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1. GENERAL INFORMATION

1.1 PURPOSE. This handbook provides procedural guidance to ensure
compliance with the time and attendance recording and reporting requirements
of the Bureau's centralized integrated payroll and personnel system. It is
intended to summarize and interpret the eligibility requirements for federal
pay and leave benefits; to provide guidance on questions relating to pay and
leave; and to serve as a reference guide to regulations instructions and
Comptroller General decisions dealing with payroll matters.

Instructions are provided in this handbook for the preparation of the Time
and Attendance Report Form 5-1515A (T&A), revised July 1974, and for sending
these forms to the Branch of Employee Data and Compensation (payroll
office). Included is the information required to be shown on the T&A's,
documented approvals necessary and instructions for sending the reports to
the payroll office, where the payroll functions for all the Bureau of Indian
Affairs, except the North Star - Seattle Liaison O0ffice and the Red Lake
(Minnesota) Saw Mill, are carried out. The payroll office address is:

BUREAU OF INDIAN AFFAIRS

Branch of Employee Data and Compensation
Post Office Box 2026

Albuquerque, New Mexico 87103-2026

1.2 PAY PERIODS. Bureau employees are paid every two weeks. These two
week periods are called pay periods and are consecutively numbered each
calendar year beginning with number 1. Each pay period contains 14 calendar
days and always begins on a Sunday at midnight and ends on a Saturday at
midnight. Normally, there are 26 pay periods in a year. Fourteen calendar
days per pay period times 26 pay periods equal 364 days each year. Because
there are 365 days in each year and 366 in every fourth year, there are 27
pay periods in a calendar year every 12 years. It is because of these extra
days that pay period 1 does not start on the same day each year. Pay period
1 is always the first pay period for which payment is received by the
employee in the calendar year. The first day of pay period 1 always begins
in December. Very often the last day of pay period 1 ends also in
December. But payment is not received by the employee until the next year,
therefore, it is the first payment received in the new year and is numbered
pay period 1. The chart in Illustration 2 shows the beginning dates of each
pay period for calendar years 1978 through 1987.

A payroll 1is processed every week by the payroll office for Bureau
employees. These payrolls are known as the regular, or main payroll, and
the supplemental payroll. Processing of the regular payroll begins on the
first workday following the end of a pay period. Time and attendance
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reports received in the payroll office by noon of the first Thursday
following the end of a pay period are processed on the regular payroll.
Processing is completed the next day (on Friday). The information necessary
for the issuance of salary checks is then delivered to the Regional
Disbursing Office (RDO) for preparation and mailing of the checks. T&A's
received after the noon Thursday cut-off are processed the following week on
the supplemental payroll. Cut-off time for the supplemental payroll is U4
p.m. Wednesday of the second week following the end of a pay period. The
supplemental payroll is delivered to the RDO the next day (Thursday).
Checks processed on the supplemental payroll normally are received five to
seven days after those processed on the regular payroll.

1.3 PAYDAYS. The official payday for all Bureau employees is the second
Thursday after the end of the pay period. In the illustrations below the
pay period is from the 2nd through the 15th and payday for that pay period
is the 2T7th. The next pay period is from the 16th through the 29th and
payday for that pay period is the 11th of the following month.

2 3 4 5 6 7 8 Payday would

Pay Period 9 10 11 12 13 14 15 be the 27th
16 17 18 19 20 21 22 Payday would

Pay Period 23 24 25 26 (27) 28 29 be the 11th
30

S M T W T F 8

1 2 3 4 5 6
7 8 9 10 (11) 12 13
M 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 3

An employee's T&A processed on the supplemental payroll on Wednesday the
26th of the first month in this example should result in a check being
received on or about Wednesday the 3rd of the second month.

1.4 DISTRIBUTION OF PAYCHECKS. Payroll checks will be mailed to (A) the
employee at his/her home or other place that he/she may designate; or (B) a
designated agent at the employing office for delivery to the employee; or
(C) a financial institution designated by the employee for credit to his/her
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account. Checks delivered to a designated agent will be kept in a safe or
other secured receptacle until they can be delivered to the employee.

The Treasury Department has advised repeatedly that payroll checks not be
mailed directly to an employee at his/her office address. Where an employee
desires to have his/her check received at the place of employment, such
check is to be delivered to him/her through the respective Bureau designated
agent.

1.5 PREPRINTED T&A REPORTS. T&A reports are preprinted on the computer
two pay periods in advance of the pay period to be reported. The preprinted
T&A's received by the timekeeper each pay period will contain certain basic
identifying information. Among other things, they will contain information
that identifies the employee, the applicable pay period, the pay period
beginning and ending dates, and the timekeeper distribution code. A
detailed explanation of preprinted information on the T&A reports 1is
contained in section 1.7 below.

1.6 NEW EMPLOYEE T&A'S. Basic identifying information for the new
employees must be manually entered by the timekeeper on the T&A reports for
the first and second pay periods of employment. The employee's name and
soclal security number must appear on each manually completed T&A. The pay
period number, beginning and ending dates and year must also be entered on
every T&A.

In addition, the timekeeper distribution code must be shown on every
manually completed T&A. A detailed explanation of these and other
identifying information entries on the T&A reports is contained in section
1.7 below.

1.7 TIME AND ATTENDANCE REPORT FORMAT. The T&A report is divided into
five major sections. These are: (A) basic identifying information section,
(B) pay section, (C) leave section, (D) 700 series transaction codes, and
(E) certification section.

A. BASIC IDENTIFYING INFORMATION SECTION. This section contains:

(1) EMPLOYEE NAME. Since an employee's master payroll record in
the computer must agree exactly with the name as it appears in personnel
records (SF-50, etc.), name errors must be corrected by personnel action.
You should advise your personnel office of any errors noted in names on
computer printed T&A's. DO NOT CHANGE THE NAME PRINTED BY THE COMPUTER.
The name on a manually prepared T&A should be entered as shown on the
employee's personnel action: last name, first name, middle initial. For
example, CORDOVA, SAM A.
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(2) SOCIAL SECURITY NUMBER. The social security number is the
primary means of identifying an employee within the payroll system. It is
used in place of the individual's name and is literally the "address" of the
employee's record within the system. An error in social security number
will result in the employee being paid incorrectly, late or both. To make
matters even worse, if the erroneous soclal security number happens to be
the same as that of another employee, the T&A will be processed against the
second employee's record and cause that employee to be paid incorrectly or
not at all. Accuracy in entering the social security number is absolutely
essential to accurate, timely payment of the employees you serve. Advise
your personnel office of errors noted in social security numbers on computer
printed T&A's. DO NOT CHANGE THE SOCIAL SECURITY NUMBER PRINTED BY THE
COMPUTER UNLESS THIS CHANGE HAS BEEN APPROVED BY YOUR SERVICING PERSONNEL
OFFICE. The social security number must be on all T&A's.

INFORMATION REGARDING DISCLOSURE OF
SOCIAL SECURITY NUMBERS UNDER PUBLIC LAW 93-579

Public Law 93-579 {(Privacy Act of 1974) includes specific requirements
pertaining to requests for individuals to disclose their social
security number (SSN). Solicitation of the SSN by agencies of the
federal government is authorized under provisions of Executive Order
9397, dated November 22, 1943. The SSN is used as an identifier of an
employee's records throughout his/her federal career. Disclosure by
an employee of his/her SSN is mandatory for the purpose of effecting
legal and voluntary payroll deductions of various kinds and for
obtaining the services and benefits that the employing federal agency
provides. The SSN is also used in connection with lawful requests for
information from educational institutions and financial or other
organizations. The information gathered through the use of the SSN is
used only as necessary in personnel administration processes carried
out in accordance with established regulations and published notices
of systems of records. The SSN is also used for the selection of
persons to be included in statistical studies of personnel management
matters. The use of the SSN is made necessary because of the large
number of present and former employees and applicants who have
identical names and birth dates, and whose identities can only be
distinguished by the SSN.

(3) CHECK DIGIT. This is a number used by the computer to check
the social security number key punched from the T&A. DO NOT ENTER THIS
INFORMATION ON MANUALLY PREPARED T&A'S EXCEPT WHEN THE MANUALLY PREPARED T&A
IS USED AS A CONTINUATION SHEET. DO NOT CHANGE THE PREPRINTED CHECK DIGIT.

(4) PAY PERIOD. The last digit of the calendar year date must be
entered in the "year" box at the left of the pay period number box. For
example, 1979 is entered as 9, 1980 as 0, etc. The pay period number
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identifies the pay period for which data is being reported. The pay period
number and data being reported must agree with the beginning and ending
dates indicated in the next two boxes: "Beginning" and "Ending" dates. The
beginning date must be the first Sunday in the pay period. The ending data
must be the last Saturday in the pay period. The pay period identification
data must be on all T&A's. The chart in Illustration 2 shows the beginning
dates of each pay period for the calendar years from 1978 through 1987.

(5) AREA/AGENCY. This identifies the employing area and agency
and provides an alternate address for salary checks or leave and earnings
statements. The code consists of a prefixed letter indicating the area
office followed by two numbers indicating the agency. This code 1s assigned
by the Division of Financial Management and is recorded in 42 BIAM. Advise
your personnel office or area office payroll coordinator of any area/agency
code errors so that they can be corrected immediately. Illustration 6 lists
area office codes.

(6) PAY PLAN. The pay plan is a two character code assigned by
the 0ffice of Personnel Management (OPM) to designate various federal pay
plans such as Classification Act, or General Schedule (GS), Wage Board (WB),
FWS Leaders (WS), etc. These codes are published in the Federal Personnel
Manual (FPM), Supplement 293-31. The pay plan determines eligibility to
earn certain types of pay. For example, GS employees may receive night
differential whereas WB employees may receive night shift differential. Pay
plan also determines whether certain payroll deductions are to be made, such
as civil service retirement and social security taxes. Corrections to this
code must be made by the personnel office. Illustration 7 contains a
listing of pay plan codes used by the Bureau.

(7) EMPLOYMENT CONDITION. The code number 1 in this block
identifies the employee as full-time; code number 2 is full-time but subject
to furlough; code number 3 is part-time; code number Y4 is intermittent; and
code number 5 is part-time-career. The employment condition code controls
pay and leave benefits available to the employee. Advise your personnel
office immediately of any errors noted.

(8) DISTRIBUTION CODE. The code consists of the area code
alphabetic prefix followed by three numbers identifying the T&A distribution
point. It is used by payroll office personnel as an abbreviated geographic
location for the employee. Payroll will mail the employee's leave and
earnings statement and a computer printed T&A to the timekeeper identified
by this code. Corrections to this code must be made by entering the correct
distribution code immediately to the left of the Transaction Code 702 at the
bottom center portion of the T&A. T&A distribution codes are assigned by
the payroll office. Call (505) 766-2917/FTS U4T74-2917. THE DISTRIBUTION
CODE MUST BE ENTERED ON ALL MANUALLY PREPARED T&A'S. Should an employee
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transfer within the Bureau from the office for which you keep time to
another office or location, forward the preprinted T&A to the employee's new
duty station. The timekeeper at the new duty station will complete and
submit the preprinted T&A forwarded to him/her for the newly transferred
employee. The new duty station timekeeper must enter the correct
distribution code immediately to the left of the Transaction Code 702 at the
bottom center portion of the T&A. The area/agency code in the heading will
correct itself within three pay periods. However, the timekeeper must enter
the correct area/agency code as part of the Bureau account number.

B. PAY AND LEAVE SECTIONS. Timekeepers are responsible for recording
all accountable pay hours and periods of absence from duty for each employee
on a daily basis in the pay and leave sections of the T&A. All employee
activity for the pay period must be properly coded with the number of hours,
the appropriate transaction codes and the applicable Bureau account numbers
for the hours reported.

The pay and leave sections of the T&A are composed of five elements
wnich, with the exception of the Bureau account number, are common to both
sections. These five elements are:

(1) PAY AND LEAVE HOURS. The rules for recording activity in the
"Pay" and "Leave" sections of the T&A differ in several respects.

(a) PAY HOURS. Only hours in a pay status (including paid
leave) are entered in each daily column to coincide with each day of the pay
period. Time worked or in a pay status is entered in whole hours in the
appropriate day column, except for overtime, hazard and environmental duty,
which may be entered in 15 minute increments.

The "Pay" section contains preprinted lines identifying
the more common types of work hours. For example, regular pay is to be
reported on line 4 of the "Pay" section. Line 4 is the line which is
printed with the word "REGULAR" and Transaction Code 001 in the "Transaction
Code" column. Other types of pay hours for which no preprinted line has
been provided must be entered on the blank lines with the appropriate
transaction codes. Illustration 9 in the back of the handbook carries a
complete list of transaction codes.

More detailed instructions for recording hours worked or
in a pay status may be found in the sections of the handbook that deal with
specific types of pay.

(b) LEAVE HOURS. Hours of paid leave (annual and sick),
other absence with pay, as well as nonpay absences and compensatory time
earned and used are entered in each daily column to coincide with each day
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of the pay period. The minimum charge to leave is 1 hour. Additional
charges must be in multiples of 1 hour.

The "Leave" section contains preprinted lines
identifying the more common types of leave usage and compensatory time. For
example, annual leave is to be reported in whole hours on line 1 of the
"Leave" section. Line 1 is the line which is printed with the word "ANNUAL"
and Transaction Code 208 in the "Transaction Code" column. Other absences
from duty for which no preprinted line has been provided must be entered on
the blank lines with the appropriate transaction codes. Illustration 9 in
the back of the handbook carries a complete list of transaction codes.

In addition to the number of hours of the absence, the
beginning and ending hours of each absence must be entered. Each absence
must either be initialed by the employee or supported by an approved SF-71,
Application for Leave, or other acceptable document.

NOTE: Standard Forms 71 and other documents to support leave used should
not be submitted to the payroll office. These documents should be retained
by the timekeeper and attached to the timekeeper ccpies of the T&A's.
Employees are encouraged to initial the T&A in lieu of submitting a Standard
Form 71 in those instances where either form of certification is permissible.

More detailed instructions for recording leave and other
absences from duty may be found in the sections of the handbook that deal
with specific types of leave and other absences.

(2) NUMBER OF HOURS. The hours recorded in each daily column are
totaled at the end of the pay period. The total number of hours for each
line in both the "Pay" and "Leave" sections of the T&A is entered in the
"Number of Hours" column. Only the total number of hours as recorded in the
"Number of Hours" column is entered into the computer for computation of pay
and for recording absence from duty. If this column is not completed the
line entry will not be paid or recorded despite the entry of hours in the
daily columns.

In the "Pay" section, whole hours are entered in the "Number
of Hours" column for all types of pay with the exception of overtime, hazard
and environmental duty, which may be entered in 15 minute increments. 1In
the "Leave" section, only whole hours may be entered, and the minimum charge
is 1 hour. Additional charges must be in multiples of 1 hour. Partial and
whole hours are entered as a two place decimal. Examples: 2-1/2 hours is
entered as 2.50 and 80 hours is entered as 80.00.
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(3) TRANSACTION CODE. Transaction codes indicate to the computer
what action to take on the hours reported on the T&A. Each transaction code
has a unique meaning and identifies for the computer a particular type of
payment or leave usage and a particular method for computing the payment or
recording the leave usage. For example, the Transaction Code 001 informs
the computer that hours reported with that code are regular hours that are
to be paid at regular salary rates and accumulated as regular hours.

Transaction codes have been printed on the T&A for the more
common types of pay and leave usage so that the timekeeper will not have to
enter the codes manually. When a type of payment is appropriate for which
no preprinted line has been provided, or when more than one line 1is needed
for the same type of payment (such as to charge time worked to more than one
account number or to report FLSA overtime), a blank line must be selected
for the entry and a transaction code must be entered along with other
required data. Refer to Illustration 9, T&A Reporting Transaction Codes, in
the back of the handbook for a description of the proper codes to use.
Entry of an improper code will almost certainly result in the employee being
paid incorrectly, late or perhaps both. DO NOT CHANGE PREPRINTED CODES.
USE BLANK LINES FOR OTHER CODES AND A T&A CONTINUATION SHEET IF MORE LINES
THAN THOSE PROVIDED ON THE T&A FORM ARE NEEDED. An example of a T&A report
continuation sheet is shown in Illustration 10.

Transaction codes are discussed in more detail in those
sections of the handbook that deal with specific types of pay and leave.

(4) FY SPLIT. This column is used to code the fiscal year charge
in the pay period that covers the ending of one fiscal year and the
beginning of a new one. Ordinarily, this is pay period 21 each year. The
last digit of the fiscal year designation is entered in this column to
distinguish between charges to the two fiscal years involved. For example,
fiscal year 1980 is entered as 0, and fiscal year 1981 is entered as 1,
etc. For all other pay periods in a calendar year the numeric codes "1" and
"2" are used in the "FY Split" column to differentiate between the two weeks
of a pay period in order to make the computation of FLSA overtime pay (see
section 13).

(5) BUREAU ACCOUNT NUMBERS. The Division of Accounting
Management establishes the Bureau account numbers and develops and issues
instructions on coding requirements involving the use of these numbers.
These numbers identify the funds to which the salary costs reported on the
T&A are to be charged. Account numbers must be entered on each line used in
the "Pay" section of the T&A, unless the salary costs are being charged
either in whole or in part to a fixed account number (See section 3).
Account numbers are never used in the leave section of the T&A.
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Since the T&A is, in most cases, the sole source for labor
cost data, accuracy in reporting is extremely critical. Computer edit
routines can detect a code which is not listed in any of the code tables,
but it cannot detect a code that is listed but is used in error.

The Bureau account number is composed of the following
elements.

(a) AREA/AGENCY. An alphabetic code identifies the area
followed by a two digit number that identifies the agency bearing the labor
costs reported. This code is usually, but not necessarily, the same as the
area/agency code in the heading (basic identifying information). And
usually, but again not necessarily, it is the same for all entries on the
T&A. The code may differ, for instance, when an employee from one agency
performs work for and charges the funds of another agency.

(b) LOCATION. A three character code identifies the element
of the area/agency for which the expense is incurred. The two character
location codes are prefixed with a dash (-) when entered in this column. If
tribal funds are to be charged, the tribal code is used instead of the
location code.

