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21 July, 1999

MEMORANDUM FOR ALL TIMEKEEPERS NAVAL LEGAL SERVICE COMMAND

Subj:  REVISED GUIDANCE FOR THE DEFENSE CIVILIAN PAYROLL

       SYSTEM 

Ref   (a) OJAG memo Ser 64/4U102 of 15 Feb 95


 (b) DOD Financial Management Regulation 7000.14-R, Vol

          8, of Jan 95


 (c) S/HHRO memo Ser 05 of 1 Sep 94

Encl: (1) Timekeeper Guidance


 (2) Leave Codes   


 (3) Minutes to Hundredths Conversion Table


 (4) Correction TAS


 (5) Work Schedule Change Form


 (6) Unit Identification Code (UIC) & Organization 

          Codes


 (7) Sign-in/sign out sheet


 (8) Quick Start Reference for Timekeepers


 (9) Time and Attendance Summary (TAS)

1.  Enclosures (1) through (9) provide updated timekeeper guidance for reporting time and attendance and transacting any payroll related actions.  Questions regarding this guidance may be referred to Mrs. Joyce Sherwood, 202-685-5284, or DSN 325-5284.







/s/







D. J. OPPMAN







By direction

GUIDANCE FOR THE DEFENSE CIVILIAN PAYROLL SYSTEM (DCPS)

1.  Purpose:  To provide updated information on DCPS and updated procedural guidance for reporting time and attendance on a biweekly basis.  This supersedes OJAG memo  12630 Ser  64/4U102 of 15 Feb 95.

2.    Responsibilities:  

 
a. Timekeepers - Each office should designate at least one timekeeper and one back-up timekeeper.  Reference (b) also requires that "...Timekeepers responsible for time and attendance reports shall have positive knowledge as to the employee's presence and absence before marking the report." The report, in this case, refers to a completed TAS.  The most efficient way for timekeepers to have this positive knowledge, per reference (b), is to maintain sign-in/sign-out sheets.  The timekeeper shall collect a completed TAS for each civilian employee assigned to their office(s) by the second Thursday of each pay period, ensuring the information on each TAS is correct, (enclosure (2) contains leave codes, and enclosure (3) contains a table for converting minutes into hundredths of hours), obtaining the authorizing supervisor's signature, sorting the TAS' sequentially by social security number, and sending the TAS' to OJAG Code 64.2 by 1300 on the second Thursday of each pay period (except for early deadlines).  TAS' may be submitted via facsimile to 202-685-7158, or DSN 325-7158.  The timekeepers must maintain records of TAS copies, all leave slips, and sign-in/sign-out sheets for their office for a minimum of three years.  See paragraph 8 for more information on record-keeping requirements.

   
 b.  Authorizing Official -  Each office should designate an Authorizing Official (AO) to approve the Time & Attendance Summaries for their office(s).  If the AO is a civilian, a second level AO must be designated to sign that employee's TAS.  We also recommend that a back up AO be designated.

   
 c.  OJAG Timekeeper/Code 64.2 - The Management Support Branch, Code 64.2, is responsible for inputting time and attendance information for civilian employees at Headquarters and CONUS field offices.  On the second Thursday of each pay period, Code 64.2 will receive the time and attendance information from each timekeeper, and enters that information into the DCPS database.  This database generates pay and leave deductions against the employees' accounts at DAO Pensacola.  Code 64.2 will input exactly what is printed on the TAS submitted by the timekeepers.  Code 64.2 is unable to determine accuracy of the TAS (e.g., charging employees with the correct amount of leave), so it is the timekeeper's responsibility to ensure accurate information.  The OJAG Timekeeper may be reached at:

OJAG, FISCAL & RESOURCE SERVICES DIVISION, CODE 64.2

Washington Navy Yard

1322 Patterson Avenue, S.E.

Suite 3000

Washington, D.C. 20374-5066

POC: Ms. Janice Nichols (202) 685-5285, DSN 325-5285

(alternate POC - Mr. Warren Nicholl (202) 685-5286, DSN 325-5286 

FAX Number: (202-685-7158, or DSN 325-7158)


d.  Customer Service Representative (CSR) - The CSR is responsible for all payroll support other than the regular biweekly reporting of time and attendance.  The CSR receives and, in some cases, processes employee information such as tax withholdings, health and life insurance programs, changes of address, direct deposit program, Leave and Earning Statements (LES), saving bonds, charity deductions, savings allotments, etc.  The CSR also has access to certain employee information such as leave balances.  Any changes to this data must be made via the CSR.  



