaks in service
et e e e __musthave been less thanone year. .. . e
2 FiCA All noncareer empioyees are placed in this refirement code,
3 CSHS identical to retirement pian 1 but it is restricted 1o Inspectors.
4 Aeempioyed Annaitant This plan is restricted o CSAS retirees who are subsequently reempioyed.

The salary for the position must be reduced by the annuity the retires 18
receiving. This retirement pian can be used for both career and noncareer

positions. e e e e e
5 (SHS Offset To be in this retirement ptan an employes must have 5 years of creditable
{CSRIFICA) civilian service prior to 1/1/87. An employee who receives an initial career
appointment and has 5 years creditable civilian service {FICA onty, CSBS
only, or & combination) prior to 1/1/87 is placed in this plan. An employee
who had a previous caresr appointment and aubsequoent break in gervice of
over a year is aiso placed in this plan provided he had five years of
creditable civilian service prior to 1/1/87
§ CSRS Offset This is the same as retirament plan 5 but is restricted to Inspectors,
{CSRS/FICAKDual) B
7 Reserved This plan is not available to the field. o
8 FERS All career employeas whose initial carger appointment was 1/1/84 or tater
and who had less than 5§ years creditabie civilian service prior to 1/1/47 are
in this retirement plan; also anyone who had ari initial career appointment
prior o 1/1/84, a subsequent break in service cf mora than 1 year and has
less than 5 years of creditable civilian service prior 10 1/1/87.
g FERS “his is the sarne as ratirement plan § but is restricted 0 Inspectors.
A FERS With Frozen CS5AS This retirement plan is limited 1o employees who were previously in CSRS
Service of CSHES Offest and who siected to become subject to FERS. They alsc
have frozen civilian service of al lsast 5 years, )
8" FEHS With Frazen CSRS

Service

This is the sama as retirment plan A but is restricted 10 Inspectors.

*Postal Inspectors Only.

Exhibit 210c (p. 1), Retirerment Plan Codes
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Exhibit 210¢ (p. 2)

Guitdnlines tor Processing Personngl Actions

76

Al employees hired for career appointments or converted to career status beginning January 1,
1987 and later are coversd by FERS and are to be coded 8 or 2 (Inspectors only) except for
those employess who:

{1) Prior to the appointment had 5 or more yoars of creditabie civilian service {zee Exhibit

210d 1o determine whether any or ali prior civilian service is "creditable™ prior to January 1,

1887 under either CERS, Social Security, or a combination of CSHS and Sockal Security, or

{2} Wers praviously covered under CSRS only and had a bresk in service of 385 days or
less, or

{3) Prior o this appointment had besn covered by CS'RS oy, had a break in service of 366
days or more and had 5 years of credifable civilian service prior to January 1, 1987,

Empioyees who fall under {1) or {3) will have a retiramant plan code of 5 or § and wili be in the
offset system. Employees who fall under (2) will have a refirament plan code of 1 or 3 and will
be under CSRS only. Employess who are placed in the ofiset system (retiroment plan code 5 or
8) must have the following statemaent in the remarks section of their Form 50:

Employee has—--yoars of croditabie civilian service.

Employees who wili be placed under CSRS must continue to have ong of the following
statements in the romarks section of the Form 50:

Employed under CSRS frome—tom-——separation less than 366 days;

o
Transferred to LISPS {date required). Continuous CSRS coverage from----, without a
break in service.

Automatic FERS Coverage

On January 1, 1887 the following groups of employees were automatically converted o FERS:

[. Carear employees newly hired on or after January 1, 3884 who had no previous
craditabie civilian fecderal service prior o their caresr appointrment;

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

3. Employses who were hired for career appaintments and had a break in service of 366
days or more and whose total creditable civilian service under Civil Service Hetirement System
{CSRS} through December 31, 1986 was less than & years.

Exceptions

The following empioyees remained in the CSHS offset and did not aufornatically convert o
FERS January 1, 1887

I. Career employees hired on or after January 1, 1984 whose creditable civiian service
equals 5 or more yvears (withou! regard to any deposit or redeposit requirements) prior to
January 1, 1987,

Exhibit 210c (p. 2), Retirement Plan Codes
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Guidetines for Processing Personnet Actions Exhibit 210e {p. 3}

, 2 Emplayees convarted fo career on or after January 1, 1984 whose total creditable civilian
service will be 5 ar more years prior to January 1, 1987 {without regard to any deposit or
radeposit requiremenis; -

3. Empigyees who were hirgd as career on of 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 inciudes previous time under CSRS, CSRS offset, and FICA regard-
igss of the dates during which such service was performed,

Note: Uso only craditable civitian sarvice to maks this determination. Do not use military service
to determine retirernant coverage.

Exhibit 210c¢ (p. 3),_Retiremen£ Plan Codes
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Exhibit 219¢ (p. 1} ) Guidelines for Processing Personngi Actions

L.eave Computation Date
and
Retirement Computation Date
{Elements 14 and 16}

teave Computation Dates (LCD) and Ratirement Computation Dates (RCD) are dates used to
determing bDensefits that are based on prior civilian federal or milifary service for all career
employees. LODs and RCDs arg not calculated for noncareer employess (see ELM 512),

Leave Computatinn Date

The LD is used {o 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; § howrs per pay
period for a career employee with 3 but less than 15 years of service; and 8 hours per pay
period for & career employae with 15 or more years of creditable servica).

Generally, both military and civifian service are used in computing the years of service which
determine an empldyee’s annual leave category. {See ELM 512.2 for full description of
credifaire 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 R82 whan verification of the claimed campaigniexpadition servics is
received.

Retirement Comgputation Date

The RCD is used to delermine the date from which years of service creditable for refirement
eligibility is based,

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

for ratiremeant purposes .
Time Credit. Generally, full time credit is sllowed for periods of government smployment
between the dates of an employee’s appointment and separation.

Fuli-time credit is not allowed when an employes is gerving on a "when-actually-employec™
basis or when an employee is in non-pay status in excess of 6 menths in a calendar year. See
ELM 562.285 tor rules on retirement credit for empioyees in nonpay status.

Form 144, Statement of Prior Federai Civilian and Military Service

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

The personnel office wverifies the service claimed and compuies & leave and retirement
computation dats. The dates must be recompided whenever an action occurs which might
change the LCD or RCD. Such actions include, but are ngt limited to:

a. Any career accession.
b. Any conversion to career.
c. Any daposit for post 1956 military sarvice.

Exhibit 210d (p. 1), Leave and Retirement Computation Date
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Guideiines for Processing Personnel Actions

Exhibit 2100 (p. 2)

d. Receipt of an OPF or of days actually worked (for WAE service) documenting an
ampioyee’s former gservics (if not inciuded in computation for accession or conversion action).

a8, Receipt of CSC Form 813, verification of Milary Retiree’s Service in Nunwartine
Campaigns and Expeditions, verifying campaign service for miiitary retirees.

£. Leave of absence for more than 6 months in a calendar year {i.e., LWOP, suspension,
furiough, AWOL), axcept when tha entire ime is creditable due to employee receiving OWCP
benefits or granted LWOP to serve in employee organizations, or because of military servics.

‘g Wativer of or formal intert 1 waive military retived pay.

Note: LCDs and RCDs computed on Farms 144, Staternent of Prior Federal Civilian and Miiitary
Service, should te transferrad to Form 50 in elements 14 and 16.

How to Compute a LCD or RCD

¥ an smplovee has no prior credilable service, the date of the caresr appointment is both the
LCD and RCD. i an employes has prior creditable servics, the computation date will be the
date oblained by subtracting the total of his or her previous service from employes's entrance
on duty date. The back of Form 144 may be used to compute and record the LOD and RCD.

Adiding and Subtracting Caiendar Dates

Numerical Equivalant Dafe. When adding or subiracting caiendar dates, the first step is o
convert the dates o a year-month-day equivaient. Use the last two digits of the year, the
nurnnar of the Month in the year, and e number of the day. For exampie, calendar daie July
31, 1877 converds to 77-07-31. {The last two digits of the year are 77; July i the 7th month of
the year 37 is the day of the month.) Note that sach element of the numerical calendar date
{year-month-day) is separated Ly a hyphen (-).

Adding. Adg each date column separately, as follows:

Yaar Month Day
77 07 3t
65 _ Q7 4

142 14 45

Subtracting. Work each element of the calendar date separately beginning with day, then month
ang finally year. Change the eloments of the date fram which subtracting when it is necessary 1o
make the caiculation possible. For this purpose, each month is equivaient to 30 days and 12
_months are equivalent to one year.

In the exampie beiow, the enter on duty date is being subtracted from the separation date in
arder o calculate the days, months and years of gervice for this period of employment. Add 1
day to the separation date o credit the empioyee 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 o the day figure, then subtract the days. In the month
colurnn, the same situation arises. You cannct subtract 10 fram 7, s0 borrow 12 manths from the
yoar. add the borrowad 12 months to the month figurs. and subtract the months, The result of
these calculations shows the period of empioyment squals 8 years, 8 months and 24 days of
service.

Exhibit 210d (p. 2), Leave and Retirement Computation Date
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Exhibit 2104 {p. 3) . Guidelines for Procgssing Personnet Actions

Yoar Month Gxay
73 18 38
74 (borrow 12} 08 (borrow 30} 0B
65 10 14
o8 09 24

Converting o & realistic calendar date. The answer obtained when one period of service (or the
sum of saveral pericds of service) is subfracted from a calendar date will not always be a
realigtic date. The months may be zerc (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 resulls
in an unrealistic month-day refationship, the date must be converted to a realistic one
(Femember that during a lsap year, February has 29 days instead of its usual 28 days. A leap
year ocours every four years—1988, 1992, 1998, 2000, etc.) For exampie, if computed date is
T800-35, subtract 31 days (because January has 31 days) and change date to 78-01-04. |
compuded date is 88-03-00, converted to B8-02-29.

Methods of Computation

Meathod #1

Add fogether ali ending dates of service. From this figure, subtract the tofal of ail beginning
dates of service, and convert the result 10 a year-month-day figure. When this method of
calculation is used, the back of the 3F 144 may be used as a workshest, In the sxamgte below,
the employes enterad on duty October 28, 1978, and had prior service from July 14, 1985 to
Juiy 27, 1974 ang from July 14, 19795 to Juby 28, 1875,

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

counted. . .

Then, add the separation dates: 74-07-27
75-07-28

+2

143-14-57

Add the appointment dates: 65-07-14
7E-G7-14

79-10-29

219-24.57

Subrract the separation figures from 219-24-57
the appointment figures: $45-14-57
70-10-00

Convert 1o realistic calendar uate. FO-00-30

Exhibit 2104 (p. 3), Leave and Retirement Computation Date

20 - Handbook EL-301, June 1589



Guidelines for Procassing Parsonnel Actlons

Exhibit 2104 (p. 4)

Method #2

Compute the amount of creditable service for each peviod of servics and tofal these amounts,
For asach pariod of service, add 1 day to the separation date to insure that the day the employes
separates is counted in your computations. To obfain e computation date, sublract total

creditable service from the EOD date. When this method of calcuiation is used, the caiculations..

may be done on & 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
Mothod #1.

75-07-26%"  Ending Date 0-18 Prior Service
TE.Y7.14 Beginning Date 08-00-14 Prior Service

0015 Croditable Service 09-00-29 Prior Creditable Svc
74-07-27%%  Ending Date 79-10-29 EQD Date

65-07-14 Beginning Date 0g-00~29 Prior Craditable Sve
09-800-14 70-10-00 # 70-08-30

when adiusiment may be necessary. Because all months are not of ggual length (some have 30
days, some have 31 days and February has 28 or 28 days), occasionally computation dates for
a person with continuous service will result in the computed date differing from the dats on
which service really began. In these cases, the computation date should be adiusted S0 that it
reftects the actual date on which the smploves began the period of continuous federal service.

The method you use is up {0 you; each has its advantages and disadvantages. Msthod #1
requires foewer 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, InCcreasing the
opportunity for mathematical errors, also, where periods of service have overiapped {such as
military active duty for training during a period of civilian employmant 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 afror i addition or subtraction is reduced. The disadvantages are that more
ingividual computations are required and the caiculations will not fit on the back of the Form
144,

Exhibit 210d (p. 4), Leave and Retirement Computation Date
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Exhibit 210d (p. §)

Guideifines for Processing Personnet Actions

Craditable for
Des. Ratiromont Loave

Chifian Service
HISPS Positions R
Substitute Rural Carrier 73 vEg? YES
SRC serving vacant route 72 YES YES
Temporary Sub Rural Carrier 4 ves! NG
Rural Carrier Refief 75 yes! NG
Sendce aftor 1/1/89 o ___NO N
Auxitiary Rurai Carriar 77
Service before 14777 vEg? YES
Sarvice after 17477 YES? NO
Service aiter 1/1/83 NG NG
Rural Camier Agsociate 78 vES! NG
Service after 1/1/89 NG NG
RCA serving vacan route 74 YES NO

Sorvice ater 1488 - _oNe L hNe
Postmaster ﬁalmfiLeave Ftepiacemem B8-0
Service before 7/22/47 NO YES
Service on or after 7/22/47 vES! vES
Sarvice after Y177 YES! NG
Service after 1/1/88 Nnes oo N
Casual 8X
Servicg before 11177 YEG YES
Serwnce after 11777 YES NG
_Service after 11/8§ L NOY N
Tempoeary Postmaster {OIC) 58-9
Service before 111/77 YES? YES
Service after v1/77 wES? NOY
Service after 1/1/8§ NOS NO
Pant Time Flexble CSRS/OFFSET yeg? YES

_ Past Time Regular CSRS/OFFSET YES2S YES
Full Time Regular CSRS/OFFSET YES3 yes
Fart Time Fiexible FERS '
Service before 1/1/88 YESRS YES
Sarvice aner 1/1/89 yES! YES
Fart Time Regular FERS
Service before 1/1/88 yEQ2IS YES
Service after 1/1/88 YESS YES
Full Time Regular FERS
Service beforg 1/1/89 YES2AS YES
Service after 1/1/89 YES4SE YES

82

"This is whon-actually-employed (WAL} service. Credit only for daye actually worked.

2 Poriods during which ampioyes was on furlough or LWOP are crediteble only if the perisds of absence in
the aggregate do not exceed 6 months in any calendar year.

I | empioyes is grarted LWOP to serve as full time officer of an employee organization composed primarily
of federal/postal ermployess and declines to continue refirement coveorags (sce ELM 582.264), this time is
not creditable for retirement purposes.

* Gredit if contributions to FERS basic wers withheid and the FERS contributions have not been wethdrawn

5 Credit for service under CSRS prior to ransferring to FERS or becoming subject 1o FERS

£ Service is oot creditable if employes is covered by FERGS

Exhibit 210d (p. 5), Creditable Service
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Guidalinas for Processing Personnol Actions Exhibit 2104 {p.

6}

Hilitary Sorvice Craditable for Craditable for
Ratiramert Lasva

A period of active military service terminated - YES YES

betore 1956 under honorable conditions

A period of active military service terminated sy *° YES

after 1958 under honorable conditions

A period of active military service terminated NG NO

under conditions other than honorable :

Military ratiroe (not for combat ar war-incurrar] NOY! YES*

disability-periods of active military service
during warime or in a campaign or expedition
for which a campaign badge is authorized

Military retires {not for combat or war-incurred NO! N
disabifity-active miiitary service {otals less

than 20 ysars .

Military retirse {not far cambat or war-incurred NO' YES

disability)~0On November 30, 1864, the
employes was employad in a civitian office to
which the Annual and Sick Leave Act applied
and continues to be employed in a civilian
capacity without a break i civilian service of
more than 30 days (see ELM 512.223).

Active miiitary service alter December 31, YES4 YES®
1956 when the person is receiving or on

application would be entitied to receive

mornthly oid age or survivor benefits under

Social Security B
Military refiree based on disability from injury YES® - YEGE
or disease received in combat

Military retiree—clisability caused by YESS YES®

instrurnentality of war during combat

VEmployee couid receive credit for service for retirement only if employes waived military retired pay. A
geposit may also be required.

2 Cradit oy periode 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 ertitled to full credit for the service, limit the creditable service o periods during warlime and
campaigns and expeditions for which a campaign badge is authorized. :

4 1t employed prior to 10/1/82 under CSRS will receive credit, but retirement credit is recalculated at age 62
uniess deposit is made.

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

& Dhiain verification of the reasen for the mililary retiree’s disabifity pension from the appropriate military
retired pay finance center {or designated Departrnent of Defense office),

Exhibit 210d (p. 6), Military Service
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Exhipit 210d {p. 7} Guidelines for Processing Parsonnet Actions

Part il ~ Detarmination of Creditable Sarvice for Hetiroment Compatation Date
{For Yesr Below, Show East Twe Numbers, for Months Show Nurmericai Equivaient) :
LRGN (B E S SaUr O RDDRin s A Saie o SeRuration tram oI o,
B Add T ro TR SADN HEER SAY DB OACATION ey iF TRCONGIS o1 OF Shosk D s iGOET
BRI Akt W ASDOSATIENT CRTEE M TOKE mrormniitatie 2o e
id}  Ade W separation dates.
19 Buiiti it Toted seaeaion Gater Srom ol aoDeIntrenT gt

Lradizanie Service o
FLEI LAY Feriady That are Credizable for Retivemeny Pprposes |

{edividusls Brel waplaved wager the CSA Syrtwm oo or afesr 100130, recens CRA Crmdiz Yo
POt 1956 tritizary aerace only H o3 depoait in inace far tha milizery setvice,

1 INE ToiGyel W rRCE D (Or BRL AORe FOR] TRIliTeTY 1RSI BE DaY, nSiucl Crindi i G tiee, +1
nonorably military wtview snby T ARoioyae chacksd CYest under 50 of 5.4 Vertfy Taus
i “Moties o) Lwwnd” pr gificind doguer e b This i 0T attechit Leswal,

TOMDOIETY. OF DEMT DOTCRtMT Siviligh SEOIOYTINT with The Faatsl Sitvice, Fadaad Gowsen
imant, o Clmrrict ol Cidumiti i S TediTAbIE 1D TRTHRMIET Pt .

Entrance on Bty Chate () 35 a4 12
T REAt MO EIHIRH S
sk, faist The, §WOP im bsress

ZdcHrCRE | vl 154 | 14 23 g& fid 12
Tou 1at g6l 04 12 e
Peire it Covniatation Date e T8 11
ial fl)

Bart 1) — Determination of Cretitable Service for Leave Computenion Date
FFor Year Below, Shaw Oniy Last Twe Numbers, for Months Show Nurnercal Equivaieat]

intrrutTigit.  Fatlaw wmctrochons “1p)" thipugn "I on Sechon th above.

Cr i mr Fen e fiarr S W

. ; PR AT AR ERRTE Teparaion: Lae
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Guideiines for Processing Personnel Actions Exhibit 210d {p. 8)
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Exhibit 210d {p. 9} Guidelines for Progessing Personnel Actions
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Giuideiings for Processing Parsonnel Actions Exhibyit 210d {p. 10}

Part §i — Determvination of Creditable Sevvice for Retirement Computation Date
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Exhibit 210d {p, 11} Guidelines Tor Processing Parsonnet Actions

88

Part H - Dutarenimation of Creditable Sarvies for Retirement Computation Dute
{For Yo Gatow, Show Laet Two Numbers, for Momths Show Numevialt Eguivalen)

Imramtioan: (8} e et Gt IERRNTINMT B CRTE OF TSN Srom offichl reorde
Il A T e R ey iy By vt rhrme ort Snumivaen {OCM.
IEE Al ol apouivimeit dates B SouN noncrmd I e oy
{elt Aol el spenition dee,
T} Solroact soty sapirwtion detss fror 10tH sppairmeet detes *

Adpribvatianst: Cate Sopwretiom Dt
Yo | Mok | Day Yo | Wk | ey

Cradipirie farvicy
fLirt Goly Pariogdy Thet arr Cradiiiie for Retirtmint Furpon }

Iomtivickugly firrt amploysd undar the CTIR Sppmm oh oF S TO-07-B2, teehes 55 R oragie for
perupt- 1 HEE rnititery wrvice oniy Fn el b sy tor ohoe snRinery pwrvign,

1f the ampiayes ia mceiving (or has sppribeg for) oilieery rasingg iy, Inciucm cracitabis activa, 87 08 15 87 12 31

wmsoranle HItivy wetvin ety H apioyes checked “Yes® under 5.8 or 5. Variy smus ¢ 38 0z 27 a8 05 20

¥ “Novice of Award”™ or afficial documantstion to MDFmAHae Thie ke ot srteched. Cameat, = . +2
v, o ather chvilian whh he Foursd Sarvice, Faduwrsl Goven-

e, or Sierice of G " e 61 05 o0

Time on roils as Temp. PM credited. 368 dave
actually worked {1l yr, 5 mos) as PMR/LR credited.

Enrrare on Dralty Dwte (513 88 a5 21

Tomt Marreihbe Suvice A "

L ey Ot e o 267 | ¥y | 63 | 1761 22 | 53
Yors el 176 | 22 | 53

il IBY

Fart il — DEterminatian of Lred ke Sorvice For |eave Computaton Liste
{For Year Belpw, Show Dty Last Two Numbers, for Moniths Show Nomerical Equivalent]

L T rhrocgh {m' o SeeTien 11 sboeve.

Creditabdo Sarvica (Leowe Compemericn Jure| Daztn Erwte
(List Owty Periods Tiet arr Credieatle fov Loave Purposes.) Hrepointman: Sommraion

oy Lo By Van Ayl L d
A gt e Srifiatby pieet TRIGE Dy i [ SOk et 10 ceceive credit Tor tewen
accrusi 1t tha b QLo o gk fork milioeey rytined pay, inclugs
- wcthen, de miltary seecicn paby 1 empigres Chikag Y unser Bg
or S.o. Dtherwiee, Inchude only parvial cratit sy Ircheagted o ELM S13 233 b fmaat gr farne
porwry srhplayment with e Fosol Ssrvice perforrrect sfter Januasry 1. 1997 B ol credit-
aniviy Tupe bdmrn T Y o ot ROy with the Faosral Govern-
et ow Dberriey of £ iy Teor immem p of wihen pard

Honcareer service is not creditable for leave.

Enveranan on. sty Dt 1+) 88 05 23
Tonm Romreditsntn Sevvice 14
Yorw o to)
fired Comsintatiink Dy i1 05 .23
Tahint

“Whan the davs or the momthy below e Squsl 1D OF JEGRTEr Than this Nuitiber Sowe, BOrRina i ROnen U3 gavil oF ot v [T mbnmhel froun
e month o yeer column When you mbtesat ore dey from the fife of 8 mDnth or when you DT Gk oNTh From the ] gy oF The
TREOrEUh, v e Pt S U bt cairy of ek parieiimiieng pnoeeirs,

v —
ny Exmnpime: 1 s person with onw month orior serdcs sotersd on duty MErch 37, 1978, his servics would be Feb. 38, 10V,
I o prsen with ona day prior servko snTersd on duty Merch 4, 1DTE. Ris weteits Gete would be Fey, 8 1978,

PE Fous 1A, Fune 1986 (Revovsr] + USGRD 197 - 1AE-TO0/haie

Exhibit 210d (p. 1)

Handbook EL-301, June 1989




Guidelings for Processing Personnel Actions Exhibit 210d (p. 12}
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Exhibit 210d (p. 13) Guidelines tor Progassing Personnel Actions
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Guidelines for Processing Personnel Actions Exhibit 214d (p. 14}

Part il — Duwermination of Craditable Service for Retirement Computation Dite
{For Year Geiow, Show Last Twa Numbers, for Months Show Numerical Equivatent]
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vt Sy i a o & Iy —
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Exhibit 210d (p. 15} Guidalines for Procossing Personngl Astions

Part I — Dietseonination of Craditable Service for Retirement Computstion Dnte
{Far Year Balaw. Show bast Two Numbers, for Montls Show Numerigsl Equivaiant]
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Guidsalines for Processing Personned Actions

Exhibit 210e

Thrift Savings Plan Service Computation Date
(Element 17)

Eiament 17 containg the Thrift Savings Plan Service Computation Date (TSP-8C0). This
date is compieted for emplovess hired for career appoiniments, converted 10 career stalus
or transferrng in &% careor. (See Retiremment Cods Exhibit 210c ior determination of

redirement covarage.)

The TSP-SCD determines vesting in the automatic one percent condribution to each FERS
smployee’s Thiift Savings Plan account. Carser FERS empioyees rmust have 3 years of
craditable clvilian service 10 be vesied in this automatic contribution. THE TSP-8CL 5
NEVER SET PRICR TG JANUARY 1, 1984 REGARDLESS OF HOW MUCH CREDITABLE
CIVILIAN SERVICE THE EMPLOYEE HAS,

Exampia: Employee with 4 years previous career postal service (10/41/79 to 930/83) 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 O8RS through 12/31/88 was less than § 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 nevor cot prior to 1/1/84
regardless of the amount of creditable civilian gervice.

The TSP-SCD for CSRS employees (Retirement Plan Code 1, 3, § or 8), on the rare
occasions that this will cccur, is also either January 1, 1984 or iater. The reason for this is
that reemployed individuals who are under CSRS have § months to switch 1o FERS (even i
emplayee formally electad not to switch to FERS in previous appointment). H they switel,
the TSP-5CD will aiready 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 wag before 1/1/84, their retirement pian was under CSRS,
Now that they have been reinstated within 365 days of coverage under CSRS, thay keep
CSRS coverage and have 8 months {o switch to FERS. A TSP-8CD equal 1o their total
crediahle civilian service is entered on the accession Form 50 so if they swilch within &
months, their TSP-SCD will show proper crodit for their former service.

Al creditable civilian service used for retirement eligibility is used to determine TSP-SCD.
{Mifitary 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 exampte, a2 TSP-SCT of
June 12, 1988, hacomes (08-12-88 I tha TSP-SCE iz in arror, prapare a Form 80 NOA
002 to correct i, The sffective date of the Form 50 is April 11, 1987, for employees who
warg on the rofls prior to Aprit 11, 1987, For all others the effective date of the Form 50 is
the date of the appeinting personnet action.