(¢) FY/ACTIVITY/SF. This six character code identifies the
specific funds that are to be charged with the expense. The "FY" (fiscal
year) code is entered in column one of this field. If the expense is to be
charged to tribal funds, the tribal appropriation is coded in the next four
columns under "activity". Column six of this field is used to enter the
last digit of the tribal activity code when tribal funds are being charged.
There are only four such activity codes: 2651, 2652, 2653 and 2654. Thus,
if activity 2651 is to be charged, a 1 is entered in column six under "SF."
Activity 2652 is entered as 2, etec.

(d) PROGRAM ELEMENT. A two character code used to classify
program costs and related goals on a broad functional basis.

(e) PROGRAM COMPONENT. A two character code used to classify
program costs and work accomplishments on a narrower basis within program
elements.

(f) WORK ORDER. This four character code identifies the
particular office, etc., that incurred the expense. Work orders are to be
entered with tribal appropriations when determined necessary to properly
report labor costs.

(g) PROGRAM DETAIL. This five character field is an optional
use data field. It may be used with optional coding at the discretion of
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the using organization to classify costs, functions and activities, etc.,
that may not otherwise be obtained within the programmed system.

C. 700 SERIES TRANSACTION CODES. The 700 series of transaction codes
are for the purpose of indicating to the computer certain actions not
directly involved with the reporting of pay and leave hours. These
transaction codes are designed for the following purposes.

(1) 701-NEW (FIXED) ACCOUNTING DATA. Refer to section 3 for an
explanation of the Transaction Code 70l and examples of the T&A entries
required to establish a fixed account number and to report the time to be
paid against a fixed account.

(2) 7T02-NEW DISTRIBUTION CODE. The Transaction Code 702 is used
to correct a timekeeper distribution code and to change a code when an
employee transfers within the Bureau from one office or location to
another. The area code alphabetic prefix followed by three numbers
identifying the T&A distribution point 1s entered in the four spaces
immediately to the left of the preprinted Transaction code 702 in the bottom
center portion of the T&A. DO NOT CHANGE THE DISTRIBUTION CODE IN THE
HEADING (Basic Identifying Information) OF THE T&A. This will correct
itself automatically after the new or corrected distribution code is entered
as described above. The area/agency code in the heading will also correct
itself within three pay periods. However, timekeepers must be sure to enter
the correct area/agency code as part of the Bureau account number.

(3) 703-INTERMITTENT DAYS WORKED. The data in this field is used
to accumulate service credit for employees hired on an intermittent or
part-time basis. It is also used to account for the days worked by certain
employees having an appointment limited to a specified number of working
days. Employees with such appointment limitations will have normally been
hired under the authority of Schedule A 213.3102(i) or (o). Thirty
(calendar) day special need appointments do not fall in this category.

The number of days and parts of days the employee worked or
was in a paid leave status are entered as whole days in the two spaces
immediately to the left of the preprinted Transaction Code 703 in the bottom
center portion of the T&A. Days or partial days when the employee only
performs overtime work are not entered. Example: An employee working a
normal 80 hour pay period (ten eight-hour days) would be credited with 10
days in pay status. An employee working 10 four-hour days would be credited
with 10 days in pay status. An employee working 10 eight-hour days and 4
hours on a normal day off would be credited with 10 days in pay status.

BIAM REISSUE

FEB
Supp. &, Release 1, 10-30-81 uk“NRIHKRY-1984



42 BIAM SUPPLEMENT 5 1.7C(H)
TIMEKEEPER'S HANDBOOK
General Information

(4) 704-COLA ON/COLA OFF. The Transaction Code 704 is used to
indicate entitlement to the cost of living allowance (COLA) for classified
and similar pay plan employees (Pay Plans GS, GG, CE and CY) whose regular
post of duty is in Alaska and who are otherwise eligible to earn COLA. The
numeric code "1" is entered in the space immediately to the left of the
preprinted Transaction Code TO4 in the bottom center portion of the T&A to
begin or to reestablish automatic COLA payments to an eligible employee.
COLA will then be paid automatically on all regular hours reported on the
T&A. The Code "1" 1is not entered on subsequent T&A's. The Code "2" 1is
entered in the space to the left of Transaction Code 704 to terminate COLA
payments.

Refer to section 20 for a detailed explanation of COLA
payments.

D. CERTIFICATION SECTION. Each T&A must be certified by the
supervisor (See section 2.2). Supervisors should keep currently informed as
to the attendance or absence of the employees they supervise so that the
certification of the T&A 1is as represented. In addition, the official
authorized to approve overtime must certify each T&A reporting overtime
worked. Also, the official to whom such authority has been delegated must
approve compensatory time earned, pay at an alternate rate or hours
pertaining to a prior pay period. Timekeepers may not certify any T&A (See
section 2.2 below).

1.8 RETENTION OF T&A REPORTS. Timekeeper copies of completed T&A's should
be retained at the timekeeper location until an audit has been performed by
the General Accounting Office (GAO) or for 3 years if no GAO on site audit
is performed. Included with the T&A's should be all supporting documents
such as the SF-71, Application for Leave, military leave orders, overtime
authorizations, Jjury duty certificates, tours of duty, and any other
documents in support of pay or leave (Sec. 17, Title 6, GAO Manual for
Guidance of Federal Agencies).

1.9 INQUIRIES. Questions relating to payroll matters, regulations and
procedures 1in this handbook should be referred to the payroll office.
Supervisors and timekeepers should also maintain close contact with the
payroll coordinators in each area office of the Bureau to resolve questions
relating to current pay, adjustments, withholdings, 1leave, benefits and
related matters.

1.10 DISTRIBUTION OF HANDBOOK. Distribution of the Timekeeper's Handbook
(42 BIAM Supplement 5) will be made to all timekeepers, payroll clerks and
supervisors throughout the Bureau.
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1.11 DEFINITIONS. The definition of special or technical words and terms
used in this handbook, which are common to pay administration, may be found
in Illustration 1 in the back of this handbook.
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2. RESPONSIBILITY FOR TIMEKEEPING.

2.1 BASIC RESPONSIBILITIES. There are certain responsibilities of
supervisors, timekeepers and employees generally, which are essential to the
timekeeping function and are to be taken most seriously. These are basic
timekeeping responsibilities which are vital to proper and timely payment
and essential to accurate leave accounting.

A. SUPERVISOR'S RESPONSIBILITIES. Supervisors are responsible for
the accuracy of time and attendance reporting, for administering the leave
policies for all employees under their jurisdiction, for advising employees
regarding leave matters and for guarding against leave abuses.

Listed below are more of the basic¢ timekeeping responsibilities of
all supervisors.

(1) See that timekeepers are provided with all necessary
instructions pertaining to time and attendance report preparation and are
thoroughly informed of the importance of timely submission of these
documents to the payroll office each pay period.

(2) Make certain that timekeepers are fully informed of the
correct account numbers to which time is to be charged and that time is
correctly recorded on the T&A.

(3) See that all T&A supporting documents, such as the SF-T1,
Application for Leave, military leave orders, overtime authorizations, Jjury
duty certificates, tours of duty, and any other documents in support of pay
or leave, remain on file with the timekeeper copies of T&A's until an audit
has been performed by the General Accounting Office or for three years if no
on site audit is performed (Sec.17, Title 6, GAO Manual for Guidance of
Federal Agencies).

(4) Approve and sign (certify) all T&A's. Employees are not
permitted to certify their own T&A's, except under rare circumstances where
it is not practical to do otherwise and authority has been given in writing
by an appropriate official (See section 2.2 below).

B. TIMEKEEPER'S RESPONSIBILITIES. Timekeepers are responsible for
preparation and mailing of their T&A's. In this connection, accuracy and
promptness are vital if we are to adhere to established payday schedules.
Early receipt of T&A's by the payroll office will greatly assist in the
resolution of error conditions which might otherwise delay an employee's
pay. The sooner error conditions are discovered through sight audit and the
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computer edit routines the better the chance to make corrections prior to
the completion of payroll processing. Timekeepers are urged to mail their
T&A's to the payroll office at the earliest possible time after completion.

Listed below are more of the basic timekeeping responsibilities of
all timekeepers.

(1) Record the daily hours, bi-weekly total hours and transaction
codes to the proper Bureau account number(s). Check with supervisor when in
doubt.

(2) Keep supervisors informed as to the attendance or absence of
employees under their supervision.

(3) See that the daily column(s) of the T&A are initialed for
leave used or that an SF-71, Application for Leave, has been approved by the
supervisor. DO NOT SEND SF-71's TO THE PAYROLL OFFICE. These forms are to
remain on file with the timekeeper copies of T&A's until an audit has been
performed by the General Accounting Office or for three years if no onsite

audit has been performed (Sec. 17, Title 6, GAO Manual for Guidance of
Federal Agencies).

(4) See that the "From" and "To" portion of the T&A shows the
time of absence when leave used is less than 8 hours (Subsec. 17.2, Title 6,
GAO Manual for Guidance of Federal Agencies).

(5) Retain copies of  military 1leave orders, overtime
authorizations, Jjury duty certificates, tours of duty and any other
documents in support of pay and leave with the timekeeper copies of T&A's.

(6) See that all entries on the T&A, including daily hours,
biweekly totals, signatures and initials are made in ink. DO NOT TYPE
T&A's. Typed data may be miscontrued as computer preprinted data by
key-entry personnel or the payroll office.

(7) Review each T&A carefully prior to submission to the payroll
office to assure completeness, accuracy and legibility. A failure in any of
these actions could result in incorrect pay or no payment to the employee.

(8) Adjustments to previously submitted T&A's, i.e., additions to
or correction of pay hours or leave used will be accomplished through a
supplemental or correction Té&A.

(9) Various payroll forms completed by an employee should be
forwarded promptly to the payroll office. These forms include: SF-1192,
United States Savings Bond Authorization for Purchase and Request for
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Change; Form W-U4, Employee's Withholding Exemption Certificate; SF-1187,
Request and Authorization for Voluntary Allotment of Compensation for
Payment of Employee Organization Dues. There are also state tax forms,
etc. These documents should never be attached to the T&A's or otherwise
included with the T&A's mailed to the payroll office. They should be
forwarded to the payroll office under separate mailings.

C. EMPLOYEE'S RESPONSIBILITIES. It is the responsibility of each
employee to be on duty at all times as scheduled or to request time off from
duty as required for vacation leave, personal and emergency reasons, illness
or other authorized leave. When any type of leave has been approved, the
employee shall immediately inform the timekeeper so that the proper leave
account charges can be entered on the T&A.

Listed below are more of the basic timekeeping responsibilities of all
employees.

(1) Request and obtain approval in advance for any absence from
duty.

(2) 1Initial the T&A for each absence or submit a signed SF-71,
Leave Application.

(3) Obtain a medical certificate (SF-71 or other administratively
acceptable document) to support absences of more than 3 workdays due to
illness.

(4) When an illness or emergency situation prevent reporting for
duty, notify the supervisor before or as soon as possible after the time
scheduled to report for duty (normally not more than 1 hour).

NOTE: An employee who fails to request and obtain approval for an
absence without a good reason acceptable to the approving authority may be
charged with absence without leave.

2.2 CERTIFICATION OF TIME AND ATTENDANCE. Under the provisions of Section
17.2, Title 6, GAO Manual for Guidance of Federal Agencies, only supervisors
are authorized to certify (approve) time and attendance report forms
(T&A's). When such practice is not feasible because of absence of the
supervisor or for other reasons, the certification should be accomplished by
an individual operating in a supervisory capacity who possesses knowledge of
the employee's attendance. Employees shall not be permitted to certify or
approve their own time and attendance reports except in rare instances where
it is not practical to do otherwise and authority has been given in writing
by an appropriate official authorized to grant such authority. The
Commissioner of Indian Affairs, under the provisions of 6 GAO 17.2 has
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authorized all Area Directors, All Central Office Directors and all other
Heads of Offices under his direct supervision or the Deputy Commissioner's
office, or persons acting in their stead, to sign their own T&A's and to
authorize others under their jurisdiction to do so, where circumstances make
it impractical to do otherwise (Commissioner's June 10, 1975, memorandum,
subject: Supervisor's Signature Requirement on Time and Attendance Reports).

Where authority has been given an employee to certify his/her own T&A, the
written authorization must be mailed to the Branch of Employee Data and
Compensation, Post Office Box 2026, Albuquerque, New Mexico 87103-2026.
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3. FIXED ACCOUNT NUMBERS.

3.1 701 NEW (FIXED) ACCOUNTING DATA. For a vast number of Bureau
employees the Bureau account number, which identifies the funds to which the
salary costs reported on the T& are to be charged, is a "fixed" almost
never-changing code. For this reason, accounting data is stored in the
payroll and personnel computer master records of employees whose time is
consistently charged to the same account number. The computer then assigns
the account number to the hours reported on the T&A, thus eliminating the
need for the timekeeper to code the account number on the T&A each pay
period. This also eliminates countless hours of data preparation (keypunch)
time required to keypunch account numbers for every pay entry line of every
T&A submitted for payroll processing.

3.2 ESTABLISHMENT OF FIXED ACCOUNT NUMBER. The fixed account number is
established in the employee's computer master record by the timekeeper by
entering the account number in the spaces to the right of the preprinted
Transaction Code 701 on the T&A. Subsequently, the fixed account number, as
established by the timekeeper, will appear on all computer printed T&A's in
the spaces above the account number data field descriptions. See T&A
examples 3-1 and 3-2 for an illustration of this procedure.

3.3 CHANGING A FIXED ACCOUNT NUMBER. Once it is established, a fixed
account number will remain wunchanged in the employee's computer master
record and computer printed T&A's until such time as the timekeeper enters a
new and complete account number in the spaces to the right of the
Transaction Code 701. It is not possible to change only selected data
elements of a fixed account number. To change any one or a combination of
data elements of a fixed account number, the entire account number must be
entered in the spaces to the right of the preprinted Transaction Code 701.

Since T&A's are printed by the computer two pay periods in advance of the
pay period in which they are to be used, a changed fixed account number will
not be reflected on a preprinted T&A until two pay periods after the change
is entered by the timekeeper. However, the change will take effect as of
the pay period in which the change is entered and will reflect as such on
all payroll and financial accounting reports.

3.4  AUTOMATIC ASSIGNMENT AND MANUAL ENTRY. The fixed account number will
be automatically assigned by the computer to every T&A pay entry line
provided a different account number is not, at the same time, coded on that
line. Any T&A pay entry line for which an account number is coded will
simply ignore the fixed account and charge instead the account number coded
on the pay entry line. Thus, a T&A can have a combination of pay entries
some of which can be automatically charged to the fixed account while others
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can be charged to one or several other different manually coded account
numbers. In summary, once a fixed account number 1is established, the
timekeeper is required to code an account number only for a pay entry line
that is to be charged to an account number that is different from the
established fixed account number.

3.5 T&A EXAMPLES. The T&A examples that follow illustrate:

A. ESTABLISHMENT OF FIXED ACCOUNT NUMBER. Illustrates fixed account
number entry into the employee's computer payroll/personnel master record
(Example 3-1).

B. HOURS CHARGED TO A FIXED ACCOUNT NUMBER. Illustrates work hours
being charged to the fixed account number established in the employee's
computer payroll/personnel master record (Example 3-2).

C. HOURS CHARGED TO FIXED AND OTHER ACCOUNT NUMBER. Illustrates a
portion of the hours worked being charged to the established fixed account
number and a portion being charged to another account number (Example 3-3).
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4. REGULAR PAY

4.1 GENERAL. The vast majority of salary and wage payments to federal
employees are computed on (A) the "rate of basic pay" for employees serving
in classified positions under the General Schedule and similar pay plans and
for employees in the summer employment pay system, or on (B) the "scheduled
rate of pay" for wage employees, i.e., prevailing rate and negotiated rate
employees. These payments are most often referred to as "regular pay" or
"pay for regular hours worked."

4.2 APPLICABILITY. Regular pay applies to all -employees who occupy
classified, wage and summer positions in the pay plans listed below.

A. CLASSIFIED EMPLOYEES.

(1) ADMINISTRATIVE. Positions with administratively determined
rates not elsewhere specified. These employees are identified by the Pay
Plan AD.

(2) INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (school-year employees).

(3) EXPERTS AND CONSULTANTS. Employees identified by the Pay

Plan EC.

(4) SENIOR EXECUTIVE SERVICE. Employees identified by the Pay

Plan ES.

(5) EXECUTIVE PAY ACT. Employees identified by the Pay Plan EX.

(6) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay Plan GG.

(7) CLASSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1) FWS NON~-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM,
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(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. These employees are identified
by the Pay Plan WB.

C. SUMMER EMPLOYEES.

(1) PAY PLAN YV. Employees hired under Schedule A 213.3102 (v)
with occupation code 3506.

(2) PAY PLAN YW. Positions not paid a GS or wage system rate and
filled under Schedule A 213.3102 (w) with occupation code 3506.

(3) PAY PLAN GW. Positions paid a GS rate and filled wunder
Schedule a 213.3102 (w).

(4) PAY PLAN WW. Positions paid a wage system rate and filled
under Schedule A 213.3102 (w).

Classified, wage and summer pay system identification codes (pay
plans) are also listed in Illustration 7 in the back of the handbook.

4.3 BASIC AND SCHEDULED RATES OF PAY. Although there are two distinct
terms used in reference to the hourly rate of compensation for classified
and wage employees, the definitions of the two terms are practically
identical.

A. RATE OF BASIC PAY. As applied to classified employees (also to
summer employees), "rate of basic pay" means the rate of pay fixed by law or
administrative action for the position held by an employee before any
deductions and exclusive of additional pay of any kind (FPM Supp. 990-2,
Book 531, S2-2b(i)).

The "rate of basic pay" is oftentimes also referred to as the
"regular rate or pay."

B. SCHEDULED RATE OQOF PAY. As applied to wage employees, "scheduled
rate of pay" means the rate of pay fixed by law or administrative action,
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including a retained rate of pay, for the job held by an employee before any
deductions and exclusive of additional pay of any kind (FPM Supp. 532-1,
S8-2a(2)).

The "scheduled rate of pay" is oftentimes also referred to as the "regular
rate of pay".