1. The CSR is The Secretariat/Headquarters Human Resources Office (S/HHRO):   Your local servicing Human Resources Office (HRO) is a liaison between you and the CSR and is available for all payroll services you may require outside of biweekly time and attendance information.  In most cases they will forward payroll related documents and forms to the CSR and be available to answer any questions you might have.


e.  The Defense Accounting Office (DOA) Pensacola - DAO Pensacola processes the time and attendance information in the DCPS database to issue paychecks, Leave and Earning Statements, and other payroll related functions.  This data comes from OJAG Timekeepers and CSR entries.  DAO Pensacola also transfers paychecks into the employees' bank accounts via Direct Deposit, and mails LES' to the employees' homes.  Employees and timekeepers conduct all business through their CSR.

3.  Pay Days -  Paychecks will be posted to employees' accounts via direct deposit on the first Friday of each pay period.   Any checks that need to be mailed are sent out on the first Friday.  LES' are mailed from DAO Pensacola on the Wednesday before pay day.

4.  Time and Attendance Due Dates -  If a timekeeper misses the TAS submission deadline, the accounts for all employees in that office will default to 80 hours of Annual Leave.  If an employee in that office does not have 80 hours of Annual Leave, the difference will be charged to Leave Without Pay and that employee will not receive a full pay check.  The late TAS may be submitted during the following pay period, and the accounts will then be restored retroactively.  

5.  Supplemental -  "Supplemental" or "Correction" TAS' may be submitted the following pay period to effect changes from the previous or earlier pay periods.  The TAS must be completely filled out as it will replace all information on the previous submission.  Enclosure (4) is a blank Correction TAS form.


a.  For example, if the previous TAS contained 16 hours of annual leave, and you need to change it to read 8 hours of annual and 8 hours of sick leave, the Correction TAS must contain the 8 hours of annual as well as the 8 hours of sick leave.  If we receive the Correction TAS with only 8 hours of sick leave reported, then we can only assume that 8 hours of sick leave was used, rather than 16 hours, regardless of leave type.


b.  The pay period ending date must reflect the one being changed, not the current date.  Ensure all other information is correct, obtain the AO's Signature, and clearly label the TAS as a "Correction," as indicated on enclosure (4).

6.  Performance Awards -  Cash awards are usually included with regular biweekly paychecks via direct deposits and will be reflected in the employee's regular LES.   

7.  Work Schedules - To change an employee's schedule, submit a Work Schedule Change Form (enclosure (5)) to Code 64.2.  Examples of work schedule changes are switching from a basic 40 hour work week schedule to the Compressed Work Schedule program, or, converting from a Full-Time to a Part-Time schedule, and vice-versa for both examples.  Note that a change in daily hours does not require a Work Schedule Change Form, only when weekly schedules are affected, as in the examples given above.  For example: an employee who changes hours from 0700-1530 to 0800-1630 does not have to submit a Work Schedule Change Form.  See enclosure (6) for your unit identification and organization code to indicate on work schedule change forms.


a.  Work Schedules Codes: For regular 8-hour-day, 40-hour-week tours of duty, the code is 0.  For compressed work weeks with eight 9-hour days, the code is 6.  For four 10-hour-days per week, with one day off each week and 80 total biweekly hours, the code is 8.  For any other kind of tour of duty, please contact OJAG, Code 64.2.

8.  Record Keeping - Leave slips and sign-in/sign-out sheets must be maintained by each office for a minimum of three calendar years.  The records may be checked during regular Command Inspections conducted by NLSC Headquarters.  See enclosure (7) for a sample sign-in/sign-out sheet:  this may be used or modified by your office for record-keeping purposes.