Exhibit 210e, Thrift Savings Plan Sve Comp Date

Handbook EL-301, June 1389
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Extibit 2104 Guidelings for Processing Personnel Actions
Step Increase Waiting Periods
Converted to Pay Periods
(Element 18}
‘Waiting Periods

fray Periods 26 48 a4 2 17 13 12
1969

12-17 (1) 0190 2390 1890 2389 1880 1489 1358
1231 {2) 0290 2480 2090 2489 1989 1582 148G
0i-t4 (3) Q380 2590 2130 2589 2083 (6585 1589
31-28 (4) Q490 269G 22480 268¢ 2189 1789 1689
02-11 (5) 0580 0191 2380 0184 2289 18849 1789
02+25 (B) 0690 {291 2480 Q286 2388 1989 1888
0311 (1 o730 03g1 2580 0380 2489 2089 1889
03-25 (8) 0880 0481 2680 0490 2589 2189 20890
04-08 {2} 0990 0501 0191 0590 2689 2288 2189
04-22 {10} 1090 0691 0291 0690 0190 2388 2289
0507 (1%) 1188 p780 (380 4788 0289 24848 2388
05-20 (12} 1200 0891 (4 0886 0380 2589 2489
05-03 (1% 1380 (4981 (3591 0890 4490 2885 2589
0817 (14) 14990 109 513} 1080 0550 0190 2689
G701 {15) 1520 1181 4791 1194 089G 0290 o190
07-15 {18} 1690 1201 0891 1290 0790 0380 0280
07-28 (17) 1780 1391 [£2:2 0 139G 0B89O 04490 0390
08-12 {18) 1890 1481 1691 1430 0930 0540 0480
08-26 (19) 1990 1591 1191 1590 1090 08590 0599
£8-09 {200 2080 1681 1281 1680 1190 0796 0620
08-23 {21} 2180 1791 1381 1790 1290 OREN Q70
10-07 (24 zoan 1861 - 1491 1890 1380 0940 {830
16-21 {23) 2390 1991 1591 19480 1480 1090 0890
1104 (24) 2490 2091 1681 2080 1590 1180 1080
1118 {28) 2590 2110 17914 21860 1690 1280 1396
12-02 {26} 2690 2291 18a1 2290 1790 1296

94

1380

Exhibit 210f, PSI Waiting Period Chart

Handbook EL-301, June 148%



Guidelines for Processing Fersonnel Actions . Exhibit 218g (p. 1)

’ 198% Casuais

Eft. Data NTE £H. Deto NTE Eff, Dato NTE
g1/01/89 04/01/88 02/10/89 05/11/8% 032289 06/20/89
01/02/88 04/02/89 02/11/89 0512/88 03/23/89 06/21/89
01/03/89 04/03/89 021288 05/13/89 03/24/89 06/22/88
01/04/83 04/04/89 Q2r13/88 05/14/89 03/26/89 06/23/89
01/05/89 04/05/89 0i4/88 - 051589 03/28/89 06/24/89
01/05/89 04/06/88 02/15/88 05/16/88 03/27/89 08/25/89
0147/89 04417788 02/16/89 05/17/88 03/28/89 06/26/89
01/08/89 04/08/89 02/17/89 05/16/83 03/29/89 06/27/89
G1/09/89 {4/00/88 02/18/89 05/19/85 0373089 06/28/89
01/10/89 04710/89 02/19/89 05/20/88 03131/89 06/29/89
01/11/89 04/11/88 02/20/89 05/21/82 04/01/89 06/30/89
C112/88 C4/12/89 02/21/89 Q05/22/88 04/02/89 07/01/88
/1388 04/13/88 02/22/89 05/23/88 04/03/89 Q07/02/89
01/14/89 04/14/89 02/23/89 05/24/88 (4/34/88 C7103/88
01/15/88 04/15/89 02/24/89 05/25/88 04/05/89 Q7/04/88
/1688 04/16/89 02/25/89 05/26/89 04/06/89 O70%/89
01/17/88 0411789 02/26/89 05/27/89 04/67/89 07106/88
01/18/89 04/18/89 02/27/88 05/28/89 c4/08/88 - 070789
01/19/88 04/19/89 02/28/89 05/29/89 04/08/88 07108/89
0172089 (4/20/89 03/01/88 05/30/89 04/10/88 07/09/89
01/21/89 G4/21/88 0302/88 (5/31/89 04/11/89 07/10/89
01/22/89 04/22/88 03403/88 0601788 04/12/88 07/11/89
01/23/89 04/23:89 03/04/8¢ 06/02/88 04/13/88 07/12/89
01/24/89 04/24/89 03/05/89 06/03/89 04/14/89 07/13/89
0125/88 4/25/89 03/06/89 06/04/89 04/15/89 07714/83
01/26/88 04/26/89 03/07/89 06/05/89 04/16/88 07/15/88
. B1/27/89 04727/80 O3OR/BY OB/OGRMHY M4/17/88 O07116/BS
81/28/88 04/28/88 03/09/88 0B/07/89 04/18/8¢ 07117/89
01/29/89 04/29/89 03/10/88 06/08/8% 04/15/88 0718/89
01/30/89 04/30/89 03/11/88 6/09/80 (4/20/89 071989
01731/89 05/401/89 03112/89 06/10/89 04/21/89 O7/20/89
02/61/89 05/02/89 03/13/89, 06/11/89 04/22/89 07/21/89
02/02/89 05/03/89 03/14/89 06/12/89 04/23/89 072289
02/03/89 05/04/89 03/15/89 G6/1389 04/24/89 07/23/89
(2/04/89 05/05/89 C3/16/80 G6/14/80 G4/28/86G o7/24/80
02/05788 05/06/88 03/17/88 06/15/89 04/26/88 072589
02/06/89 0507789 03/18/89 06/16/89 04/27:84 G7/26/88
Q2/07/80 05/08/89 03/19/89 06/17/88 04/28/89 07/27/89
02/08/80 050989 03/20/89 06/18/89 04/28/89 Q7i26/89
02/:09/89 0510/89 03/21/89 06/18/89 04/30/89 07/29/88

Exhibit 210g {p. 1}, Casual 90-Day Tracking Chart

Handbook EEL-301, Juse 1989 ) 95



Exhibit 210g {p. 2)

Guidetines for Processing Porsonnal Actions

98

EH, Date NTE Eff. Date NTE Eff. Date NTE

05/01/89 47/30/89 0BANMY Gu/nR/Eg Grenag TOri a/80
05/02/89 0773189 06/11/29 (9/09/88 D7/21/89 10/19/88
05/03/89 08/01/88 06/12/89 0810/89 07/22/89 10/20/89
65/04/89 68/02/89 08/13/89 019/11/89 07/23/89 10721489
05/05/89 OR//03/89 06/14/88 09/12/89 Q1/24/89 10/22/89
05/06/89 Q8/04/89 88/15/89 69/13/89 07/2%/89 10/23/88
05/07/39 OR/O5/8Y 06/16/89 00/14/89 07726189 10/24/89
O5OAG OR/06/89 061 7/89 (8/15/89 0727189 10/26/89
05/09/89 08/07/89 061 /89 09/16/89 O7/28/89 10/26/89
05/1(/89 O8/08/89 081 9/88 09/17/89 07/29/83 10727788
05/11/89 08/09/80 08/20/89 09/18/88 07/30/89 10/28/88
05/12/89 OR/10/88 O6/21/89 09/19/89 G7:31/89 10/29/89
0513/88 O8/11/89 06/22/39 Q92089 08/01/89 10/30/88
05/14/89 08/1¢89 06/23/80 09/21/89 08/02/89 10/31/89
05/15/89 D81 /8% 06/24/89 00/22/89 08/03/89 1101/89
06/16/80 8/14/80 OB/25/88 09/23/88 08/04/88 11/02/89
0517789 08/15/8% 08/26/88 09/24/89 08/05/89 11/03/88
05/18/80 08/16/89 08/27/89 0G/25/89 08/06/89 11/04/89
05/19/89 0B/17/89 06/28/89 08/26/89 OBO7/8S 11/5/80
08/20/80 98/18/80 0B/28/80 08/27 188 OB/D&/8Y 11/06/89
05/21/89 0819RY 06/30/89 08/28/8G 0BING/BY 11/07/8¢
05/22/89 08/20/89 07/01/89 no/2%/89 H8M /ARG 11/08/89
05/23/88 0&/21/85 07/02/89 09/30/89 08r11/89 1/09/89
05/24/88 O8/22/89 07/15/89 10/01/89 0812848 11/10/89
05/28/89 H8/23/89 07/04/89 10/02/80 08/13/89 11/11/88
05/26/89 08/24/89 D7/05/89 10/0%/89 - 08/14/89 14/12/88
05/27/89 08/25/89 D7/06/89 10/04/88 08/15/89 11/13/89
0S/28/88 (QEV26/89 o7/7/80 10/05/88 G2/ 6/89 111488
05/29/89 Q8/2189 07/08/80 10/06/89 08/17/80 11/15/89
05/30/89 08/28/89 O7/0%/88 10/07/89 08/18/89 13/16/89
05/41/89 08/29/89 Q71089 10/08/89 G#/19/80 11/17/89
06/01/89 08/30/89 07/11/89 10/09/89 0B/20/89 11/18/88
06/02/89 O8/31/89 07/12/89 10/10/89 08/21/89 11/19/89
06/03/89 09/01/89 97/14%/89 10/11/89 o8/20/89 11/20/80
0B/04/89 00{)2/88 Q71489 10/12/88 08/23/89 11/21/89
DB/US/BY as/0B8e O7/15/89 1169 06247890 $1/29/80
06/06/89 09/04/89 07/16/89 10/14/89 0825/89 $1/23/89
GBO7/89 09/05/88 011788 10/15/89 GR/26/83 11/24/80
OB/0B/8Y 0B/06/8% 071889 10/16/89 08/27:89 11/26/89
0B/09/89 09/07/89 10/17/89 082889 11/26/89

47/19189

Exhibit 210g (p. 2), Casual 90-Day Tracking Chart

Handbook EL-30%, June 1989
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Guidalinas for Processing Parsannat Actions Exhibit 2189 (p. 3}

t’

EfL. Dete NTE Eff. Date NTE EH. Date NTE
OB/o0/80 T1/27/80 10710789 DI0BBH 11,91/84 03/18/80
08/30/89 11/28/89 10/11/29 01/09/60 11/22/89 02/20:80
0B/31/89 11/29/89 10112/89 G1710/80 11/23/89 02/21/80.
09/01/89 11/30/88 1071389 0141100 11/24/89 02/22/90
08/02/89 12/41/89 10/14/80 G1/12/90 11/25/89 Q22390
03/03/89 12/02/88 10r15/80 01/13/0 11/16/89 02/24/90
DY/04/89 12/03/89 1071680 01/14/90 11/27/30 022580
08/05/89 12/04/89 10717789 01/15/80 11/26/88 02/26/90
09/06/89 12/05/89 10/16/89 01/16/90 11/29/89 02/27/50
09/7/89 12:06/89 10/19/89 01/17/90 11/30789 02/28/90
08/08/80 12/07/89 10/20/89 G1/18/90 12/01/89 03/01/90
09/08/89 12/08/89 10/21/89 01/19/90 12/02/89 03/02/90
09/10/89 12/09/89 10/22/89 01/20/80 12/03/588 03/03/40
049/11/89 12/10/89 10/23/88 01/21/80 12/04/88 03/04/90
08/12/89 12/11/89 10/24/89 01722/80 1205889 03/05/90
08/13/88 12/12/88 H/25/89 01/23/90 12/06/89 03/06/90
08/14/88 12/13/89 10/26/89 01/24/80 12/07/89 Q30790
09/15/89 12414/89 10/27/89 01/25/90 12/08/89 03/0890
(9/16/89 12/15/89 10/28/89 01/26/90 12/09/89 Q3/09/90
09/17/89 12/16/89 10/29/89 01427790 121 0/80 03/10/90
09/18/83 121 7/8Y9 10/30/89 S1/28/90 12/11/89 031 1/90
(9/19/88 12/18/80 10/31/89 01/28/80 12/12/89 03/12/90
09/20/89 12/19/88 11/01/89 01/30/80 12/13/89 03/13/90
09/21/89 12/20/89 1 1/02/8% 01/31/90 12/14/89 D3/14/90
09/22/89 12/21/89 11/03/8% 02/01/90 19/15/89 03/15/80
09/23/89 12/22/89 11/04/88 02/02/90 12/16/89 Q3/16/80

_ 09/24/88 12/25/88 11/05/89 02/03/90 12/17/89 03/17/90
09/25/29 12/24/89 11/06/89 02/04/89 121 /8G 03/12/90

. 09/26/88 12/25/89 11/07/89 02:05/9 12/19/89 G3/19/90
09/27/89 12/26/89 11/08/89 02:08/50 12/20/89 03/20/30
09/28/89 12/27/89 11/9/89 02:07/90 12/21/89 oG
09129/89 12/28/89 11/10/89 02/08/90 12/22/89 03/22/90
09130/89 12/29/88 11/11/89 02/08/80 12/23/89 03/23/90
10/01/89 12/30/83 11/12/89 02/10/90 12/24/88 03/24/90
100289 12/31/89 11/13/89 12/25/89 12/25/89 03/2580
10/03/89 01/01/90 11/14/89 1226/90 12/26/89 (326180
10/04/89 01/02/90 111589 021390 12/27/89 03/27:80
10/05/89 O1/03/90 11/16/89 0214/90 1228/89 Q32890
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 02/16/80 12/30:89 03/30/90
10/08/89 01/06/90 11/19/89 02/17/20 12/31/80 03/31/90
10/09/39 01/07/90 11/20/89 02/18/80

Exhibit 210g (p. 3}, Casual 90-Day Tracking Chart
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Exhibsit 2104 (p. 4) Guidetines for Procassing Personnel Actions

EH. Date NTE £4. Date NTE Eff. Date NTE
§3701/90 64701700 0/ 10/96 G88/13/80 03725788 0B/20/80
01/02/80 0402/90 02/11/80 08/12/90 {3/23/80 06/21/80
0103790 04/03/90 021 2/80 05/13/90 03/24/90 06/22/90
01/04/80 D4/04/84) 02/13/90 05/14/90 03/28/80 06/23/90
01/05/80 04/G5/80 02/14/90 05/15/90 Q326790 0B8/24/90
$1/06/90 04/06/90 02/15/90 05/18/80 03/27/9¢ 08/25/90
41:07/90 4407790 G2/16/80 05/17/90 03/26/90 0B/26/80
01/08/480 04/08/90 Q217180 05/18/90 03/26/50 QB/27/30
91,0890 04:08/80 02/18/90 05/16/00 03/30/90 08/28/90
01/10/80 04/10/80 02/1990 05/20/90 03/3178C 06/29/90
01/11/90 04/11/80 0212096 056/21/90 04/01/90 06/30/80
01/12/90 04/12/90 221190 05/22:90 04/02/96 O7/01/90
01/13/90 G4/13/90 02/22/90 05/23/90 04/03/90 07/02/80
G114/90 (34/14/90 {2/23/990 05/24/50 0a4/04/90 {7/03/90
063/15/940 24/15/90 D2/24/90 05/25/80 04590 47/04/90
01/16/90 04/16/80 02/25/90 0%/26/90 04/06/90 O705/60
01/17/90 04/ 17130 02r26/90 05/27/90 04/07/90 O7:06/80
21/18/80 041 8/80 02/27/90 05/28/90 34/38/80 Q7790
01/19/90 04/18/90 0272880 05/28/60 D408/S0 07/08/90
01/20/90 (4/20/90 030199 05/30:80 04/10/90 07/09:90
01/21/490 Q42190 03/02:80 05:31/80 04¢11/80 07160
01/22/90 04/22/90 03/03/90 08/01/80 04/12/90 07/11/60
01/23:90 04/23/90 03/04/90 06/02/90 34/13/90 07/12/80
M124/90 04/24/80 03/65/40 06/03/90 04/14/90 071390
$1/25/80 04/25/90 03/06/5) 06/04/90 n4/15/90 07/14/90
01/26/80 04/26/90 03/07/20 06/05/30 04/16/90 07/15/80
0127/50 04/27/80 93/08/90 08/06/20 041790 O7/16/90
01/28/680 034/28/90 03/08/90 06/07/90 04/18/480 0717130 —
01/29/20 04/29/90 Q3/10/90 (6/08/30 G4/19/80 Q718/90 ) .
01/30/80 04/30/90 031 1/60 08/08/90 (4/20/00 07/19/90
01/31/90 0541/90 0312180 06/10/90 04/2¢/80 Q7/20:90
G2/01/00 0502/9Q 03/13/90 L06/11/90 04/22/90) 07721580
02/02/00 05/03/80 03/14/90 06/12/80 04/23/80 0722190
02/03/90 05/04/80 03/15/80 {3613/80 04/24/90 07/23/90
02/04/90 05/05/80 (3/16/80 0614490 04/25/90 (7/24/90
02/05/90 05/06/90 G33/17/90 (6/15/90 04/26/80 (7/25/90
020680 05/07/80 03/18/90 06/18/90 04/27/80 I7/26/90
02407190 05/08/90 13/19/80 06/17/90 04/28/80 Q727180
0203850 05/02/80 (03/20/90 (6/18/90 04/29/90 G7/28/90
02/09/30 05/10/80 03/21/80 06/19/9G (4/30/80 0729490

Exhibit 210g (p. 4), Casual 90-Day Tracking Chart
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Guidslines for Processing Personnei Actions Exhikit 210g (p. 5}

ENM. Date NTE EH. Date NTE Eft. Data NTE

URA 1790 G/730/90 U B90 0or08/90 G7/20/90 TO/ 8480
05/02/90 {$7/31/90 36/11/80 D9/008/90) . 37/21/90 /1980
05/03/90 o8/04/90 08/12:90 08/16/90 07/22/90 §0/20/80
05/04/90 08/02/90 06/13/90 08/11/90 07723/90 10/21/80
05/05/30 080380 08/14/30 08/12/90 {7/24790 122/80
08/06/90 08/04/00 08/15/90 098/13/9C 07/25/80 10/23/00
05/07/90 0B/05/90 08/16/30 08/14/90 07/26/90 10/24/90
05/48/90 08/06/90 08/17/60 08/15/96 07/27/960 10/25/90
05/09/80 08/07/90 081890 09/16/90 07/28/90 19/26/90
05/10/30 08/08/90 06/19/20 091 7/90 07/29/60 10727790
05/11/30 0BAG/90 08/20/9¢ G9/18/90 07730/80 10/28/30
05/12/80 08/10/30 G6/21/90 G9/19/80 07731/80 10/29/90
05/13/20 08/11/90 06/22/80 09/20/20 08/01/30 10/30/90
05/14/90 08/12/90 06/23/80 08/21/8G 08/02/30 10/31/80
05/15/90 08/13/80 08/24/80 08/22/96 08/03/00 11/0140
05/16/80 08/14/80 08/25/90 082300 08/04/90 11/02/80
05/17/80 08/15/80 06/26/90 08/24/90 08/05/90 1 1/03/80
08/ 8/80 G8/16/80 06/27/90 09/25/90 08/06/490 1 1/04/80
05/19/80 a8/17/90 06/28/90 (92690 Q8079G 11/05/00
08/20/30 08/18/80 08/28/90 09/27/90 08/08/90 11/08/30
052150 08/18/80 06/30/90 09/28/80 Q8/09/20 11/0720
05/22/90 8/20/80 O701/90 08/28/80 08/:0/80 11/08/80
05/23/90 (G8/21/80 07/02/90 08/30/80 08/11/80 11/0%/90
05/24/90 Ga/22/90 G7/03/80 +H¥01/80 08/12/90 11/16/90
05:25/90 08/23/90 O7/04/90 $0/02/90 08/13/90 11/11/90
05/26/90 08/24/90 $7/05/8G 10/03/90 08/14/90 11/12/90
05/27/90 08/25/30 Q7/06/98 10/04/80 08/15/80 1113/8CG
05/28/8C 0B/26/80 0710798 101050 0BA6/90 11/14/90
05/28/50 Q827750 07/08/90 10/06/00 G8/17/80 11/15/30
05/30/90 08/28/90 07/08/80 10/07/80 081 8/80 11/16/80
05/31/90 GB29/50 G7/10/90 10/08/90 08/18/90 11717890
06/01A0 0830790 07/11/80 10/09/90 08/20/96 11/18/80
06/02/%0 08/31/80 {7/12/90 1010/90 Q821180 11/18/90
06/G3/20 09/01/30 Q7/13/80 10111/90 08/22/80 11/20/20
08/04/80 090290 07M14/90 10/12/80 082390 11/24/80
060590 02030 07150 1041300 OR/24/00 11/22/90
08KA6/90 09/04/90 O7M8/80 10/14/80 08/25/30C 11/23/80
Q6071960 (9/05/90 71780 10/15/90 0812630 14/24/90
06/08/90 08/08/90 07Mem0 1/16/90 08127180 11/25/99
06/09/90 0970780 0711990 1001 7790 Q82890 11/26/90

Exhibit 210g {p. 5), Casual 90-Day Tracking Chart
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Exhibit 2109 (p. 6}

Guideiines for Processing Personnol Actions

100

Ef. Dato
s

08/30/90
083140
0a31/80
0a/032/40
09/43/420
09/04/80
08/05/30
08/06/80
08/07/80
0908/
03/09/90
041 0/90
09/1190
08/12/90
09/13/20
09/14/90
03/15/90
08/16/90
91 740
0g/18/80
091 990
09/20/90
09/21/90
09/22/90
09/23/490
09/2490
Q92800
0S/26/90
Q927130
Q8/28/80
£98/20/80
08/30/80
1041490
10/02/90
10G/03:30
10/04/90
10/05/90
10/06/90
10/07/80
10/08/90
10/09/90

NYE Etf. Date NTE
112780 101

11/28/80 10/11/80 0109/91
11/29/90 HV12/80 01/10/93
11/30/90 10/13/90 01/1101
12/01/80 10/14/80 Q1/12/91
12/02/20 10/15/30 ki
12/03/90 10/16/90 01/14/1
12/04/90 0780 01/15/41
12/05/30 11880 2116/81
12/06/80 10/19/20 M7
12/07/00 10/20/90 01/18/8¢
12/08/80 10/21/90 a1/19/a41
12/06/00 10/22/90 01/20/81
1271080 10/23/20 01/21/81
12/11/80 10/24/90 Q1/22/81
12/12/90 10/25/90 01/23/91
12/13/90 10/26/90 01/24/91
12/14/90 10/2780 01/25/91
12/15/80 10/28/86 01/26:91
121640 10/2G/90 01,2791
12/17/90 13430890 01281
12/18/80 $10/31/90 01/29/91
12119/80 11401/90 01430
12/20/80 110280 1/31/91
12/21/80 11/63/906 02/51/91
12722/80 11/04/80G Qz/e2/1
12/23/90 11/05/90 02/03/33
12/24/90 1 1/06/90 02/G4/9
12/25/80 11/07/90 02/05/81
12/26/99 11/08/90 02/6/91
1272780 11/08/90 02/07/91
12/28/30 1110780 g2os/a
12/29/90 11/11/90 02/08/81
12/30/90 11/12/90 G2/10/93
123180 11/13/90 02/11/9%
0101/ 11/14/20 G212/814
Q102N 11/15/90 82/13/81
010391 11/16/80 62/14/91
01/04/91 11/17/80 02/15/41
01/05/91 11/18/90 02/16/91
010691 11/19/80 G2/17/81
0107 11/20/90 02/18/81

Eff. Cata

it

11/22/90
11/23/90
11/24/90
11/28/80
11/26/20
14/27/90
11/28/90
11/29/90
11/30/80
12/01/80
1210260
12/03/80
12/04/90
12/05/9C
12/06/90%
12/07:490
12/08/90
1 2/09/80
121000
121190
12/12/90
12/13/90
12/14/80
121590
12/16/90
121796
121890
1219/90
12/20/00
12/21/90
12/22/90

12238907

1212490
12/25/90
1272690
1212740
12/28/90
122960
12/30/80
12/31/80

. NTE

Q2/19/91
02/20/81

02211

G222/81
02/23/81
02/24/31
02/25/91
02/26/01
a2/27/a1
0228/
0301/
0302/
030301
0304/
Q3/05/91
03084
Q30751
03/08/51
03/09/81
23/ 691
03/11/81
03/12/81
83/1391
3314
33/15/81
03/16/91
G378
GaM18/91
G3/15/91
a3/20001
a321/s
83/22/91
G3/23/91
G3/24/S1
03/25/91
G3/26/81
G3/27191
33/28/91
G3/28/91
G3/3G/91
¢3/31/91

Exhibit 218g (p. 6), Casual 90-Day Tracking Chart
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Gulideiines 1or Processing Personnei Actions

Exhibit 210h

Probation Period Chart
(Element 22)

The 80-day probation period for each bargaining carser emplovee beging on the offective
date of appointment. Probation evaluations are required at 30, 60, and 80 days of
empioyment.

Noncareer Fural Carrer Asscciates also have a probation period of 90 days actually
warked or 1 year, whichaver comes first. Evaluations are reguired 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.

Ef Data Exp PP/YT 30 Days 80 Days 80 Days
12-17-88 87789 §1-15-89 02-14-89 Oa-0B-89
12.31.808 412721y ] 01-20-RGQ 22880 03-20-89
01-14+89 H9/89 02-12-89 03-14-89 04-03-89
01-28-89 10789 02-26-49 03-28-89 04-17-89
02-11-89 11/89 03-12-89 04-11-89 05-01-89
02-25-89 12/88 03-26-89 Od-25-89 05-15-59
03-11-89 13/89 04-98-89 05-09-89 05-26-89
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 07-04-83 07-24-89
05-20-89 AL 06-18-89 07-18-89 08-07-89 _
06-03-89 19/89 07-02-89 08-01-89 08-21-83
06-{7-89 20:89 O7-16-80 08-15-89 09-04-89
07-01-89 21/89 07-30-80 08-29-89 60-18-89
07-15-89 22/89 08-13-89 019-12-89 10-02-89
07-29-89 23/89 08-27-89 08-26-89 10-16-59

- 0B~12-89 24/89 08-10-80 10-10-88 10-30-89
08-26-89 25/689 08-24-88 10-24.88 19-13-80 .
09-09-89 26/89 10-08-88 15-07-89 11-27-89
09-23-89 01/90 10-22-80 13-21-80 ©12-11-89
10-07-88 02/60 11-05-86 12-05-89 . 12-25-88
10-21-89 03/00 11.19-89 12-19-89 01-08-90
11-04-89 04/80 12-03-89 01-02-00 01-22.90
11-18-89 0580 12-17-89 01-16-80 02-085-80
12-02-89 08/20 12-31-88 01-30-90 02-16-80
12-16-89 07/80 01-14-80 02-13-90 03-05-90

Exhibit 210h, Probation Period Ending/Tracking _Chart

Hangdbook EL-301, June 1989
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Exhibit 2101 (p. 1)

Guitieiinas for Procesaing Personnal Actions

102

Minority Group Statistical System
{Element 36)

Minority Code Records_

The USPS is requirad to coliect 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 (EECC). The
collection, maintenance, and reporfing of minority designation code data must be accom-
plished according to procedures specified in 20 CFR 1613.301 AND 302, '

Responsibifty. 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 empioyee’s
coda is to be maintained at the ncal office.