4.4  REGULAR HOURS. Generally, regular hours are the hours of an
employee's regularly scheduled tour of duty, i.e., hours when the employee
is required to be at work, usually on a daily basis, and for which payment
is made on the "basic," "scheduled" or "regular" rate of pay. The meaning
of all three terms is essentially the same.

Payment is also made at a basic or scheduled or regular hourly rate for
hours worked by certain part-time or intermittent employees who only work a
few hours each day on an irregular or as required basis.

4.5 TRANSACTION CODE 001. Regular hours reported on the T&A 1line
preprinted with the Transaction Code 001 and the word "REGULAR"™ will be paid
at the employee's regular rate of pay. For regular hours to be paid at an
alternate rate of pay, the entry must be made on one of the blank T&A lines
with the appropriate transaction code from Illustration 9 (T&A Reporting
Transaction Codes) in the back of the handbook. Refer to section 21 of the
handbook for instructions on reporting alternate rates.

4.6 T&A EXAMPLES. The T&A examples that follow illustrate:

A. FULL-TIME REGULAR PAY. Illustrates payment of regular hours
worked on a full-time regularly scheduled tour of duty. The hours worked
are charged to more than one account number (Example 4-1).

B. PART-TIME REGULAR PAY. Illustrates payment of regular hours
worked on a part-time regularly scheduled tour of duty. The hours worked
are charged to a fixed account number (Example U4-2).

C. INTERMITTENT REGULAR PAY. Illustrates payment of regular hours
worked by an intermittent employee on an irregular or as-needed basis
(Example 4-3).
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5. AGGREGATE SALARY LIMITATION

5.1 GENERAL. Federal law limits the amount of premium pay that may be
paid to employees in classified positions under the General Schedule and
similar pay plans. Premium pay may be paid to such an employee only to the
extent that the payment does not cause his/her aggregate pay for any pay
period to exceed the amount of pay authorized for the top step rate of grade
GS-15. Thus, when an employee's rate of basic pay is less than the maximum
rate of GS-15, the employee can receive premium pay only to the extent that
the sum total of his/her base pay plus premium pay for any one pay period
does not exceed the maximum rate of GS-15 computed on a pay period basis.
In other words, the gross amount of pay (basic pay plus premium pay) for any
pay period cannot exceed the amount of basic pay that an employee in step 10
of grade GS-15 receives for one pay period.

Reference: 5 U.S.C. 5547.

5.2 APPLICABILITY. The aggregate salary limitation applies to all
classified and summer employees who occupy positions in the pay plans listed
below.

A. CLASSIFIED EMPLOYEES.

(1) ADMINISTRATIVE. Positions with administratively determined
rates not elsewhere specified. These employees are identified by the Pay
Plan AD.

(2) INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and Pay Plan
CY (school-year employees).

(3) EXPERTS AND CONSULTANTS. Employees identified by the Pay

Plan EC.

(4) SENIOR EXECUTIVE SERVICE. Employees identified by the Pay

Plan ES.

(5) EXECUTIVE PAY ACT. Employees identified by the Pay Plan EX.

(6) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay Plan GG.

(7) CLASSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.
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B. SUMMER EMPLOYEES.

(1) PAY PLAN YV. Employees hired under Schedule A 213.3102 (v)
with occupation code 3506.

(2) PAY PLAN YW. Positions not paid a GS or wage system rate and
filled under Schedule A 213.3102 (w) with occupation code 3506.

(3) PAY PLAN GW. Positions paid a GS rate and filled under
Schedule A 213.3102 (w).

(4) PAY PLAN WW. Positions paid a wage system rate and filled
under Schedule A 213.3102 (w).

Classified and summer pay system identification codes (pay plans)
are also listed in Illustration 7 in the back of the handbook.

5.3 AGGREGATE SALARY LIMIT APPLICABLE. The premium pay aggregate salary
limitation provisions in 5 U.S.C. 5547 apply to some and not to other types
of premium payments. The limitation is applicable to the following types of
premium pay.

A, OVERTIME PAY. A classified employee's total basic pay plus
overtime pay for any pay period cannot exceed the amount of basic pay that
an employee in step 10 of grade GS-15 receives for one pay period.

B. NIGHT DIFFERENTIAL. A classified employee's total basic pay plus
night differential pay for any pay period cannot exceed the amount of basic
pay that an employee in step 10 of grade GS-15 receives for one pay period.

C. SUNDAY PAY. A classified employee's total basic pay plus Sunday
pay for any pay period cannot exceed the amount of basic pay that an
employee in step 10 of grade GS-15 receives for one pay period.

D. HOLIDAY PAY. A classified employee's total basic pay plus holiday
pay (pay for work performed on a holiday) for any pay period cannot exceed
the amount of basic pay that an employee in step 10 of grade GS-~15 receives
for one pay period.

E. ANNUAL PREMIUM PAY. A classified employee's total basic pay plus
premium pay on an annual basis for any pay period cannot exceed the amount
of basic pay that an employee in step 10 of grade GS-15 receives for one pay
period.

F. COMPENSATORY TIME. A classified employee's total basic pay plus
compensatory time earned for any pay period cannot exceed the amount of
basic pay that an employee in step 10 of grade GS-15 receives for one pay
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period. Compensatory time may only be credited in the number of hours which
would permit an employee's pay for the pay period to remain under the
aggregate salary limitation were those hours to be palid at the overtime rate
applicable to the employee's rate of basic pay. The employee shall not be
credited with compensatory time or given time off for overtime work if
he/she cannot be paid for such work (37 Comp. Gen. 362 and 26 Comp. Gen.
750) .

5.4 AGGREGATE SALARY LIMIT NOT APPLICABLE. The premium pay aggregate
salary limitation provisions in 5 U.S.C. 5547 apply to some and not to other
types of premium payments. The limitation 1is not applicable to the
following class of employees and types of premium pay.

A. WAGE EMPLOYEES. The premium pay aggregate salary limitation does
not apply to the pay of wage employees, i.e., prevailing rate and negotiated
rate employees (5 U.S.C. 5541 (2) (XI) and 34 Comp. Gen. 512). Wage
employee pay system codes (pay plans) are listed in Illustration 7 in the
back of the handbook.

B. HAZARD DUTY PAY. The premium pay aggregate salary limitation does
not apply to the hazard pay differential (5 U.S.C. 5547). Hazard duty pay
may be paid to a classified employee even to the extent that it causes total
pay in any pay period to exceed the amount of basic pay that an employee in
step 10 of grade GS-15 receives for one pay period.

C. COMPENSATORY TIME OFF FOR RELIGIOUS OBSERVANCES. The premium pay
aggregate salary limitation does not apply to compensatory time earned by a
classified employee to meet his/her religious obligations (5 U.S.C.A. 5550
a). A classified employee can be granted compensatory time off for religious
observances even though the number of hours granted, when computed at one
and one-half times the employee's rate of basic pay, would cause total pay
in any pay period to exceed the amount of basic pay that an employee in step
10 of grade GS-15 receives for one pay period.

D. FLSA OVERTIME PAY. The premium pay aggregate salary limitation
does not apply to any overtime paid to classified employees under the
provisions of the Fair Labor Standards Act (Attachment 5 to FPM Letter
551-1, paragraph E). FLSA overtime pay may be paid to a classified employee
even to the extent that it causes total pay in any pay period to exceed the
amount of basic pay that an employee in step 10 of grade GS-15 receives for
one pay period.
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E. COST OF LIVING ALLOWANCE (COLA). The premium pay aggregate salary
limitation does not apply to the cost of living allowance paid to classified
employeés in the State of Alaska (5 U.S.C. 5941 and FPM Chapter 591). The
cost of living allowance may be paid to a classified employee even to the
extent that it causes total pay in any pay period to exceed the amount of
basic pay that an employee in step 10 of grade GS-15 receives for one pay
period.
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6. NIGHT DIFFERENTIAL.

0.1 GENERAL. Night differential is ©paid to employees serving in
classified positions under the General Schedule and similar pay plans at 10
percent of their rate of basic pay for all regularly scheduled hours worked
between the hours of 6 p.m. and 6 a.m., including regularly scheduled
overtime, Night differential is not paid for night work performed on an
occasional, irregular basis. ;

Reference: FPM Supp. 990-2, Book 550, S1-4..

6.2 APPLICABILITY. Night differential applies to employees in classified
positions under the General Schedule and similar pay plans Iisted below.

A. CLASSIFICATION ACT OF 1949. General Schedule employees identified
by the Pay Plan- GS.

B. GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by the
Pay Plan GG.

C. INDIAN EDUCATION PROGRAM. Indian education contract employees
identified by the Pay Plan CE (year-long employees) and the Pay Plan CY
(school-year employees).

6.3 ABSENCE ON HOLIDAYS, OTHER NONWORKDAYS OR IN TRAVEL STATUS. Payment
of night differential to a classified employee continues for regularly
scheduled night hours when the employee is absent due to a holiday, other
nonworkday (such as a designated day of national mourning), military leave,
or in an official travel status, even if not performing actual work.

6.4 ABSENCE ON PAID LEAVE. A classified employee is entitled to night
differential for regularly scheduled night hours during a period of paid
leave, but only when the total amount of that leave in a pay period is less
than 8 hours. Both night and day hours of paid leave are included in
determining the total paid leave used during the pay period.

6.5 PAID LEAVE OF EIGHT HOURS OR MORE. Payment of night differential
cannot be made to an employee for any period of leave when the total paid
leave during the same pay period is 8 hours or more (36 Comp. Gen. 734).

6.6 TEMPORARY ASSIGNMENT TO DIFFERENT TOUR OF DUTY. A classified employee
is entitled to night differential for night work performed while assigned
temporarily to a tour of duty other than his/her own. This provision does
not apply (A) where a regularly scheduled tour of duty between the hours of
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6 p.m. and 6 a.m. had not been established, or (B) where the work could be
performed during daytime hours but the employee is assigned night hours for
his/her convenience.

6.7 RELATION OF NIGHT DIFFERENTIAL TO OTHER PAY. Night differential is in
addition to overtime or holiday pay which may be payable and is not included
in the rate of basic pay used to compute overtime or holiday pay. An
employee earns the same amount of night differential during a period of
night overtime work whether paid in money or given compensatory time off for
the overtime work.

6.8  TRANSACTION CODE 004. Night differential hours reported on the T&A
line preprinted with the Transaction Code 004 and the words, "NIGHT
DIFFERENTIAL" will be paid at 10% of the employee's regular rate of pay. If
night differential is to be computed on an employee's alternate rate of pay,
the entry must be made on one of the blank T&A lines with the appropriate
transaction code from Illustration 9 (T&A Reporting Transaction Codes) in
the back of the handbook. Refer to section 21 of the handbook for
instructions on reporting alternate rates.

6.9 T&A EXAMPLES. The T&A examples that follow illustrate:

A. ND REGULAR. TIllustrates payment of night differential for a
regularly scheduled full-time tour of duty (Example 6-1).

B. ND W/PAID LEAVE MORE THAN EIGHT HOURS. TIllustrates payment of
night differential during a pay period in which the employee uses paid leave
of more than 8 hours (Example 6-2).

C. ND W/PAID LEAVE LESS THAN EIGHT HOURS. 1Illustrates payment of
night differential during a pay period in which the employee uses paid leave
of less than 8 hours (Example 6-3).
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7. NIGHT SHIFT DIFFERENTIAL.

7.1 GENERAL. Night shift differential is paid to wage employees for work
performed on a regularly scheduled basis on the second or third shifts or
both.

Reference: FPM Supp. 532-1, S8-4.
7.2 APPLICABILITY. Night shift differential applies to employees who

occupy wage system positions in both the prevailing rate and negotiated rate
pay plans listed below.

A. PREVAILING RATE

(1) FWS NON-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

{(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

B. NEGOTIATED RATE. Wage Board positions for which the rates of pay
are negotiated with the representative wunions. These employees are
identified by the Pay Plan WB.

7.3 SHIFT RATES PAYABLE. The following rates of night shift differential
are payable for second and third shift work.

A. SECOND SHIFT. Employees are paid a differential of 7-1/2 percent
of their scheduled rate of pay for the entire shift when a majority of their
regularly scheduled non-overtime hours of work occur between the hours of 3
p.m. and midnight.

B. THIRD SHIFT. Employees are paid a differential of 10 percent of
their scheduled rate of pay for the entire shift when a majority of their
regularly scheduled non-overtime hours of work occur between the hours of 11
p.m. and 8 a.m.
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7.4 MAJORITY OF HOURS. Night shift differential is paid for the entire
shift when the majority of hours, i.e., a number of whole hours greater than
one half (including meal breaks), fall within a period for which a shift
differential is payable.

The following examples illustrate the above rule.

Tour of Duty Night Shift Differential Payable
8 a.m. - 5 p.m Shift 1, No differential

2 p.m. - 10 p.m Shift 2, 7 1/2%, 8 hours

5p.m. - 1 a.m Shift 2, 7 1/2%, 8 hours

8 p.m. - a.m Shift 3, 10%, 8 hours

2 a.m. - 11 a.m Shift 3, 10%, 8 hours

7.5 PART-TIME AND INTERMITTENT EMPLOYEES. Employees who work on a
regularly scheduled shift of less than 8 hours duration (such as a part-time
or intermittent employee) are entitled to a night shift differential for the
entire shift if a majority of their hours are worked during a period in
which a night shift differential is payable.

7.6 SPLIT SHIFTS. Employees who work split shifts, such as cooks and
instructional aids, will either receive a 7-1/2 percent differential for an
entire shift or a 10 percent differential for an entire shift if a majority
of the regularly scheduled non-overtime hours worked occur during the hours
for which a night shift differential 1is auchorized. Night shift
differential 1is not payable for any hours less than the entire shift, and
the splitting of the night shift differential is not permitted.

The following examples illustrate the payment of night shift differential
for a split shift tour of duty.

Tour of Duty Night Shift Differential Payable
10 a.m. - 2 p.m. No night shift differential is payable.
Midnight - 4 a.m. The majority of the total regularly scheduled

hours for the entire tour do not fall within
the hours of 3 p.m. and 8 a.m.

Tour of Duty Night Shift Differential Payable
7 a.m. - 10 p.m. Shift 2, 8 hours. The majority of the
3 p.m. - 8 p.m. total regularly scheduled hours for the entire

tour fall within the hours of 3 p.m. and
midnight.
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Shift 3, 8 hours. The majority of the
total regularly scheduled hours for the
entire tour fall within the hours of

11 p.m. and 8 a.m.

[V el
O ]
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7.7 TEMPORARY ASSIGNMENT TOQO DIFFERENT TOUR OF DUTY. A wage employee is
entitled to night shift differential for work performed while assigned
temporarily to a tour of duty other than his/her own.

The following examples illustrate the above rule.

A. ASSIGNMENT TO A DAY SHIFT. If an employee is temporarily assigned
from a regularly scheduled night shift to a day shift, he/she will continue
to receive the night shift differential payable for the regularly scheduled
night tour of duty. For example, an employee has a regularly assigned tour
of duty of 3 p.m. to 11:30 p.m., Monday through Friday, for which shift 2
differential is payable. The employee is then temporarily assigned to a 7
a.m. to 3:30 p.m. shift. Entitlement to shift 2 differential continues
during the entire period of the temporary assignment.

B. ASSIGNMENT TO A NIGHT SHIFT. An employee regularly assigned to a
day shift 1s entitled to night shift differential during any period of
temporary assignment to a tour of duty for which night shift differential is
payable. For example, an employee has a regularly assigned tour of duty of
7 a.m. through 3:30 p.m., Monday through Friday, for which night shift
differential is not payable. The employee is then temporarily assigned to
an 11 p.m. through 7:30 a.m. shift. Shift 3 differential is payable for the
entire period of the temporary assignment.

C. ASSIGNMENT TO A LOWER SHIFT. If an employee is temporarily
assigned to a tour of duty with a lower night shift differential rate,
he/she will continue to receive the higher night shift differential rate
payable for the regularly scheduled night tour of duty. For example, an
employee has a regularly assigned tour of duty of 11 p.m. through 7:30 a.m.,
Monday through Friday, for which shift 3 differential is payable. The
employee is then temporarily asigned to a 3:30 p.m. through midnight shift.
Entitlement to shift 3 differential will continue during the entire period
of the temporary assignment.

D. ASSIGNMENT TO A HIGHER SHIFT. If an employee 1is temporarily
assigned to a tour of duty with a higher night shift differential rate,
he/she will receive the higher differential rate for work performed on that
shift. For example, an employee has a regularly assigned tour of duty of
3:30 p.m. through midnight, Monday through Friday, for which shift 2
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differential is payable. The employee is then temporarily assigned to an 11
p.m. through 7:30 a.m. shift. Shift 3 differential 1s payable for the
entire period of the temporary assignment.

7.8 ABSENCE ON HOLIDAYS, OTHER NONWORK DAYS OR IN TRAVEL STATUS. Payment
of night shift differential to a wage employee continues for regularly
scheduled night hours when the employee is absent due to a holiday, other
nonwork day (such as a designated day of national mourning), court leave, or
in an official travel status.

7.9 ABSENCE ON PAID LEAVE. An employee who is regularly assigned to a
shift for which night shift differential 1is payable is entitled to night
shift differential during periods of paid leave. The night shift
differential payable during periods of absence with pay depends upon the
shift to which the employee is assigned at the time that leave is used as
well as on the duration of the assignment. The following examples
illustrate this rule.

A. REGULAR ASSIGNMENT. An employee who i1s regularly assigned to work
a night shift on a full-time basis will continue to receive the night shift
differential during periods of leave with pay.

B. ROTATING SHIFTS. An employee who 1is assigned to a regular
rotating schedule that involves work on both day and night shifts is not
entitled to night shift differential during periods of paid leave that occur
when he/she is scheduled to work the day shift; but the employee is entitled
to night shift differential during periods of paid leave that occur when
he/she is scheduled to work the night shift.

C. TEMPORARY ASSIGNMENT TO DIFFERENT TOUR OF DUTY.

(1)  SPECIFIED PERIOQD. 1If an employee is temporarily assigned
for a specified period of time from a regularly assigned day shift to a
shift for which night shift differential 1is payable, the night shift
differential can only be paid for that portion of the paid absence which
falls within the priod of assignment to the night shift. After expiration
of the specified period of temporary assignment, the employee's pay will
revert to the day shift rate with no further entitlement to night shift
differential.