9. Personnel Driven Actions - Many payroll actions such as promotions, within-grade-increases, Leave Without Pay, Family Leave Act, changes to Part-Time schedules, etc., are generated by the input of Notification of Personnel Actions (SF-50) into the Defense Civilian Personnel Data System (DCPDS) at your servicing HRO, and cannot be affected by the OJAG Timekeeper at Code 64.2. This means, for example, that Code 64.2 cannot ensure an employee receives additional pay due to a within-grade- increase; such an action is dependent upon the servicing HRO updating the DCPDS.0

10. In Lieu of Holidays for Compressed Work Schedules - Per reference (c), employees on Compressed Work Schedules whose day off falls on a Federal Holiday, should continue to use that day as their "in lieu of holiday." For instance, if a Monday is a holiday but is also one’s normal CWS day off, then the preceding Friday now becomes the CWS day off.  Another example is when a holiday falls on a Friday that is also one’s normal CWS day off.  In this case, the preceding Thursday becomes the CWS day off and the employee has the holiday off too.

Also, reference (c) states that agencies may be liable to pay holiday pay to employees who work on their in lieu of holidays. 

LEAVE CODES

LEAVE HOURS - PAID

LA - Annual Leave.

LB - Advanced Annual Leave.

LC - Court Leave - Used in cases of jury duty, etc.

LH - Holiday Leave - For regular government holiday

LI - Military, DC Guard - For members of The  National Guard of  the District of Columbia for all days of parade or encampment.

LM - Military Leave.

LN - Administrative Leave.

LR - Annual, Restored #1 - At the end of the leave year of 
             forfeiture, any balance remaining in this account will be forfeited and cannot be restored again.

LS - Sick Leave.

LG - Advanced Sick Leave.

LT - Traumatic Injury (COP) - Absence because of a Traumatic Injury covered under the provision of continuation of pay (COP).

LU - the LU number is to be used in conjunction with Traumatic Injuries under COP.  The LU leave code would be entered, along with an "injury number," on the first date the work-related injury occurred, and every other day of absence after that first day would be entered as LT.  The injury number is simply the month and day on which the first day of absence occurred.  For example, LU# 0215 would be entered for an absence due to a work-related injury which occurred on 15 February.

LV - Excused Absence on a regularly scheduled workday such as excused absence due to tardiness.

LY - Time Off Award (Leave) given in lieu of cash award (Up to 80 hours per year).

HG - Holiday work (Graded) - Holiday pay for graded employees who work on the holiday.  Pre-approval is required.

LEAVE HOURS - NONPAID

KA - Leave Without Pay.  This code is usually generated from the SF-52 Request for Personnel Action.

KB - Suspension.  This code is usually generated from the SF-52 Request for Personnel Action.

KC - Absent Without Leave (AWOL)

COMPENSATORY HOURS

CE - Compensatory Time Earned.

CT - Compensatory Time Taken.

PAY TYPE HOURS

RG - Regular (Graded) - Straight time pay for graded employees regardless of scheduled hours worked.

OS - Overtime, Scheduled - Scheduled overtime.

OU - Overtime, Unscheduled - Unscheduled overtime on scheduled workday.

BA - Negotiations.

BD - Labor/Management Relationship.

BK - Grievance and Appeals.

FAMILY LEAVE CODES:

DA - Birth of Son/Daughter or care of newborn.

DB - Adoption of Foster Care.

DC - Care for Spouse, Son, Daughter, or Parent with a Serious Health Condition.

DD - Serious Health Condition of Employee.

MINUTES TO HUNDREDTHS OF HOURS CONVERSION CHART

                 HUNDREDTHS          


HUNDREDTHS

 MINUTES
      EQUIVALENT

MINUTES

EQUIVALENT

:01



.02


.31



.52

:02



.03


:32



.53

:03



.05


:33



.55

:04



.07


:34



.57

:05



.08


:35



.58

:06



.10


:36



.60

:07



.12


:37



.62

:08



.13


:38



.63

:09



.15


:39



.65

:10



.17


:40



.67

:11



.18


:41



.68

:12



.20


:42



.70

:13



.22


:43



.72

:14



.23


:44



.73

:15



.25


:45



.75

:16



.27


:46



.77

:17



.28


:47



.78

:18



.30


:48



.80

:19



.32


:49



.82

:20



.33


:50



.83

:21



.35


:51



.85

:22



.37


:52



.87

:23



.38


:53



.88

:24



.40


:54



.90

:25



.42


:55



.92

:26



.43


:56



.93

:27



.45


:57



.95

:28



.47


:58



.97

:29



.48


:59



.98

:30



.50


:60



1.00

CORRECTION TAS

TIME & ATTENDANCE SUMMARY (TAS)