{. Entter the code of a new employes in slerment 36 of the accession Form 50-8 and
process through CMS or ELRIC,

2. For an individual aiready empicyed, procass Form 50 using Nature of Action
Code €12, Change Minority Code. Enter the proper code in slement 36. Do not make
free form remarks identifying the former code or the corrected code, because this racord
should not appear in the empioyee's permanent record. Make such a Minority Code
{hange only in the following circumstances: '

a When the employee reguests an entry of a code.

&, When other sources indicate that no code is siored in the Employes Master
Record. For example, each MSC manager will receive, with the quarterly Minority
Census System reports, 2 list of any empioyee whe do not have minority code, sex, level
or & combination of two or all three of those items. 1t is the MSC manager's responsibility
to assure that the appropriate personnei offices promptly obtain the missing data, enter it
on Form 50-A, and process the minority code change.

¢. When an empioyee is assigned io Hawail or Puerto Rico from another state of
torritory.

d. When an empioyes is assigned to another state or territory from Mawail or
Puerte Rico.

Pracedurss o identify Race or Nationat Origin

1. Ask the employee 10 raad the Privacy Act Statement. Then reler to the appro-
griate section of the Race and National Origin chart for the geographic area o which the
empiovee is being assigned and ask the empioyes 1o select the cade that best indicates
his or her race or naticnal origin.

2. When the self-ideniification proviged by an empioyee appears to be inaccurate
{e.g.. empioyee identifies self as Asian or Pacific islander, American Indian, or Biack,
when it seems obvious to an unirained observer that the individual is white, or vica
varsa), 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 e sensitivity of the
data, and the existence of procedures to provent its unauthorized disclosure. i the
ompioyee still refuses to change the categorization, the empioyea's self-identification will
be accepted.

3. §f an individual refuses to choose a catogory identifying his or her race and
national origin, the responsible official must advise the employee as described above. If
the empioyee stili refuses, the postal official will code the employee based on visual
observance.

Exhibit 210i (p. 1), Minority Group Statisticai System

Hanabook EL-301, June 1589



Guidaiines for Processing Parsonnet Actlons

Exhibit 210i (p. 2)

Minority Group Statistical System

Minority designation codes and associated information must be used within the existing
mingrity groun statistical systermn described in 29 CFR 1613.302h which says in part
(Minority designation} data shall be. disclosed only in the form of gross statistics. Con-
seguantly, managers and other responsible officials are advised that, axcent for specific
conciitions and sxceptions authorized in writing by the Assistant Postraster General,
Employes Relations (see exceptions below), and certain requirements of the formal EED
compiaint investigation process, the linking of an individual’s name or Sociai Security
number with a minority designation code is strictly prohibited,

To safisty procedural requiremenis and to safeguard the privacy of individuals, minority
designation code data is stored and maintained oniy at the Minneapolis Postal Data Center,
e USPS Headyuzrters Data Center, and the ELRIC. Only those centers, with appropriate
approval, are authorized 1o retrieve minority designation dode data on individual ampioyees.

Exceptions. Exceptions to the procadures and controls may be made only with the
advance writlen approval of the APMG, Emplovee Belations. Submit requasts for such
excaptions, in wiiting, for review to the Executive Director, Office of EEQ, who will forward
fham 10 the appropriate approval agthorlly. inciuded In 1his category are ine following iypes
of projects and activites:
8. All developmental and planned personnet information systems projects involving
minority dasignation code applicatians.

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

¢ All requests to retrieve minority designation code data from PDC or the USPS
Headquarters Data Genter, or ELRIC (sas £LM 313.432).

Form 50 Coding. The appointes, after reading the Privacy Act Staternent, shouid identify
his or her basic racial and national origin category.

The selected code shouid be ontered in slement 36 on Form 80. This cods is printed on
the employee’'s copy of the processed Form 50, but does not appear on copiss 2 and 3
(Processing Copy and OPF Copy).

Privacy Act Statement

The collection of this information is authorized by § USC 1302, 3301, 3304 and 7201 and
38 USC 1001, 1t will be used only for résearch and for owr equal opportunity récruitment
program o heip ensure compiance 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 nsme and Sociat
Security number (SSN) will not be invoived. Completing this form is voluntary. i has no
bearing on individual personnel seigctions. Your SSN will be used to relate the information
on this form with your ¢ther federal employment records. U.5.P.8, authority o collect the
SSN is provitded by Executive Order 9397 of November 22, 1943,

Race and National Origin ldentification

Specific Instructions: The calegories below are designed 1o identify your basic racial and
national origin category. If you are of mixed racial andfor national origin, identify yourself by
the category with which vou most ciosely identify yourself.

Exhibit 210i (p. 2), Minerity Group Statistical System

Handbook EL-301, June 1480

03



Exhibit 218 (p. 3)

Guidsiines for Processing Personnel Actions )

104

Name of Category

Definition of Category

Catogories for Use Outside Guam, Mawall, and Puerto Rico |

A-—Armerican indian or Alaskan Native

A parson having origing in any of the origi-
nat peoples of North America, and who
maintains cultural identification  through
community recognition or tribal affiliation,

B--Asian or Pacific istander

A parson having origing in any of the origi-

nal peoples of the Far East, Southseast Asia, -

the Indian subcontinent, or the Pacilic Is-
lands. This area. includes, for example, Chi-
na, India, Japan, Korea, the Philippine
islands, and Samoa.

C-gtack, not of Hispanic origin,

D-Hispanic

A persop having origing in any of the black
racial groups of Africa. Doss not include
persons of Mexican, Puerfo Rican, Cuban,
Central or South American, or other Spanish
gultures or origing (see Hiepanic).

A person of Mexican, Puerto Rican, Cuban,
Central or Sauth American, or other Spanish
cultures or crigins. Does not include per
sons of Portuguese culturg or origin.

E--White, not of Hispanic

A parson having origins in any of the origi-
nal origin peoples of Europe, Morth Africa,
or the Middie East Does not include per-
sons of Mexican, Puerto Rican, Cuban, Cen-
fral or South American, or other Spanish
culturgs or origins (see Mispanic). Also in-
cludes peorsons not inciuded in other cate-
gories,

Categories for Uise in Puerto Mico

D-—-Higpanic

A person of Maxican, Puerto Rican, Cuban,
Central or South American, ¢r ather Spanish
cuitures or origing. Does not inciude per-

- sons of Portugusse cullyre or origin.

Y--Not Hispanic in Puerto Hico

A parson aot of Mexican, Puerto Fican, Cu-
bar, Central or South American, or other
Spanish cultures or origins whose official
chty station is in Puerto Hico,

Exhibit 2181 (p. 3), Minority Group Statistical System
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Guidelings tor Processing Parsannol Actions

Exhibit 2401 (p. 4}

Kame of Catagory

Definition of Category

Categories for Use In Guam and Hawaii

Z-Employess in Guam or. Hawaii

Employess whose official duly station is in
Guam or Hawaii.

F~Asian Indian

A person having origing in any of the origi-
nai pecples of the Indian sybcontinent ie.,
indig, Pakistan, Bangladesh, Sr Lanka, Ne-
pat, Sikkim, and Bhutan, {This code is for
use in Hawaii only.)

G--Chinase

A person having origing in any of the ;rig“‘;
nal peoples of China. {This code is for use
it Hawait only.)

H--Filipino

J-Guamnanian

A person having origins in any of the ongi-
nat peopies of the Philippines. (This code is
forusein Hawaiionly) =

A person having origins in any of the origi-
nal peoples of Guam {8.g., Chameorro). {This
code is for use in Hawaii only )

K--Hawanan

A person having ofigins in any of the origi-
nal pecples of Hawail. includes persons who
are part Hawsiiah and identify most closely
with the Hawaiian category. (This code is for
use in Hawail only)

L--Japanese

A person having origing in any of the oﬁé;i-
nal peoples of Japan. {This code is for use
in Hawaii cnly.)

M--Koraan

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

N~Samoan

A person having crigins in any of the origi-
nal pecples of Samoa., (This code is for use
in Hawaii only)

P-Vigmarnase

A persgn having origins in any of he ornigi-
nal peoples of Vietnam. (This code is for
use in Hawaii only.)

{--All Other Asian or Pacific islanders

A person having origing in any of the origi-
nal peoples of Asia or the Pacific Islands not
includad in codes F through P above. (This
cede is for use in Hawaii only.)
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Exhibit 210§ (p. 1)

Giuidelines for Processing Porsonnat Actions

Disability Codes
{Element 37)

Criteria for Reporting

Disability Codes. The codes below correspond to those appearing on Form 2488, Iden-
tification of Physical/Mental Disability. These codes must be applied in determining
reportabie disabilitiog under the program. After the appiicant reads the Privacy Aot
Staternent, the examining physician enters the applicable agreed upon code on Form 2488,

“Othar Inpairments. Other impairmeants, not specifically ligted in the disability codes, but

which ara raistivaly static and sericus snough to prasent a placamant prohlam (8.g.,
rheumatic fever, phobia of heights, and neurological condilions), 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 e reported under Codes
80 or 81, depending on sevarity; and phobia of heights and neurclogical conditions, under
Code 91.

Chechking Use of Propar Cods. The empioyee who is respansibie for hiring must check the
code that has been enfored on Form 2488 by the examining physician againgt the
designations in the following chart {o verify that the code accurately reflects the information
provided in Section £ of Form 2483, Certificate of Medical Examination. In gusstionable
cases, the appointing officer should consult the postal medical officer or contact the
exaining physician for ciarification. In cases invoiving multiple dizabilities, use the cods
whioiy describes the impairment that would most likely result in placement difficulties. Enter
the applicable code in element 37 on Form 50.

Disability Codes

Disabiiity Dafinition/Expianation COGE
Disability not identified individuat doee not wish 1o have disability ¢t
status officially recorded ouside of medical
records, or the individual, in the agency’s
judgment, has misidentified self,
No Disabitity inc!ividu'ai does not have a disability G5
Disability Not Listed individual has a disability but it is not listed 06
Speech Impairments '
Severe speech maifunction or inability {0 speak; Exampies: defects of arficuiation {unciear 13

but has normal hearing.

language sounds); stuttering; aphasia {impaired
language function); aryngectomy {removal of
the "voice box™)

Haaring mpairments

Hard-of-hearing

Total caafness in bhoth ears, with understandable
aspoech :

Total deafness in both ears, and unable to speak
clearly

Total deatnass in one ear or inability o haar
ordinary conversation, correciabia with a
haaring aid.

15

16
17

Exhibit 210§ (p. 1), Disability Codes
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Guidatines for Procossing Parsonnal Actions

Exhibit 210j {p. 2)

Disabiiity Dafirdtion/Expianation CODE
Vision Impairments
Abdlity to read ordinary size print with glasses, but Rastriction of the visual fisld to the sxtent that 22
with loss of peripharal (side) vision mobility is affected-—"Tunnsel vision™ B}
Inabitity to read ordinary size prirt, not correctable Can read oversized print or uses assisting 23
by glasses devices such as glass or projector modifier
Bindinoneeye e 24
Blind in both ayés No usabie vision, but may have light 25

percepiion
Missing Extromities
Onehand a7
Onearn e 28
Onefoot e 28
Omeleg 32
Bothhands orarms e 3
Bathfeatorlags e 34
Crnehandorarmandone foctorieg L. 35
Onehand orarm and both festordegs L. 38
Both hands or arms and one foot or leg 37
Soath hands or arms and beth faat ar fegs L. 38
Nonparalytic Orthopedic impairments Because of chronic pain, stiffness or weakagss

in bongs or joints, there is some loss of ability

to rove or use & part or parts of the body
Oneorbeoth hands e 44
Oneorbothfeet 45
Cneorbothams e 48
One or both legs 47
Miporpeivis e 48
Back e 49
Any combination of twoormore parisof the bedy ... ... .. ol &7
Partial Paraiysis Because of a brain, nerve, or muscie probiam,

including paisy and cergbral paisy, there is

some ioss of ability {0 move or use a part of

the body, including legs, arms, and/or trunk.
Crnehand e B1
Onearm, any part e i 62
Oneleg.anypat L 83
Bethhamds B84
Bath legs, any part 65
Both arens, any part 68
One side of body, includingone armandongleg ... . ... e 67
Thrae or more major parts of the body {(arms and ... ... ... 68

lags)

Exhibit 210} (p. 2), Disabhility Codes
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Exhibit 210 (p. 3)

Guidelines tor Processing Personnel Actions

involved in understanding. perceiving, or using
language or concepts (spoken or writen), e.g.,
dysiexia)

Digabitity Befinition/Explaration Coda
Complete Paralysis Because of a brain, nerve, or muscio
problem including palsy and corebral palsy,
thera is a complete loss of ability 1o move or
459 & part of the body, including legs. arms
: and/or trunk,
Onebhand 70
Bothhands Fil
Gneartm e 72
Bothams 73
Onaleg e e 74
Bethlegs 75
Lower hal of body, includinglegs ... 76
One side of body, including one arm andoneleg ... ............... 7
Three or mare maior parts of the body {arms and 78
legs}
Other Impairments
Heart disease-with no imitation or restriction of A history of heart probiems with complete 80
acthvity recovery
Heart disease-with limitation or restrictionof ... ..., ... ... ... . Bt
activity :
Other Impairments
Conviisive disorder Example: epitepsy 82
Blood disease Examples: sickle celt anemia, ieukemia, 83
hemoghitia, ete.
Digbetes 84
Pulmonary or respiratory disorders Exampies: tuberculosis, ermnphysema, asthma, 86
ete.
Hidney dystunclioning Example: it diatysis (use ot an artificiai Kidney 87
machine) is required, etc.
Cancer-complsts recovery A history of cancer with compiets recovery 88
Cancer Undergoing surgical and/or madical treatment a9
Mertal retardation A chronic and lilelong condition invelving a a0
limited ability to learn, {0 be educated, and to
be trained for useful productive empioyment as
certified by a State Vocational Rehabititation
agency under section 213.3102(4 of Schedule
A,
Mantal or emotional iiness A histary of treatment for mental or emotional g1
problems
Severe distortion of limbs and/or spine Examples: dwarfismn, kyphosis {severe o2
distortion of the back), etc.
Disfigurement of face, hands, or feet Exampies: distortion of features on skin,such 83
as those caused by burns, guashot! injuries,
and birth defects {gross facial birth marks, club
foet, ofc.)
Learning disability A disorder in ¢ne or more of the processes 94

Exhibit 216§ (p. 3}, Disability Codes
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Guidalinas for Procassing Porsonnel Actions

Exhibit 210k

Service Anniversary Pay Period Year
{Element 39}

Purpose. The Service Anmiversaty Pay Perod Year is used 10 differentiate Dargaining unit employees
who are subject fo fayolf from those protected from layoff under the provisions of Article Vi of the
National Agreement.

Deafinitions.

Coverad--Hefers foc emplioyess occupying positions covered by a coliective-bargaining agreement
whose ierms and conditions specifically grant protection. ’

Protected--Feters to {I) empiovess protected from layofireduction in force due to employmant in
the raguiar work force on the date protection is granted by the collective-bargaining agreement and (2}
ampinyses appointed after the date protection is granted by collective-bargaining agresment who have
compieted B years of continuous service, having worked in at lsast 20 pay periods during each of the
6 years,

Entry on Form 50

A pay peried 21-71 Service Anniversary PP/YR has been established for smployees granted
protection from layol dug ¢ their employment status prior to Septembor 18, 1978 {Soptomber 18,
1978 ig the date of the Award of Arbitrator Jarmes J. Healy). Covered employeeas hired afier that date
have a Service Annivarsary PP/YR matching the pay period and year of their appointment. The PP/YR
is autornatically generated in element 39.

If an empioves isaves a covered bargaining-unii position, delete the Service Anniversary PP/YR
by entering an asterisk in element 39.

At the end of each nonprotectad employes’s sérnice anniversary year the POC analyzes the
pravious 28 pay pericds o determine if the empioyes has met the 20 pay pericds of work as defined
in Article VL If the work requirement is not met, the employes's Service Anniversary PP/YH i3 changed
tc the current year starting a new 8-year period in & non-protected status. When the empioyee'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 employes, enter
the correct PP/YA in element 38 on Form $0-A using NOA Code 0C2.

Retnstatementfﬂeempioyment. if a former empioyae who was on the rolls on September 15,
1878 in a covered position is reinstated or reemployed, enter 21-71 in element 39 on Form 50-B. This
will override any PLC-generated Service Anniversary PP/YR.

Return to a Covered Position. If a non-protected employee leaves the USPS and retumns to a
coverad position with a brazk in sarvics of lags than 30 daye, tha Saervice Anniversary PP/YR will be
the same as i was in the prior appointment Enter the PP/YR in element 38 on the accession Form 50,
this will averride the PDC-generated Service Anniversary PP/YR,

if a nonprotected covered smployee is changed to a noncovered position and returns mthm 2 years,
credit the employee with time previously spent in the covered position as follows:

a. Caicuiate the Ruily completed anniversary years ai the time the employee left the covered
pesition and

b. Enter the pay period and year ot the effective date of the parSonnhel acton moving he
emplovee back intc a covered position minus the number of previously fully compieted anniversary
yoars.

Exampier A city carrier whose service anmivarsary PP/YR ig 17/87 ig promotad to suparvisor in
September, 1988. in January, 1989, the employee’s request for refurn o & city carrer position is
granted. The Form 50 for change to lowser 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 fower
iovel action ¢ PP 3/80. Subtracting the one completed anniversary year muakes the adjusted setvice
anniversary FPIYR 3/88)

Exhibit 210k, Service Anniversary PP/YR Instructions
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Exhibit 2101 {p. 1)

Guidetines tor Processing Personnel Actions

Educational Level Codes ’
{Element 43) '

Code Explanation
01 = Did not comj}lete 8th grade.
02 = Gompiated Bth grade.
03 = Entered 9th grade, but did not compiete high schoot.
04 = Compleoted high schoot,
05 & Complsted high schoot and afterwards began additional job training program
without completing.
06 = Completed high schoot and afterwards compieted additional job training
Qgram.
07 = Enterad college and completed Jess than 30 semester hours or 45 quarter
hours.
08 = Entered college and completed from 30-58 semester hours or 45-89 quarter
hours.
08 = Eniered college and compietad from 60-89 semester hours or 9G-134 quarter
QUrsS.
16 = HReceivad two year college associate degree.

i1 =
12 =

13 =
14 =

2% =

29 =

Entered college and completed from $0-119 semester hours or 135-179

quarter hours.

Entered college and compieted 120 or more semester hours or 180 quarter

hours, but did not receive bacheior's degree.

Heceived bachelor's degresa.

Received bachelor's degras and performad some acaderic work beyond, but

no higher degree.

Received professional degree in dentistry, law, medicing, theclogy. veterinary

medicing, chiropody, or podiatry, optometry, and osteapathy requiring at ieast L
six academic years of study. G
Received professional degree as described above and performed some 3 .
academic work bayond, but no higher degree.

Received master's degree for Liberal Arts and Sciences after 1 or 2 academic

years beyond the hacheior's degree or an advanced degroe beyond the

professional degree but below the Ph.D., e.g., the LL.M. in law, M.S., in

surgery foilowing the M.D.; M.S.D. Master of Science in dentistry; M.S.W..

Master of Social Work,

Roceived Master's Degrae as descrinad above and parformed some

academic work beyond. but no higher degree,

Received sixth-yaar degree. For example, advanced certificate in education,

certificate of advanced graduate study, Licentiate in Philosophy, Specialist in

Schoot Psychology.

Received sixth-year degree as described above and periormed some

academic work beyond, but no higher degree.

Received doctorate degres. Doas not include doctor's degree covered under

code 19,

Recsived doctorate degres and performed some academic work bayond.

Exhibit 2101 (p. 1), Educational Level Academic Discipline Codes
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Guidelines for Processing Personnel Actions

Exhibit 2101 {p. 2}

o310
a3
0312
0313
g314
0399

Academic Discipline Codes (Element 45)

AGRCHITIFS ARG Nalrat ResOurces

Agriculture, general

Agronomy (fleld crops and crop managament)

Soils science (management and conservation)
Animal sclence {husbandry)

Dairy scionce thushandry)

Pouitry science

Fish, game, and wildfife management

Horticuiture {fruit and vegetable production)
Omarnental horiculiure (floriculture, nursery science)
Agriculture and farm management

Agriculiure economics

Agriculturs business

Food science and technology

Forestry

Naturat resources management

Agriculiura and forestry technologies (baccalaureate and higher programs)
Range management

Other, reiated

Architecture and Environmental Dosign
Environmental design, gensral
Architecturs

Interior design

Landscape architecture

Urban architecture

City, community, and regional planning
Other. related

Area Studios

- Agian studies, gensral

East Asian studies

South Asian {India, efc.) shuties
Southeast Agian studies
African studies

{glamic studies

Russian and Slavic studies
Latin American studies
Middle Eastern studies
European studies, general
Eastarn European studies
West European studies
Amarican studies

Pacific area studies

Cther, ralated

Exhibit 210! (p. 2), Academic Biscipline Codes
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Guidelinas for Procassing Personnel Actions

0410
G411
0412
0413
D4t
0415
0416
0417
0418
G419
0420
Q421
Q422
0423
0424
0425
0426

0428
Q429

0501
0502
0503
G504
Q505
05086
0507
0508
0509
0510
05N
0512
0513
0514
0515
0518
17
0599

Bliological Sciences

Biology. general

Botanty, genesal

Bacteriology

Plamt pathology

Plant pharmacology

Plant physiology

Zoology, general

Pathology, human and animal
Pharmaceaiogy, human and animal
FPhysiology, human and anieal
Microbioclogy

Anatomy

History

Biochermistry

Biophysics

Molecular biciogy

Coll bintogy {cytology, cell physiciogy}
Maring bioiogy

Biomedrics and biostatistics
Ecology

Entomology

Genetics

Radiobiology

Nutrition, scientific {excludes nutrition in home economics and distetics)
Meurostiences

Toxicology

Embryciogy

Wildlife bioiogy

$ther related

Busingss and Management

Business and commercs, general
Accounting

Business statistics

Banking and finance

investments and securities

Business managemeni angd administradivo
Operations research

Hotel and restaurant managemertt
Marketing and purchasing

Transportation and public ulilities

Reat ostate

insurance

Inmternational business

Secretarial studies (baccalaursate and higher programs;}
Pargonnel managemsnt _

Labor and industrial relations

Businass sconomics

Other, related

Exhibit 210F (p. 3), Academic Discipline Codes
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Guidaiines for Processing Parsonnel Actions Exhibit 2101 {p. 4}

a7M
0702
0703
0704
0799

28041
0802
0B03
0804
0806
0806
0807
0808
0809
0810
o8t

e 0812
®
0814

0815
0816
0817
o8
0819

0821
0823

0824
0825

Communications
Cormrnunications, general

Journalisr (printed media)

Radiotolevision

Advertising

Communication media {use of videctape, itm, etc, oriented specifically toward
radipteievision)

Cther, related

Computer znd information Sciencos
Computer and information science, general
information sciences and systems

Data processing

Computer programming

Other, rolated

Education
Education, genaral

Elementary sducation, general

Secondary education, general

Junior high schoct education

Higher education, general

Junior and community coilege education

Aduit 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 culturaily disadvantagod
Education of the visually disabled

Special corraction

Education of the emotionally disturbad

Remedial education

Special learning disabilities

Education of the physically disabled

Education of the muitiple disablod

Social foundalions (history and philosophy of education)
Eduecationa! psycheiogy (include learning theory)
Pre-slementary education {(kindergarien)
Educationai statistics and research

Educational tasting, evaluation and measurement
Student personnet {counseling and guidance)
Educational administration

Educational supervision

Curticuium and instruction

Reading education {methodology and theory)
Art education {methodciogy and theory)

Music education {methodalogy and theory)
Mathematics sducation (methodclogy and theory)

Exhibit 2101 (p. 4), Academic Discipline Codes

Handbook EL-301, June 1989 313



Exhibit 2101 (p. 5)

Guidelings for Processing Personnet Actions

114

0834
0835
0838
0837
{838
0839
0Bg8
cag9

0901
0902
0903
G904
0805
0806
ca07
0308
ca09
0g10
011
0212
093
0g14
0915
0816
0g17
0818
0819
0820
02z
Qgz2
0923
0924
0925
0o9g

1001
igoe
1003
1004
1605
1G08
10067
1008
1008

016
1011
1099

Science education {methodoiogy and theory}
Physical education

Driver and safety seducation

Health education {inchude family life education)
Business, commerce, and distributive education
industrial arts; vocationatl and technical education
Vocational counseling

Cther, rolated

Enginsering

Enginearing, genaral

Aerospace, aeronautical and astronautical engineering
Agricuitural engineering

Architectural sngineering

Bicenginesering and biomedical engineering

Chemical engineering (inciude petroleurn refining}
Petroleurn engingering {(sxclude petroleurs refining)
Chil, construction, and transpontation engineering
Eloctrical, slectronics, and communications enginaering
Mechanical enginsering

Geological engineering

Geophysical engineering

industrial and managoment ¢Nginagring

Metallurgicai engineering

Materials engineerning

Ceramic engingering

Textile engineering

Mining and mineral engineering

Engineering physics

Muclear engineering

Enginearing mechanics

Environmental and sanitary engineering

Naval archilecture and raring enginesring

Ccean engineering

Enginearing technologies {baccalaureate and higher programs)
Other, ratated . ’