(2) UNSPECIFIED PERIOD. If an employee 1s temporarily
assigned for an unspecified or indefinite period of time from a regularly
assigned day shift to a shift for which night shift differential is payable,
the employee will continue to receive night shift differential during
periods of leave with pay as long as he/she is required to work a shift for
which night shift differential is payable.
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(3) IRREGULAR INTERVALS. If an employee is assigned from a
day shift to a night shift at irregular intervals and 1t cannot be
administratively determined that the employee 1is basically assigned to a
particular shift, entitlement to shift differential during periods of paid
leave Wwill be based on the rate payable at the time the paid leave started.

7.10 RELATION OF NIGHT SHIFT DIFFERENTIAL TO OTHER PAY. Night shift
differential is combined with a wage employee's scheduled rate of pay, which
is then used to compute overtime pay, Sunday pay, holiday pay and the
amounts deducted for retirement and group life dinsurance (See Section
8.3B(a) for sample computation).

7.11 TRANSACTION CODES 002 AND 003. Night shift differential hours
reported on the T&A lines preprinted with the Transaction Codes 002 and 003
and the words "SHIFT 2 DIFFERENTIAL"™ and "SHIFT 3 DIFFERENTIAL" will be paid
at 7172 and 10 percent respectively of the wage employee's scheduled rate
of pay. If night shift differential is to be computed on an alternate rate
of pay, the entries must be made on the blank T&A lines with the appropriate
transaction codes from Illustration 9 (T&A Reporting Transaction Codes) in
the back of the handbook. Refer to Section 21 of +the handbook for
instructions on reporting alternate rates.

7.12 T&A EXAMPLES. The T&A examples that follow illustrate:

A. NSD REGULAR. Illustrates payment of night shift differential for
a regularly scheduled full-time tour of duty with a majority of the hours in
the second shift (Example 7-1).

B. NSD ROTATING SHIFT. Illustrates payment of night shift
differential to an employee who is assigned a regular rotating schedule of
both day and night shifts (Example 7-2).

C. NDS SPLIT SHIFT. TIllustrates payment of night shift differential
to an employee with a split shift tour of duty (Example 7-3).

D. N3D TEMPORARY ASSIGNMENT TO DIFFERENT TOUR. Illustrates payment
of night shift differential during a period of temporary assignment to a
different tour of duty (Example 7-4).

E. NSD PERIOD OF PAID LEAVE. Illustrates payment of night shift
differential during a period of paid leave to an employee assigned to a
regularly scheduled night shift (Example 7-5).
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Sunday Pay

8. SUNDAY PAY.

8.1 GENERAL. A 25 percent Sunday pay differential is paid to full-time
employees serving in classified positions under the General Schedule and
similar pay plans and to full-time wage employees for each hour of Sunday
work which is not overtime work and which is not in excess of 8 hours for
each regularly scheduled tour of duty that begins or ends on Sunday.

Reference: 5 CFR 550.171; 5 U.S.C. 5544 and 5550; FPM SUPP. 532~1, S8-le;
and FPM SUPP. 990-2, Book 550, S1-10.

8.2 APPLICABILITY. Sunday pay applies to full-time employees who occupy
classified and wage positions in the pay plans listed below.

A. CLASSIFIED EMPLOYEES

(1) CLASSIFICATION ACT OF 1949, General Schedule employees
identified by the Pay Plan GS.

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified
by the Pay Plan GG.

(3) INDIAN EDUCATION PROGRAM, Indian education contract
employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (school-year employees).

B. WAGE EMPLOYEES

(nm FWS NON-SUPERVISORY. Trades and craf'ts employees
identified by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.
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(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. these employees are identified by
the Pay Plan WB.

Classified and -wage pay system identification codes (pay plans)
are also listed in Illustration 7 in the back of the handbook.

8.3 COMPUTATION OF SUNDAY PAY FOR CLASSIFIED AND WAGE EMPLOYEES. The
computation of the 25 percent Sunday pay differential ‘is made on the rate of
basic pay for classified employees, and for wage employees it is made on the
scheduled rate of pay (day rate) or on the rate of basic pay (night rate)
depending on the type of regularly scheduled tour of duty to which the
employee is assigned.

A. CLASSIFIED EMPLOYEES. Sunday pay to classified employees is paid
at a rate equal to 25 percent of their rate of basic pay. As applied to
classified employees, "rate of basic pay" means the rate of pay fixed by law
or administrative action for the position held by an employee before any
deductions and exclusive of additional pay of any kind (FPM SUPP. 990-2,
Book 531 S1-1b(i)).

The "rate of basic pay" is sometimes also referred to as the '"regular
rate of pay."

A classified employee with a regularly scheduled tour of duty that
includes Sunday will be paid Sunday pay at 25 percent of his/her rate of
basic pay for each hour of regularly scheduled work performed on Sunday.
For example, an employee with a rate of basic pay of $7.60 per hour, who
performs 8 hours of regularly scheduled work on a Sunday, will have his/her
Sunday Pay computed as follows

Rate of Basic Pay $ 7.60
Sunday Differential Rate x25%
Sunday Pay (Hourly Rate) 1.90
Hours Worked on Sunday x8
Sunday Pay $15.20

Note: Sunday pay hours for a classified employee are recorded on the
T&A with Transaction Code 007.

B. WAGE EMPLOYEES. Sunday pay to wage employees is paid at a rate
equal to 25 percent of their "day rate" or "night rate" depending on the
type of regularly scheduled tour of duty assigned that includes Sunday.
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(1) DAY RATE. Sunday pay is computed and paid at the day rate when
the employee is assigned to a day shift that includes Sunday as one of the
regular workdays. The day rate is the employee's scheduled rate of pay,"
which means the rate of pay fixed by law or administrative action, including
a retained rate of pay or a rate of pay as provided in a negotiated union
contract, for the job held by the employee and before any deductions and
exclusions or additional pay of any kind (FPM SUPP. 532-1, S8-2a(2) and 31
Comp. Gen. 48 and 391).

The "day rate" or "scheduled rate" is sometimes also referred to as
the "regular rate of pay."

A wage employee with a regularly scheduled day shift that includes
Sunday will be paid Sunday pay at 25 percent of his/her scheduled rate of
pay for each hour of regularly scheduled work performed on Sunday. For
example, an employee with a scheduled rate of pay of $7.80 per hour, who
performs 8 hours of regularly scheduled work on Sunday, will have his/her
Sunday pay computed as follows.

Scheduled Rate of Pay (Day Rate) $ 7.80

Sunday Differential Rate x25%
Sunday Pay (Hourly Rate) 1.95
Hours Worked on Sunday x 6%
Sunday Pay $15.60

Note: Sunday pay hours for a wage employee who is regularly assigned
to a day shift and receives no night shift differential are recorded on the
T&A with Transaction Code 007.

(2) NIGHT RATE. Sunday pay is computed and paid at the night rate
when the employee is assigned to a night shift that includes Sunday as one
of the regularly scheduled workdays. The night rate is the employee's "rate
of basic pay," which means the scheduled rate of pay plus any night shift or
environmental differential (FPM SUPP. 532-1, S8-2a(3) and 32 Comp. Gen. 48
and 391).

A wage employee with a regularly scheduled night shift which includes
Sunday and who is entitled to night shift differential pay, is paid Sunday
pay for each hour of regularly scheduled work performed on Sunday. In
computing Sunday pay for such an employee, the scheduled rate of pay and the
night shift differential are combined to produce the "rate of basic pay"
(night rate) upon which the Sunday pay for each regularly scheduled hour of
Sunday work performed will be computed as follows.
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Shift 2 Shift 3
Scheduled Rate of Pay $ 7.80 $ 7.80
Night Shift Differential +.59 (7 1/2%) +.78 (10%)
Basic Rate of Pay (Night Rate) 8.39 8.58
Sunday Differential Rate X 25% X 25%
Sunday Pay (Hourly Rate) 2.10 2.15
Hours Worked on Sunday x 8 ~x 8
Sunday Pay $16.80 $17.20

Compare these examples with the previous one where the wage employee,
with an identical scheduled rate of pay, worked a regularly scheduled day
shift.

Note: Sunday pay hours for a wage employee who is regularly assigned
to the second shift and receives shift 2 differential are recorded on the
T&A with Transaction Code 027. For a wage employee who 1is regularly
assigned to the third shift and receives shift 3 differential, Sunday pay
hours are recorded on the T&A with Transaction Code 037.

8.4 RESTRICTIONS ON SUNDAY PAY. Payment of Sunday pay is restricted as
follows.

A. EIGHT HOURS. Sunday pay may not be paid for more than 8 hours of
regularly scheduled work performed on Sunday. For example, an employee
whose regular work schedule includes a 10-hour period of service on Sunday
is entitled to 8-hours pay at his/her regular hourly rate of pay, plus
premium (Sunday) pay for 8-hours at 25 percent of the regular hourly rate
and for 2 hours of overtime pay at the same rate as for overtime work
performed on any other day.

B. PAID LEAVE. Sunday pay may not be paid for hours of paid leave
used during the tour of duty beginning or ending on Sunday. Sunday pay is
authorized only for actual work performed. For example, an employee working
a regularly scheduled tour of 8 a.m. to 5 p.m., Sunday through Thursday, who
is on sick leave for the last 3 hours of the tour on Sunday (2 p.m. to 5
p.m.), will receive Sunday pay only for the 5 hours actually worked from 8
a.m. to 2 p.m.

C. STANDBY DUTY. Sunday pay may not be paid for hours of regularly
scheduled standby duty for classified employees where premium pay on an
annual basis is authorized.

8.5 PART-TIME AND INTERMITTENT EMPLOYEES, Part-time and intermittent
employees are not entitled to premium pay for Sunday work. Only full-time
employees are entitled to Sunday pay (FPM SUPP. 532-1, S8-4e(3); FPM, SUPP.
990-2, Book 550, S1-10c; and 46 Comp. Gen. 337).
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8.6 TOUR OF DUTY OF LESS THAN EIGHT HOURS ON SUNDAY. A full-time
employee with a regulary scheduled tour of duty that includes a period of
service of less than 8 hours, any part of which occurs between midnight
Saturday and midnight Sunday, is entitled to Sunday pay for the number of
hours worked not in excess of the number of hours regularly scheduled for
the period (56 Comp. Gen. 337). For example, if an employee's regularly
scheduled full-time tour of duty for a given work week includes only 4 hours
of work on Sunday, the employee can only receive 4 hours of Sunday pay for
work actually performed on that day.

8.7 TWO SEPARATE TOURS QF DUTY. An employee who has parts of two separate
tours of duty falling on Sunday is entitled to Sunday pay for not to exceed
8 hours for each tour. For example, an employee with a regularly scheduled
tour of duty of 9 p.m. to 5:30 a.m., 8-hour day, U40-hour week, Saturday
through Wednesday, would be entitled to 8 hours Sunday pay for the tour of
duty beginning at 9 p.m. on Saturday and ending at 5:30 a.m. on Sunday.
This employee would be entitled to another 8 hours Sunday pay for the tour
of duty beginning at 9 p.m. on Sunday and ending at 5:30 a.m. on Monday.

8.8 RELATION OF SUNDAY PAY TO OTHER PAY. Sunday pay is in addition to
premium pay for holiday work, overtime pay, or night pay differential and 1is
not included in the rate of basic pay used to compute the pay for holiday
work, overtime pay or night pay differentials to classified or wage
employees.

8.9 TRANSACTION CODES. Sunday pay is recorded on the T&A with Transaction
Code 007 (Sunday Pay - Regular), Transaction Code 027 (Sunday Pay - w/sft 2
Diff) and Transaction Code 037 (Sunday Pay - w/sft 3 Diff). However, if
Sunday pay is to be computed on an alternate rate of pay, the T&A entries
must be made with the appropriate transaction codes from Illustration 9 (T&A
Reporting Transaction Codes) in the back of the handbook. Refer to Section
21 of the handbook for instructions on reporting alternate rates.

8.10 T&A EXAMPLES. The T&A examples that follow illustrate:

A. SUNDAY PAY REGULAR. Illustrates payment of Sunday pay to a
classified employee with a regularly scheduled full-time tour of duty
(Example 8-1).

B. SUNDAY PAY DAY RATE. Illustrates payment of Sunday pay to a wage
employee with a day shift regularly scheduled full-time tour of duty, 10
hour day, 40 hour week, Sunday through Wednesday (Example 8-2).

C. SUNDAY PAY NIGHT RATE. Illustrates payment of Sunday pay to a
wage employee with a regularly scheduled full-time tour of duty with a
majority of the hours in the third shift (Example 8-3).
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D. PERIOD OF PAID LEAVE. Illustrates payment of Sunday pay involving
a period of paid leave (Example 8-4).

E. LESS THAN EIGHT HOUR SUNDAY TOUR. Illustrates payment of Sunday
pay to a full-time employee with a regularly scheduled tour of duty that
includes a period of less than 8 hours on Sunday (Example 8-5).

F. PARTS OF TWO TOURS ON SUNDAY. TIllustrates payment of Sunday pay

to an employee who has parts of two separate tours of duty falling on Sunday
(Example 8-6).
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42 BIAM SUPPLEMENT 5 9.1
TIMEKEEPER'S HANDBOOK
Paid Holiday

9. PAID HOLIDAY

9.1 GENERAL. Employees serving in classified positions under the General
Schedule and similar pay plans and wage employees having regularly scheduled
full-time and part-time tours of duty who are excused from work because of
the occurence of a holiday are entitled to the same rate of pay as if they
had worked on the holiday. Additionally, wage employees must have an
appointment not limited to 90 days or less or they must have been currently
employed for a continuous period of 90 days under one or more appointments

without a break in service in order to be entitled to pay for a holiday not
worked.

Reference: 5 U.S.C. 6103 and 6104; FPM SUPP. 532-1, S8-U4d; and FPM SUPP.
990-2, Book 610, S3.

9.2 APPLICABILITY. Paid holiday compensation applies to classified and to

wage employees who occupy full-time and part-time positions in the pay plans
listed below.

A. CLASSIFIED EMPLOYEES.

(1) ADMINISTRATIVE. Positions with administratively determined

rates of pay not elsewhere specified. These employees are identified by the
Pay Plan AD.

(2) INDIAN FEDUCATION PROGRAM. Indian education contract

employees identified by the Pay Plan CE (year-long employees) and Pay Plan
CY (school-year employees).

(3) SENIOR EXECUTIVE SERVICE. Employees identified by the Pay

Plan ES.

(4) EXECUTIVE PAY ACT. Employees identified by the Pay Plan EX.

(5) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified
by the Pay Plan GG.

(6) CLASSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1 FWS  NON-SUPERVISORY. Trades and crafts employees
identified by the Pay Plan WG.
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(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. The employees are identified by
the Pay Plan WB.

Classified and wage pay system identification codes (pay plans)
are also listed in Illustration 7 in the back of the handbook.

9.3 PART-TIME EMPLOYEES. Part-time employees with a regularly scheduled
tour of duty are entitled to be paid for a holiday not worked only if the
holiday falls on one of their regularly scheduled workdays. Part-time
employees are not eligible under the regulations governing pay for a holiday
not worked if the holiday falls on one of their non-workdays (25 Comp. Gen.
690) .

9.4 INTERMITTENT EMPLOYEES. Intermittent employees, since they have no

regularly scheduled tour of duty, are not entitled to be paid for a holiday
not worked.

9.5 PAID LEAVE. When a holiday falls during a period of paid leave, the
employee is paid without charge to leave for that day.

9.6 NIGHT PAY. Payment of night differential to classified employees and
night shift differential to wage employees for regularly scheduled night
hours continues when the employee is absent due to a holiday (FPM SUPP.
532-1, S8-U4c(3) and FPM SUPP. 990-2, Book 550, S1-4b(1)(a)).

9.7 HOLIDAY ON SATURDAY OR SUNDAY. Whenever a holiday falls on a Saturday,
federal offices and establishments are closed on the preceeding Friday.
Whenever a holiday falls on a Sunday, federal offices and establishments are
closed the following Monday. The Friday or Monday then becomes the
designated holiday for full-time employees with Saturday and Sunday as their
non-workdays. Whenever a holiday falls on a full-time employee's
non-workday the holiday is always designated specifically as the employee's

BIAM REISSUE
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next following workday. Also, if an employee works on both Sunday and
Monday and a holiday falls on Sunday, either the Sunday or the Monday may be
designated as the employee's holiday.

9.8 EMPLOYEES WITH SATURDAY AND SUNDAY AS REGULAR WORKDAYS. If an employee
works on Sunday or on both Saturday and Sunday, the non-workdays must be
designated in advance. The first day off may be designated as the
"Saturday" and the second day off as the "Sunday" or the first day off may
be designated as the "Sunday" and the second day off as the "Saturday." If
an employee has Sunday as one of his/her non-workdays, the non-workday must
remain designated as Sunday. When a holiday falls on an employee's
"Saturday™ then the last scheduled workday preceeding the holiday becomes
the employee's designated holiday. If the holiday falls on an employee's
"Sunday" then the next scheduled workday after the holiday becomes the
employee's designated holiday. This procedure does not apply to part-time
employees.

9.9 PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. The employee's
pay status on the workdays before and after the holiday controls entitlement
to the paid holiday. When an employee is in a paid status either before or
after the holiday, he/she is entitled to pay for the holiday even though not
worked. However, if the employee is in a non-pay status before and after
the holiday, he/she is not entitled to pay for the holiday unless actual
work is performed on that day.

9.10 LEGAL PUBLIC HOLIDAY. The following are legal public holidays.

(1) New Year's Day, January 1

(2) Washington's Birthday, the third Monday in February
(3) Memorial Day, the last Monday in May

(4) Independence Day, July 4

(5) Labor Day, the first Monday in September

(6) Columbus Day, the second Monday in October

(7) Veteran's Day, November 11

(8) Thanksgiving Day the fourth Thursday in November
(9) Christmas Day, December 25

In addition, Inauguration Day (January 20 in every fourth year) is a legal
public holiday for federal employees on duty in the District of Columbia
metropolitan area (FPM SUPP. 990-2, Book 610, S2-1).