ACTIVITY NAME:____________________________ CODE:__________UIC:___________

PAY PERIOD ENDING DATE:_________________________ ORG CODE:______________

	SSN:                                                        NAME:

	
	SUN
	MON
	TUE
	WED
	THR
	FRI
	SAT

	WEEK 1


	
	
	
	
	
	
	

	WEEK 2


	
	
	
	
	
	
	


THIS IS TO CERTIFY THAT THE ABOVE  INFORMATION IS CORRECT

___________________________________

__________________________________________

Print Name of Authorizing Official


Signature/Date

LA=Annual Leave

LH=Holiday

LS=Sick Leave


LN=Admin Leave

*IF SICK LEAVE IS USED FOR FAMILY FRIENDLY LEAVE, PLEASE USE OF THE THE CODES BELOW TO INDICATE THE TYPE OF FFL USED:

BRE=Brerevement

FAMC=Family Illness/Care

ADOP=Adoption

NAVYJAG 7230/1(5-95)

WORK SCHEDULE CHANGE FORM

SSN:______________________NAME:______________________________________

UIC:______________________ORG CODE:__________________________________

EFFECTIVE DATE:_________________________
AWS CODE:__________________

TOUR OF DUTY:________________________________________________________

	SSN:                                                       Name:

	
	SUN
	MON
	TUES
	WED
	THUR
	FRI
	SAT

	WEEK 1


	
	
	
	
	
	
	

	WEEK 2


	
	
	
	
	
	
	


______________________________
_____________________________________________

Authorizing Signature                                    Name (Print)                                           Date                    

UNIT  IDENTIFICATION CODE (UIC) & ORGANIZATIONCODES

Activity





UIC

ORG CODE

NLSO Northwest (Bremerton)


35969

     NW BROFF Bangor WA



49796

     NW BROFF Everett WA  



68372

     NW BROFF Whidbey Island WA


35502

NLSO Southwest (San Diego)


68370

     SW BROFF Lemoore CA



35501

     SW BROFF Port Hueneme CA


35500

     SW BROFF North Island 



35499

NLSO Southeast (Jacksonville)


68365

     SE Detachment Mayport Fl                   

39292

     SE BROFF Charleston SC



68364

     SE BROFF Kings Bay GA


47706

     SE BROFF RSVLT RDS



35496

NLSO Mid Atlantic (Norfolk)


68363

     MIDLANT BROFF Oceana VA


35494

NLSO Central (Pensacola)



68366

     CEN DET Corpus Christi TX


68368

     CEN DET Gulfport MS



45710

     CEN DET Memphis TN



68367

     CEN DET New Orleans LA


43493

     CEN BROFF Fort Worth



32895

NLSO Europe and Southwest Asia (Naples)

68374

     EURSWA DET Rota



35504

     EURSWA DET Sigonella



41865

     EURSWA BROFF Bahrain


49424

     EURSWA BROFF London


35505

NLSO North Central (Wash DC)


68382

     NORTHCEN DET  Great Lakes IL

68369

     NORTHCEN DET  Groton CT


35493

     NORTHCEN BROFF Annapolis MD

68750

     NORTHCEN BROFF Earle NJ


41234

     NORTHCEN BROFF Newport RI

68340

NLSO Pacific (Yokosuka) 



68376

      PAC DET Guam




68377

      PAC DET Pearl Harbor HI


68373

      PAC BROFF Sasebo



49421

TSO East (Norfolk)




31528


      DET Great Lakes IL



31852

      DET Groton CT




31855

      DET Washington DC                    

31851

      BROFF Brunswick ME



31860

      BROFF Earle NJ




31869

      BROFF Oceana VA



31532

      BROFF Newport




31858

TSO Southeast (Mayport)