Fine anct Applied Arts

Fine arts, general

Art {painting, drawing, sculpture)

Art history and appreciation

Music (performing, compesition, theory}
Mugic {liberat arts program;}

Music history and appreciation {musicology)
Dramatic ans

Dance

Appiied design {ceramics, weaving, textie degign, faghion dasign, jewelry,

metai-smithing, interior decoration, commercial art)
Cinematography

Photography

Cther, retated
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Exhibit 2101 {p. 6}

1101

t102
- 1103
1104

1105

1108
1307
1108
1102
1110
i

1112
1113
1114
1115
1116
1199

1201
1204
1203
1204
1205
1208
1207
1208
1209
1210
121%
1212
1213
1214
1215
1216
1217
1218
1219
1220
1221
1222

1223
1224
1225
1299

Foredgn Languagos

Foreign languages, general {includes goncentration on more than one forsign
tanguage without major emphasis on ons language}
Franch

Garman

italian

Spanish

Russian

Chinase

Japanese

Latin

Greek, clasgical

Habrow

Arabic

indian {Asiatic)

Scandinavian languages

Stavic languages {other than Russian)

African languages {non-Semitic)

(ther, refated

Haalth Professions

Health professions, general

Hospital and health carg admimstration

Nursing (baccalaureale and higher programs)

Dentistry, B.0.8. or DM, degree

Dental specialities (work beyong first professional degree. 0.0.8. or MDY
Medicine, M.1). degree

Medical specialities {work beyond pre-professional degree, M. D A
Occupational therapy

Optometry

Osteapathic medicine, D.O. degree

Pharmacy

Physical therapy

Dantal hygiene (baccalaureate and higher programs)

Public health

Medical record libraranship

Podiatry {Pod.D. or D.P.) or podiatric medicine (D.P.M)

Biomedical communication

Vaterinary medicing (DV.M. degree)

Vetarinary medicine specialities (work beyond first-professional degree D.V.M)
Speech pathology and audioiogy

Chirapractic

Glinical social work {med:cai and psychiatric and specialized rehabilitation
services)

Medical laboratory technologies {baccalaureate and higher programs)
Dentai tachnologies (baccalaureate and higher programs)

Radiologic 1echﬂologaes (paccalaureate and higher programs)

Cther, refated
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116

1301
1302
1303
1304
1306
1306
1307
1399

1401
1498

1601
1502
1503
1504
1505
1506
1507
1508
1508
1510
1589

1601
1899

7
17602
1703
1797
1799

1851
1802
1803
1899

1801
1902

1903

1905
1906

Home Economics

Home sconomics, genaral

Home decoration and home oguipment

Clothing and textiles

Consumer economics and home managemernt
Family relations and child development

Food and autrition {include dietetics)

Institutional management and cafeteria management
Cther, refated

Law
Law, general
Other, related

Lottars

Engfish, generai

Literaturs, English

Comparative Literature

Classics

Linguistics {include phonetics, semantics, and philolegy)
Speech, debate, and forensic sciences {rhetoric and addross)
Creative writing

Teaching of Engiisht as a foreign language

Philasophy

Religious studies (exclude heoiogical professions)
Gther, related

Library Science
Library science, general
Other, retated

Mathomatics

Mathematics, general

Statistics, mathematicai and thaoretical
Appiied mathematics

Actuarial science

{Other, refated

Military Science

Military science (Army)

Navai science (Navy, Marines)
Aerpspace science (Air Force)
Other, related

Physical Sciences

Physical science, generai

Physics, generat (@xciude biophysics)
Molecular physics

Nuciear physics

Chemistry, goneral (exciude biochemistry)
Inorganic chemistry
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Exhibit 2181 {p. 8)

1907
1808
1909
1910
1911
1812
1913
1814
1915
1916
1917
1218
119
1820
1969

2001
2002
2003
2004
2005
2006
2007
2008
2008
2010
2009

2101
2102
2103
2104
2105
2106
2188
2189

220
2202
2203
2204
2205
2206
2207
2208
2210
21
232
2213
2214
2215
22099

Qrganic chomistry

Physical chermnistry
Analytical chemistry
Pharmacsutical chemisty
Astronomy

Astrophysics:

Afmospheric science and malsorology
Genlogy

Geochemistry

Geophysics and seismology
Earth sciences, general
Paleontology
Oceanography

Metahurgy

Other, related

Payshalogy

Psychoiogy, general
Experimental psychology (animal and human)
Clinical psychology
Psychiclogy for counseling
Social psychology
Psychometrics

Statistics i psychology
industrial psychology
Devetopmental psychoiogy
Physiclagical psychology
Qther, related

Public Attairs

Cormunity services, general

Public. administration

Parks and recraation management

Bociai work and helping services {other than clinical social work)

Law enforcement and corrections (baccalaureate and higher programs)
International public service (othear than dipiomatic service)

Recraation .

Cther, generat

Sociat Sciences

Secial sciences, general
Anthiropology

Archaeciogy

Economics

History

Geography

Poiitical sciance and govarnment
Sociciogy

International refations
Afro-American (black culture) studies
Amarican Indian cultural studies
Mexican-American cuitural studies
Urban studies

Demography

Other, reizted
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118

2301
2303
2389

4801
4802
4803
4804
4999

Theology .

Theclegical professions, general
Religious music

Bibjical languages

Religious education

Other, related

interdiaciplinary Stuties

General iberal arts and sciences
Biological and physical science
Humanities and somal sciences
Engineering and other disciphines
Other, related

Exhibit 2101 (p. 9), Academic Discipline Codes
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Guideiines for Processing Porsonnel Actions

Exhibit 210m (p. 1)

Retired Mikitary Special Codes
(Element 47)

Employment of Retired Members of Uniformed Services

Dual Compensation--There are currently two dual compensation laws. The first, the Duat
Compensation Act of 1984, only applies to retired regular officers and warrant officers. The
second, the pay cap provisions of the Civil Service Reform Act of 1979, applies to any
officer or eniisted member of the Reguiar or Reserve components who retires from military
sarvica an or after January 11, 1979, Retirees covered by one or both lawe may have fo
have their monthly military retired (but not civilian) pay rechiced while empioyed by the
USPS. individuals who question the effect, ¥ any, of dual compensation Jaws an their
amployment should be directed to contact their military finance center.

Statutery Exemption~The reduction-in-retired-pay provision does not apply to an am-
ployee whose military retirement was based on disabifity:

a. Resulling 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 duly during a period of
war as defined by Section 101 and 301 of Title 38, U.8, Code.

Notg: Parsons receiving disability compensation from Veterans Administration are not
atomatically exempt. :

Speciai Rule for Temporary Work--There is 2 partial exception for military retiress
employed on a temporary (full-time or pari-time) basis. The reduction-in-retired-pay provi-
sions does not apply o the first 30-day period of service on such a basis for which pay is
recelved under & single appointment. ¥ more than one appointmant is served in a fiscal
year, the axception applies to the first pericd aggregating 30 days for which pay was
recaivad from all civifian offices in which amplayaed under the appeintments made in that
year. In each case. the period fuor which pay is received means the full calendar period
when the employment is on a fuli-time basis, and only the days for which pay is actuaily
rgceived when employment is on a part-time basis,

Reporting--The PDC pericdically sends a computerizod tape t0 the military finance conters
for their determination of an employee's status and the effect of the dual compensation
faws, it any, on the employee’s annuity. Military finance centers may find it necessary to
ask for information about individuat employees {for example, a finance center mayv ask the
Posta Service to certify the days of the month a retired officer received salary). Information
should e provided in the form reguested.

Qbtaining Necessary Information--In most cases, it should be possible to determine
whether appoiniess are retired members of a uniformed service from their applications for
employment; howaver, some information can be oblained most sasily from appointsss.
Hetired members from the Armed Forces have been forwarded a Form DD 214, Report of
Transfer or Discharge. The National OQceanic and Atmospheric Administration

{Environmental Science Services Agministration, 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 apd 15--When computing leave and retirement computation dates, determine
whathiar any or ali of the military service is croditabie (see Exhibit 210d). Generally, unless
the veteran's retiroment was based on disability as specifically described under Statutory
Exemption, none of the military service is croditable for retirement purposes, and only the
period of service when the vaeteran was actually in active duty in a campaign or expeadition
is creditable for ipave. The first step is {0 determine whather the retiroment was based on
disability (see Exhibit 210d for specifics). If not, the veteran should provide actual or
approximate dates of campaign/expedition service, if any. on Form 813, Reques! for
Verification of Military. Service. Mail thie form to the appropriata military finance center.

it may be adviseble o place newly hired riiitary retirees in the lowest annual leave
category pending verification of prior creditabie military service. When verification is
returned. recompute the leave computation date and mzke adjustments io the leave
catagory if appropriate using NOA 882,

Elerment 47--Element 47 requires a 3-digit number, as follows:
First Pogition = Type of Uniformad Servics

Army

Navy .

Air Force

Marine Corps

Coast Guard .

National Oceanic and Atmospheric Administration
Pubiic Heatth

Second Position = Type of Retiremant

1 = Voluntary
2

Dicabilty : a
3 = Mandatory . .
Third Pogition = Military Service Staius

1 = Retired Reguiar Officer

2 = fletirad Aessarve Officer
3 = Relired Entisted Personns

A AT e G0 PO e
IR (I A I

]
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Exhibit 2100 (p. 1} Guicaiines for Procossing Porsonnet Actions

Uniform Allowance Codes
{Element 69)

General Information

Element 89 is coded oﬁsy on Forms 50 for employees in the categories listed in ELM
582 11 who meet the criteria for uniform aliowance. Note that uniforms differ from work
ciothes (both are addressed in ELM 580). .

The St Louis Postal Data Center autornatically determines uniform allowance based on
inforenation provided on the Form 80.

Rural carriers and noncaresr appointees are not ligible for uniform allewance.

A computer application at the MSC level permits users 10 add and terminate amployees’
eliginility in the uniform program. However, Form 50 actions for accessions or changes
must contain the appropriate uniform allowance cade o eliminate the need to separately
establish upiform aliowance,

Soms accession znd change actions may require the completion and submission of Form
1348 in addition 10 the Form 50 coding. These are listed under X Codes.

Codas

U Empiovee 15 appointed fo # uniform position and is eligible to recevs an alowance
40 days after the sfiective date of the action. Example: appointee with no prior
postal service is hired as a ciy carrier whose towr of duty during the course of a
year will average 4 hours or more a day performing carrier duties. Tha "U” code wili
generate a uniformn aliowance card after 90 days employment, and empioyee will

Lse it to be reimbursad for the purchase of approved uniform items.

N - Employee is appointed 1o a city earriar or special delivery position, but is not yF X
sligible to receive the allowance. Reasons, such as "part-time” of "less than 4 hours .
per day”, must be stated in slement 88 on Farm S0,
X Establishes uniform aliowance for any of the following reasons (prepare Form 1346,
Uniform Allowance Code Sheet, in all cases): -

{1} Employse is reinsiatod, reappointed o reagssignadichanga appointing office
{CAD) 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, ragppointment  of
reassignment must te shown under remarks on Form 1348,

{7} Employee is reinsiaied or roappointed to a uniform pasition and i is not known
whether thare was prior service within the past [2 months in 2 unifarm position. Date
of reinstatemant of reappointment rmust be shown under remarks on Forrn 1346,

Exhibit 2100 (p. 1}, Uniform Allowance Codes
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Exhidit 2100 (p. 2)

{3) Employee is resmpioyed miitary (NDA 160) to a uniform position. Effective date
of reampioyment activn must be shown under rermarks on Form 1348,

(4} Employes is appointed/reassigned 1o a position where the allowance category
doss not conform with the designation code. For example, employee is & distribu-
tion window clerk, whose uniform allowance category is designated in the list below
as "2", but empioyee is entitled o a higher amounf of uniform allowance because
he also works as s camier (uniform allowance code "17) and mests criteria for
uniform allowance. Indicate title of position on Form 1348,

{5) Employse is reassigned from one eligible position 10 another but sllowance
category in the new position is differant. Show date of reassignment under remarks
on Form 1346,

(6) Employee on the rolls is being reassigned 1o a uniform position but has less than
80 days of prior continuous service in a career appointment. Dats of career
appoirtment must be shown under remarks on Form 1346,

Employess in the folowing positions meeting the conditions described in ELM 5821 wear
the prescribed uniform whils performing their duties. An allowance category corresponds o
the amourd of uniform allowance for which the empicyee is eligible. Use this lisfing 1o
determinge whether 1o code a U, N, or X in element 69.

Poagition Title Deanignation Codag Allowance Category
City Carrigr 13, 33, 43 1
Spesial Delivery Massenger 14, 34 44 i
Motor Vehicle Operator 13, 33, 43 1
Tractor-Trailer Cperator 13, 33,43 1
Rriving InstructorExaminer 08, 11, 13 1
Passenger Elavator Opearator 18, 36 1
Elevater Starter 145, 36 1
Lettesbox Mechanic 16, 35 1
General Mecharnics” 18, 36 1
Area Mainfgnance Mechanics 16, 3§ 1
Area Maintenance Specialists 18, 368 1
Area Maintenance Technicians 16, 36 1
Ramp Transfer Clerk--AMF 11, 31, 4% 1
Special Transfer Clerk--AME 11, 31,41 1
Window service personnel™

Postmzaster 08 2
Supenssor oG 2
Clerk {Distribution

Window, Express Mail) L3, . 2
Nurss 03, 11, 41 2
Medicat Officer 09, 39 4

assigned to letterbox mechanic duties performed outdoors for more than one-haif time,

~officiai assignment at a public window is for a minimum of 4 hours daily for § days 2
waek on a continuing basis, or for not less than 30 hours 2 week.

Exhibit 2100 (p. 2), Uniform Allowance Codes
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Guidelinos for Procassing Personnai Actions Chaptes 3

Q Chapter 3-Changes NOA

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 1o Career from Register 560
322.2 Conversion to Career Noncompetitively 501
322.3 Conversion to Regular Rural Carrier £80

323 Required Forms
324 Elements
325 Additional {nformation

330 Code 700 Series
331 Promotion T2
331.1 Definition
;o 331.2 Required Forms
' 331.3 Elements
. 331.4 Additional Information
332 Change to Full Time 705
332.1 Definition
332.2 Elemenits
332.3 Additional Information
333 Change o Lower Level 713
3331 Definition
3332 Elements
333.3 Additiona! Information
334 Change to Part-time Flexible 716
334.1 Definition
334.2 Elements
334.3 Additional Information
335 Reassignment 72
335.1 Definition
3352 Elements
3353 Additional information
336 Extension of Temporary and Reappointment of Casual 760, 770
3136.1 Definition
336.2 Elements
336.3 Additional Information
337 Name Change - 780
337.% Definition
337.2 Required Forms

. 337.3 Elemenis
337.4 Additiona! Information
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340 Code 800 Series 481
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 Elernents
342.4 Additional Information
343 Perigdic 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 $96
343.1 Definition
345.2 Required Forms
345.3 Elements
345 4 Additional Information

350 Code 900 Series .

351 Detail Termination 930
351.1 Definition
351.2 Elements
351.3 Additional Information -

3532 Detail 991
352.1 Definition
352.2 Elements
352.3 Additional Information

353 Change Position Title, Number, or RSC 902
353.1 Definition
353.2 Elements
353.3 Additional Information

354 Uniform Allowance Cert. or Disallowanee 393
354.1 Definition
3542 Elements
354.3 Additional information

355 Change to Leave Earning Status 907
355.1 Definition
355.2 Elementis
3585.3 Additional Information

356 Change to Nonleave Barniag Status 908
356.1 Definition
356.2 Eiernents
1%6.3 Additional Information

357 Change in Limited Tour Hours 911
357.1 Definition

357.2 Elements .
357.3 Additional infermation
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Chapter 3

358 Reassignment CAC Changes
358.1 Definitions

358.11 Reassignment/Change to Lower Level

358.12 Reassignment/CAO

358.13 Reassignment/Promotion CAOQ

358.14 Beassignment/PCES

358.15 Reassignment/Conversion o Career

358.2 Forms Required
358.3 Elements
358.4 Addidonal Information

360 Miscellaneous Status Changes

361 Return w Duty

361.1 Definition

361.2 Elernents

361.3 Additional Information
362 LWOP Exceeding 30 Days

362.1 Definition

362.2 Elements

362.3 Additional Information
363 LWP Pending Disability Retirement NTE

363.1 Definition

363.2 Elements

363.3 Additional Information

370 Cancellations, Corrections, Revisions
371 Cancellations
371.1 Cancellation {of Form 50)
371.11 Definition
371.12 Elements
371.13 Additional Information
371.2 CanceHlation of Accession
371.21 Definition
371.22 Elements
371.23 Additional Information
372 Corrections
372.1 Carrection
372.11 Definition
372.12 Elements
372.13 Additional Information
372.2 Retirement Code Correction
373.21 Definition
3702 Elements
372.23 Aadditional Information
372.3 Social Security Number Correction
372.31 Definition
372.32 Elements
372.33 Additonal Information
373 Revisions
373.1 Definition
373.2 Authority
373.3 Additional information
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380 Reactivate
3821 Reactivate
381.1 Definition
381.2 Elements
381.3 Additional Information
382 Reactivate Noncareer
382.1 Pefinition
382.2 Elements
382.3 Additional Information

Exhibits

Exhibit 322.1 Sample Worksheet for NQA 500
Exhibit 322.3 Sample Worksheet for NOA 580
Exhibit 331 Sampic Worksheet for NOA 702
Exhibit 332 Sampic Worksheet for NOA 705
Exhibit 333 Sample Warksheet for NOA 713
Exhibit 334 Sampie Worksheet for NOA 716
Exhibit 335 Sampie Workskeet for NOA 721
Exhibit 336 Sampile Worksheet for NOA 770
Exkibit 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 Sampie Worksheet for NOA 8§94
Exhibit 345 Sample Worksheet for NOA 8§96
Exhibit 351 Sample Worksheet for NOA 900
Exhibit 352 Sarnple Worksheet for NOA 901
Exhibit 353 Sampie Worksheet for NOA 902
Exhibit 354 Sampie Worksheet for NOA 903
Exhibiz 355 Sampie Worksheet for NOA 907
Exhibit 356 Sampie Worksheet for NOA 908
Exhibit 357 Sample Worksheet for NOA, it
Exhibit 358.12 Sample Worksheet for NOA 925
Exhibit 3158 15 Sample Worksheer for NOA 928
Exhibit 361 Sample Worksheet for NOA 292
Fxhibit 362 Sample Worksheet for NOA 460
Exhibit 371.1 Sample Worksheet for NOA 001
Exhibit 371.13 Guidelines for Cancellations Chart
Exhibit 371.2 Sample Worksheet for NOA 398
Exhibit 372.1b Service History Correction Form
Exhibit 372 Sample Worksheet for NOA (02
Exhibit 372.1a Correction Decision Chart
Exhibit 372.3 Sample Worksheet for NOA 800
Exhibit 381 Sample Worksheet for NOA 150

150, 151

154
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Chapter 3 Changes

318 General

311 Definition

A change action 5 any personnel action that occurs during continuous employment
within the Postal Service. Change actions inciude promotion.change to lower level,
Feassigniment, conversion, pay-status changes, and viher changes which do not resuit in
the addition or loss of an emplovee from the Postal Service.

312 General Requirements

312.1 Effective Pate. Change actions are generzlly effective at the beginning of a pay
pericd. For example, a promotion actioa should be made effective at the beginning of
the first pay period foliowing the date that all qualifications and spprovals are com-
pleted. A FEGLI change, however, is effective on the date the employee submitted the
compieted SF 2817, Life Insurance Election (FEGLI).

312.3 Rate Retentior. Elements 27 through 32 must be completed on she Form 50, if
the salary represents a protected rate; element 32 must be completed if salary s a saved
rate {see Appendix A for more information).

312.3 Address Changes. Address changes are not processed by using a Form 30. Forms
1216, Empfoyees Current Maifing Address, must be submitted to the Distributed Data
Entry/Distributed Reporting {DDE/DR) site for processing. This will update the master
file so that future Forms 50 contain the updated address.

3124 Time Cards. Thme card offices should be aware thai time cards are generated by
the PD{C at the end of the pay period in which the Form 39 is processed.

320 Conversions (NOA Codes 500, 501, 580, 928)

321 Definition
The conversion of a casual, teraporary or other noncareer employee to career.

322 Types of Conversions

322.1 Conversion to Careser from Register (NOA Code 500). Used to convert a
noncareer rural carrier (e.g., Rural Carrier Relief, Rural Carrier Associate, Substitute
Rural Carrter, Auxiliary Rural Carrier), temporary, casual, or other noncareer emplovee
to a career appointment from a register.

322.2 Conversion to Career Noncompetitive (NOA Code 501). Used w convert a
temporary or casual employee 10 & career appaintment noncompetitively {e.g.. casual
empioyee is being reinstated to a career position based on prior postal or federal service
that confers eligibility).

3223 Conversion to Regular Rural Carcier (NOA Code 880, Used o 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 foltowing forms may be required, depending upon the circumstances in the
individual action:

a. SE 15, Claim for 10-Point Veteran Preference.

Handbook EL-307, June 1589
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b. SF 2823, Designation of Beneficiary (FEGLI}.

¢. Form 85, Nonsensitive Security Clearance. Required if security investigation was
not conducted in previous position, and conversion results in retention on the rolls for
over 90 days.

d. SF 2817, Life Insurance Election, Declination or Waiver of Life Insurance
Coverage.

e. SF 1152, Designation of Beneficiary, Unpaid Compensation of Deceased Civilian
Emplovee.

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, Swtement of Prior Federal Civilian and Miliwary Service.

324 Elements

Complete the following efements on Form 30-A (see sample worksheets, Exhibits 322.1
and 322.3): :

2. Mandatory Elements: NOAs 500, 501: 1, 10, 11, 12, 13, 14, 16, 17, 18, 21, 22, 24,
16, 39, 63, 79, 93, 96, 97. NOA 580: 1, 1C, 11, 12, 13, 14, 16, 17, 39, 46, 36, 63, 64, 65,
12, 77, 79, 93, 96,

b. Oprional Elements: NOAs 500, 501: 19, 20, 22, 23, 34, 38, 43, 44, 46, 43, 60, 64,
66, 68, 69, 95. NOA $80: 17, 18, 24, 25, 26, 34, 43, 44, 43, 80, 66, 68, 69, 78. 95, 99.

¢. Optional Stendard Remark Codes: NOA 500: 512, 513, 517, 523, 525, 529, 548,
363, 570. NOA 501: 512, 513, 517, 523, 548, 563, 570. NOQA 380: 517, 323, 525, 548,
510,

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 1o the
medical officer for determination,

b. (NOA 500) Indicate hiring worksheet number from which ermployee was selected
in the remarks section {element 88) on Form 50.

¢. (NOA SB0) 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 nc need 1o prepare a separate action terminating
the duat appointment; it will terminate automatically,

d. {NOA 580) To detenmine the step placement of a substitute rural carrier wha 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
officials caiculate pay according to how an empioyee 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 2 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 overpayisent.

g A Form 144 must be prepared on all conversion actions se the correct leave and
retirement computation dates can be included in elements 14 and 16 on Form SO (see
instructions for computing leave and retirement computation dates in Exhibit 2104

k. The "enter on duty" date (element 13) on conversion actions must not be
changed. The enter on duty date establishes an employee’s date of entry on Postat
Service rolis without a break in service, regardless of whether that appointment was
Career of NORCAreer.
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i. A change from substitute rural carrier to regular rural carrier does not require a
probationary period. A change from rural carrier refief or rural carrier associate fo
regular rural carrier does not interrupt or otherwise change the running of the time
counted toward completion of the probationary period. (National Rural Letiers Carriers’
Association Agreement, Article 30.2).
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Guidelines for Processing Personnei Actions

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

10 which the employee was previously assigned in
the same rate schedule or {b) to a2 position with a
higher than equivalent grade in ancther 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 fiie. ) the promotion is processed
through the Complement Management Selection
(CMS) subsystem of HRIS, submit the Form 5938
to ELRIC siaff for processing. Note on the form
"Action processed through CMS™. For positions
fisted in EL-311, Exhibit 330-A, the Candidate
Evaluation Board rating is entered in item 12 on
Form 3938 However, EL-311, 532.5 provides
that lower grade present and {ormer supervisors
be considered without establishing CER 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%

. Mandatory Elements: 1, 79, 93, 96, 97.

b. Optional Elements: 18, 26. 60. 64, 63, 66,
a8, 69, 84, 83, 86, 87, 93,

c. Opiional Sundard Remark Codes: 512,

513, 517, 520, 527, 528, 529, 330, 53! 532, 548,
563, 568,

331.4 Additional Information.

a. See ELM Chapter 4 to calculate new
satary.  Salary administration policies  for
noabargaining-unit employees are located in ELM
410, policies for bargaining-unit employees are in
ELM 420. For bargaining-unit employees who are
being promoted t0 nonbargaining-unit positions,
see policies in 414

134

£, When promoting a bargaining-onit em-
ployee and changing the individual to full-time
status simultanecusly, use NOA 702,

¢. Element 18 (Next Step PP/YR} must be
completed if emplovee is not at top step. If pro-
motion salary calculations piace the employee at
top step, delete the entry in element 18, if any,
with an asterisk.

d.  See EL-311 5144 for definition and
instructions on temparary 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
P8-5 Distribution Clerk positions under instruce
tions for the advancement and relegation of post
offices.

£ U promoting a Postrmaster from EAS A-E
due to upgrade of office, remember {0 prepare
Form 1633, Postmaster Relief/Leave Replacement
Emgployment Data, 10 upgrade level of PMR/LR.

A, include Postmaster Appointment List
Number in element 88 of Form 50 for promo-
tions 10 Postmaster positions.

i Employees promoted into EAS-20 or

above posgitions 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-
jecting officizls must consider not only the
provisions of ELM 413, but also the fact that the
employee will pot receive a merit increase in
January and will not be eligible 10 receive one
untit the following Jaauary.

i 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 2 nonbargaining employee in the
regular process (EAS 20 and above) whose merit
Is due in the same pay period, attach a noie 50
advising ELRIC personnel so the step or lump
sum is properly processed.