A paid holiday may also be established by Presidential Proclamation. Legal
public holidays are not the same as a designated "non-workday" when
government offices are closed by Executive Order without intent to declare a
holiday. Such non-workdays are discussed in Section 38 of the handbook.
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9.11 REPORTING PROCEDURE. There is no unique T&A reporting transaction
code to report paid holiday hours on a T&A. Therefore, paid holiday hours
are never recorded on the T&A as a line entry separate and distinet from all
other line entries. Instead, the letter "H" 1s entered in the appropriate
day column for the designated holiday on the "regular" pay line of the T&A.
And when totaling the regular hours to make an entry in the "Number of
Hours" column, the "H"™ is considered to represent the number of regularly
scheduled hours the employee normally would have been in work status on that
date had there been no holiday.

In the following example the employee has a regularly scheduled full-time
tour of duty of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Monday through
Friday. The employee works the regular tour Monday through Thursday.
Friday is a holiday and the employee does not work. Regular hours worked
and the hours of the employee's regular schedule on the holiday are computed
and reported on the T&A as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 4o
Hours Worked:

Regular Hours Worked 8 8 8 8 HOL 32
T&A Entries:

Regular Hours 8 8 8 8 H 40

In the following example a wage employee has a regularly scheduled full-time
tour of duty of 8 a.m. to 7 p.m., 10~hour day, 40-hour week, Monday through
Thursday. The employee works the regular tour Monday through Wednesday.
Thursday is a holiday and the employee does not work. Regular and overtime
hours worked and the hours of the employee's regular schedule on the holiday
are computed and reported on the T&A as follows.

SUN MON TUE WED THU FRI SAT  TOTAL

Regularly Scheduled Tour 10 10 10 10 4o
Hours Worked:
Regular Hours Worked 8 8 8 HOL 24
Overtime Hours Worked 2 2 2 6
T&A Entries:
Regular Hours 8 8 8 H 34
Overtime Hours 2 2 2 6

In the above example, if the employee had worked the 10 hours on Friday as
scheduled and no holiday had occurred, payment would have been made the same
as for the other 3 days of the scheduled workweek, i.e., 8 hours regular and
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2 hours overtime. However, because the employee did not work and was
eligible for a paid holiday, he/she received 10 hours pay at the scheduled
or regular rate of pay. Overtime pay can only be paid for actual work
performed in excess of 8 hours in a day or 40 in a week (See Section 12).

9.12 T&A EXAMPLES. The T&A examples that follow illustrate:

A. PAID HOLIDAY REGULAR. Illustrates payment of paid holiday
compensation to a classified employee with a regularly scheduled full-time
tour of duty (Example 9-1).

B. PAID HOLIDAY TEN-HOUR DAY. Illustrates payment of paid holiday
compensation to a wage employee with a full-time tour of duty of four
ten-hour days per week (Example 9-2).

C. PAID HOLIDAY PART-TIME. Illustrates payment of paid holiday
compensation to a part-time employee with a regularly scheduled tour of

duty. The holiday falls on one of the employee's regular workdays (Example
9-3).

D. PERIOD OF PAID LEAVE. Illustrates payment of paid holiday
compensation involving a period of paid leave (Example 9-4).

E. HOLIDAY ON SATURDAY OR SUNDAY. Illustrates payment of paid
holiday compensation when the holiday falls on Saturday or Sunday (Example
9-5).

F. SATURDAY AND SUNDAY AS REGULAR WORKDAYS. 1Illustrates payment of
paid holiday compensation to an employee with Saturday and Sunday as regular
workdays (Example 9-6).

G. PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. Illustrates
the effect of without pay absence on paid holiday compensation on the day
before and the day after the holiday (Example 9-7).
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2 BIAM SUPPLEMENT 5 10.1.
TIMEKEEPER'S HANDBOOK
Holiday Pay

10. HOLIDAY PAY

10.1 GENERAL. Employees serving in classified positions under the General
Schedule and similar pay plans and wage employees with regularly scheduled
full-time and part-time tours of duty who perform work on a holiday are
entitled to pay for the hours of their regularly scheduled tour for that day
plus premium pay at a rate equal to their rate of basic or scheduled rate of
pay, as applicable, for the hours of work performed on the holiday which are
not (A) in excess of 8 hours, or (B) overtime work.

Reference: FPM SUPP. 532-1, S8-4d and FPM SUPP. 990-2, Book 550, S1-5.
10.2 APPLICABILITY. Holiday pay applies to classified employees and to

wage employees who occupy full-time and part-time positions in the pay plans
listed below.

A. CLASSIFIED EMPLOYEES.

(1) CLASSSIFICATION ACT OF 1949. General Schedule employees
identified by the Pay Plan GS.

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified
by the Pay Plan GG.

(3) INDIAN EDUCATION PROGRAM. Indian education contract
employees identified by the Pay Plan CE (year-long employees) and the Pay
Plan CY (school-year employees).

B. WAGE EMPLOYEES.

(1) FWS NON-SUPERVISORY. Trade and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the

Pay Plan WL.

(3) MARINE WAGE RATE. Employees identified by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.
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(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative union. These employees are identified by
the Pay Plan WB.

Classified and wage pay system identification codes (Pay Plans)
are also listed in Illustration 7 in the back of the handbook.

10.3 COMPUTATION OF HOLIDAY PAY FOR CLASSIFIED AND WAGE EMPLOYEES. Holiday
pay is paid at the rate of basic pay for classified employees, and for wage
employees it is paid at the scheduled rate of pay (day rate) or on the rate
of basic pay (night rate) depending on the type of regularly scheduled tour
of duty to which the emplOyee is assigned.

A. CLASSIFIED EMPLOYEES. As applied to classified employees, "rate
of basic pay" means the rate of pay fixed by law or administrative action
for the position held by an employee before any deductions and exclusive of
additional pay of any kind (FPM SUPP. 990-2, Book 531, S2-2b(1)).

The "rate of basic pay" is sometimes also referréd to as the "regular
rate of pay."

A classified employee who performs work on a holiday is paid at
his/her rate of basic pay for each hour of work performed on that day. For
example, an employee with a rate of basic pay of $7.60 per hour who performs

8 hours of work on a holiday will have his/her holiday pay computed as
follows.

Rate of Basic Pay $ 7.60
Hours Worked on the Holiday x 8
Holiday Pay $60. 80

Note: Holiday pay hours for a classified employee are recorded on the
T&A with Transaction Code 019.

B. WAGE EMPLOYEES. Holiday pay to wage employees is made at the "day

rate" or at the "night rate" depending on the type of regularly scheduled
tour of duty to which the employee is assigned.

(1) DAY RATE. Holiday pay is paid at the day rate when the
employee 1is regularly assigned to a day shift. The day rate 1is the
employee's "scheduled rate of pay" which means the rate of pay fixed by law
or administrative action, including a retained rate of pay or a rate of pay
as provided in a negotiated union contract, for the job held by the employee
and before any deductions and exclusions or additional pay of any kind (FPM
SUPP. 532-1, S8-1a(2) and 31 Comp. Gen. U48 and 391).
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The "day rate' or "scheduled rate of pay" 1is sometimes also
referred to as the "regular rate of pay."

A wage employee with a regularly scheduled day shift, who
performs work on a holiday, is paid at his/her scheduled rate of pay for
each hour of work performed on that day. For example, an employee with a
scheduled rate of pay of $7.80 per hour, who performs 8 hours of work on a
holiday, will have his/her holiday pay computed as follows.

Scheduled Rate of Pay (Day Rate) $ 7.80
Hours Worked on the Holiday x 8
Holiday Pay $63.20

Note: Holiday pay hours for a wage employee who is regularly
assigned to a day shift and receives no night shift differential are
recorded on the T&A with Transaction Code 019.

(2) NIGHT RATE. Holiday pay is paid at the night rate when the
employee 1is regularly assigned to a night shift. The night rate is the
employee's "rate of basic pay" which means the scheduled rate of pay plus
any night shift or environmental differential (FPM SUPP. 532-1, S8-2A(3) and
31 Comp. Gen. 48 and 391).

A wage employee with a regularly scheduled night shift and
entitlement to night shift differential pay, who performs work on a holiday,
is paid at his/her rate of basic pay for each hour of work performed on that
day. In computing holiday pay for such an employee, the scheduled rate of
pay and the night shift differential are combined to produce the "rate of
basic pay" (night rate) upon which holiday pay for each hour of holiday work
performed will be computed as follows.

Shift 2 Shift 3
Scheduled Rate of Pay $ 7.80 $ 7.80
Night Shift Differential + .59(7 1/2%) + .78(10%)
Basic Rate of Pay(Night Rate) 8.39 8.58
Hours Worked on the Holiday x 8 x 8
Holiday Pay $67.12 $68.64

Compare these examples with the previous one where the wage

employee, with an identical scheduled rate of pay, worked a regularly
scheduled day shift.
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Note: Holiday pay hours for a wage employee who is regularly
assigned to the second shift and receives shift 2 differential are recorded
on the T&A with Transaction Code 029. For a wage employee who 1s regularly
assigned to the third shift and receives shift 3 differential, holiday pay
hours are recorded on the T&A with Transaction Code 039

10.4 LESS THAN TWO HOURS WORKED ON A HOLIDAY. An employee who 1s required
to perform work on a holiday must be paid a minimum of 2 hours holiday
premium, even when less than 2 hours are worked (5 U.S.C. 550.131).

10.5 OQOVERTIME WORK ON A HOLIDAY. An employee is entitled to pay for
overtime work performed on a holiday at the same rate as for overtime work
performed on any other day.

In the following example the employee has a full-time regularly scheduled
tour of duty of 8 a.m. to 5 p.m., 8-hour day, U40-hour week, Monday through
Friday. The employee works the scheduled tour Monday through Thursday.
Friday is a holiday and the employee works 10 hours. The overtime was
officially ordered and approved in advance. Regular hours worked, the hours
of the employee's regular schedule on the holiday and the hours actually
worked on the holiday, including the overtime hours, are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 4o
Hours Worked & Leave Used
Regular Hours Worked 8 8 8 8 HOL 32
Holiday Hours Worked 8 8
Overtime Hours Worked 2 2
T&A Entries:
Regular Hours 8§ 8 8 8 H 40
Holiday Pay 8 8
Overtime 2 2

10.6 EMPLOYEES WITH SATURDAY AND SUNDAY AS REGULAR WORKDAYS. The rules for
designating the holiday in advance when an employee has Sunday or both
Saturday and Sunday as regular workdays are explained in Section 9.8 of the
handbook, which deals with payment of holiday compensation to eligible
employees who are excused from performing work on a designated holiday. If
the employee works on the designated holiday, however, payment will be made
as described in this section of the handbook.

In the following example an employee has a regularly scheduled tour of duty
of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Saturday through Wednesday.
Thursday and Friday are the employee's regular days off. Thursday 1is a
holiday. The employee's first day off (Thursday) is designated as his/her
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"Saturday." Since the holiday falls on his/her "Saturday," the employee's
holiday is the last scheduled workday before the holiday (Wednesday). The
employee works on that day. Regular hours worked, Sunday premium, the hours
included in the employee's regular schedule on the holiday and the hours
actually worked on the holiday are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour g8 8 8 8 8 40
Hours Worked & Leave Used
Regular Hours Worked 8§ 8 8 HOL 8 32
Holiday Hours Worked 8 8
T&A Entries:
Regular Hours 8 8 8 H 8 40
Sunday Pay 8 8
Holiday Pay 8 8

10.7 PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. An employee is
entitled to holiday pay for work actually performed on the holiday without
regard to pay status on the day before and the day after thé holiday. An
employee is also entitled to paid holiday compensation in the number of
hours regularly scheduled for that day without regard to pay status on the
day before and the day after the holiday whenever any work is actually
performed on the holiday.

In the following example an employee with a regularly scheduled tour of duty
of 8 a.m. to 5 p.m, 8-hour day, 40-hour week, Monday through Friday, works
the regular tour on Monday and Tuesday, is absent without leave (AWOL) on
Wednesday and on leave without pay (LWOP) on Friday. Thursday is a holiday
and the employee works 4 hours. The regular hours worked and holiday pay
time are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8§ 8 8 8 8 40
Hours Worked & Leave Used
Regular Hours Worked 8§ 8 HOL 16
Holiday Hours Worked 4 4
AWOL 8 8
LWOP 8 8
T&A Entries:
Regular Hours 8 8 H 24
Holiday Pay y 4
AWOL 8 8
LWOP 8 8
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10.8 RELATION OF HOLIDAY PAY TO OTHER PAY. Holiday pay is in addition to
overtime pay, night differential (classified employees), night shift
differential (wage employees), and Sunday pay and is not included in the
rate of pay used to compute the overtime pay, night differential, night
shift differential, or premium pay for Sunday work

10.9 LEGAL PUBLIC HOLIDAY. The holidays designated by federal statute are
listed in Section 9.10 of the handbook.

10.10 TRANSACTION CODES. Holiday pay 1is recorded on the T&A with
Transction Code 019 (Holiday Pay - Regular), Transaction Code 029 (Holiday
Pay - w/sft 2 Diff) and Transaction Code 039 (Holiday Pay - w/sft 3 Diff).
However, if holiday pay is to be computed on an alternate rate of pay, the
T&A entries must be made with the appropriate transaction codes from
Illustration 9 (T&A Reporting Transaction Codes) in the back of the
handbook. Refer to Section 21 of the handbook for instructions on reporting
alternate rates.

10.11 T&A EXAMPLES. The T&A examples that follow illustrate:

A. HOLIDAY PAY REGULAR. TIllustrates payment of holiday pay to a
classified employee with a full-time regularly scheduled tour of duty
(Example 10-1).

B. HOLIDAY PAY DAY RATE. Illustrates payment of holiday pay to a

full-time wage employee with a regularly scheduled daytime tour of duty
(Example 10-2).

C. HOLIDAY PAY NIGHT RATE. Illustrates payment of holiday pay to a
fu}l-time wage employee with a regularly scheduled tour of duty with a
majority of hours in the second shift (Example 10-3).

D. HOLIDAY PAY PART-TIME. Illustrates payment of holiday pay to a
part-time ‘employee with a regularly scheduled tour of duty. The holiday

falls on one of the employee's regular workdays (Example 10-4).

E. LESS THAN TWO HOURS WORKED ON A HOLIDAY. Illustrates payment of

holiday pay to a full-time employee with a regularly scheduled tour who
works a period of less than 2 hours on the holiday (Example 10-5).

F. OVERTIME WORK ON A HOLIDAY. 1Illustrates payment of holiday pay
Plus payment Tor overtime work performed on the holiday (Example 10-6).
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G. SATURDAY AND SUNDAY AS REGULAR WORKDAYS. TIllustrates payment of
holiday pay to an employee with Saturday and Sunday as regular workdays
(Example 10-7).

H. PAY STATUS ON WORKDAYS BEFORE AND AFTER THE HOLIDAY. TIllustrates
payment of holiday pay involving non-pay absence on the day before and the
day after the holiday (Example 10-8).

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM

Example 10-1

Page 1

*00°Q Se padJeque ST sJnoy g {00°0Q Se paJejus ST sanoy g :o7dwexy - TewIoop soeTd-oM3
B SB uummiod ,SJNOH JO Jaqumy, OY3 UT padsqus ST AJ3ud SUTIT ¥PL UYded® JO sJnoy JO Jaqunu Teq017
9yl “‘Butrquoded TEN3OB JOJ ©SN 0] SJ9QUNU JUNOOOE JOJ SUOT3ONJISUT SUTQUNOOOB JBYJ0 pUEB TBnURl
JuTqunoodoe nesdng oYl 07 J8J9Y "SNOTFTIOTJ ST UOTIBJIFSNTTIT V¥RL 22Ul UT pPOSN J2qUnU qunodooe asyJ
*28ed JUTMOTTOJ ®Y3 UC pojgeJdSNIIT oJe pred eq 09 swij dYjz gjuoded 03 y¥RI 8yl uo paJginbsa seTaquy

'V31L dUy3 Jo uoTr3oes ,Aed, 8UY3 UT SUTT
V%I uelq ® uo peudsjue ouae Aed Leptroy se pred oq 03 JO AepITOY 9Y3 U0 paxJoM ATTEn1o® SJnoy Jo
Jequnu ay] ‘g ST Jsqunu qeyl oTdwexe STY3 UL °paJdanoo0 pey LepIToy ou JT Aep 4By3 UO DPOJOM SARY
pinom ashoTdwe ayjz sJanoy peTnpoyos AfJeInsd Jo Joqunu sygq quessddsd 01 paJSpPTISUOD ST PuB yRI oyl
Jo sutrl Aed ,yyINondY, dUY3 uo Aeprioy 8yj JOoJ uuwniodo Lep 8Y3 UT poaJsjue ST ,H, 489387 dUL :990N

8 8 feg LeptToOW

08 H 8 8 8 8 g8 8 8 8 8 sJanoy JeTndey
1S9 TJYUE Y3

8 8 pexJoM sJanoy AepTToy

2L OH 8 8 8 8 8 8 8 8 8 payJoM SJNOY JeTnday
:pOS) 9ABRST ¥ PONJIOM SJANOH

08 8 8 8 8 8 8 8 8 8 8 JnoJ peTnpeyog Araeinday

TVIOL LVS I¥d NHI dEM HNL NOWN NAS IVS THd NHL qEM 0L NOW NOS

"MOT®q psjeJlsniIT ST pTed aq
074 awT] 8yl Jo uoTqeqnduwo) HJOM SWIFJISA0 JO SJNOY § JO SS90X8 UT 30U 9Je UYOTUM paxJom ATTenjoe
sdnoy ayjl Jog £Led o1seq JOo o4eka Jayys1y 38 Aed snyd £LepTIoy oOYg UO Jnoj paTnpsyos ATgaeinfsd
JoU/sSTY JO sJanoy ayj JoJ Aed 04 poT3dTque sT oshkoTdwe oyl ‘*AepiToy oTTaqnd TESST ® ST UyoTym potuaad
Aed eyl Jo ooM puooss ayjg Jo AepTdd UO sJnoy g SJuIpnioutr ‘peInpsyos SeB Jnoj aJdIjus oyl SHJIOM
sofoTdwe oyl rLepiad yBnodyj Lepuoly ‘deeM Jnoy-Qh ‘Lep Jnoy-g ‘rud ¢ 09 *w'e g Jo £4np JO Jnoj
paTnpayos ATJeTndad ouWT3-TINJ ® UY3TM oohoTduwse poTJTsseTd ® JoJ LAed LepiToy Jo stdwexs ue ST STYJL