39703

      DET Corpus Christi TX



39704

      DET Gulfport MS




39705

      DET Jacksonville Fl



39706

      DET Pensacola Fl




39709

TSO West (San Diego)



31530

      DET Everette WA                      


31539

      BROFF Bremerton WA



31537

      BROFF Lemoore Ca



31543

      BROFF Port Hueneme CA


31536

      BROFF Whidbey Island WA


31538

TSO Pacific (Pearl Harbor)



31846

      DET Yokosuka




31848

TSO Europe & Southwest Asia (Naples)

31940

      DET Rota





31941

      DET Sigonella




31943

      BROFF Bahrain




31944

SIGN-IN/SIGN-OUT SHEET

	DATE
	EMPLOYEE SIGNATURE
	TIME

IN
	TIME

OUT
	COMMENTS

	MONDAY
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TUESDAY
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	WEDNEDAY
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	THURSDAY
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	FRIDAY
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


QUICK REFERENCE FOR TIMEKEEPERS

1.  Time and Attendance Summaries are due to Code 64.2 by 1300 hours the second Thursday of each pay period.  

2.  Collect or prepare a TAS for each employee in your office, according to the sign-in/sign-out sheet or whatever method your office has set.  Be sure the name, social security number, UIC, Organization Code, and the leave taken (if any) are included.  See enclosure (6) for employees' UIC and Org Code.  If the employee did not use leave that pay period, his/her name and SSN should still be included, but leave the week and day field blank.

3.  Ensure the TAS' are complete and accurate.  Note:  The OJAG Timekeeper can only input what is reflected on the TAS.

4.  Have the Authorizing Official (AO) for your office sign and date to confirm that the TAS information is correct.  Note: A blank TAS (i.e. employee used no leave that pay period) still requires an AO’s signature.  Sign-in/sign-out sheets, or an alternative method must be maintained as your official record hours worked for audit purposes.  If a civilian is the AO, include his/her name on a separate TAS and have the second-level AO sign that second Summary; one cannot authorize one's own TAS.

5.  Sort the TAS' by social security number, from lowest to highest number.

6. Maintain a copy for your office records.  File them with your sign-in/sign-out sheets and leave slips.  These must be maintained for 3 calendar years for audit purposes.  Your payroll records may be checked during Command Inspections and any audits that may be coordinated by DAO Pensacola.

7.  Submit the TAS' to Code 64.2, via facsimile to (202) 685-7158, or DSN 325-7158.

8.  If you miss the deadline for delivery of your Time and Attendance Summaries, inform 64.2 immediately.  Without submission of a TAS, the employee’s account will default to 80 hours of annual leave.  If the employee has less than 80 hours of annual leave, the difference will be charged as leave without pay.

9.  Supplemental or Correction TAS' to change incorrect data may be submitted during any subsequent pay period.  Complete a blank form again for the pay period in question and clearly label the form "CORRECTION."  The likelihood of errors is reduced when the forms are easily identified as Corrections.


TIME & ATTENDANCE SUMMARY (TAS)

TIME & ATTENDANCE SUMMARY (TAS)

ACTIVITY NAME_______________________________ CODE__________ UIC:______

PAY PERIOD ENDING DATE: ______________________ ORG CODE:_______________

	SSN:                                                        NAME:

	
	SUN
	MON
	TUE
	WED
	THR
	FRI
	SAT

	WEEK 1


	
	
	
	
	
	
	

	WEEK 2


	
	
	
	
	
	
	


THIS IS TO CERTIFY THAT THE ABOVE  INFORMATION IS CORRECT

___________________________________

__________________________________________

Print Name of Authorizing Official


Signature/Date

LA=Annual Leave

LH=Holiday

LS=Sick Leave


LN=Admin Leave

*IF SICK LEAVE IS USED FOR FAMILY FRIENDLY LEAVE, PLEASE USE OF THE THE CODES BELOW TO INDICATE THE TYPE OF FFL USED:

BRE=Brerevement

FAMC=Family Illness/Care

ADOP=Adoption

NAVYJAG 7230/1(5-95)
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7