Handbooik £1.-301, June 1989
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Exhitsit 331
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332 Change to Full Time (NOA Code 705)

332.1 Definition. A change from a part-time 10 a full time pusitiuu' without a change in
equivalent level.

3322 Elements. Complete the following eclements om Form 30-A (see sample
worksheet, Exhibit 332):

a. Mandatory Elemenis: 1, 26, 65, 66, 68, 79.

b. Optional Elements: 26, 60, 64, 69.

c. Optional Standaerd Remark Codes: 511, 513, 548, 568,

332.3 Additienal Infermation

a. When promoting a bargaining-unit emgployee and changing that individual (o full
time status simultanecusly, 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 a1 pay
periad. Interoffice announcements of the names of employees changing to full time and
the effective dates must be made well enough in advance to aliow for scheduling and
proper planning. '

138 . Handbook £1.-301, June 1983
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333 Change to Lower Level (NOA Code 713)

3321 Definition. The permanent assignment of an emplovee to an establisbed position
withh a lower grade in the same rate schedule or lower than equivalent grade in another
rate schedule (see ELM 415.1 and 421.43). .

333.2 Elements. Complete the following elements on Form 50-A (see sample

- worksheet, Exhibit 333):

a. Mandatory Elements: 1, 79, 53, 96, 97,

b. Oprional Elemerss: 18, 39, 60, 64, 65, 66, 68, 69, 93,

¢. Qpuonal Sandard Remark Codes: 301, 309, 511, 512, 513, 5268, 326, 337, 338,
548, 560, 563, 568,

333.3 Additional Information

4. For information on computing salary and setting step increase dates for
empioyees who are being changed 10 lower level, see ELM 413 for nonbargaining-unit
empioyees and ELM 422.23 for bargaining-unit employees.

4. Any inveluntary change to a lower grade {(for a nonbargaining unit employee)
must be effected according to the grievance and appeals provisions in ELM 630

¢. Restrictions on filling certain positions by preference eligibies (see EL-311, 262)
do not apply 10 in service piacement.

d. See ELM sections 334.232, 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 w deaote protected salary, Enter the following remark in
element 88: Change to lower levél, due to reiegation of office to CAG K. Employee
entitled to rate retention for 104 weeks". Changes in conjunction with the advancement
and relegation of post offices always have a particular effective date; ensure that the
action is processed in a timely manner. Also see ELM 362,23,

f. See instructions for computing the service anmiversary PP/YR (Exhibit 210k) if
action moves employee from a noncovered position to 2 covered bargaining position.

Hanubook EL-301, June 1989
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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 (PTTF) position of the same equivalent level.

3342 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 334):

a. Mandatory Etement: 1, 65, 79, 97.

b. Optional Element: 26, 64, 66, 68, 69.

¢. Optional Swandard Remark Codes: 311, 520.

334.3 Additionai 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 2 full time
regular, untess that bargaining-unit craft does not have a PTF empioyee classification.

740 - Handbook EL-301, June 1989
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335 Reassignment (NOA Code 721)

333.1 Definition. The permanent assignment of an empioyee (3) W 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).

3382 Elements, Complete zhe following elements on Form 350-A (sgee sample
worksheet, Exhibit 335): :

a. Mandatory Elements: 1, 79, g3,

b. Optional Elements: 26, 64, 635, 69, 95, 96, 97,

<. Optional Swandard Remark Codes: 511, 512, 513, 517, 520, 527, 528, 530, 531,
548, 552, 563, 568.

335.3 Additional Information

4. Restrictions on filling certain positions by preference eligibles (se¢ EL-311 262)
do not apply to inservice placement.

b. See ELM 414 for nonbargaining unit reassignment information and ELM 42224
for bargaining-unit reassignment information.

¢ Include the Postmaster Agppointment List Number in element 88 for
reassignments to Postmaster positions.

4. Inchiude 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 o PTF, as this is the
significant change.

Handbook EL-301, June 1983
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Exhibit 335
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336 Guidelings tor Procassing Personnel Actions

336 Extension of Temperary Appointment (NOA Code 760) and
Reappointment of Casual (NOA Code 774)

336.1 Definition. Extension of a temporary appointment or reappointment of a casual
for additional employment in the same position without 3 break in service of a workday.

3362 Elements. Complete the following elements on Form 30-A (see sample
worksheet, Exhibit 336): '

4. Mandatory Elements: 1, 19, 20, 79,

b. Optional Standard Remark Codes.! 339,

336.3 Additional Information

a. Do not use NOA 770 10 place a casual on the roils; NOA 770 is a change action
used for the extension of a casual appointment. If employee is off the roils, process an
accession getion (NOA 1510 or 113),

b, ELRIC generslly 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
regppointments can be processed in 2 timely fashion.

¢. Casuals are limited to two 90-day terms of casual employment in a calendar year.
In addition 0 such employment, casuals may be reemploved during the Christmas
period for not more than 21 days (see National Agreement).

d. Use NOA 760 for extension of designation 53X temporary appointment only. A
temporary appeintment may not be exiended beyond the l-year time himit of the
appointment.

144 . Hardbook EL-301, Juna 1989
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337 Name Change (NOA Code 730)

337.1 Definition. Personnel action necessary to change official records when employee's
name is changed {by marriage, by court action, ete.).

337.2 Hequired Forms

a. A written statement is required indicating that the employee intends to use the
requested name in afl matters concerning the Postai 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 reguested name will not be for an illegal, improper or
fraudulemt purpose (ELM 364.1).

b, SE 2809, Health Benefiis Registration Form, is needed if the employee is covered
under the Federal Employees Health Benefits (FEHB) program and the employee is
entitted to and wants to change the type of iieaith benefit enroliment.

c. SF 2810, Notice of Change in Health Benefits, is needed if employee is covered
by FEHB to notify the carricr of the name change. Send Forms 2810 to PR 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.

3373 Elements. Complete the folowing elements on Form 50-A (see sample

worksheet, Exhibit 337); _
a. Mandaiory Elements: 1, 79 _ .
b. Optional Elements: 3, b, 7. .
¢. Opiional Swandard Remark Codes: 520, 533.

3374 Additional Information

a. In addition to completing the elements in 337.3, the name on the Official
Personne! Folder also must be corrected.

p. Employee should complete a Form 1216 if there is also a change of address.

c. [If effective daie of life insurancs change, if anry, and name change is the same,
both changes can be made on Form 50 for name change.

146 : i Handbook EL-301, Juna 1389
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Guidelines for Procassing Parsonnst Actions

340 Code 800 Series
341 Federal Employees Group Life Insurance {(FEGLI) Change (NOA Code B881)
341.1 Definition. A change in employee’s FEGLI coverage.

341.2 Required Forms., SF 2817, Life Insurance Election (FEGLI), must be corpleted
and submitted within established time frames.

341.3 Elements. Complete the following eclements on Form 50-A (see sample
worksheet, Exhibit 341):

a. Mandatory Elements: 1, 12, 79.

b. Optional Sendard 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 submitied by the employee. See FEGLI
booklet SF 2817-B, FEGLI, for effective dates for other FEGLI changes.

¢. See ELM 330 and FEGLI bookler SF 2817-B, FEGLI, for vompleie infurnmation
on the FEGLI program.

Handbook EL-301, Jung 1988



Guidelines for Processing Parsonnet Actions

Exhibit 341
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342 Guidelines for Procassing Personnet Actions

342 Change in Service Dates (NOA Code 832)

342.1 Definition. A change in employee’s service computazion date.

3422 Required Forms. .Form 144, Siatement 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 Elemenis. 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.

<. Oprional Standard Remark Codes:. 548, 570.

342.4 Additional Information

¢ See Exhibit 210d for instructions on computing retirement and leave computa-
tion dates.

b. Remarks in element ¥ must read “"changes elements , , and which read , and ".
it is important that remarks comain 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

¢. If it is necessary 10 change the leave category (element 24), the effective date of
the action must be the date that the emplovee 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 23 t0 indicate the PF/YR on which
employee will advance 1o next category.

d. If an adjustment is not needed to correct leave hours, the effeciive date must be

the current pay period. . .

150 - Handbook EL-30t, June 1989



Guidelinas for Processing Personnel Actions Exhitit 342
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Guidelines 1or Processing Personnel Actions

152

343 Pericdic Step Increase (NOA Code 893)

343.1 Definitlon. An increase of one sigp in a Perguining cmployee’s grade level
Eligibility requirements for 2 P51 are listed in ELM 422.31.

343.2 Required Forms. A PDC-generated report of the affected bargaining-unit
empioyees 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 persennel office’s
preparation of a Form 350. The printout should be returned to PDC only when the
empioyee’s step is to be deferred. Otherwise. no action is necessary and the siep
increase action wil be automaticaily generated at the PDC.

343.3 Elements. If it is necessary to manually produce a Form 50 worksheet 1o
generate a PSIL, compiete the following elements:

a. Mandatory Elements: 1, 79, 96, 97.

b, Optional Elements: 18, 82.

c. Optional Suandard Remark Codes: 311, 312, 548.

343.4 Additional Information

a. 1f PS] places employee in top step, enter an asterisk in element 18 to delete the
field.

b. If granting 2 PSI as a result of an agreement 1o cancél 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 8 necessary to
properly have the deferment cancelled (see Appendix C for additional instructions for
canceHation of a step deferment).

Hangbook EL-301, June 1389
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Exhibit 343
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344 Guidelines for Processing Porsonnal Actions

344 Pay Adjustment (NOA Code 894)

344.1 Definition. An adjusument in compensation rate or change in base pay, but not in
the title of position.

3442 Elements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 344):

a. Mandatory Elements: 1, 79, 97,

b. Optional Elemerus: 18, 27, 28, 29, 38, 31, 32, 93, 95, 96.

c. Qptional Standard Remark Codes: 348, 567, 572,

344.3 Additional Information
4. ‘This NOA may be used to adjust pay rate for a casual empioyee with
authorization (see Appendix A, Speciai Pay), or for a temporary postmaster upon
advanicement or relegation of office, or to terminate rate retention {see Appendix A.
Special Pay).
b To terminate rate refention, 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*” 10 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 clement 29 If protected rate i3 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 empioyee is no longer entitied © a
protected rate (see ELM 421.514 for reasons for terminating protected rate prior 10
expiration date). It is recommended that the authority for this action be annotated in
the remarks section (clemesnt 88) and that a copy of the written suthority be filed on .
the right side of the empioyee’s OPF to support this change action.

154 . Handbooi Ei-201, June 1988



Guidelines for Processing Parsonnei Actions

Exhibit 344
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345 Guidelines for Processing Personnsl Actions

345 Quality Step Increase (QSIHNOA Code 396)

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.

3453 Elements. Compiete the following elements on PS Form 50-A (see sample
worksheet, Exhibit 345):

a. Mandaiory Elements: 1, 11, 79, 96, 97,

b. Optional Elements: 64

¢. Optional Suandard Remark Codes: 310, 311, 512, 526, 548.

3454 Additional Information

a. A OS] 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 clement 18 if the
employes’s new step is J, L, or N because the waiting periog between these sieps Is
decreased. To determine the new Periodic Step lncrease 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.

186 . Handbook EL-301, June 1983
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356 Guitelines for Processing Pergannet Actions

350 Code 960 Series
351 Detail Termination (NOA Code 900)

351.1 Definition. Termination of a detail that was effected by a Form 50.

3512 Elements. Complete the following elements on Form 30-A (see sample
worksheet, Exhibit 351):

a. Mandatory Elemenis: 1, 79, 93.

b. Optional Elements: 18, 56, 60, 63, 64 63, 69, 72, 71, 93, 96, 97, 99.

¢. Optivnal Standard Remark Codes: 526, 548,

351.3 Additional Information .

a. I 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, rake certain that you inform
the proper supervzsors in order o accomplish schedualing for the employee’s reiurn
regular duty assignment within required time frames.

1548 : Hancdbook EL-304, June 1989
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Exhibit 351
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s Guidelines for Processing Personnel Actions

352 Detail (NOA Code 301)

352.1 Definifion. Assignment of a career employee for more than 90 continuous
working days to a position other than the one o which regularly assigned.

-

352.2 Klements. Compiete the following elements on Form 530-A (see sample
worksheet, Exhibit 352)%:

&. Mandatory Elements: t, 79, 93.

b. Optional Elements: 18, 36, 60, 63, 64, 65, 66, 68, 69, 95, 96, 97, 99,

€. Optional Swndard Remark Codes: 532, 548.

352.3 Additional Information

4. Any empioyee, except those coverad in ELM 427 who s temporarily assigned 1o
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 (detaiis} is described in ELM
3333

¢, NOA 901 must be used 10 detail regular rural carrier employees (o positions with
a different rate schedule code. Remember to use asterisks 1o delere rural information
(elements 49, 50 and 72-76) from the Form 30 worksheet.

d. NOA 901 is not used for temporary empioyees. Postmaster Relief/Leave
Replacement {PMR/LR) and Temporary Postmaster (TPM} employees cannot be de-
tailed. To place 2 PMR/LR in a TPM position, you must first terminate the PMRAR
position on Form 19853, Posumasier ReliefiLeave Replacement Employment Data, and
process an accession Form 50 (NOA 110 or 113) to place the empioyee in TPM -
position, .

e. . For further clarification on eligibility and salary caiculations 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 t©o another
pesition until 6 months has elapsed from the date of promotion, except in emergencies
with the approval of the MSC Manager (see Mandbook EL-311, 544.82}.

g. See Handbook EE-311, 3448 for d0-day time Hmit imposed on higher-level
details to vacant positions covered under Subchapter 540 pending selection of a person
for permanent assignment

. See Handbook EL-311, 344.84 for definition, restrictions, and time limitations
for Officer-in-Charge assignments.

i. Bargaining-unit employees serving details to supervisory (noabargaining) posi-
tions are generally- ineligible 10 bid on vacant duty assignments in the craft to which
they are permanentiy assigned. Consult appropriate collective bargaining agreement for
more information.

168 . Handbaok EL-301, June T892
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Exhibit 362
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asa3 . Guidelings 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. Compiete the foliowing elements on Form 50-A.
a. Mandatory Elements: 1, 79.
b. Optional Elemenis: 63, 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,

5. 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 1o lower level, or other
appropriate aciion.
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Guidelinegs for Progessing Personnal Actions

Exhityit 353
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354 Guidelines for Processing Personngl Actions

354 Uniform Aliowance Certification or Uniform Certification Disallowance
(NCA 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 assigrnnent chaunged from 3 hours window amd 5 howrs distribution o 3
hours window and 3 hours distribution. )

3542 flements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 354;:

a. Mandatory Elements: 1, 69, 79,

b. Optional Standard Remark Codes: 513.

354.3 Additional Information

a. When a concurrent personne} action is processed which establishes or discontin-
ues an employee’s eligibility for uniform aliowance, show the certification or disallow-
ance in element 69 of the Form S50-A Do nat process a separate certifieation or

disaHowance action in this case.
b, See Exhibit 210a for Liniform Aliowance Codes.
¢. Form 30 is not used for work ciothes allowance.
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Guidelinas for Processing Personnal Actions

Exhibit 354
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355 Guidelines for Processing Porsonnel Actions

3558 Change to Leave Earning Status (NOA Code 907)

35851 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 reguiar 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 PS5 Form 30-A (see sample
worksheet, Exhibit 355).

&. Mandarory Elements: 1, 14, 56, 63, 72, 77, 79.

b Oprional Elements: 24, 23, 26.

¢. Optional Swandard Remark Codes: S08, 514, 515, 535, 548, 571, 572.

35583 Additional Information
a. This type of action is to be effective on the 9ist day the relief rural carrier
covers the roue.
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 a4 "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 empioyee is returned to nonleave earning status (NOA 908) when the reguiar
rural carrier returns to duty or if the employee is not awarded the vacant route, D
F When moving a designation 73 substitute rural carrier into a designation 72 .
position, de 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 41/7%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
designationn 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 wili
drop the designation 72 position and shift the remaining job segments back into the
proper order. Follow the same procedure for Rural Carrier Associzte employees who
hold dual casual positions,
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Guidailings for Procaessing Personnel Actions

Exhibit 355
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356 Guidalines 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 2
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 sampie
worksheet, Exhibit 356):

a. Mandatory Elemerts: 1, 25, 65, 72, 77, 19.

b, Optional Elements: 24, 26, 64.

¢. Optional Standard Remark Codes: 504, 507, 516, 336, 548,

356.3 Additional Information

a. If the employee was awarded the vacant route, do not process NOA 908, Process
NOA 3580, Conversion tw Regutar Rural Carrier. See ELM 424 to determine the step in
which employee will be piaced.

b. See Appendix B for more information on processing rurai carrier personnel
actions.
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57

Guidelines for Procossing Personnel Actions

117G

357 Change in Limited Tour Hours (NOA Code 911)

3571 Definition. A change in liunited tour hours of part-lime regular schedule
emplovees.

357.2 Elements, Complete the following elemenis on Form 350-A (see sample
worksheet, Exhibit 357)

a. Mandatory Elements: 1, 67,79,

b. Optional Standard Remark Codes: 548.

357.3 Additional Information

@. Process NOA 911 to document a permanent change in the regularly scheduled
hours of a part-time regular employee’s position. This change easures 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,

Handbook EL-301, June 1969
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358 Guidelines for Processing Personnel Actions

358 Reassignment Change Appointing Office (CAQ) (NOA Codes 924, 925, 926,
927 and 928)

358.1 De_ﬁnitions

358.11 Reassignment Change to ELower Level (NOA Cede 924), Reassignmen: and
change to a fower equivalent level, with a permanent lower salary, to an office with a
change in finance number,

358.12 Reassigament CAQ (NOA Code 9258). 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 aumber 1o another within the PCES program if there is no change
in job, ie, finance number changes for an office but no change in position.

358.13 Reassignment Promotion (NOA Code 926}, Reassignment and promotion to an
office with a change in finance number,

358.14 Reassignment PCES (NOA Code 927). To be used only for emplovees who are
moving info a PCES job from 3 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
RORCareer empioyee W a career position with a change in finance number. This action

covers the conversion of .all noncareer type appoiniments to career positions, ie.,
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 1w
the Execative Administraticn Schedule (EAS) or Data Center Schedule (DCS) positions.
Submit it with the Form 30 to ELRIC staff and retain a copy in the vacancy fiie. For
positions listed in Exhibit 530-A, the Candidate Evalvation Board rating is entered in
itert 12 on Form 35938. However, section 332.5 of Handbook EL-311 provides tha:
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 now state tax withholding form,
The employee must also compiete 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 ;0 lower level (NOA 924).

358.24 Form 1476, PSDS EMR lems Transcript, s required in PSDS offices to notify

the timekeeping unit of employee data.

of Form 50 o process a reassignment (NOA 927). Regional PCES Coordinators are

358.25 SF 52, Reques: for Personnel Action, is completed for PCES employees instead .
responsible for preparing these actions for processing.
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Guidslinas for Processing Personnel Actions

358.4

358.3 Elements. Complete the following elements on Form 50-A (see sample
worksheets, Exhibits 358.12 and 358.13): : ' :

a. Mandatory Elements: NOAs 924, 925: 1, 56, 60, 63, 79; 93, 96, 97, 9. 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, 33, 34, 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, 43, 51, 52, 33, 54, 64, 68,
69, 72, 77, 97,

¢, Optional Standard Remark Codes: NOA 924 501, 509, 511, 8§12, 513, 517, 326,
526, 537, 538, 548, 563, 568. NOA 925: 512, 513, 517, 520, 526, 531, 337, 363, 552,
NOA 926: 512, 513, 517, 520, 526, 529, 530, 531, 532, 548, 563. NOA N7 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, $12.4 and ELM 351.6. To determine seniority, refer to the Mational
Agreement for the particular craft.

c. NOA 928 does not cover the conversion of a Postmaster Relief/Leave Repiace-
ment. Llse Form 1653, Positmaster ReliefiLeave Replacement Employmeni Daia, t©
terminate empioyment as Postmaster Relief/l.eave Replacement and process appropriate
accession NOA to rehire the individual as a career empioyee. -

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, tist the
hiring worksheet number and date.

¢. For all CAQ acticns, change element 99 10 show new OPF finance number and
indicate losing finance namber in remarks section.

f. I the transferring employee is 2 member of the National Guard or Reservists of -

the Armed Forces and is eligible for military leave, request Form 3973, Military Leave
Conerol, 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 it being converted from casual to career status and
employee was being paid at a higher rate (see Appendix A), remember 1o delete the "§"
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,

Hanghook EL-301, June 1989
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Exhibit 358.12

Guidolinas for Processing Personnel Actions
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Guidatines for Processing Personnel Actions Exhibit 358.15
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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 a2 period of leave without pay (LWOP}M

over 30 calendar days, whether at the request of the employee or otherwise.

361.2 Elements. Compleie the following elements on Form 50-A (see sample
wortksheet, Exhibit 361}

a. Mandatory Elements: 1, 79,

b. Optionai Elements: 11, 14, 17, 23, 24, 25, 65.

361.3 Additional Information

a. To deduct credit for leave and retirement computation dates, subtract LWOP in
excess of 6 months in a calendar year from service and prepare Form 144, Swtement of
Prior Federal Civilian and Milisary Service.

b Code "RD" in element 23 when an amployee avercomes job-related
injury/disability and resumes employment in the former or equivaient position.

c. If employee i3 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 incresse depends on the length of
abseace, as foilows:

Periotd of LWOP (weeks) Determent Pay Periods

Otoicss than 13........... No deferment

t3tolessthan26........ .. 7

2Hwiessthan 40, ....... .. 13

40t less than 82.......... 20

7 26

Morethan 82 .............. Ona PP for each 2 weeks of
LWOP

Handbook EL-30%, Juna 1989
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362 Guidelines tor Processing Peryonnel Actions

362 LWOP Exceeding 30 Days (NOA Code 460)

362.1 Definition. A temporary nonpay staws and absence from duty that may be
granted on employee's request. This inciudes leave without pay (LWOP) for military
duty (see ELM 514). : : -

362.2 Elements, Compiete the following elements on Form 50 (see sample worksheet,
Exhibit 362):

a. Mandatory Elements: 1, 79,

b, Optional Standard Remark Codes: £20, 521, 548, 559,

362.3 Additional Information

2. Employee should be aware that health insurance is automatically terminated by
the PDC after 365 days LWOP.

b, Employee should aiso be aware that LWOP in excess of 13 weeks will affect the
waiting period for next PSI (see ELM 422.33) and LWOP in excess of 6 months may
affert retirernent and leave computation dates.

c. Employees may be in a nonpay status up to 12 months and their basic and
optional life insurance coverage comtinues 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 Chapier 3 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 36 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 approyed, the
action is effective on the first day of sick leave following receipt of approval by the -
installation head .

. 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
jeave following receipt of approval by the instatlation head .

¢. After generating NOA 462, it will De necessary t0 generaie another Form 350
when the employee’s sick leave has expired using NOA 301 to separate the employee
from the rolls.

178 - Handbook EL-301, June 1985
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exhibit 362
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Exhibit 362, Form 50-A for LWOP Exceeding 30 Days
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370 Guidelines tor Processing Fersonnel Actions

370 Cancellations, Corrections, Revisions
371 Cancellations
371.1 Cancellation (NOA Code 001)

371.11 Definition. Cancellation is the issurnce of a Form 50 negating a personnel
transaction documented in an OPF by a previously issued Form 50.

371.12 Elements. Compiete the following clements on Form 30-A and any clements
that will change as a result of this action (see sample worksheet, Exhibit 371.1}.

a. Mandaiory Elements: 1, 79

b. Optional Standard Remark Codes: 548.

37:.13 Additional Information

4 Do not confuse a cancellation action with a correction action (NOA 002). See
Exhibit 371.13, Guidelines for Cancellations.

b. Refer 1o Appendix C for assistance.

¢. When cancelling a step deferment, you must process a separate Form 50 {(NOA
£03) to grant the step increase (see Appendix C for additional instructions for cancella-
tion of & step deferment}.

Guidelines for Canceilations

Nature of Agticns Conditions Course of Action

Al accassions {career, Mo work hours iJse NOA 398 .
casuale and temporary} .

Casuals & temporary Terminated in srror {bafore and of Lise NOA 154, Reactivate (Noncareger) with the
(NOAs 352, 317} appoiatrnent} . same effective date as the termination.

Cancellation of actions  Change action retracted (e.g., step Use NOA 00t. Correct all slements 10 reflect the
incroase granted after defarmant or  current status. Remarks must show what element
rgassignment not accepted) numbers you wish to correct, Example: This

corrects elements,—— and -, which regd--—
and--, This canceis NOA-—effective--—.

Canceiiation of tmployee changes retirernent date,  Use NOA 150, Reactivafion, on processing copy.
separation for career arbitration award, terminated in error  ELRIC needs ail previous information in file. f
appointmants empioyee is being reactivated to correct the

aftactive date of separation, process a separation
action after reactivating. The effective date of the
roactivation eust be the same as the separation
date. Note on the canceiiation whether the action
i boing cancelled to correct armpioyea date fia..
affective date, date of birth, efc.) or whether
omployee is being returned to duty {terminated in
arror or decided not o retire}
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Guidelines tor Processing Persconnel Actions

Exhibit 371.1
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Guidelines for Processing Parsanngl Actions

182

371.2 Cancellation of Accession {(NOA Code 398)

371.21 Definition. kliminates an accession from service history, such as when 3 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. Mandaiory Elements: 1, T9.

b. Opiionai 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, shouid expiain why the action is being processed,
e.g., "employee failed to report for duty.”

d. MOA 308 should not be used 1o cancel an accession if the employee performed -

any work.

g. NOA 398 may aiso 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 S5SN. Element 88, free form remarks, must
document this transaction as follows, so that the PDC will be able to transfer sarnings
information to the correct SSN: "Employee hired under incorrect SSNaws o el
Accession will be reprocessed under correct 55N - - ---." See instructions for NOA
800 {372.3) to correct an employee’s Social Security number.

Handbook £1-301, June 1283




Guidelines for Processing Personnet Actions

Exhibit 371.2
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Exhibit 371.2, Form 50-A for Cancellation of Accession
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372 _ Guidelines for Processing Personnel Actions

372 Corrections

372.1 Correction (NOA Cede 002)

372.11 Definition. Correction is the issuance of a Form 50 modifying a personsel
transaction documented in an OPF by a previcusly issued Form 50 on which informa-
tion was erroneous, incompiete, or omitted. This is distinguished from a revision which
is defined in 373,

372.12 Elements. Complete the foltowing elements on Form 50.A and any elements
that wilt change as a result of this action (see sample worksheet, Exhibit 372):

a. Mandatory Elements: 1, 79

b. Opiional Standard Remark Codes: 501 through 372,

372.13 Additional Information

a. Enter a statement in element 8% identifying the eiement being corrected, e.g.,
Mearrects element on PS Form 30 dated which read " .