L-0L °oTdwexy

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



N

SHUYWIN

Example 10-1

42 BIAM
Page 2

B 3AVIT NS OIONVAQY
EAFYEY D QOtHI4 AVd HOIE (S)LNINLSNIOY
“ § . M
D QA3NYV3I 3IWNLL AHOLYSNIINOD *
ILYIAO HOSIAHIANS SRR ‘ 1J3HU0D 03131183
D NINVL IAVIT HOS STIVELINI ITA0TIWI
TRT,
4340 v102 SIVND3 Z N L
IVIDI340 GIZIHOHLNY MR MR Q Q N 1l u
T T Ll
aAINHOM oL S
SAVQ IN3LLIWYILNI m ° h ]
; TAT T v
3002
Q3A0H4dVY NOILNBIYLSIO MIN N ° h e
L) T L] T T L T T v T ¥ T ¥ T T T T T T Y T T R Y - 1
T T 1 T T T m T m T71 T “ T 1 T 1 c_ —- —N T 1 T 2P D Q? = m M
® - -~ -
| _ ! Loc /g ¢ 4o 2R
i Il H
T T 1 T T 4 1 LR T T N ) T T 17 T T T TR T [ w
! i ] xR >
. .
T 1 1 1 1 A m T “ 1 1 T “ 1 1 L BB L] ) i o 1 1 85— m v
i L 4
LI — T T T T L i1 'z T TT P e .Aﬂ 3
4 1 s
T T T Tt T T TR T ™ T 7T 1= =g |
I ! | 60¢ RPHTE M f
T T | B—— 7T LI T Th1 T T 7 -
| _ i 8'0'¢c 1o v~
T T 1 o == 1 T 71 LI T e T 1
|
i
T ¥ 1 T T ) m H w 1 T T “ T T T1 T T T & T 1
H I
T 1 T L LA “ L T T T e T T
T 7 T—1 T w T ;m LA " L T T T T 1
L — T T M T w T T «r L T T T TT
T T T m ] ” T T 7 w T T T s T T
+ i Il
T 1771 T T T m T 4_ LI T ﬂ 1 J LR I T T & 7 T
1
T 7 T T “ T T m L ™ T | I
i i
T T T T T T % T m t I T " i J | T L 1 LI | T
4 1 4
T 1 i T 7 T 4_ T m T 1T 7 u T T7 LI e 3 — A
T T — 71— L T t_\ﬁ 0" T m ow v
| | | oo m._ o
H n L l
T T i1 7 T T T~ T TAeATAT
— _ N X2 A G R B A A
T T L I—— LS RS B B T T TAT T T T - . - p—
[ _ | voo Wil i H T 4
T T T T T T T T m T T L] ¥ T T T T T T T [ ) T T — - [ . , R
| | ) m ° ° \_,‘ \.N..\L\M.‘s%h.\ \ M, Lmh‘\qm —~
+ $ 4
¥ T T T T T T T T T T T A} L] T T T T T, T ) T Li - . . .
i f I 00 I LNIEIANG S| LA AT @1
& L 4.
T ¥ L] T L L) T T M 1] T ¥ T T L] 1 T L L
| | ] 1'0L < V1vQa ONILNNOIDV MIN o
} I el
Mv13a H3IOHO SN0 LERE] um" ALIALLDY I A4 NOtL AJNIDV - i 1 n [¢] 3 N N 1 ] n o] 3 N N
WYH90Hd AHOM ! ! w901 vy < 3000 SHNOH v wi{nl|a n o n v u H 3 n !l n
WvHOOHd -.ﬁ NOILOV 40 s 4 1 M L W s 5 4 1 ~M 1 w $
S SNYHL HIAWNN —L-
_ _ _.mm _. _ O#N ~. _\ m _.l — ®O< SHNOH 3AVIT ONV Avd 8]
A . &
“GNOD CTaLl] A5V SNIGNJ SNINNIDI8 oN | uA| fiom UIGNNN
3000 NOILNEIELSIG W3 Avd v3IBy G0Iu3d AVd %2 ALIBNDIS D0S INVN 33407403 R

Y3GWNN LNNODJY a3IXIA 1H0Od3Y 3ONVAN3ILLY ANV JNIL




Example 10-2

42 BIAM
Page 1

*00°g SE peJdque ST sJnoy g {0Q°0f Se peJsjud ST sdanoy (g :oTduexy ‘Tewrosp soeTd-oM]
B SB UUMTOD ,sJnoy JO Joqunp, 9yj UT peJgdqus €T AJjua SUIT YJIL UYoEO JOo sJdnoy JO Jaqunu Teq09
syl ‘Buriaaodsda Tenq4oE JOJ OSN 01 SJ9qUNU QUNODOR JOJ SUOTZONJJSUT JUTIUNOOOER J8Uq40 01 pUR Tenuell
JUTJUNODDE nNedJnNg oYl 07 JoJ9Y °*SNOTITIO0TI ST UOTIBJISNTIIT VRL 9Ya UT pasn Jaqunu qunododoe oyl

‘98ed BUIMOTTOJ QU3 U0 pajeJalsniIT oJe pred aq 09 dwr3 dY3 340dea 01 y¥RI dU3 uo padinbaa soTIqUY
'¥3L 2u3 Jo uoTloes ,Led, 8yj ur auTl

V31 MueTq ® uo poJdsjus oJue Led AeprtToy se pred aq 04 JO ABPITOY dY3 U0 DPaxiJOM ATTBn3or SJnoy Jo
Joqunu syl g ST Jaqunmu 3jeysz STdwexs sTY] Ul “POJJnOO0 pey AepIToy ou JT LEp 3BY] UO PONJIOM SABY
pInom ssfoldwe aYy3 sJanoy painpeyos ATJeInded JO JOqUMU dY] QudssJsdad 01 paJopISucd ST pue yR1 2yl
Jo auttT Aed ,yyiInodys dYy3 uo AepIToy SY3 JOJ uunTod Aep SY3 UT paJsIUS ST ,H, J9939T 9yl 930N

feq KeptToH

8 8
08 8 8 8 8 8 8 8 8 H 8 SJNOY Jendsy
!S9TJqUF V2L
o) 8 po3jJOM SJnOY AEBPTITOH
clL 8 8 8 8 8 g8 8 8 TOH § paxJoM sJanoy JeTndey
IP9S[] 9ABST ¥ PONJOM SJNOY
08 8 8 8 8 8 8 8 8 8 8 JnoJ, peTnpayog Araernde’
ILVS THJd NHL dIM dNL NOW NNS

TVIOL IVS Tdd NHL CEM d0L NOA NOS
*MOTeq poqeJqsnIIT ST pred aq 07 awrll ayq Jo uotareqnduo)
*3JOM SWTFJOA0 JO SJNOY g JO SSI90XO UT 90U SJB UYOTYM paxJoMm ATTeN3oB sJanoy oyj JoJ a3ed Lep

Joy/sty 4e Aed snid AeprToy SY3 uo Jnoj parnpayos LrJeindsa ayjz Jo sJanoy ayj3 JoJ Led o3 paTlIIIUS
s1 odfkoTdwe ay] °3JTUS Aep ® 09 poudisse sT osohoTdwe ayj3 souts (Aed Jo sqeJ poTnpayos) ojed
Lep s,00ho1dwe oFem oyaz e pred aq TTTM sTduexs sTyqa ur Aed AeprtToyg ‘Leptroy oTTqnd Te8eT B ST

yotym potuad Led syz Jo o9oM 1sJTJ 9U3 Jo Lepsen] U0 sJnoy g BUTpnIoUT ‘peaTnpayos SB Jnojg aJTjud
ay3 syJuom 9sfordue syl “-AepTdg ydnouayl Lepuol ‘xoeMm Janoy-Qf ‘Aep Janoy-g ‘-wm*d g o3 *wre g Jo Anp
Jo Jnoq peThpayos AlJeIndad swWIl-TINJ ' UYzTm oafoTdwe a8em ® JoJ Led LeprtToy Jo ardwexs ue ST STYJ

2-01 oTdurexy

SUE
984

BIAM RErs
FEBRUARY |

Supp.5, Release 1, 10-30-81



N

SHHYNIW

EAFYYY

00o0o0a

IAVIT DS IDNVAQY

QOiIH3d AVd UOIHd (SILNIWLSNIOY
O03INUVI INIL AHOLVSNIIWOD

HOSIAHIJNSHIINEEERER 1235600 031414830

o7,

HIAWAN INNOJJY Gax1d

1H0d434 30NVAN3ILLVY ONV JNIL

INILYIAD
o NINV1 IAVIT 404 SIVILINI 33A0TINA
] T 1
430 ¥103 57vN03 Z 1
o V121430 QIZIOHINY MR Yy 0L LN L
- Q3NHOM M«Q_ 3
L oL $
M (] SAVYQ INILLINGEILNI [ 3
=L — N Jaool 270 T T v
m m [e3) GINOHIIY NOLLNGIWLISIO MIN N ° h H4
=TT 1 T T T =1 T T Tt T T T T e T T —
T o ' H | L P g
MEV.A_D.,W T T T T —+ 1% 1 T Q- _N T T 1 SEI IR K17 R4 o)
! ! ! Loc d7ilyvF ¢ 4o p R
.
T L T ! T L T T T N T 1 T T T T o | 1 A w
! ! ! A A
I T T T T 7T T a_w T _#— L T n T T L 1 T 1) e T 1 m <
4 [ . “w
T T 17 ™1 T+ t—r——* T T T T T T
f | ! L'L¢ aCpa7? 2B E
3 I
T T 1 | T LA B B e T—1 T . T T 1 —] i
_ _ _ 60%¢ ETE = 1
—T T T ™7 | I — T T T T aTn ' T T 7 . §:-§
! _ i 870'Z {vrfvm=
TT T T T 1 T LI T T T 1 T e T T
]
L ¥ I T ¥ T 1 m7 1 h T 1 Ll “ T 1 T T 1 T e 1 T
i l
T T T i _ T T 1 “ | T T T 11
T T T L T .ﬁ_ m T T “F T T T T T 7T
—r T T I T Lm T w T T w T T T T T 7T
T T T 1 m T m T m 1 T T L T |
+ I
L T I T T m‘ 1 T— T _\J. T 1 LI T ! T e T T
1
TTT7 T T * T w T 7 m LA T =T % T 1
1 : L
T 1 T T | L T __ 1 m | T " 1 1 T T J T e T §
i $ e
T 1 1 1 T T i u T M I ¥ 1 ._ 1 1 T T 1 L} e | 1 e A
o0
i 4 ¥ - .
—T T T T 17 =TT L | TT 71, T 1 \4
_ _ _ /70|00 [-4 =
3 4 + 0. &
T T T i 7 ™7 T TAT T oAl
| | | 10'0[00°0'g 7 08 8 &y hob8|8| 8 H E|
T T Tt t—r——7—r— L | T T T T . - 1T =
! _ ' ¥00 MW ii sy, 49N .
-t T T L L v L} T T Am\ T T T T T T 1 s T ! T [ ] L] T - - [ B N
| i ] €00 TANTHINI (G L A —
T T LA t—r—7 7 T TR T —t— % T 1 - . -
i | | 00 I NI I AT T LA ]
v AJ AJ B L A ] " A ¥ ] 1 1] hJ L] Al 1 A F1° —h ™
| i ] < ¥1¥0 ONILNNOIIY MIN o7}
' —_ - .
vi3a H30Y0 9NOD | W3ITI | uS 1 ALIALLOY 1 A4 NOIL aonzov I 2000 sunom 1 \ nla H N N s ' n a 3 N ﬁ
NHOM ‘v201 vay b a v u w3 w [nmwialn 0
WYHOOuUd o WVHSOUd v g1 wouov 40 s P I R U ™ s s | 3 BEIE ™ s
! (ViZAN tl- gov || ™ HaNON )
_ _ Lt _ _ SHNOM 3AV3I1 ONV AVd )
* [=H
9! 151G Q.
“GNOD T2l 35V SNIGNT NINNIDI8 on 1 gA] TS HIAANN
3002 NOILNEINLSIO 4wl _ Avd v3uy GOTH34 AVd ) AL1MND3S 208 INVN I3A0W3 2



Example 10-3

42 BIAM
Page 1

00'g Se paJoqus ST SJINOY g {00'0f SEB paJelue ST sdanoy g :aTdwexy

*Tewtosp soeTd-oma
B SB UUNTOD ,SJnoyj Jo Joqunyj,

9Uq UT paJoqud sT AJjus SUTT VPRI UYoOEBS JO SJINOY JO Joqunu Teq07
oyl -SutqJodsd Tenjor JOJ oSN 03 SJSQUNU JUNOOOE JOJ SUOTAONJJSUT BUTIUNOOOR JBUQ0 pUE TENURW
FUTJUNOOOE nesJng 9UYl 09 JoJoH "SNOTATIOTJ ST UOTABJISNTTI VY%L SU2 UT PosSn JSqunu qunoooe ayJ

*o8ed JUTMOTTOJ dU3 UO pajeJ3snITT oJe prTed oq 03 swlj sy3 3J0dsd 03 yPL @Yy3 uoc paJatnbed seTJaquyg

"¥31 8U3 Jo uot3doss ,Led, dyj ul
QUTT XueTq ® U0 paJsjude oJe Ked AepTToy se pted aq 03 JO AePTTOY dYj3 uO pdaxJoMm ATTenjoe sJanoy Jo
Joqunu syl g ST Jaqunu qeys ordwexs STY] UI °paddnodo pey AepTioy ou JT AEp 4BYJ UOC DSYJIOM SARY
pTnom osfoTdwe ayj sJdnoy paTnpoyds Ardeinded JO Joqunu 8Y3 quessuded 07 paJSPTISUOD ST pue v31L auj
jo ouTl Aed LYVINDAY. °U3 uo AepTTOY ay3 JOJ uwniod Aep aY3 UT pPeJsjue ST uHu J0939T oyl

$990N
08 8 8 8 8 8 8 8 8 BTqUS IO
8 8 5 8 AM wWHgmvmmwm eptTon
08 8 H 8 8 8 8 8 8 8 8 SJnoH JeTndey
1SeTJIUY VRL
8 8 paxJoM sJnoy AepIToH
2l g8 'IOH 8 8 8 8 8 8 8 8 paqJoM sJnoH Jeindsy
:POS ©ABOT R DPONJOM SJNOY
08 g8 8 8 8 8 8 8 8 8 8 JnoJ peTnpaydg Araeinday
TVI0L I¥S IT¥d NHI qIM dNL NOW NOS IVS THJ NHL QEM dnl NOW NAS

*MOT®q P81BJYSNTTT ST
pted eq 03 swtjd ayj Jo uoTjeandwo) -£3np JO Jnog oJdTue 9yj JoJ Aed TBTIULJLJIJTP 2 3JTYS SOATLO8J

sJoJouasyl oofoTdwe sygq pue 9JTYS PuoOOdSS Y3 UTYITM LAroarque TTeJ £3np JO Jnog sUy3z Jo sJnoy
oyl "aAJTUs qudtu ® 073 poulisse sT oshkordwe syg sours (Aed OTsBQ JO 99BJ) d3eJ UYBTU §,89LoTdwe
o8em oyq 9e pred eoq TTIM oTdwexs sTyl utr Aed ALAeptTOH *LeptToy oTTaqnd TESST ® ST Aep STUL
-potaad Aed oyi Jo 3oeM puooes oyl Jo £Aepsdanyl uo sJnoy g IJUIPNIOUT ‘paTnpayds sk Jnoj} aJaTjue ayj
siuom sskordwe oyl “LAepTJaq ydnodyyg Lepuol ‘Moem Jnoy-of ‘Aep Jnoy-g ‘auBtupTw 09 “w'd £ Jo £1np
JO Jnoj paTnpayos ATdended swI3-TINJ ® U3iTM o9kordue o8em ® JoJ Led AeptToy Jo aTdwexs ue ST STY]

€-0l oTdwexy

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM

N

SHHYINIW
D JAVYIT ANS GIINVADY
ERTATY D QOIH3d AVd HOIHd (S)INIWLSAFOY % WN“WN
“ .
D Q3INHVYI INIL AHOLVYSNIINOD *
HOSIANINS NS 1 03H50D 031311820
INILHIAO
D NINVI IAVIT HOS STVILING ITA0T4WI
o ViDI440 QIZIHOHIOY 440 v102 SIvN03 Z FILTIES
1 NO V103 S1vN03 | w.
o QINHOM [T
— SAVA INILLIWHILNG e
v
3002
k o~ 03AOHddY NOILNBIHISIO M3IN ud
mte T T T ¥ L] T T “ T u T T T ) 1 T B T T HMV}D Q? Yalta
1 " 1 Nt o i
[CIR=)] T T T T T T LI ¥ T T T H T T LI - - N Ly
Rl ! : ' /el & 4O 0
o T T i T T T ﬂ T u T T T M T T LI 4 ot 3
i N . o
T T T L I ﬂ T T i s T 1T % W.... 0
[or
+ Il ' ol
T T T T—1 T T M L AL T T L T3 T T e T 1 ;
| i i L'Lte aCia7 = =) 3
Il 1 1 all 4
| AR A B | T T T T T TRl T T T p < 1
I | 60¢ 1S
71 17T T T t T 1 1 “ LI T TAT L YIS o B_
i I I 8'0'¢ 1oz a fy
1 T 1 T 1 T w T “ 7t T 1 T 1 T 1 T e T 1
1
'
T ¥ T T T T T m T w T T T 4. T T T T I T T e I 1
4 i
=T T 1 L T " T _ 1 1T “ T 1 T T T T T e T T
T T T 7T Tt T M T m LA | Lm T LI T T e T 1
T T T T m T w 77 w T T T L T
| B L T “ T ﬂ T T w T T T e T 1
4 L ]
I T T 7 T T T m T m T 7 T “ T T T T LI T & T T
h .
T T 1 T _ T “ LI L “_ LI | T T T 7T T— % T T
}
T T T T T T T “ T w L “ T 7T L} H T T T T
+ rl 4
l T 1T 1 T | 1 u ¥ m T 1T7 “ 1 I LI T T T & 17T — A
| . S T B —————r— I T -y W, T L4 v
| i i 4'eo|ooy g s |5
i it i
T T T 7T T 1 T T 71 T L | LI T~ T T T
| | | L'0'0|00°0g" gH 8 8 & or8 8 88|81
TV T 1 L | T t—r——T T 1 T 7 TA ¥ T T - - N " i S
! ! L_ Y00 Mril i Ty s A A
T T T T T T T T T \my T T T T T L T T T T T [ ) L] T -~ — N i ) -
| h _ m ° c \T\INN\\\\M.‘.WM\L\\A M/hh\\dm —
T T T T T T T t T LENREN S | T T T T T T T T T (Ve T X
! _ | 2000007 AEAE i A P EE AR 2 R AN AN
T Y T T T T T t T —y T T + T T T T P .° .h %I
1 | ! <« ¥1vQ ONILNNOIDY M3N o
i
UveIn HIawo W00 | W3T3 | 381 ALIAIOY A4 NOtL AON3IOV - 'y | n a E] N N 1 [ n a E] N ﬂ
WY HOOHd NHOM ! ! ‘v201 vIny < 3002 SHNOH v Y] H 3 n o n v M H 3 n [} oA
WYHOOHd @ NOILOV 40 H 4 L M L w b ) 4 Y M i w $
= Sl snvw HIINON 4
— “ —rmm —.. _ O#N F — m —- — @O( SHNOH IAVIT ANY AVd [V
’ I
aNod NYd AJSYVY ONIONI ONINNIOZS . ON HA 11910 HIFANN pad
3002 NOLLNBIBLSIO an3 Avd vaIby GGTH33 AVa V) ALISNADIS D08 3IWVN 33A01dW3 u
\"