B  Address corrections are not processed with NOA 002. Employee should com-
plete and submit a PS Form 1216, which should be processed at the DDE/DR site. This
will update the employee’s master file and future forms 50 will contain the most current
aderess processed through DDE/DR.

¢ When all elements on the current line of the processing copy are correct and &
service history correction is necessary, compiete a Service History Form and send two
copies to Postal Data Center (PDC)one copy to Payroll and one copy to Retirement
Section). See Correction Decision Chart, Exhibit 372.1a.

d. IF there are elements o be corrected on PS Form 50 and the service history also
contains errors, determine whether the service history correction can be completed in 3 -
fines or iess. Enter service history in elememt 88 on Fonmn 30 if it does not exceed 5 - .
lines. It is exceeds S lines, complete a Service History Form (Exhibit 372.1b) and send
to Postal Data Center. Since pay adjustments will have 1o be calcuiated by PDC, be sure
to indicate the elements being corrected and what they read before the correction {e.g.
*Corrects elements . and on PS Form 50 dated which read-, and " Also indicate in
remarks that service history was sent to PDC for ELRIC's information. (See Correction
Decision Chart, Exhibit 372.1a}. It is important to remember that you are processing
this change tu make currections to the Form 50 and service history and uitimately to
have pay and/or leave adjusted. After you have prepared a salary progression and
determined where the mistake occurred, carefully prepare the correction actien and
service history io correct the error and the prier 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 correcied, make sure only one
asterisk per fietd is used. Exampie. 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 30
must he processed and a current effective date may be vsed.

184 - Hangbook EL-361, June 1989



Guidetings tor Processing Personnet Actions

Exhibit 372
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Exhibit 372, Form 50-A for Correction with Service History
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Exhibit 372.12 Guidelines for Processing Personnal Actions

Correction Decision Chart

 Employee Ang Curram And Pricr Data  Action Will Be ~And

Statuy is Data g ig
APT Correct Correct No action reguired
ART Cormrect ingorrect Send Sarvice History (SH) 1o
- PUC Retirenent & Payrolt
Sections, Nothing to ELRIC,

A mcorrect Gorrect  NOAQO2 o FLAIG ] B
e T incorract Correct Reactivate employee file and H 8H is less than 5 lines, show

: corract current data, SH on Form 50 in remarks,
A Incorrect Incorrect 50 to ELRIC. iF SH ig more than § lines,

send 2 copies o PDC
{Retirarment & Payroll
Sections) for adjusiments.
Inghicate “Service History sent
PDC™ in remarks on Form 50.

2 T incoresct Incorrect Reactivaie employee file and
correct current data. Submit
service history corrections to

PRC
A= Active
P = Pending
T = Terminated
Exhibit 372.3a, Correction Decision Chart .
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Exhibit 372.1b

Guidelings for Processing Personngl Actions
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Exhibit 372.1b, Service History Correction Format
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3722 _ Guitietinas for Protessing Personnel Astions

372.2 Retirement Code Correction (NOA Code 08)

372.21 Definition. Used to correct a retivement code entry in element 13,

372.22 Elements. Complete the following elements on Form 50.
e, Mandatory Elements: 1, 13, 79,
b. Optional Standard Remark Code: 502.

372.23 Additional Information

a. Check the retirement code chart, Exhibit 210c, to find the correct code. Indicate
the entry prior to correction in element 88 so adjustment can be made by PLC. 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 retitement plan code.

372.3 Social Security Number Correction (NOA Code 800)

372.31 Dcfinition. 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, Complere the following elements on Form 50-A (see sample
worksheet, Exhibit 372.3),

a. Mandatory Efememis: 1, 79, 98

b, Optional Siandard Remark Code: 502.

372.33 Additional Information
a. Enter correet SSN in element 98, L
b, Offices with access 10 the employee master file (FEMF) through on-line guery Yy
{OLQ) should determine whether a correct SSN already exists in the EMF and. if s0, .
use a two-step correction procedure deseribed in (¢} below, Offices without access to the
EMF should assume that a correct SSN is not on the EMF and process NOA 800 w
correct an SSN. _
¢. The effective date of the action should be the same as the original accession date.
4 If a correct SSN also exists on the EMF, as indicated through access to OLQ or
by an error message on a previous NOA 800 action, (1} cancel the incorrect SSN and
(2} reprocess an accession with the correct SSN. Both steps may be processed simuita-
negusly.
f1) Use NOA 398 to cancel the accession action processed under the incorrect SSN
{see 371.2).
{2} I 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 S5N is i 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 instaliation with the correct effective date, no further action is
required for step 2,
¢. When the PDC processes the action, all personnel data and retirement monies
are automatically transferred to the correct SSN. The correct SSN returas in element 3
and element 98 is blank.
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373 Revisions

373.1 Definition. A revision is 2 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 UJSPS 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).
Mo other changes may be made on a processed Form 50, If a daE elemen is in orror,
process a NOA 002, Correction.

380 Reactivate
381 Reactivate (NOA Code 150, 151)

I%1.1 Definition. Reactivation of an imactive master file on a carcer employee who has
been separated from postal service roils. NOA 150 indicates the reactivation of an
employee's master file for whom retirement monies have not beenn forwarded io the
Office of Personpel Management (OPM). NOA 151 indicates the reactivation of an
empioyee’s master file for whom retirement monies have been forwarded to OPM.

381.2 Elements. Complete the following ¢lements on Form 30-A {see sample

worksheet, Exhibit 381}
a. Mandatory Elemerus: 1, 3, 4,5, 6, 8, Q. 11, 12, 13 14, 15, 16, 24, 26, 33, 36, 37,

46, $1, 52, 53, 54, 56, 60, 63, 64, 65, 66, 68, 79, 93, 95, 96, 97, 9.
b. Optional Elemerus; 17, 18, 21, 22, 25, 34, 40, 41, 43, 44, 45, 47, 69. R
c. Optional Standard Remark Codes: 548, 367, 374. .

381.3 Additional Information

4. 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 wilt show
NOA 151 instead of 150,

&. Effective date is the date of separation.

¢ Elemen:s 96 and 97 should show carrent salary for the level and step at which
employee is assigned. Prepare service history {see 372.1b) to update the history between
the separation and the date you prepare the Form 30 worksheet if necessary.

382 Reactivate Noncareer (NOA Code 154)

382.1 Definition. Reactivation of an inactive master file on a noncareer empioyee who
has been separated from postal service rolis.

3822 Elements. Complete the following elements on Form 50-Ac

a. Mandatory Elemenmis: 1, 3,4, 5, 6, 8, 9, 10, 11, 12, 13, 15, 19, 20, 24, 26, 33, 36,
37, 43, 46, 51, 52, 53, 54, 60, 63, 64, 65, 66, 68, 79, 93, 35, 96, 97, 99,

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

c. Optional Standard Remark Codes: 548, 559, 367, 572.

3823 Adaitional 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 i¢ assigned. Prepare service history (see 372.1b} 10 update the history between
the separation and the date you prepare the Form 50 worksheet if necessary.
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Chapter 4--Separation Contents NOA

410 Generai
411 Definition
412 General Requirements
413 Remark Codes
413.1 Quit Codes
413.2 Unemployment Compensation Codes
414 Severance Pay
415 Terminal Leave Worksheet
416 Accountability for Government Property & Funds

420 Retirement
421 Definitions
421.1 Mandatory 300
421.2 Disabitity 301
421.3 Optional 1062

422 Authority

423 Required Forms

424 Elements

425 Additional Information

430 Resignations
431 Definitions

431.1 Charges Pending 319
431.2 Military 313
431.3 Career 317
. 431.4 NonCareer 38

432 Required Forms
433 Elements :
434 Additional Information

440 Separation
441 Definitions

441.) Transfer to Another Agency 329
441.2 Military 323
441.3 Declined Relocation 324
441.4 Declined Assignment 325

441.5 Cancellation of Accession
442 Required Forms
443 Elemenis
444 Additional Information

450 Involuntary Separations

451 Definitions
451,1 Termination During Probation for Pre-Appointment Conditions 328
451.2 Termination During Probation for Other Conditions 329
451.3 Removal for Conditions Arising After Entrance on Duty 346

452 Required Forms

433 Elements

454 Additional Information

460 Death 356
461 Terminal Leave Payment
. 462 Required Forms
463 Elements
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464 Additional Information

470 Separation-Disability
471 Definition
472 Authority
473 Required Forms
474 Elements

480 Terminations

481 Termination {of temporary/casual}
481.1 Definition
481.2 Required Forms
481.3 Elements
481.4 Additional information

482 Termination of Dual Position
482.1 Definition
482.2 Elements
482.3 Additional Information

Exhibits

Exhibit 410a Separation Forms

Exhibit 410b Quit Codes

Exhibit 410c Linemployment Codes

Exhibit 421.2 Sample Worksheet for NOA 301
Exhibit 421.3 Sample Worksheet for NOA 302
Exhibit 431.3 Sample Worksheet for NOA 317
Exhibit 441.1 Sample Worksheet for NOA 320
Exhibit 451.3 Sample Worksheet for NOA 346
Exhibit 460 Sampie Worksheet for NOA 350
Exhibit 470 Sample Worksheet for NOA 326
Exhibit 481a Sampie Worksheet for NOA 352
Exhibit 4810 Sampie Form 16353 for Termination
Exhibit 482 Sample Worksheet for NOA 960

326

352

960

Element
NA

84-86

87
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Chapter 4
Separations
410 General

411 Definition

A separation is any personnel action which resulis in the loss of an employee from the

" rolls of the Postal Service (see ELM 365).

412 General Requirements

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

413 Remark Codes

Code any appropriate standard remark codes (see Exhibit 110e) to properly document
the file {e.g., use standard remark code 342 when USPS™ reason for separation differ
from employee’s reason).

413.1 Quit Codes. The 400 series Quit Codes are optional rernarks which will print on
the first line of the generated Form 50. All remark codes were developed to save
excessive typing of remark statements by data entry personnel.

413.2 Unemployment Compensation Codes. The personnel action form (Form 1653 or
Form S50} is the source document that PDC uses o furnish reasons for separations to
state employment agencies for adjudicating unempioyment compensation claims based
on Postal service. Therefore, ail 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 terminat leave worksheet when an employee separates from the
Postal Service. File it on the right side of the individual’s Official Personnel Foider.

416 Accountability for Government Property and Funds

Required clearance must be arranged to provide accountabiiity for government property,
emergency advance travel funds, and similar items for which the postmasier or other
instaliation official is responsible. The designated property officer certifies Form 337,
Clearance Record for Separaied Employee, for all separated employees other than
postmaster and Iaspection Service personnel {see ELM 365.173).

420 Retirement (NOA Codes 300, 301, 302)
42t 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]}.

Hangbook EL-301, June 1488
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421.2 NOA Code 30l-Retirement Disability. Separation of an employee who is eligible
for disability retirement, when the Office of Personnel Management determines that the
emplovee 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 approvai date by OPM or the last day
the employvee received sick leave, whichever comes last (See ELM 563.237).

4213 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 Autherity

39 U.S.C. 1001. The authority for disability retirement is the BRI 46-48 number, which
is entered in element 88 on Form 50.

423 Required Forms
See separation forms, Exhibit 410a.
424 Elements

Complete the foliowing elements on 50-A (see sample worksheets, Exhibits 421.2 and
421.3}%
a. Mandaiory Elements: 1, 79, 87.

Nuote: For NOA, 301, identify BRI and C5A numbers in element 88,

b. Oprional Elements: 51, 51, 53, 54,

¢. Opiional Standard Remark Codes: NOA 300 504, 521, 522, 540, 548, 355, 601.
NOA 301: 304, 521, 522, 540, 541, 548, 555 NOA 302: 504, 521, 522, 538, 340, 335,

d. Acceprable Unemploymen: Compensation Codes: NQA 300: 601 NOA 301: 612,
613, NOA 302: 602, 603, 604, 605, 606, 607, 608,

425 Additional Infermation

a. Retirement computation date should reflect any creditable military service.

&, Refer to guidelines in other handbooks and manuals for assistance in determin-
ing eligibility, creditable service, ete., for retirement,

Handbook EL-201, June 1989
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430 Resignation (Voluntary) (NOA. Cedes 316, 313, 317
431 Definitions |

431.1 NOA Code 310-Resignation Charges Pending. Used 10 separaie a career em-
ployee who voluntarily resigns while charges are pending (see ELM 365.212).

431.2 NOA Code 313-Resignation Military. Used to separaie a career ermplovee who
voluntarily resigns to enter military service. Note: Do not confuse with Separation-
Military (NOA Code 323). which is used 10 separaie an employee who has specific
orders for reporting for military duty.

431.3 NOA Code 317-Resignation. Used 1o separate an employee who voluntarify
resigns when NOA Codes 310 and 313 do not apply (see ELM 365.2 for more
information about resignations).

432 Required Forms
See separation forms, Exhibit 410a.
433 Elements

Complete the foliowing elements on 50-A (see sample worksheet, Exhibit 431.3}%

a. Mandatory Elemerts: 1. 79, 87.

b. Opiional Elements: 31, 52, 53, 54

¢. Opiional Swandard Remark Codes: Use any applicable Quit Codes {sge Exhibit
410b) and: NOA 316: 504, 521, 522, 540, 542, 555. NOA 313: 522, S48, 555. NOA 317
504, 521, 522, 540, 542, 548, 555, 5364,

d. Optional Unemployment Compensation Codes: NOA 310: 649, NOA 313 620
NOA 317: 616-619, 621-648, 650, 632, 633, 682.

434 Additional Information

a. When a noncareer employee resigns to accept a career position in the Postal
Service, process a conversion fo career in fieu of a resignation, However, the effective
date of the conversion must be the first day of a pay period. .

b. Tf the employee’s noncareer appointment expires prior 1o the effective date of
the career appointment, process a NOA Code 352, Termination, and then the accession.
Every effort shouid 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 calcuiates pay sccording 10 how an
employee is set up on the Employee Master File at the close of the pay period.
Therefore, it you work someone as a casual i 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.

¢ 1f the employee wishes o resign from a noncareer position prior to the
expiration of the noncareer position, process a NOA Code 317 and use Unemployment
Compensation Code 633, "Resignation-Voluntary. Employee voluntarily resigned be-
cause "

4. Under no circumsiances should a career employee be asked of expecied 1o resign
to accept another career position within the Postal Service. This type of action is in
viofation of the Memorandum of Understanding between the U.S. Postal Service and the
Joint Bargaining Committee as incorperated in the Natinnal Agreement. Each office
shouid work owards establishing a reasonable release date. If a date cannot be agreed
upon, the maiter should be elevated to the next level of authority. If an employee does
resign and is placed back on the rolls without a mreak in service, he will not be required
to serve a new probationary period.

Handbook EL-301, June 1988
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e. I employee resigns because charges are pending with the Inspection Service,
indicate this reason with Unemployment Compensation Code 650 in eiement 87. The
Ingpeetion 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-retated injury, enter CF in element 23, Use remark code 564 which reads "COP will
cease on month-day-year”. {This date must not exceed 45 days from the date of COP.)
The code CP alerts payroll that the employee will be compensated beyond the separa-
tion date.

g Retain the Official Personnel Folder for any employee who resigns indicating the
intentions of entering the military. The individual may apply, within certain time
frames, for restoration to the position left or 10 a position of like seniority, status and
pay (see EL-311 718, 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 1he 31st day and the day actually hired. This short time frame
does not aliow for requesting the OPF from the Mationai Personnel Records Center to
determine eligibility; it must therefore be retained in the installation. See ELM 365.233
for more information about postal officiat action at time emplovee feaves.

Handbook EL-301, Juna 1389
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440 Separation (NOA Codes 3206, 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
withour a break in service of a full workday (see
ELM 365.22). This NOA is not applicable to a
movement of an employee from one postal in-
staliztion to another. Resignation by empioyee is
not required and no resignation shouid be re-
quested.

441.2 Separation-Military (NOA Code 3233, This
code applies to career employees entering active
U.S. military service. The branch of service must
be stated. This action is used in all cases instead
of milltary lurlough. Evidence that the empioyee
is entering the armed forces pursuant 10 official
orders 15 the basis for issuzance of NOA 323 (see
ELM 36523)

Note: Do not confuse with Resignation-Miitary
{NOA Code 313), which is used when a career or
nonecareer employee valuntarily resigns to enter
military service.

441.3 Separation-Declined Relocation (NOA Code

324) Separation initiated by the Postal Service

when an employee declines (because of family or-

other regsons) o accompany the function or ac-
tivity when it 8 moved © a2 new geographic
location,

441.4 Separation-Declined Assignment (NOA
Code 325). Separation initiated by the Postal
Service when an employee declines, because of
family or other personal reasons, a new assign-
ment which is occastoned by an established rota-
tion poticy, 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 emplovee 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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celiations. See 371.2 for specific information and
guidance).

442 Required Forms
See separation forms, Exhibit 410a,
443 Elements

Complete the following elemenis on 50-A {see
sample worksheet, Exhibit 441.1):

a. Mandatory Elements: 1, 79, 87,

b. Optional Efements: 51-54.

¢. Optiongt Standard Remarks: NOA 320:
321, 522, 540, 5348, 355. NOA 323: 504, 3521, 522,
540, 548, 535 NOA 324: 5304, 305, 521, 322, 540,
348, 555. NOA 325: 504, 505, 521, 522, 340, 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-
gibie for mititary feave, forward Form 3973, Mili-
tary Leave Conirof, to the agency. This procedure
will prevent any doubt about how much military
leave the employee used or has available in the
fiscal vear.

b.  Effective date for NOA 320 i3 the day
before entrance on duty with new agency. ;

¢, Persons separated with NOA 323 may b
entitied to specific reemployment rights {see
ELM 365.234).

d. Reuin the Official Personnel Folder for
any empiovee for whom a Separation-Milary is
being processed. The individual may apply, within
certain time frames. for restoration o the posi-
tion ieft or to a position of like seniority, status
and pay (see EL-311. 2i8 and ELM 3065134},
Personnel officials must restore eligible employ-
ees within 30 days of request or be liable for
payment for work that would have been per-
formed between the 3ist day and the day actualy
hired. This short time frame does not allow for
requesting the OPF from the National Personnel
Records Center to determinge eligibility. it must
therefore be retained in the installation, See ELM
363.233 for more information about postal of-
ficial action at time employee leaves.

Hanghbiook £L-307, Juna 19389
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Guidelines 10r Processing Personnel Astions

450 Involuntary Separations (NOA Codes
328, 329, 346)

451 Definitions

451.1 Termination PDuring Probation for
Pre-Appointment Conditions (NOA Code 328).
Separation initiated by USPS because of con-
ditions arising, whaily or partiaify, before the
employee’s entrance on duty. NOTE: Do not use
this NOA to separate a casual or temporary em-
pioyee {use NOA 352 instead).

451.2 Termination During Probation for Other
Conditions (NOA Code 329). Separation initiated
by USPS because of conditions arising whoily or
partially after the employee's entrance on duty,
and not covered by Code 328 NOTE: Do not use
this NOA to separate a casual or temporary €m-
ployee (use NOA 352 instead}.

451.3 Removal for Conditions Arising After
Entrance on Duty (NOA Code 3463, Disciplinary
separation initiated by USPS based on cause and
not covered by another personnel action listed in
this chapier, NOTE: Do not use this NOA two
separate a casual or temporary empiloyee {use
NOA 352 instead).

452 Required Forms
See separation forms, Exhibit 410a.

453 Elements

Complete the following elements on rorm 5U-A
{see sample worksheet, Exhibit 431.3):

a. Mandatory Elemerus: 1, 79, 87

b. Opticnal Elemenss: 31, 52, 33, 34, 84, 85,
a6, 88.

¢. Qptional Unemployment Compensation
Codes: NOA 328 670, NOA 326: 671 NOA 346:
672-678, 680

d. Optional Standard Remarks: 504, 521, 322,
540, 548, 555,

454 Additional Information

. When a removal (NOA 346) is prepared,
limit excessive free form remarks to those that
are necessary in eiement 88. Eanter in this section
the date of the disciplinary notice and the subject

204

of disciptine; stated concisely {e.g, AWOL: In-
subordination: Tardiness).

b. Esiablish effective date as follows:

{1} In a removal action, the emplovee should

be placed in a nonpay, nonduty status at the close

of business on the removal date. No Form 30
should be processed; the employee’s timecard
shouid show him or her in a LWOP status. If no
appeal has been filed to Step I within the 13
calendar day time limit or to the MSPB within
the 20 calendar day time Hmit, a Form 30 remov-
ing the employee on the effective date set in the
decision should be issued.

{2} If an appeal to Step [ has been filed, or
the employee appeals to the MSPB, part [ of P8
Form 6075, Status of Emplovee Benefits, should
be sent to the staff in PDC Payroil Section. Once
the administrative or MSPB appeal has been com-
pleted and the removal ¥ upheld. Form 50-A
should be prepared and processed removing the
employee effective the date of the final disposi-
tion of hissher case. In addition, part 2 of P§
Form 6075 should be sent to the swaff at PDC
Payroii Section.

{3i The effective date of the action i o be
the date of the final disposition of the employee’s
case. In cases which were appealed through ad-

" ministrative procedures, the effective date of the

action is the date set forth in the notice orf
decision of removal as appropriate.

¢. For settlements resulting in changes to
jower grade, the Form 50 is processed on the
effective date whether or not the employee ap-
peals,

. if removal is the resule of an Inspection
Service case, cite case mumber in free form re-
marks section of Form 50. Code standard remark
code 555, Withhold Funds, in element 84-86 if
applicable. This will cause PDC to hold any ter-
minal leave pay due the employee until the Postal
Inspection Service formally releases the funds. 3

e. ©On Form 2810, Nouce 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,

/. Complete and mail the entire Form 2821,
Agency Certification of Insurance Status, o the
staff in PDC Retirement Branch for verification
of salary,

Hancdbook EL-301, June 1889




Guidetines for Processing Personnel Actions

Exhibit 451.3
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Guidelines for Processing Personngl Actions

460 Death (NOA Code 350)

461 Terminal f.eave Payment
See ELM 422.451.
462 Required ¥orms

The foliowing forms must be processed as appro-
priate (see Exhibit 410a for details on form prep-
aration and usej:

a. SE 2800, Applicaiion for Death Benefits.

b. FE-6, Claim for Death Benefits (FEGLI).

c. W-9, Reguest for Tacpayer Identification
Number,

d. SF 2823, Designation of Reneficiary
{FEGLI}.

e. SF 1133, Claim of Designated Beneficiary
andior Surviving Spouse for Unpaid Compensation
of Deceased Civilian Employee.

f. SF 1155, Claim for Unpaid Compensation
of Deceased Civilian Employee.

g. SF 2810, Noiice of Change in Healih
Benefiis.

k. Form 1345 {or local form), Request for
Pasthumuons Recognition.

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

: CA-5, Claim for Compensaiion by
Widow/Widower/Children,

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

. CA-6, Official Superior's Report of Death
as a resuit 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 Elemernts: 69, 51-54.

¢ Optional Swandard Remark Codes: 306,
521, 522, 539, 540, 348.
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d.  Optional Unemployment

Codes: 676

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.

¢. 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
wtal amount of leave without pay.

4. I employee was entitied to lump sum
payment for leave, enter the foliowing remark in
element 88: Payment to be made for XX hours
annual leave. Period covered by leave ends {date
and hours), is issued. If this information is not
available, enter the statemnent: Payment to be
made for all accumulated annual leave to which
deceased emplovee is enmtitled under existing law.
H the emplovee was entitied 1o terminal annual
feave at a higher rate, see below.

e. When iterminating a deceased empioyege
entitled o terminal annual leave at 2 higher rate,
incinde the following statement in element 88
Employee 10 be paid for all terminal annual leave
to which entitied ender 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 elernents 51-34,

g If employee’s OPF contains SF 1132,
Designation of Beneficiary, Unpaid Compensation
of Deceased Civiliarn Employee, remove 11 and
forward to PDC. If form is not on file, enter in
element 88: No SF 1152 on file.

k. NQOA Code 3350 autornatically terminates
employee’s record and manually effects salary
and/or terminal leave payments 1o estate,

i, Effective date is the actual date of death.
Do not use the last day in pay status as the
effective date.

Compensation

Handbook EL-301, June 1583
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470 Guidelines for Processing Personnel Actions

470 Separation-Disability (NOA Code 326)

471 Definition

Separation initiated by the USPS of an employee who is ineligible for disability
retivement 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 {se¢ aiso ELM 340 and 350).

472 Authority

Office of Personne! Management (OPM) instructions (in the case of disability), or
evidence by competent medical and/or legal authority of the employee's inability 10
perform the duties of the position because of mental or physical condition, constitutes
the basis for isuance 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 Siatus.

c. SF 2802, Application for Refund of Retirement Deductions.

d. SF 2810, Notice of Change in Health Benefits.

474 Elements
Complete the following elements on 50-A (see sample worksheet, Exhibit 470} .
a. Mandatory Elements: 1, 79, 87
b. Optional Elements: 69, 51-34,
c. Optional Standard Remark Codes: 504, 521, 522, 540, 548, 335,
d. Optional Unemployment Compensation Codes: 668, 669.

208 . Mandbook EL-301, June 1889



Guidelines for Processing Personne! Actions

Exhibit 470
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480 Guidelines tor Processing Personnet Actions

480 Terminations

481 Termination (from Temporary/Casual Position) (NOA Code 352)

481.1 Pefinition. This code is used for:

a. Separation of an employee from a temporary or casual position at the expiration
of the appointment (inchuding Postmaster Relief/Leave Replacements (PMR/LR)).

b, Termination because of lack of work.

¢. Termination for other reasons, e.g, insubordination, excessive absence without
cause, etc.

481.2 Required Forms. See separation forms, Exhibit 410a. Use Form 1633, Postmasier
ReliefiLeave Replacement Employment Data, to terminate Postmaster Reliel/l.eave Re-
placements. Use Form 50-A for casualtemporary employees.

481.3 Elements

¢ Complete the following elements on 30-A (see sample worksheet, Exhibit 481a).

(1) Mandatory Elements: 1, 79, 87.

{2) Optionat Elements: 51, 52, 33, 54.

{3) Optional Standard Remark Codes: 518, 521, 522, 548, 555.

{4) Opiional Unemployment Compensation Codes: 680, 681.

b. Complete the required elements on Form 1653 to separate 2 PMR/LR (see
Exhibit 481b}.

481.4 Additional Information :

2. Postmaster Relief/leave Replacements (PMR/LRs) separations are processed
using Form 1653, If terminating a PMR/LR appointment and appointing 10 2 temporary
postraaster (TPM) position, make effective date of separation 1 day prior to appoint- .
ment as TPM. See NOA 230 for instructions on processing a Form 30-B to appoint as
TPM. Submit both actions simultaneousty as 1 of 2 (on Form 653} 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 simuitanecusly as 1 of 2 (Form 50) and 2 of 2 (Form 1653). Make effective
date of separation zciion une day prior to appointment action.

210 . Handbook EL-301, June 1989
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Exhibit 481b Guidelines for Processing Personnel Actions

5. Posenl Service
POSTMASTER RELIEF/LEAVE REPLACEMENT EMPLOYMENT DATA

Applicanta Maling Addras JRIredl, Lir, B HEEE ditd 21 LoaE) FOLL QTR AETE BA0 Mading Soci e

Wahkon, MX 58386-9988

Dear

1 am exrending to yus this uffer of cmployment sppurtunities with the United S1a10s Pottal Seevice &5 2 Postmaster Beliet/boave
Replacement vnder the following terms ami condinions:

1. W Guies Wi invelve rammcTiag powis basdos with tie pubtic, safipuacding Pesial property snd veninmy ataed sndur acciw ke d
duties dentified by the Postrtaseen.

U to 16 wours of trainiag to perfomm the sssigned duties will be paovided, i necessny -

i
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Exhibit 481b, Form 1653 for Termination of Postmaster Relief/Leave Replacement
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Handbook EL-301, June 1988

Guiieiines for Processing Personnel Actions 482.3
482 Termination of 2 Dual Position (NOA Code 960)
482.F Definftion. Used 10 teriminate 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 termipate a primary position.
4822 Flements. Complete the following elements on Form 50-A (see sample
worksheet, Exhibit 482}
a. Mandatory Elements: 1, 79.
b. Optional Swndard Remark Codes: 522, 548
482.3 Additional Infermation
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 petiod.
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,
213



Exhibit 482

Guidelines tor Processing Personnod Actions
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and return.

Guidelines for Processing Personngl Actions Exhibit 4108 {p. 1}
Separation Forms
Separation actions will require the procassing of soeme or alf of the following forms:
Form Title Preparation Use
EF & Notice to Federal Prepare ong form and mail | Notfy employee of
Ermployee About 1o former employse, Unemployment Compensation
Unemployment rights/banefts.
Compensation.
Form 337 Cisarance Record for Intiate by completing top Provides accountabiity for
Reuired Clearante o partion. Forward 10 government property.
Separated Employee Supv/Postmasier for
completion and retum. _
Fann 1476 PSDS EMR ligms Prepare and forward to Notifies timekeeping unit of
Transcrint PSDS. separatons.
SF 2802 Agppiication for Refund of  Give 1o former employse initiates refund.
Retirement Deductions on reqguest for completion
e e i . o weQretum. e
SF 2810 Naotice of Change in Prapare as directed on See ELM 525.4, 525.5, 525.6,
Health Benefits farm. 5257, 525.8, 524.76
SF 2819 Notice of Conversion Preparo and give to former  See ELM 524.77
Privilege mpivyes.
SF 2821 Agency Certification of Prepare and forward 10 Certfication of salary.
insurants Slatus POHC. Forward employee
copy upon verfication of
satary oy PDC.
8F 3106 Application for Refung Give to former amployee Intiates refund.
{FERS) on request for compietion

Resignation, refirement. death actions will raqdii-e some or 3l of these additional forms:

Hesignation

Form 2574 Rasignation

Employee prepares

Rotirement - Mandatoery or optional

SF 2801

Appiication for Retirement.  Employee prepares

Propare from amicymant
and miliary records

Cerbiies creditable service.

gF zan - Certified Summary of
Federal Service

SF 2801

Schedule

A Mifitary Service info
B Military Retred Pay
& Federa Employees

Compensation information

I+ Ageney Chesklist of
immediae Retitement
Procedures

Attach DD-214

Exhibit 4102 {(p. 1), Separation Forms

Handbook EL-307, Juhe 1980
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Exhibit 410a {p. 2)

Guigelines for Processing Personnol Actions

Form Title Praparation Use
§F 2818 Election of Post Farwarg 1 PDU with
Ratirement Basic Life rethement papers aier
Insurance Coverage gmployee elects.
SF 2823 Designation of Beneficiary Pull from OPF and forward
{FEGLYH (formerly SF 184) t0 PDC with 2B17°s
{formerly SF 178) with
refirernent papenwork.
Form 1345 or  Request for Retirement or - Prepare 0 inftiale
Local Form Posthumous Recogrition  preparation of refirement
[P — ce i le‘
OPM 1538 Staternent Ragarding Zmpioyes compietes.
Former Spouses
Retirement--Disability (Forms necded in addition 1 above)
SF 2824A Applicant’s Statement of  Employee prepares and
Disabiity obtaing supporing
staternents. See form for
further ingtructions.
BF 28248 Supervisor's Statement
§F 282a4C Physician's Statement
8F 28240 Ageary Certification of
Reassigriment and
Accormmodation Efforts
SF 2824E Disatrlity Retirernent
Appiication Checkiist
Medical Documentation L i
Form 1345 or  Reguest for Retirement or  Prepare fo iniliate
Locat Form Posthumous Recogniton  preparation of retirement
eprtifinste.
3F 2323 Designation of Beneficiary  Pult from QFF and forward
(FEGL)} dormerly SF 154) 10 PDC. with 2817's
{formery BF 176) with
refirement paperwork.
OEATH
SF 2800 Apphcation for Death Ciaimarnt prepares.
SF 1153 Llaim of Designated Claimant prepares.
Beneficiary and/or
Surviving Spouse for
Unpaid Cormpensation of
Deceased Civilian
Emplovee.
SF 1158 Claim for Unpaid Chaimant prepares.
Compensation of
Decgased Chvilian
Empioyes
FE-B Claim for Death Benefits  Claimant prepares.

(FEGLIY

2986

Exhibit 4102 (p. 2}, Separatlion Forms

Hanghook EL-361, June 19689




Guidedines for Processing Persanne! Actions Exhibit 410a (p. 3)

Form Title Preparation Use
W-S Request for Toqpayer Clairnant prepares.
Igentification Number

Bom 1345 or  Reguest for Refirement ar  Prepare o initiate
Local Farm Posthumous Recognition  preparation Of certificate
for Surviving spouse or

relative.

CA-3 Raport of Termination of  Prepafad by smploying

Total or Partal Disabifty  office.
A5 Clairm Tor Compensation Clamant propares.

by
L wigowWidower/Chikren o e e ne
CA-58 Ctam for Sompensation  Claimant prepares.

by Parents, Brothers,

Sisters, Grandparents,

Grandchildren o
CA-6 Official Superioe’s Report  Prepared by employing

of Deatn as & result of office.

injury on Duty :

Exhibit 410a (p. 3), Separation Forms

Handboak EL-301, Juno 1689 217



Exhibit 4190 Guideines for Processing Personnel Actions

Quit Codes--Employee’s Reason for Leaving

(Elements 84-85)
Quit Guit
Code Roeason Code Reason
Working Conditions Family Responsibifities
4071 ... Too mueh night work 487 e Getting married
402 i Too much weekend work 462 s Marriage
402 ... Too much overtime 463 ......... Children reguire fulltime attention
404 Too mugh travel 464 ... liness in family
405 work stheduie oo erratic
405 ......... Poor physical envirorment Geographic L.ocation
407 s Job location oo far from home
408 Fransportation inadequate 421 Moving e different area for personal
reasOnsg
Natura Of Work Resignation--declined relocation
Resignation--deciined reassighment
411 . tnsufficient challenge Resignation--decined reguiar rotatian
412 e insufficient prestige
S 1 J— Skills not sutficiently uiilized Economic Considerations
414 ......... Mot enough recognition for
sonpmplishments Fay rate 100 ow

415 e Job niot i line with Career Net enough hours of work per weel
LN, |- . Scheme difficuly Mot enough fringe benefits
EX i SN WOk 100 hard physically Not erough promotion opporiunity
418 . Don't ke or not suited o kind of work Lack of job seourity

Heatth or Physical Conditions

Persona illness

Physical disability iother than retiroment}
Preycholagical or nervous disorder
Pregnancy

Ajcoholism or drug addition

felationships on the Job

Don't get along with feliow workers
Dort get along with superisor
FAVOTIISM in assigrments
Favoritism in promotions
Disgrirminabon--race
Discrimination--sex
piscrimination--other

taTs

472
473

.........

Indebiedness/otrain retrement withhoiting
Sei Development

Further education
Broaden work experience
Cpportunity for raore on-the-job training

Other

Resigned--adverse action pending
Resigrgd--charges pending
Resigned--in fieu of removal
Enter rnilitary sorvice

Actept batier job offer
Selt-ampioymeant

Exiended travel

Exhibit 410b, Quit Codes/Employee’s Reason for Leaving
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Guidalines for Procussing Personnel Actions

Exhibit 410¢ {p.1)

Unemployment Compensation Codes
(Enter in Element 87, for all separations)

HUC Code

Definition

Retroment—Mandatory. Due 10 age. Estmated retirement annuity
per month ${Amount){inspection Service only.)

Hetirement--Optional. Empioyee voluntarily retired to obtain

retiroment benefits. Elgibie for optional retirement because Of

combination of age and service, Estimated retirement annuity per
_month ${(Amount) - :

Refirament-—-Optional, Employee voluntarily retired o seek
smployment in private industry. Eligibie for optionat ratirement
because of combination of age and service. Estimated retirement
annuity per month S{(Amaunt),

804 ...

605 ...

Ratirement--Optional. Empioyee voluntarily retired irt lieu of
separation because Of declinalion 1o 1siutate with activity.
Hetirement--Optional. Employee voluntarily retired in lieu of
separation when position was abolished. Eligible for optional
cetirement hecause of combination of age and service. Estimated
retirement annuity per month S(Amount),

606 ...

607

Retirernent—-Optional. Employee voluntarily retired in lieu of
reassignment when position was abofished. Eligible for pptional
retirement because of combination of age and service. Estimated
‘retirement annuity per month S(Amount). L
Retirement--Optional. Employee voluntarily relired to pursue
seif-ernploymant. Eligible for optional retirernent because of
combination of age and service. Estimated retirement annuity per
month S{Amount).

__month S(Amount)(Write in reason employee gave.)

Ratirement--Optional. Eligible for optional retivement pecause of
combination of age and service. Estimated retirement annuity per

612 .

Retirernent--Disability. Employee did formally initiate action 10 be
ronciderad for 3 permanent or temporary light duty assignment.
Estimated retirernent annuity per month S{Amounfj(identity that par
of tha work the employee was not abie 1o perform.)

613

Retirement--Disability. Employee did not formatly request &
permanent or {emporary hight duty assignment. Estimated refirement
annuity per month S{Armount). (Identify that part of the work the
srnployee was not able 1o perform.)

814 ...

Retiramnent--Biscontinued Servica in Liéu of Resignation. Employee
involuntarily separated from the Postal Service {not for cause).
Eligible for immediate retirement annuity because of combination of

age and sevvice. Estimated retirament per month $B(Amount). {{dentify
reason(s) for involuntary separation.) ]

__other federal employment; no break in federal service.

Resignation--Voluntary. Employese voluntarily resignad o acbépt

Resignation--Voluntary. Empioyes voluntarily rasigned; gave no
reason for ragignation-no other separation informalion avallabie.

Exhibit 410¢ (p.1), Unemployment Compensatien Codes

Handbook Ei .30, june 1983
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fExhibit 410¢ {p.2) Guidelines for Processing Personnel Actions

4C Code Definition

B17 i Resignation--Voluntary. Employes voiuntarily rosigned to continue
education full-time.

618 . Resignation—Voluntary., Employee voiuntarily resigned for personal

reasons, did not identify what personal reasons were. {No other
separation information availabie.)

819 ... Resignation~Voluntary. Employee voiuntarily resigned 1o accompany
' Spause 10 a new duty station,
620 .o Aesignation--Voluntary. Employes resigned 1o enter active miitary

duty. Upon honorabie reiease from active service and upon
compliance with other conditions prescribed for the exercise of
reempioyment rights, employee will be entitled 1o reemployment as
provided by law and reguiation in effect at the time of receipt of

applications.
821 s Resignaﬁon-\!oiuntary Employee voluntarlly resigned io enter
L emplaymenf in private induefry, L .
622 .enin ﬁesagnaaon-Voiuntary Empioyee voiuntartiy resagned io move :c a
different area for reasons of health. {identify health reasons.)
823 : Aasignation--Voluntary. Ernployae voluntarily resigned based on

alleged discrimination bacause of reftgion. Equal Employment
Qpportunity complaint procadures were availabla o employee.

824 ... Resignation--Voluntary. Employee voluntarily resigned based on
alleged discrimination because of sex. Equal Employment
.. Opportunity complaint procedures wore available to employee,

625 a Hesignation—-Voluntary. Ermployee voluntarily resigned based on -
alleged discrimination because of age. Equal Employmeant N
QOpportunity compiaint procadures wara avaiiable 10 empioyee.

626 ....nnn Resignation~-Volurtary. Employes voluntasily resigned based on

alleged discrimination because of race, color or national origin. Equal
Employment Opportunity complaint procedures were available w

employee, -

B27 . Resignation--Voluntary. Employee voluntarily res.;gned because of
alleged lack of job security. R

B28 .. Resignation--Voluniary. Employes voluntarity resigned because of
insufficient promotional oppaortunity.

62¢ ... Resignation--Vaoluntary. Empioyee voluntarily sesigned becauss of
insufficient pay.

630 ... Aesignation—-Voluntary, Empioyee voluntarily rasigned because of
insufficient fringe benefits.

B31 ... Resignation--Voluntary. Empicyee voluntarily resigned because of
not enough recognition for accomplishments,

632 ... Resignation--Veluntary. Empioyee resigned Decauss job was not in
ling with carger plans.

633 ... Resignation—Voluntary. Employee resigned because skifls were not

sufficiently utilized.

Exhibit 410c {p.2), Unemployment Compensation Codes

aze : Hangdbtook EL-301, June 1989



Guidelines for Processing Personnel Actions

Exhibit £10¢ (p.3)

uc Coste Detinition

634 ... Hesignation—voiuniary. Employes voluntarlly resigned because of
iliness in family.

635 ... Resignation--Voiuntary. Employese voluntarily resigned because of
marriage plans.

B3I ..ooceen Resignation—Voluntary. Empioyea voluniarily resigned because
empioyee felt work was too hard. Work conditions existed with

] acceptance of postion.

837, Resignation--Voluntary. Employes voluntarily resigned because
amployee feit there was too much travel, This condition existad with
acceptance of postion. N ]

638 ... Resignation—-Voluntary, Employee voluntarily resigned because
employee felt thers was too much pressure.

832 ... Resignation—Voluntary. Empioyee voluntarily resigned because of
dissatisfaction with work hours. This condifion existed with

e _acceptance of posiion.

640 ......... Resignation—Voluntary. Employee voluntarily resigned because job
location was oo far from residence. {identify number of miles.)

641 Besignation—-Voluntary. Employee voluntarity resigned 10 de selt
empioyed.

642 , Hesignation—Voluntary. Employee volurtariy resigned to begin

farming fulltime.

643 ... Resignation--Voluntary. Empioyee voluntarily resigned because of
pregnancy, empioyer has no policy restricling pregnant smpigyees
from working. )

G444 Resignation--Volurtary. Employee voluntarily resigned because of
nousehoid responsibilities. )

545 ......... Resignation--Voluntary. Employee voluntarily resigned—did not get
atong with teliow workers.

B46 ... Resignation--Voluntary. Employee voluntarily resigned--did not get
ajong with supervisor. o

847 ... Resigration--Voluniary . Employes voluntarily resigned, gave family
raasons for declining to accompany activity when it moved to & new

_organization or geographical location.

848 ... Resignation--Voluntary. Empioyee voluntarily resigned because of
faiiure t0 accept new assignment 1o (identify city and state}.

649 ... Resignation—-Voiuntary. Empioyee voluntarily resigned while action
pending 10 separate for fidentify reason).

650 ... Aesignation~Voluntary. Employee voluntarily resigned whila Charges
wore being prepared for {identify reason).

651 . Resignation--Voluntary. Ermpioyes voluntarily resigned 1o accept
position with U.S. Postal Service,

652 . Resignation~Voluntary, Employse voluntarily resigned in order 1o
relocats.

Exhibit 410c (p.3), Unemployment Compensation Codes

HandlRook EL-301, Juno 1489
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Exhibit 410¢ (p.4) Guidelines for Processing Personnel Actions

uc Coda Dotinition
- Resignation--Voluntary Emplayes valuntarily resigned because

{identify reagon(s) the USPS bslieves o be the reason(s) the
employee resigned.)

861 ... Separation—-Employes transferred to another federal agency: no
brealk in federal service.
6682 ... Seaparation—-Military, Employee voluntarily separated {o enter active

mifitary duty. Upon honorable releass from active ilitary duty and
upan compiiance with athar conditions prescribed for the exercise ¢f
re-employment rights, empioyes will be entitled to reemployment as
provided by law and regulations in effect at the time of receipt of

apsHication.

6683 ... Separation-Empioyes was separated after declining 1o relocate with
b activity {(give reason).

8664 ... Separation—-Employee was separated atler failing to accept a new

work assignment. {identify reasonis} why the employee did not
accept 2 new assigrmeant to {city and state.)

668 ... Separation~Disability. Empioyee did net formaily reguest a
permanent or temporary light duty assignment. (identify that part of
ihe wourk the employes was not abis to perform.)

862 ... Separation--Disability. Employee did not formally initiate action (0 be

consigered for a permanent of wemporary light duty assignment.
~_{Identify that part of the wark the employee was not able to perform.)

670 _ o Separation—-Employee was separated during probationary period for

e pre-appointment condition. identify pro-appointment condition) | -

- Separation-Disqualification. Employee was separated during the T
probationary period for disqualification conditions. Identity .
disqualifying condifiong.)

872 e Separation—-Empicyge was separated after probationary period for
pre-appointrent conditions. {identify pre-appoiniment conditions.)

673 . Separation--Abandonment of Position. Employee was separated for

abandoning positicn during working hours. (identify the conditions
_under which the abandonment occurred.)
874 ... Separation--inefficiency. Employee was separated for unsatisfactory
performance of duties. (identify specific details of unsatisfactory
parformance.)

675 ... Separation--Insubordination. Employee was separated for refusing to
narform assigned duties.
6876 ... Separation--Excessive Absence Without Cause. Employse was

separated for ahsence without leave without reason or justification,
{identify specific dates of absence and number of hours lost.)

877 . Separation—-Employee was separated for thraatening or entangering
the physical well-baing of a fellow employee,

Exhibit 410¢ (p.4), Unemployment Compensation Codes
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Guigetines for Processing Perstniel Actions

UG Codle Detinition

578 . Saparaton—Empioyee was separatod because of being chargad with
cornenission of a felony. (Jdentity felony.)

679 .. Separation--Death,

880 ... Separation—~Ernpioyes was separated for (identify reason(si

681 .. Termination--Expiration of Appointment. (Give a brief statement of
the reason{s) for termination. If applicable, showe: No other job
offered, or refused extension of appointment, and any reason(s) for
refusal. i employee gave no reason, so stata.} Note: Code 661
appiies to voluntary and involuntary saparations. e

882 ......... Resignation-Ermpioyes Resigned for {identify reason{s)}.

Exhibit 410¢ {p. 5), Unemployment Compensation Codes

Hangkook EL-301, June 14989
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Appandix A . Guidelines for Processing Personnet Actiong

Saved Grade

Saved grade is an exception to the normal raw 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 2 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 nNo change i grade, the nature of action would be a reassignment, not a
change to lower level. To establish an indefinite saved grade, code Form 30 according to
instructions in 335 and code etements 88, 93. 95, 96 and 97 as follows (see sample
worksheet on page 7): :

Eloment
86 Authorized by . {(indicate Headquarters' authorization for saved grade and the
sffective date of the authorization.}
a3 Occupation code of the iower level position.
95 Enter rate schedule code of the position plus an "A", e.g., EA The "A" permits
i you to continue the employee's curvent grads and saiary.

96_ _Level & step of prior posivor.
97 Employee's basic safary at the saved grade.

Note: The employee’s FL.SA status is generated by the occupation code, not the levet of
the position. It is therefore possible 1o have a formerly exempt employee in 2 T
nonexempt position with eligibitity for FL5A overtime compensation. .

230 . Hangbook EL-301, Juno 1989



Guidelines for Procossing Parsonnel Actions ) Appendix A
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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 10 instructions tn 230
and code elements 32, 88, and 97 as follows {see sample worksheet on page 9).

Elomeont
32 Enter code "S*. This permits the salary to excesd the norm,
88 Authorized by {approval by the Headguarters Compensation Services Divigion is
required for hourly rates which exceed the approvat authority of the Field Bivision
General Manager.)

g7 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 Adiustment. Code Form 30 according to instructions in 344,

The effective date for terminating protected rate prior to the 104-week period is the pay
period following the determination that an employee is no longer entitled to a protected
rate {see ELM 421514 for a list of reasons for terminating the protected rate prior 10
the expiration date). If protected rate iS aot terminated on the beginning of the pay
period in which it expires, the system will generate an error on the AADGH report. The
"63] report” aiso notifies you in advance of protected rates which will expire aext 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 1o or above the protected or saved grade
(see sample worksheet on page i1), or (3) voluntary change to a lower grade, eiiminate
the rate retention data on Form 30 by entering an asterisk in clement 32,
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Additional Information

e See ELM 4114 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 raie retention will continue to receive
step/merit increases to their assigned salary and wiil 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 raie
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 shouid be considered 2 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 10 lower level (NOA 713) and empioyee ioses the raw retentivmn.

+ A saved rate is converted to a protected rate when an EAS employee voluntarily
moves to a4 bargaining-unit position at the same or higher equivaient fevel. The 104
weeks at the protected rate begins upon the change 10 1he bargaining-unit positon.

« A protected rate that resuited from a previous job is not affected by a reassipnment
to a nonbargaining position uniess the rate retention is terminated. Example: A P5-6
empioyee was given a management-directed change 1o lower tevel at P53 with protected
rate for 104 weeks. S0 weeks later, employee accepts reassignment to EAS-11 position. o
PS-5 and EAS-11 are squivalent, so the empioyee keeps the protected salary for the ; .
remaining 34 weeks. ' .

» To change an employee from Saved to Protected or from Protected to Saved, process
a change wo lower level, reassignment, or correction, as appropriate. The nature of
action depends on the situation:

Use NOA Looe IF

Comection 002  Employee has been given the wrong type of rate retention. The affective
date should be the same as the action which established the incarrect rale
retention.

Change o Lower 713 Employee with a saved rate in an EAS position voluntarily accep!s 2

Level change 10 a fower sguivaient-level postion m another salary schedue.

Example: An EAS-11 employee tas EAS-14 saved rate. Employee s
changed 10 a PS-4 position {protection is iermip%}ed),

721 Employes with a saved rate in an EAS position is volustarily changed (o a
position with an equivalent or higher grade than the assighes grade but still
lower than the grade serving as the basis for saved ratg. Example: An
EAS-11 emplovee has EAS-14 saved rate. Employes is changed 1o 2 PS-7
position with projected rate.

Reassqgnment )
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Rate Schedule Codes, Special Salary Codes, and Saved/Protected Codes

Rate Schedule Codes (Element 95)
Empioyeas Covered

Mail Transportation Equipment Centers & Area Supply Ceonters schadule
Rural Auxiliary, Relief, Associate Employees schedule {(designations 78, 77 and
78)

Mail Equipment Shops, Washington, DC and Materisi Distribution Centers
-scheduie

EAS {Executive & Administrative Schaduie)

EAS Postmaster scheduie, grades A thru £

Postal Nurses schedule

Structured Management Developrent schedule

Headquarters Operating Services Division/Rockville Support Services Branch
scheduie

Postmaster Reliefs/.eave Replacement schedule

Mail Handiers scheduie

Poetat Data Centers (PLCY employses schedule

Postal Service (PS) schedute

Rural Carrier schedule

Postal Career Executive Service (PCES) scheduie

Toel & Die Shop scheduic

Aftorney Pay schedule

Postal Police Officers schedule

«<C-{BPRUVZEr X<QHM O m:r-g

Special Salary Cedes {(Element 95)

code (RSC), exception to the assigned fevel of 4 position, and permit extension of PCES
{f or IT) benefits to an employee normally not entitled. Speciat salary codes are used on
accession and change actions, and should appear on Form 50 as a suffix w the rate
schedule code {e.g., the eniry in element 95 would be "EA" for an EAS employee with
saved grade). See Appendix A for more information on speciai sajary.

Special salary codes allow exceptions to a salary schedule, change of a rate schedule : l

A Saved Grade This code allows an exception fo the assigned level and salary of a
position. The exception permits a higher level and salary 10 be
assigned 10 2 position.

G Guaranteed This code indicates a pay exceplion for regular rurat carners cov-
Salary ered under section 7(bH2) of the Fair Labor Standards Act. Cov-
erage is set forth at the beginning of the guarantee period and
continues for 52 conseculive weeks. When the results of a route
adjustment reduce the rouie’s compensation below the guarantes
set forth at the beginning of the guarantes period, the assigned
carrier will be compensated at the guardnieed annual wage ondil ihe
end of the guarantes period.