YI900N INN0JOY GIXId 1H40d34 3ONVAN3LLY ANV JNIL




42 BIAM

Example 10-4

Page 1

‘00°'2 SB pPeJSqUS ST SJnoy g {00'0h SEB psJsius ST sJanoy QO :oTduexy -*TewIdosp sdoeT1d-oM)
B SB umnioo ,SJnoyg JO Jaqump, 9U3 UT paJoqus ST AJJUd SQUIT ¥¥IL YOS JO SJnoy JO Joqunu Tel107
9yl ‘Burquodsag TenqoeB JOJ osn 03 SJOqUNU JUNODOB JOJ SUOTQIONJASUT SuTqunoooe J2Yq0 pue Tenueu
uTqunooor nesdng oyq 03 JBJOY  ‘SNOT4TA0TJ ST UOTZBJISNTIT VRIL SYJd UTI PosSn Joqunu 3Junodode syJ
*98ed SUTMOTTOJ 8U3 UO poajeJlSNTIT oue pied 8q 07 awWIjd ayl qJg0dad 03 yRI 9Uq uo padinbaa ssTuajquy

*¥¥I 9u3 Jo uotioes Led syq uUT SUTT
Y3l MuBTq B UO paJsjus oJge Aed Aeprtroy se pred oq 07 JO ABPITOY 8Yl UO poyJoMm ATTeEN4oE sSJanoy Jo
Joqunu 8YyJ ‘4 ST Joqunu 3jeys oTdwexs STY] U] °PaJJnddo pey AepTToy ou JT AEp 94BY] UO DONJOM SABRY
pTnom sofordwe 8yg SJanOy peThpeyos ATdeInded JO JoquNu ayq qusssadod 09 poJopISuoo ST pue y3I SU3l
Jo eutry Aed ,YyINOHY, SU3 U0 AEPTTOY oY3 JOJ uumToo AEp oYl UT Pausjue ST ,H, J9239T UL 930N

Led LeprtTOoH

Z 2
Oh t h Htetw H v ok Wk sanoy Jernday
1S9TJIUT VRL
4 c pPaxJOM SJnoy AepTTOH
9¢ t t w ® 'ICH U B SR S Pe)JIOM SJUNOH JeTnday
:pes( 9AB9T R PONJOM SJNOH
Oh QNS | SRS | SRS | SR LA S S | N i JnoJ, paInpayog ATJeTnday
TYL0L IVS I¥d NHI QIM INL NOW NNS IVS I¥Jd QHI QIM dnL NOW NNS

"MOT9q pe9jeua3sniTT ST pTed aq 03 swry ay3 jo
uoT3eandwo) “HJIOM SWIFJSA0 JO SJNOY @ JO SS90Xd UT 40U oJe YOTUM ‘ABPTITOY 9Y3 Uo paxJoMm ATTengoe
sanoy ay3 JoJ Led oiseq JoO 93ed JoYyys1ty je Aed snid LepIToy oyl U0 Jnoj paTnpsayss ATaerndad ayj3 Jo
sanoy aysz JoJ Aed 07 peIjTiIUe ST 9ys/sy ‘Jnoy paInpayds Ataerndad e sey odhoTdwe oyl pue sAepiJom
Tewaou s,99fo7dwe ayjq JO SUO U0 STTBJI ALPTIOY dY3 9OUTIS ‘*sJanoy g siJom sdfoTdws 9yl pue AepIToy
oTTgqnd Te8eT ® ST Aep aeyl ‘potdgsad Aed syj3 JO ooM puodds oyj Jo Lepuol JoJ 1dsoxs Janoq JeTnfad
ayg sidJom esfordws syJ ‘Aeptad uyFnoayz LAepuol ‘Moom Jnoy-gz ‘Lep Jnoy-y; ‘uoou og ‘wre g jo Lanp
JO Jnoq peinpayos ATaeIndsJd auwT3-3Jed ® y3ztm o9ofordwe ue JoJy Led Leprioy Jo orduexs ue ST STYJL

=01l oTdwexy

SUE
984

BIAM Rpig
EBRUARY

F

Supp.5, Release 1, 10-30-81



N

Example 10-4

42 BIAM
Page 2

SHHYNIY
D IAVIT XIS QIONVAAY
ERESHY 'R 00IY3d AVd HOIHE (SHLNIWISNIraY 4 Nn
D GINUVI INIL AHOLVYSNIINQD
e
] TNLBIAG HOSIAMIANS; 123¥HO0D 03131143D
NIN¥VLI JAVIT HOS STVILINI ITA0VINT
TAT
440 vI02 SIVN03 T 4
V101440 GI2IHOHLNY 2 O aunoat v O h 1INt M
3
T T 1
AINHOM S
SAVQO AINILIIWHILNI m ° h oL ]
TR T T v
3000
QINOHIY NOILNBIMISIO MIN c0'L u4
T 1 [ i [N R | . SHN B B N R | T 1 7§ 1 T e T T =
“ _ “ 0i'e ¥ a1 D 1K
'
T T T 1 T T T T L T T N T T T 1 T 1 T e 1 T - Y . - ol
] | i L'0'2 C IR ArAY ¢ A2 [
3 i 4 ad o hoel - S w
T T T T T T m T n LR | l m T T T 1 T T T e I T m\ﬁ —t
i N 3 A
T 7T T—T T _1 T “ T 1 "» T T T—1 1 T T 1 F Nm
L | T —H 77+ T T T T T T 7 = i v
[ _ ! L'L'e aCa7 =D 3
i Il 'S \R
T 1 T LI LA IS N B T T TnT ~T e T T p J
I 6'0¢ N m
| | =T -J_ T T " L. T TR T T~ T T S5 -5
_ | | 870z {erjvM~ Al
T T T LI L T 1 L T T e T 1
|
T T 0 L I “ T 4”\ ¥ T T " T T 1 ¥ T T e | L]
+ L 4
T 1 T T “ T _ﬁ T 7 m T T 1 T T 1
T T T _ﬁ T “ | g — hﬂ L ™ L T T T
: + i .
T T 1 T T m T LA M T T L. T T 1 I 5
n il
LI T T 4_ T n LA B B 71 1 T T T T
+ 4
| — T T 4__ L B 1 T T T T
i
T 1 L T _ T “ TTT w T— T T T T T T~
i
T 1 T T “ T “ L B T T T T 7
4 1 —te
T T 1 I T T __ T m T T T “ T 1 T 1 T 1 T & T7T —A A
qg
1 +- 4 . T
LI T L D N B T—T T T 27 17 T Vv
_ _ _ &' /0|o00¥F 4 3"
1 1 e
1 1 1 L T T T T 1 T T T =YW, - 1 UB } T
_ i 1 L'00|O00H A \AA A R 00EB|AIAAIA] L
T T T T T T 71 % T T T THT T T T — N - 1T =
! ! ! voo Wi sl A
H .
T | a1 T T LANNE s ) S S | T T T ™7 TA T T T T — 11
| i m moc \T\.N.;\\‘NM.‘W.“\\\G b ;,»\.;.\qm
3 4
T T T Tt t—y—T 7 T T T T TAT ™% 7 T . - . -
) b | 200 I A NIHZ AT TEL A A
| T e pa T T ™7 ™ TR T
| | t —. O N < VLVO ONILNNOIOV MIN
4. }
ALZEL] H3aHO dWOD | W3T3 | 451 ALIALOY ) A NOIL FEISEL T | 1 f nla 3 N N 1 ' n a 3 N N
WYHOOHd AHOM t ! “v3071 v3Hv < 3000 SHNOH v -] H 3 n [o n v -] H 3 n [¢] n 8-
WvyyDOHd ﬂ NOILOV 40 s 3 1 M 1 w s s 3 1 M 1 w 8
= = SNVHL H2BWNN 4 =
I TSN P74 Tl B
m‘r
aNOD Nvd ADJ9v ONIQN3 ONINNIOIE ON HA 1og HIBWNN
3a0o NoILASYLSIa an3 Avd v3yy G01H3d AVd % ALINMD3S 20§ INVN 33A0N4N3 A

1HOd3H IONVANILLV ANV 3NIL

YIGWAN LNNOJJY A3XI4



42 BIAM

Example 10-5

Page 1

*Surqaodsd TENJOB JOJ 8SN 03 SJ9QUWNU JUNOOOER JOJ SUOTI0NJISUT SUTJUNOOOB J8U10 PUE TENUBRU
FuTqunoooe neaJdng oYl 031 JOJOY °*SNOTFTIA0TJ ST UOTBJIRSATIT YRI 99Ul UT pPOSn Joqunu 3unodde ayfJ
*o8ed JUTMOTTOJ 9U3 UO psejeJlsSnTTT aJe pTed aq o3 awrq ayj 3Jgodsd 03 y3RL 9yz uo pagrnbaa ssTaquy

'¥RL 98Ul JO UOT3088 ,Aed, SY] UT
QUIT JueTq ® uUo paJsjus oJe Led AepiToy se pred aq 04 JO ABPTTOU 9Y3 UO poaxJoM ATTEnq4de sJnoy Jo

Joqunu 9y g ST Joqunu jey3 STdwexs SIY3 UI °"PeJJnod0 pey ABPTITOY OU JT ABD 1BYJ UO DONJOM SABY
pInoMm sshotdwe ayq sJanoy peInpsoyos ArJeTngad Jo Joqunu syl quessaJdsd 03 psJopTISU0d ST PUB ¥R 8yl

Jo outtl Led ,¥yINDE¥s oU3 uo AepTITOY 8Y3 JOJ uumTod AEp SY3 UT PaJoqud ST ,H, J49399T SUL :910N

4

2 feq AeptToH
08 8 8 8 8 8 Q 8 8 Q H SJnoy Jerndsy
1S9TJIIUT YR
g/l 1 2/l 1 paoxJopm sJnoy AepTITOH
el 8 8 8 8 8 8 8 8 8 IOH paxJoM sanoy Jerndsy
:pes) SABST R POXNJOM SJNOY
08 8 8 8 8 8 8 8 8 8 8 JnoJ, peTnpaydg A1aerndey

TVLOL LVS Idd NHL ddMm dnL NOW NNS IVS THd NHL ddM 30L NOA NAS

*MOT®q pPojeJdqsnITT ST pPTed 99 09 dwWI} dUyj
Jo uoTaeanduio) *pPONJOM SJB SJNOY g UBY] SSST UusyM Uoad Aed AepIiTou sJdnoy g Jo umwTuTw ® pTed aq
asnu AepTToYy ® U0 }Jom wioJusd o7 peodainbea sT ouym esforduws uy Led AepIToy sJanoy g oSATedad OSTR
TIIT™M osfoTdwe sTY3 ‘AepTIOoy oYl UO Jnoj paTnpayds Ardern8ed ayjz Jo sJnoy ayjg JoJ Led o uotaTppR
ul *oTnpoayds uo 3jo9foud ' s38Tdwoo ‘04 SsJnoy JTBY-oUO PUEB U0 MNJOM 07 paJInbod sem oskoTdue
sy pue ALepiToy oTrqnd Te8eT B sem Aep qeyl ‘potJed Led ayjz Jo ¥MoaMm 4sJdTJ ayaz Jo Lepuol uo 1dsoxs
Jnoq penpeyos AfJeTn8sd oyq siJom sohordwe oyl AepTdg uydnoayl Lepuol| ‘3eem Janoy-Qf ‘Lep Jnoy-g
‘wrd G 03 "we g Jo A£4np JO Jnoj pernpsyds ATJaeTnded swrl-TIhJ ©® sey osehkordwe ayj -Aeprroy
B UO SJnOoy g ueyl SsoT JO o0TAJos suwuojaod oym o9hoTdws ue goJ Led LeptToy Jo srdwexs ue ST STUL

¢-01 oT1dwexy

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



42 BIAM

Example 10-5
Page 2

N

SHHYNIW

ERIYYY

ao0o

G3INYV3I INIL AHOLVSN3dNOD

3AY I XIS QIONVAOY

QOIH3Id AvVd HOIHG (SIININLSNTOV

: A

HOSIAH3JNS AN 103HHO0) 031411430

INILHIND
N3IDIVL IAYIT HO4 STVILINI 3IA0T14NI
AT
430 v102 STvN03 ¢ 1
V101440 Q3ZIHOHLINY FMEES AV .v Q N 1IN .
T T 3
AIXHOM 0. S
SAVQA ANILIIWHILNI m c h h 3
T 1 T v
3Q00
Q3A0HddY NOHLNGIH1S1Q MIN N ° h H4
T AJ T LA T L T M T T T T T T T T T T Y T T R P - A
! ! " 0te wisnlan~d |,
| — T N BN | T 1 T TR T T 1 by —1=
| | I h ° N ﬁ * ) W\Q\L A.. . ) U m
) - a5 - -y
B i T 7 1 T T % T 1 7] 3
| i ] ! A
N i ;
T T T T—1 T _ 7 A B “ T T T 7T T T 7T < v
3 Il 4
T 1T 1 T T 77 ™ T T3 7 T TT
I _ _ L'te gCia? m = 3
4 1 }
T T 1 T T T L . e T 7T -
! I | 60¢ Y35 —= I 1
4 4
T | N | — t——— 7 T—1 T T T T 1 =
] ] | 802 7 IV IV
=T = T S B B T T T (B e T 1
I
T T T T T “ 1 ” T 1 " T T T T T T
M )
T T T T m LI — d_ T T T T 1T 1T
L R | | — T m T m | G " T T T e T T
T T T —T m T _ T w T T T T T 1
T T | T “ T n | —— w 1 T 1 T T
Il
T T T I T m T mr T 71 T “ T T T 1 LI T o T T
}
T T T T “ T T w T I 7 T T 1
Jl
T 1 T w T “ L B B T T L T T 7
) s I
T T i T T H _. T _. T 7 1 " 1 1 T i 1 T & | 1 Y
i e }
T T LI 1 T L T T,1 doow T @
| | | é' /0|0 P 3
Iy 3 e
T T L T T T T T v T T T N T T T T T L \I ) T T
_ | _ LoojO0°0g 8 28688 &y pri2 |8 8| H &
T T T T T T t T \»rJ\ T T H T T T T T ¥ [] T T
! ! ! vooj ' Wi s 4dm =
H .
LI B T LI M T T L TAT % T T - - R T -~
| m _F mco \T\(N\\h\,&.‘.m..\.\.\\ﬂ M Lml.,\lm —
T T T T T ¥ T T ¥ T T T T T T
e | 200 * R EL EE B A VE I o
N . H
T T T T T =T T N T L T T B T LI T T o]
| | | 1'0L < ViV ONIINNODDV M3N W)
; ! —~
Wvi3a 43040 dNOD | W33 [ 4S 1 ALIALOY | A3 NOIL Aonzov | N | nija 3 N N 1 ) n a 3 N ~ [0}
WYHOOUd HHOM ! ! ‘w01 vIHy < 3002 SHNOH v Y] H F] n o n v u H F] n o n [
WYHOOHd 2 NOLLOY 10 s 4 1 L 1 w s ] 4 i L] 1 " s
[ R OFZL [ el [ gov ]| ™™ T -
7 3 =+
O
"ONOD Nvid AdOVY ONIGN3I ONINNIDIB ON HA 11010 HIGWNN
300D NOILNFIHLSIO dW3 Avd vidy R EERSZ] e ALIHNO3S '20S IWVYN IIA0TINI 1m

d3GWNN INNOJJV A3XI4

1HOd3Y IONVANILLY ANV INIL



Example 10-6

42 BIAM
Page 1

00°2 Se pouJdque ST sJnoy g2 £00°0g Se peoJdejue ST sdanoy 00 Qg :oT7dwexy °TewTtdosp soeTd-omg
B SE UUNTOO ,SJNOY JO Jaqump, o9yl UT poeJdqusd sT AJjus oSuIT YRI UOBS JO SJnoy JO Joqunu TeBl0%
8yl -Bulquodsd TeEN3OER JOJ 8sn 07 SJ9qUNU JUNOOOEB JOJ SUOTIONJISUT SuTjUNOOOEB Jayl0 pue TENUEBU
fuTluUNOOO® needng oyj3 07 Jd8J9Y °"SNOT3T4OTJ ST UOTIIEBJISNTTIT VHL ©U3 UI pSSn Jaqunu Junodode sYyjJ
*98ed BUTMOTTOJ 92Ul UO pdjeJlsSnTIT oJe pted aq 03 a2uwWTy oyz quaodsa 03 y3IL dYa uo paartnbaa soTJIquUE