L Beiow This code is used for nonbargaining empioyeas only. The code
Minimum stiows the salary to be set below the minimum for the grade. The
code is used only for (1) a newly hired nonbargaining smployee

{refer 1o ELM 412 1{b)) or {2) a PCES employee

R Fleemp%oyad Thzs code is used for an amployee whose annuny under me Cwai
Annuitant Jervice 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 considersd a reempioyed annuitant i the

empioyee is

1} reempioyed to work part- fime and

21 continues 10 receive payments from the Office of Workers Com-

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

Such an employee is placed in Retirernent code 4, but salary is not’
gitset {(lhe offset does not apply because annuity is from the OWCP,
not the COffice of Personnel Managemesnt).

Z Special Ussd only at Headquarters’ direction to indicate protection of a rural
Pratection carrier's salary for 104 weeks at whichever is lasser of
{1} the 40 evaluated hour hasic rate or
{2} the new basic salary plus 25 percent {of new basic salary}

The following codes are used 1o 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)

#  PCES ! insurance benefits extended to PCES L

V  PCES employee assigned 10 EAS position and maintain PCES status

Y

Combination of Codes P & V.

Saved/Protected Codes
{Element 32)

L F  This code is used to establish and to reflect protected rate status which allows
. excepion 10 the maximum salary range for 104 weeks.

S This code is used to establish and to reflect saved rate status which allews
exception to the maximurn salary range for an indefinite period of time.
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Appendix B

Appendix B
Processing Rural Carrier Personnel Actions

X. Definitions

Regular Rural Carrier--(designation 71) Career annual rate empioyees assigned 10 an
established mileage rural route on the basis of & days, or to an established neavy
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-
pite 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 Natonal Agsecinoul established
RCRs. At that time, the rights and benefits under which SRCs were originally hired
were to remain intact, so SRCs are said 1o be "grandfathered" under the 1981
agreement. Currently, new relief employees are hired as RCA. Only relief employ-
ees hired prior 1o the 1981 Agreement will have the titie of SRC, designation 73.
SRCs may also be temporarily assigned (a) 10 a regular vacant rural route pending
the selection of a regular rural carrier (after 90 days of service they are coaverted
to designation 72 and earn leave--see IV Conversions}, (b) 10 an auxiliary route as
an auxiliary rurai carrier or {¢) 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 73} and Rural Carrier Associates {designation 78}
Noncareer rural carriers hired without time limitation to provide service on estab-
fished rural routes in the absence of regular rural carriers or to provide service on
auxiliary rurat routes. For an RCR, this service may be as a leave replacement
andfor covering a vacant regular route pending the selection of a regular rural
carrier. RCAs may also be temporarily assigned 2) to a vacant réguiar rurai roe
pending the selection of 2 regular rural carrier {after 96 days of service, they are
converted 1o designation 74 and earn leave-see IV Conversions), {b) to an auxiliary
route as an auxiliary rural carrier or {¢) as an auxiliary assistant.

H. Generai

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 10p of workshest
"NEW ROUTE". You must ensure the route master has been updated prior to
processing a Form 30

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,
413,22 for rural carrier sick leave policies. |

Check specific NOA focated in Chapter I Accessions or Chapter 3 Changes for
etements requiring entry on Forms 50.

Handbook EL-301, June 1969
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IIl. Accessions

RCRs and RCAs can be used on up 1o three routes. No additional Forms 58 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 te ELRIC simultaneously, stapled together
{appointment action must be numbered "1 of 2™ and dual appointment action must
be numbered "2 of 2").

Former qualified regular rural carriers may be reinstated subject to applicable
reinstatement provisions. See National Agreement for specifics.

IV, Conversions

If a rural carrier employee who holds a dual appointment in a second, third, or
fourih positon (Suffix code 2, 3 or 4) is converted 10 career, use suffix i of Form
30 (processing copy) o convert 1o career.

RCAs must have ] vear 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 fower.

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 converied to career from designation 72, enter in remarks section
of Form 30 the date employee started carrying the vacant route for verification (use
remark code 315).

No need to do separation action w0 terminate a dual appeintment of a SRC (73 &
77) being converted o regular rural carmer. It automatically terminates on conver-
sion to regular ruraf carrier.

if converting a rural carrier ernployee who holds a2 dual appointment to a part-time
flexible or part-tirse reguiar position, you must process NOA 960 along with the
conversion Form 30, for each dual job employee is giving up. The dual jobs must
be terminated prior to converting the employee to career status.

NGA 928 is used for conversion to career for any emplovee converting (o a career
position in a different postal finance number.

On conversions to regular rural carrier (NOA 380):

+ Time on USPS rolls during which an employee served as 2 SRC (not just the
dates on which actual service was performed) is creditable for leave if the time i
creditable [Ur retiremens purposes,

+ See Exhibit 210d to determine whether RCR and RCA time is creditable for
leave and retirment -

. Dmignaﬁnns 75, 77 and T8 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 reguiar rural carrier are placed at Step -

B and the next step date will be based on the effective date of the actien.
 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 instaliation or in another instaliation) will retain their step and their
next step date, :

Current carecr employees in other crafts reached by their score on the rural carrier
register and selected are reassigned to regular rurai 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 PDXC-generazed acions. They arc geacrated
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 720 for SRC or 74/0 for RCA. Use the 91st day’s date
ag the effective date. Enter remark code 515, "relief carrier has served continuousiy
on route since . This is the date the employee begins earning annual and sick
teave. 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).
POC 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 @ NOA 908, Change to Nonleave
Eamning 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 10O 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 1o 2 position in RSC P is placed in Step 1 (D) of the grade of the
PS position.

See ELM 4226 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 io a
ranked position under a different salary schedule.

The mutual exchange of two rural letter carrier employees of different post offices
is permitted in accordance with Article 12, Section 4 of the National Agreement,

{8{358 NOA 925, Reassignment/CAQ, and code standard remark code 552 in element

Handbhook EL-301, June 1958
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V1. Dual Appointments

Under certain circurustances, an employee may be appointed to more than one
position in the Postal Service. This is known as a dual appointment. Ouly 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 pari-time employees
{career) and employees who provide relief/lleave replacement service on rural routes
to gain further employment and to minimize unemployment compensation expense.
Dual appeintments also enable the Postal Service to utilize available experienced
empioyees instead of new nires. In rural carvier positions, the foliowing dual
appointments are applicable:

-SRS and ARCs (designation 73 and 77) may be given a duval appointment to a
career part-time flexible entry-level position (after qualifying on appropriate
noncompetitive entrance examination)} of noncareer position. SRCs are not eligible
for retirement, life insurance, military leave or heaith benefits. However, they
become eligible for these benefits upon being appoiated 10 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 Postrnaster Relief/l.eave 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 R
employment provided examination requirements are met and the actions are sub-
mitted to ELRIC simultaneously, stapled together, and labeled "1 of 2" and "2 of ’

2"

-Regular Rural Carrier emplovees may not have dual appointments.

-Use NOA 955, Dual Job Accession, to appoint an employee {0 a second, third or
fourth position (Suffix Code 2, 3, or 4). '

-{Js¢ NOA 960, Termination of Dual Appointment, 10 terminate the second, third,
or fourth position except on Change 10 Full Time (NOA 7035) 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, FIDC will not be abie 1© 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 employse
is paid for all work performed and will eliminate the need for adjustments.

-All 77/73 duals must be the same step in each position they occupy. Only 41/73's
have steps that are unequal.

-ARC (designation 77) may be given a dual appointment {77/78) as RCA after
being reached as a result of his or her standing on a hiring worksheet),
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-For RCR, RCA and ARC employees in dual appointments as Postmaster
Relief/Leave Replacement (PMR/R, designaton 58}, establishment of a third
appointment as casual (designation 61) must be at an office with 4 different finance
number than the finance number under which employed as PMR/LR. (When two

nonraral 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 eniry are listed by NOA in the Accessions of 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 t¢ be completed.
With this data, the PDC wiil select the other codes from the rural routs master File,
This data will be printed on the completed Form 50.

-Flement 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. Reguiar
rural carriers who meet the eligibility requirements specified in the National
Agreement, Article 9, Section 2.C.8.c(l), 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 vear. 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 a2 memorandum or Form 4003 *Official Rural Route Description” to
PDC through the employee’s manager or Postmaster.) The manager or Pastmaster

may need to be contacted in order to determine whether 10 enter a Y oran Nin~

element 77.

-Elements 56, Empioying Office Finance Number, 63, Designation/Activity Code,
and 96, Leve/Step, are to be completed on ali Form 50 worksheets for Rural
Carriers, in addition 10 the other eiements required for the action being processed.

-Never use NOA 702, Promotion, or 926, Reassignment/Promotion/CAQ, in Rural
Carrier craft. '

-Never use any 300 series NOAs on dual appointments. NOA 3XX must be used on
the suffix 1 position onty. If an employee separates under the suffix 1 position, al

-Fo terminate a second or third position, use only NOA 960, Termination of Dual
Appointment.
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Dos/ Act Coe. Code Rate Ret. Coda  Eam Earmn Probation
Titla Coon HSC Sreps  Loave

71-0 Reguiar Rural Casrier 2325-01XX P 8 1,5 YES YES YES

’ a A

720 Sub Rural Capriar (serving  2325-51XX P 2 2 YES YES YEB
vagant route}

73-0 Sub Rural Carriar A325-01XX P 2 2 YES NO YES

74D fural Carriar Associate 2325-08XX H B 2 NG YES YES
{zarving vacant route)

750 Rurad Carviar Reliof 2325-06XX 4 B 2 MO NO YES

770 Auxliary Rural Carrier 2325-03XX H B 2 YEE YES YES

780 Rurai Carrior Associats 2325-07XX H B 2 NO NO YES

. |
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Appendix C
Problem Solving

General

This section will require your input for the maximum benefit. It contains samples of
the types of reporis that require corrective actions, phone numbers you can use
when you need help, and gquestions and answers about tricky siteations. 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 HFIRIS updates or Postal Bulletin articles}.

Errors

“*here are a number of edits built into the Form 50 processing system of the
Human Resources Information System (HRIS), Employee and labor Reiatons
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 aculon.

»631 Report”. The AAD631, or "631 Report" was created 10 tdentify errors and
missing data on the Employee Master File {EMF). It is produced by PDC at the
end of each pay period after ail HRIS, ELRIC and PDC processing has been
completed and is distributed by ELRIC 10 the responsible MSC. The report gives an
error code and message and two columns titied "Comparison #17 and "Comparison
#2.M These cotumns reflect data from the EMF which relate to the errar 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
I[nformation Systems (HRIS) Division at Headquarters.

Invalid Minority Census Report. This report is produced by PDC and diseributed
quarterly to the appropriate installation. The data in the Minority Census Report is
cxtracted from the Postal Data Centers’ Employee Master Records. If there are any
invalid minority or gender codes, or minority codes nol appropriate for the
geographic area, a separate report, AANT43Q, Invalid Employee Master Data, is
sent to the affected organizational unit. Process Form 50, NOA 002, 1o coerect
blank or invalid gender codes, and NOA 012 1o correct blank or invalid minority
codes. After the corrections have beer processed, destroy the invalid codes reports.
Use Exhibit 2101 to identify employee minority codes.

Organization Management Staffing Structure (OMSS) Report. The OMSS report is
maintained by the Compensation and Staffing personuel. Errors that reguire the
preparation and submission of a Form 50 to correct wiil be uncovered periodically.
A typical example is an inturiect occupation code entry that results in an employee
being placed into an unautherized position, Corrections can usuaily 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
vircled on the worksheet. Correct the action and resabmit it to ELRIC
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Forms 50 Returned by PDC. The Minneapoiis PDC Payroll and Retirement
Sections automaticaily receive facsimiles of processed Forms 30 that may require an
adjustment to the employee’s pay, and/or leave and retirement accounts. These
Forms 50 must be manumally reviewed by an individuat 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 elemeni contained prior to the correction}, the action is
returned to the originating office for additional information or & new Form 30.

Questions and Answers
Q. What are the most common errors on Forms 50 submitted for processing?

A. + Omission of ZIP + 4
+ Incorrect salary {particutarly for NOAs 702 and 328)
= Incorrect vnempioyment 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 hlurred social security numbers
+ Future dates on NOA 002 (Correction) actions
» Omission of NTE data and dates for temporary/casuzal employees
+ Failure to indicate losing finance number in remarks

Q. What do | do if | am missing a three-part Form 307

A. If you have not received old Forms 30 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 1 determine the approprlate Labor Distribution Code (1L.DC) for entry
in Element 647 What if it contains an errog?

A The LY is a code used o charge work/udget hours to the appropriate account
by Finance. Check with your Division Controlier’s Office if you do not know the
correct LDC Code or if you are in doubt. An LDC Code cannot be corrected with
NQOA 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 <an
determine if the EMF contains the oid data or the new data.

Q. If a nonrural craft employee is reached on the rural carvier register, what NOA
shouid be used and in what step will she or he be placed?

A. Article 9, Section 1.B.1. of the NRLC Agreement states ". Effective January 19,

1985, all new regular {rural) carrier appointees will begin at Step B, except for

substitute rural carriers who convert to regular status. Substitute rural carriers will -
be converted to regular carrier status at Step 8 or their existing step, whichever is :
lower, provided, however, that substitutes serving in excess of 90 days on 2 vacant .
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route at the time of conversion will convert at their existing step." A regular craft
empioyee (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 auained in the previous position. The next step date would be
recaleulated based on the effective date of the rural carrier appointment,

Q. I a rural carrier is reached on a nonrural craft register, will it be same 3s the
above?

A. No. Normal promotion rules prevaill when placing 2 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 30 is
incorrect?

A. See Section 370 of this handbook concerning corrections.
Q. If 1 have a salary guestion/problem or an action, whe ¢an help?

A. Questions regarding salary problems, calculations for promotion and changes to
lower level should be directed to the Field Division Compensation & Suaffing
personnel,

Q. What do I do when the Form 30 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 locaily?

A. As a general rule, the PDC attempts 10 process salary and leave adjustments on
any Forms 50 processed with a late effective date. You can safely enter standard
remark code 348 (PDC will process salary/ieave adiustment) on these actions. You
should be aware that PDC needs the 0id 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 exampte, 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 empioyee’s
record?

A, A six-step process is required:

{. Cancel the Step Deferment. To cancel a step deferment, process a Form 30
using NOA code 001, Canceliation,

a. The effective date of the canceliation action must be the same as the
effective date of the step deferment action being cancelied.

b. Change element 18, Next Step PP-YR, to refiect thé 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 foliowing statement: "Cancels NOA 88, Step

Deferment, effective {date). Service History Correction Required.”
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2. Initiate @ Siep Increase. Once the cancellation action has been processed,
initiate another Form 350 using NOA 893, Step increase.

. Update element 18 1o reflect the correct pay period aad year in which the
next step 15 due.

b. If, as a result of the curreat step ingrease action, the employee will be at the
top step, place an asterisk in element 18.

3. Destroy OPF Copies. Remove ail reference to the cancelled step deferment
from the empioyee’s OPF.

a. Remove the OPF copy of the Form 30 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 (Empioyee Copy) and copy 2 (Frocessing
Copy) of the step deferment, cancetlation, and step increase Forms 50 are handied
as follows:

a. Give copy 1 of each Form 50 to the employee. Do not alter entries on the
Empioyee copy.

b. Use copy 2 of the step deferment Form 50 as a worksheet for the
cancellation. Use copy 2 of the canceliation 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 tor future use as a worksheel If the service hiswory serion of s
worksheet includes either the deferment action or the cancellation action, manually
obliterate those entries to ensure that they are not discernabie.

S. Correct Service History. Based on element 88 of the cancellation Form 50,
the Postal Data Center will process a service history correction w0 delete the step
deferment action. However, any Form 50 issued before the correction process s
complete may stifl refect the cancelled action in the service history section. 1£ tiis 7
occurs, manualiy obiiterate those entries from the OPF copy of the Form 50 to .
ensure that they are not discernable.

6. Notify Employee. Advise the employee that all record of the deferment has
been expunged from his or her OPF.

Q. I have a settiement agreement from Labor Relations (or EEO) and need to
rehire an employee and "make him or her whoie.” What do [ do?

A. As there are many variations in the language used in settlement agreements,
hoth the language and intent of the agreement shouid guide you on processing your
action. For instance, the agreement may say to "reemploy” or "hire” when you will
actually need 10 process a reinstatement or caréer appointment action. Here are
some examples:
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Uso this NOA iF Form 50 Advice

Reinstatement Agreement indicates reinstatement Liaterming what level/siep in which
or reemploymentt {with break in te place empioyee, No salary
service as opposed fo no break in  history will be roguired.

service)

Reactivate Agreament indicates Notice of . Effective date will be same as the
Removat is "rescinded,” "set effective date was for the rermoval
aside,™ "not for just cause and action. Prepare Form 50 as if

griovance ig sustained,” or removal smployea naver laft. This will
action was processed erronaously  invoive the preparation of a salary

by personnel (8.g., action progression to determine what
processed bafore appeals were lovel/step and next step due date
exhausted) the empiovea shouid have, Enter

current salary data and prepare
service history f service history is
lass than five ings, antar in
rpmarks o Form 80; H more than
five Eines, send to POC. Ses

Irz.n.
Carger EEQ Decision indicates retroactive  If retroative, data and prepare
Appoirdment ar currant appointment for an service history {if service history is
individual with no reinstatement lgss than five lines, enter in
sligib#ity remarks on Form 50; if more than
five lines, send to PDC. See
3721

The term “make whole” usually indicates that an individual not currently on the
rolls should be returned to the rolls with grade/leve, 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 o an EEO decision that indicates
employee must be "made whole.” In processing such persoanel actions, you must
not only prepare the Form 30, but (if applicable) follow up 1o give employee
information and opportunity to efect Thrift Savings Plan, switch o FERS, elect
additional life insurance. Tricky personnel actions shouid be submitted w ELRIC
for processing with a copy of the settiement agreement. If the agreement specifies a
back pay award, and sick and annual leave is to be recredited, PDC does not
automaticaily do this. Sick and annual can be recredited to account by sending a
request and a copy of the agreement to PDC Payroll Processing.
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" Assistance
ELRIC
Manager . 765-3060
Supervisors 763-5062, 5064
Personnel Questions 765-5061
Merits 765-5021
Call Ins T763-3024
C
Customer Suppost 725-1222
HRES
HRIS Support Unit Sign on to CMS and use "PA2" key 1o access Help
HRIS Division--HQ screen. Enter question. The appropriate person

will respond to your guestion on-line or will

coniact you directly. - .
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Explanation of Error Messages on AAD631 Report

058 Profecied Salary Expires Next Procoss NOA 804 offective 104 weeks from tha
Pay Period date in which the empioyee’s salary was
protectad. Enter an asterisk (%) in element 32.
Thig will delete data from elements 27-32.
Rarnarks should include "Expiration ¢f
Protected Status™ and standard remark code
548 if an adjustment i3 needed by PDC.
080 Invaiid Minority Code Process NOA 012, Minority Code Change, to
e e ... correct glement 36. No remarks a9 NOCaSSEYY.
066 Last Name Invalid-—-Slarts with Frocass NOA 002, Correction to correct element
o Numede S
Q87 CAG K Designation 41 Occ. This message will be suppressad in PP 12 thry
Cage Not 2340-04XX 20. it witt be displayed and shouid bs corrected
. : only during PP 21 thru 11 _

Q72 Aetired Military Gode s Invalid it tho ompioyee is not retired mifitary, procass a
NGA 002, placing an astetisk in element 47, If
the empioyee is retired military, process & NOA

- 002, piacing the correct code in slement 47.

073 CAG K Designation 1X or 41, This message will be suppressed in PR 12 vy

Lavel Not = 03 20. it will be displayed and should be comrected
only during PP 21 thru 11,
B4 Empioyee Address Equals Process Form 1216, Employee's Current
BanksorZeros _ Mailing Addrsss, through MSC DDE/DR Site.
o0 ASC P Protecled Hourly Salary if empioyee's current salary is greater than the
Not = Current Hourly Salary protected salary, he or she shouid no longsr be
in a "protected™ status, Delete progcted status
by placing an asterisk in slement 32. ¥
smpioyee is entitied 1o protected salary and
current salary is incorrect, process a NOA Q02
corracting slement 87.
091 BSC E Level loss than 19-Step  Process NOA 002. In elerment 96, repeat the
Not Equal Spaces tavel followed by 00, Example "00" wilt deiete
the srronecus step from the ermployss’s record.
094 Designations 77 and 73, Steps Pracess NOA 062 correcting sioment 36 for
Not Equal gither suffix 1 or 2.
096 invaiid Annual Leave Category Process NOA 002 correcting stements 24 (if
. Ghange Date necessary) and 25,
104 Merit Anniversary YR/PE Not = If Merit Anniversary Date is blank or if it is not
Naxt Step Date the same as the Next Siep Date (element 18 on
Form 50), process a NOA 002 rastating slement
18. PIC programs will generate Merit
Anniversary Date based on element 18,
106 ASC = 8, Step Not = Space or  Process a NCA 002 cerrecting plamernt 96.
Zoro ' _
108  Meavy Duty Hours greater than  Process a NOA 002 deleting element 78.
a5, Guaranteed Salary Not Blank _
$11 RSC = E or F, Merit If empioyee is at top step and eisment 18 is
Anniversary YR/PP i Invalid blank, notify ELRIC of the correct anniversary
date. :
112 RSC P Step greater than Max, Procass NOA 002 correcling slement 186,

v Next Step Not Numeric | |
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113 Designation 43 or 13, Uniform Process NOA 803. Uniformn Aliowance

Aliowance Code is Blank Certification. The effective date should be the
o gate the employee became eligible for & uniform
alinwance.

114 Employoe Has Merit Netify ELRIC; raquaest that Merit Anniversary
Arinivarsary YR/PP but Not Date be deleted from Employes Master File.
Astthorized

118 ASC Not = E.F, G L oS Correst elemant 96.

) Step = Spaces or Zeros
118  Terminated Employee With Process Form 2810 thru DDE/DR,

... Active Health Benetts e
117 RSCE Fi Next Step s Invalid Process NOA D02 correcting siement 18.
120 ASC B Designation 77, Step Process @ NOA 002 correcting eiement 18.
greater than Maximum, Next
Step Date Not Nurmaric

124 S0 A, Designation 7t, 72,73 Process a NOA 002 correcting element 18,
Stap grazatar than Mav. Next :
__Step Date Not Num

122 Designation OX, 1X, 3X, 4X, 71 Process a NOA 002 correcting element 18,

in fet. Code 2
128 Limited Tour Not = 0 and i designation is not 3X, delsts Hmited tour hours
Designation Not 3X {eiament 87).

131 Pesignation 3X with greater than  Correct element £7.
4 or jess than 39 Limited Tour
Hrs

132 "Duty Station Finance Number  Correct slement 63.

Non Numeric or Blank ) .
134 Retirernant Code 3 or 6; CAG # alement 13 is incorrect, process 2 NCA 002
Other than S or W correcting Retirament Code. f a valid Inspection

Service position is being employed in a finance
number which does not relats to CAG Wor 8,
contact your ELRIC for instructions.

135 Designation 5X or 8X and Correct slement 13, All casusis and temporary
Retirement Code Not 2 positions should be coded as a "2".in element
13. Exception: reemployed annuitants would be
coded as.a "4."

138 Next Step Dato Invalid less than  # RSC E or F, send merit evaiuation 1o ELRIC
Current Period for processing. H bargaining empicyes, prepare
NOA 803, completing elements 1, 3, 4, 18, 79,
80, 96, ang 97 and forward to ELRIC for
processing. : )
140 Dasignation 71 with Suffix 2 Alsc  Process NOA 960 terminating suflix 2 position.
145 invalid Marit Anniversary YR/PP  If Merit Anniversary Date is Dlank or incorrect,
less than Current Period notify ELRIC of the correct date. if Merit
Anniveraary Dat is cerrect and empioyee has
not been evaluatad. forward the merlt gvaluation
o ELRIC,

149 OPF Finance Number Process NOA 002 to correct elermnent 99
Non-Numeric or Blank

151 Salary Hourly Shouid Be greater  Process NOA 002 to correct slement g97.
thas 0: Rate Gode = H
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Equalto §;RSC = §

154 Protected Salary Date less than  Process NOA 894 effective 104 weeks from the
Current Period date in which the employee’s salary was
protected. Enter an asterisk in elemant 32, This
will delste data from elements 27 thru 32,
Remarks should include "Expiration of
Protacted Status.” and standard remark 548 to
notify PDC that an adjustment is needed.
161 Retirement Code 1, 3, 5,6, 7; Process NOA 882 and correct alement 16.
Retirerment Computation Date
Contging Spaces or Zeros
162 Annuat Leave Category 4, 5, 8 Process MOA BBZ correcting slamant 14
tgave Computation Date
Contains Spaces or Zeros
163 Life insurance Code = Process NOA 002 to correct slemant 12,
Spaca/Numeric
164  Designation 8X, 8X, Life Process NOA 002 to corract element 12,
insurance Not = A
66 Birth dato 18ss han 17 yoars i eiemam 8 is comect, nolify ELRIC.
: from Cumrent Date.
If glament 8 is incorrect, process a NQA 002,
167 Annusl Leave Category is 4 ¥ annual leave category should be advanced to
Leave Computation Date iess category B, process a NOA 002 correcting
than 3 Years from Current glements 24 and 25, The effective date should
Period be the date the lsave category should have
been changed to 8. Element 25 shouid be
changed o show when the employee goes into
an 8-hour category. i ieave computation date is
e incorrect, correct element 14 using NOA 882.
. 168 Annual Leave Category is 4, if element 24 is incorrect, procass NOA 002
L.aave Computation Date 3 correcting elernents 24 and 25. Element 24
Years from Currant Period should show category 4 and slement 25 should
show tha pay perod/year the empioyes goes
intc ieave category 8. If element 14 is incorrect,
process NOA 882 correcting slement 14.
169 Annual Leave Category §; Leave  H element 24 is incorrect, process NOA 002
Computation Date grestar than sorracting aloments 24 and 25. f element 14 is
15 years from Current Period. incerrect, process NOA BB2 correcting siement
4
170 Annual Leave Category &; If elernent 24 is incorrect, process NOA 002
Employes not PCES; Leave correciing elements 24 and 25. if element 14 is
Computation Date less than 15 incorrect, process NOA 882 correcting slerment
Years from Currant Pariod 14,
171 Annual Lesve Cateqgory is Not Procass NOA 002 correcting elemant 24 to "8"

and dalete elemsnt 25 with an asterisk.
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