V3L @yl Jo uor3osas ,hed, ayj ut Uty
Y31 Juelq B uo poJoque sJe KAed AeprToy se pred aq 03 JO LepTToY SYl U0 DPOYJoM LITenqdoe sJnoy Jo
Jequnu oyl '@ ST Joqunu qey] oTdwexs STY3 UI ~paJadanddo pey AepTToy ou JT Aep g4eyj UO DaxJoM SAey
pinoM osfo1dwse ayj3 sJanoy peoTnpayds ATJeinfad JO JoaqunuU oyl jusssudad 09 poJspTSUOO ST pue y3I auj
Jo aulr Aed ,YyINDHAY, U3 uo AepTToy sY3 J0J uumiod Aep 8y3 UT paJgsjus ST yH, 493397 dYL 930N

£eg awTqasAQ

c Z

8 8 feg AepTToH

08 8 8 8 8 8 H 8 8 8 8 Sanoy Jernsey

{S3TJUY V3L

A A DOMJIOM SJNOY SWTIJISAQ

8 ) pedJoM SJanoy LepTIToH

2l 8 8 8 8 8 TOH § 8 8 8 pPoxJOM SJnoOy JeTnSay
1POSN SABST ¥ DONJOM SJNOY

08 o) Q ) 9 8 o 9 8 ) 9 JnoJ, peTnpayog AtJeindsy

TVIOL IVS THJ NHI ddM HNL NOA NAOS IVS TH4 NHI QIM dNL NOW NAS

*MOTS8Q po3eJasSnIIT St pajndwod dJe ‘sanoy auwWrIjdJdoA0 syq Juipniout ‘AepiToy oyj
uo poxJom ATTen3oe sJanoy 8yl pue LAepTIoy 8Yj3 UO STnpsayos Jom Jelned s,s8fo7dws syz Jo sJanoy syj
¢pOXJOM sJnoy JeIngsy ‘eoueape UT poaacudde pue poJadpJdo ATTBRIOTIJO SEM UOTUM DSWIJJOA0 SJIM SJINOY
0L @soyz Jo OoM] ‘sJnoy (| sqJom o9kordwe ody3 pue Leprroy oTTqnd TE8ST ® ST Lep qey] poTJsad
fed ayj3 Jo eeM 9gsJTJ oYz Jo Aeprdg J0J 3deoxe pPIONPOYOS SB JNO3} SJTUS 8yj syJIomM os9Lorduwe
oyl ‘AepTtdd yBnouayq Lepuol ‘soeM Jnou-Qf ‘Aep Jnoy-g ‘*wcd G 09 "w'e g Jo £9np JO Jnoj poTnNpayss
ATaeIn8esa owijd-IINJ ® SeBY d9fo7dwe ayg *AepTIOYy ® U0 NJOM OSWTjJasA0 JO aT7dwexs ue ST SIYJL

9-0l eTdwexq

BIAM REISSUE
FEBRUARY 1984

Supp.5, Release 1, 10-30-81



N

SHNHYNI

37410

9 rvo37

ROOO

JAVI] NOIS GIONVYAQY

QOIU3d AVd HOIHJ (S)INIWLSNIaY
GINYVY3I INIL AHOLVYSNIINOD

PRy eV

HOSIAHIINS SN 103 HH0D 031411H3)

INILHIAD
rn_u NINVL IAVIT HOS STVILINI FIA0TN3
TAT
440 v100 SIVAD3I Z 1 L
m V13440 AIZIHOHLNY AR RMAES .v O h LIN n
T
a33H0M H
= o SAVO INILLIWHILNI €0¢ oL g
L — N Tnt T v
3000
m m. (] QINOHIIY NOILNBINLSIT MIN 0L ud
o o T T T T T 1 T ’ T v T T T T T T T T T = T r T Ll ~ = i
N ! ! ! otLe Jipnldan ] ]
< Ll A T T 4 T T T ¥ T T R 1 7 T T T T T T e | T - - [
i ' I s o
_ ! ! 102 B R NE HE] :
T T 7 1 B T m T 1" T T T 4_ 1 T T 1 1 T T o 1 1 el Y
H N . ol b A
1 T H I T i T m T “ T T T “ T T T T T T T e 1 | (23] A <
s | 1R
T T L T4+ b T T 3T T T 1 s
| i i (RIAF2 a7 x| B2 3
4 1
T 7171 T—T | T T L LI TR | | p =3
! ! _ 6'0'C S m | b 1
i 4 il
T T 1 T T T H T T T T T N T T T 1 T T T e | T
i _ i 80°¢ i 2 S/ Fod
T T T 1 T 1 T “ T T T 1 T T T T T T T e T 1
|
1
} T T T T T T m T Jn L T “ 1T T T T T T T o T 71
]
T T T 7 T 1 —‘Aur T J T T T “ LI T T T I o 1 T
T T T 7T T T M T “ T 7 w T L] T 71 T e T T
T T 1 ™1 T m T J_ T w T T L T T 1
T T T T m Y m —T T “ | A 1 T
- i e
T T7T1T 1 T T T w T X T T T “ T I T 1 T T T e T 1
}
T T T T T T T m T _“ T T T m T T T 1 T T T ® T 1
I " $
T T T T T T T “ T m T T T " T T T 1 T T I & T 7
3 Il 3
T I T T LI T 7 I HELEL ¥ v T | T 1 “_ 1 1 Ow T @ A
| | Q
| B B T —— M —r— 1 T T _Q_Q Qo —T o?
! ! ! 6 /0|00 g S
T T T T T 7 T LI TAT "~
_ _ | L'00|0Q°CF' g 988 &y oA 87T 1
T T 7T T T % T 1 T TT T T T N - T bt
| | b_ .vcc 1 \h,\...tgxhk\,\ I Al
T T T T L L t—r—r— 1 LB T—T T T ™% T T = - - — -
| i ! €00 L EL ER i P —
4 4
T T T T T ¢ T T T Tt T T T TAT o TT - - - -
| | I 00 I NTHFATG S s g
n L n
T T Y T T L ™ T L T T T T T L T T 3]
i i h_ —. o N <« V1va ONILNNOJDVY MIN V]
4 -
vi3a Y3040 4WOD | W3I3 | 451 ALIALIDY | A4 NOIL aonaov ff 1 ) nla 3 N N 1 | n a 3 N ~ @
WY HO0Hd NHOM ! f V201 vIuy < 31002 SHNOH v ] “ 3 n o] n v o H 3 n [] n [
Wya500d % NOLLOY 10 s 1 VO I W s s 4 | ~ 1 " s
5 SNvuL HIBWNN -
_ L LEEL _ ’ O/l _ cL- _ o0V SHNOH IAV3II GNY AVd s}
.
. o
aNOD NV d X357 SNIONT SNINNIDIE ON | 8A| Lioia CECLOD)
3000 NOILNGIWLSIa a3 Avd vIdv GOIUTd AVd %2 ALIHN23S 20§ INYN 33A014N3 R

d38WNN INNOJIIY 03IXT4

1HOd34 3DONVANILLY ANV 3NWIL



42 BIAM

Example 10-7

Page 1

*Butquodsa TEN3OEB JOJ 9SN 07 SJ8QUWNU qUNODOE JOJ SUOTIONJISUT JUTQUNOOOBR JOU10 PUB TenURU
fuTqauUNOOOE neSJng °SY3 03 JSJ8Y SNOTFTIOTI ST UOTIBJIGSNTTT Y%L 99Ul UT posSn Jaqunu quUnodode syj
*98ed JUIMOTTOJ oyz UO pogeJlsnITT oJde pied aq 09 awrg dYj3 gJ0dad 031 Y%L SU3 UOo paJTnbsgd saTaquy

‘¥3I 9Y3 Jo uoTy0es ,AeJ, SU3 UT SUTT

V3L uelq ©® uo peaJsqus oJe Aed LeprToy se pied 89 07 JO AepIToU oYl U0 paOjJOM ATTenloe sanoy JoO
Joqumu 8yl ‘g ST Joqunu qeyl sTduwexse sTYl U] °pPeaJJnodo pey ABPTITOY OU JT ABP 9BY3 UO DPO3JIOM SABY
pInom ssfoTdwe ay3 sJanoy painpsyos ATJernSad JO Joqunu ayj quoesoJddsd 09 pPOJSPISUCD ST pue y3] ayl

Jo outl Aed ,YyINDdTYs 2U3 UO AepTToy oyj3 JoJ uuniod Lep SY] UT PaJdequs ST ,Hu 493997 dUL :930N

8 8 feg AeptTOoH
9i 8 g feg Kepung
08 8 8 8 8 8 8 H 8 8 8 SJNOY JeTndoy
189 TJUE V3L
8 8 pesdJOM sanoy AepTToH
¢l 8 g8 8 8 8 8 “TOH g8 8 8 posdJoM sdnoy Jengoy
1pes 9AEST R PO JOM SJNOY
08 8 8 8 8 8 8 g8 8 8 8 JnojJ, peTnpeyog ATJerndey

TVLOL IVS I¥4 NHL q3M dnL NOW NAS LVS Idd NHL qIM HNL NOW NNOS

*MOT9q poqBJLSNTIT sk poqandwod aJe ABPTITOY 8Y3 UO vmxuoz ATTENg0® sanoy syl pue Aeptioy
ayq Uuo Jnoj paInpayds Araen8sa s,99fordwe ay3z Jo sanoy oYz ‘Led Aepung ‘peiuom sJanoy Jeindsy
*Aepsaupam uo s)JIOoM 98koTdus ByJ *(AepssupspM) AePTTOY SYl SJ0Jdq AEp}JOM paTnpsayos 9seT 38yl
st oshordwe sIY3 JoJ LepIToy oya ‘Aepanies s,ssfordwe syjz uo sTTeJ AepITOY 8yl 90UTS ‘"Aepanjeg
JoU/STY Se pejeudisep ST (Aepsdanyl) JJOo ABp 3sJ1J §,99K07dwe 3yl “AepTToy e sT Aepsdnyl *JJo
sfep Jengsua s,90foTdwe syl sJe LAepTdg pue Lepsdny] -Aepseupap UyInodys Lepanieg “eeM Jnoy-0
‘Aep uanoy-g ‘rw'd g 09 ‘w'e g Jo L3np JO Jnoj paTnpeyos ATJeTnIsd ewil-TInJ ' sey osskorduws syj
*ghepyJaoMm JeTndoua se Lepung pue Lepanies yatm osofordws ue 04 Aed LeprToy Jo oTdwexs ue ST STUL

,=0L ®T1duwexy

SUE
984

BIAM RErs
FEBRUARY

Supp.5, Release 1, 10-30-81



N

42 BIAM
Examnle 10-7
Page 2

SI¥YWIW
D 3AV3IT A0S QIDNVAQY
3 D Q0tHId AVd HOIHG (S INIWLSNrAY \M w.w.“ NMM“ Nm ““ N
D OINHYI INIL AHOLYSNIJWOD
HOS1A 64N SANENEENNES 1535500 03411830
INILIHIAO
D NIXVL IAVITI HOS STVILING 3IA0TdWI
AT
440 v1I0D STvNo3 2 1
1VID1 440 OIZIHOHINY VA RMANEN v ° N 1N N
TR, 3
AIHHOM s
SAVQ INILLIWHILNI m c h o1 H
T T T v
300D
O3A0Hdd VY NOILAFIYLISIO M3IN N o h ud
T T T T T T T T Al T T T T T T T T T T rY T T
1 t | O P N MJD Q.Y i
| ; | - 4 [y =
T T T T 71 T T T L ) T T T T T T TAaT T T H - e N b4
_ _ “ L0¢ * Az |HE & 4> Wm..u
} 4 - - -
T T 1 L B 7 T I T T % 3
: , ) P
T 7T T T m T J_ T T w T 1 T T T T T T M A
\4
T T I T 1 e T 1 T T e T A=A
i i _ L'Le a7 = 3
. 4 i o0
T T 71 T T 7 U R SR T T T T T & T T e 1
I I | 60¢ y1:3 =~ 3
. = 2l L
L — ™7 T w T w 7T ﬂ T T 8o’z T " s YTy *
" " . » \
T T 1 T T T _1 T ' T T T 1 T T 7 T 7 T e T T
i
i
T T T T T T m T __« T 71 1 1 T T L TT T s I T
|
4
11 T T ” T LA ﬂ T1 T T T T
T 1 1 T M T w T T w T 7 T e T T
T 71 T T V« T ﬂ LI | w T T I T~ 1T T
T T T T ﬂ T _p | S — .“ T T — T T T
+ 1
T T T H I T “ T w T T T " T T T T T L T
H
T T 7 LI T _ T w  E B T 1 LI e T T
t
I " i
T T TT [ T " LI T T L 2 B
I
T 1T T T T ' T T 7T & 7o|o0ocg | (=4 LA
| — T T+ 1T T T YA7) T A oﬂ(
+ T D
_ _ _ o009 g &b
4 } } &
T 1 LI — Tt T [ T T Vol
| _ _ L'0’0 |90 0CF | & g e age8r-| H& g &g
$ It 3 -]
T T T T T T T T T T T T v T T T T T o 14 ] L] T T
_ “ “ v 00 o M\ 2 IR I RV —
M
¥ T T L T T M T T T T T k1 T T T H T T T [ T T . ~ ) -~
| | | €00 N G R BB PN« B I A § =
H N }
T T T T T T T T — 1 T T T Al T T T T T T T ) T T e
_ . X 00 T NTY T AT Tl ] v
" -
1 T L T T T v T LS T T T T ¥ T L] | T T a
I | i L'0'L « v1vQ ONILNNODDY MIN QO
+ o I
Tvila 43040 dW0D h w313 | a5 ALIALEDY | Ad NOIL ADNIOV - 1 I n a 3 N N 1 \ n a 3 N ™ <t}
WY HOOHd ¥HOM ' t w107 NET < 3302 SHNOH v Y H 3 n o n v Y H 3 n ) n i
WVYHOOHd ﬂ NOILOV 40 s El 1 M i wN S s 3 1 M 1 w S
- g SNVHL HIABANN 1 ~
_ | Leel | A ov/L [ ¢c1-1 oov SHNOM 3AV3T ONY AVd I~
=%
fun'
ONOO NVd ADDV ONION]T ONINNIOIE ON HA Jetalls) HIAWNN -
300D NOHLNBIKWLSIA AW3 AVd viyv GOG34 A¥d N3 ALIBND3S D08 AWVYN 33A07TdN3I N\Uf

JIGWNN LNNODIY a3XI4 140434 JONVANILLY ANV JNIL



42 BIAM

Example 10-8

Page 1

*Butqaodad
TENQ0® JOJ] 9Sh 09 SJoqUNU 7qUNOOOEB JOJ SUOTIONJISUT BUTQUNODOE J8Y40 DUE Tenuew IJUT3UNOOOBR neaJdng
2yl 04 JdJey °"SNOTI4TAO0TJ ST UOTYBJIASNITT YRL 9U2 UT pash Jaqunu junodoe syl ‘9Fed JutmoTTo] 2y3
Uo pPo3BJlISNTTI SJB 29ABST 07 pafaeyd pue pred oq 09 auwWT] 9yl aJodsd 09 y3L 8Ya U0 padinbaad ssetJiuy

*uo1109s Sutrpededd 8yl utr /-6
oTdwexs o017 aTdwexs styl aJgedwo) AepIToy syj3 uo pawgoJuad ATTenioe ST NJOM AUue JSASUSUM ABDTTOY
oyq J83Je ABp 2U3 pueB oaJoJeq Aep ay3 uo snieas Aed o7 pJaedsd qnoyatMm £Lep 494eU3 JOJ PO TNPAIOS
ATaeTngsa sdnoy JO dJoqumMu dY3 UT (yH, 493991 U3TM popod) uoIgesusaduwoo Keptroy pied 03 paTiTiue
osTe ST oaskordws uy ‘fepTToy 2y3 J93Je LAep oyl pue aJoJaq Aep aya uo snieqs Aed 09 pJaeFea
noyszTM AepITOY oyl uo peuwdoJasd ATTenioe Jaom JoJ Ked AepTloy 01 poTaTiue ST eskorduwe Uy 890N

8 8 dOMT
8 8 TOMY
t f Keg Kep1TOH
9 H g8 8 g8 8 8 8 8 SJnoy Jerngey
{SOTJIUY VRIL
8 8 dOM1T
8 8 TOMY
f f pexfJopM sJnoy LepITOH
95 "TOH 8 8 8 8 8 8 8 pa3xJoM SJnoy Jernsey
:POS 9ABST ¥ POXNJOM SJNOY
08 8 8 8 8 8 o) 8 9 8 8 JnoJ, paTnpayog ATJeInSsy
TVLOL IVS I¥d NHL QdM ENL NOW NnS LVS Idd NHL QIM d0L NOW NAS

*MOTOQ DPo3BJISNTIT ST 8ABST 04 pafJeyd pue pTed oq 09 W1
ay3 Jo uotjeindwo) -sanoy f sxJom ssfordwse oyj pue AepTToy oTTqnd TeIeT ®B ST Aepsanyl AepTJd
uo (doM1) £ed qnoy3zTM SABOT UO pue AePSSUpPSM UO (TJOMY) SAEBST JnhoUlzTM quasqe sT ‘Aepsan] pue Kepuol
U0 Jnoj poaTnpayos ayg sHJom dskoTdwe dYyq oM puooss ayg up ‘porgad Led syj Jo oM 9SJTJ BU3
Jnoj peInpayos ayj siJaom sskotdwe oyl Aeptad ySnoays Lepuol ‘eem anoy-of ‘Lep Jnoy-g ‘ruwrd ¢
03 'w'e g JOo A4np JO Jnoj psTnpayds AraeIndsda surd-1Iing e sey ssfordwe syl -£Leprioy oyj3 Jg93Je LEp
a3l pue aJgoJoq Aep oyl uo Anp wouj soussqe Aed-uou FuraToaur Aed Leprroy Jo arduwexs ue ST STYL

g-0l o1dwexy

Supp.>, Release 1, 10-30-81



N

Example 10-8

42 BIAM
Page 2

SIHYNIW
D IAVIT XIS OIONVAOY
ERFLY D QOIHId AVd HOtHd (S)LNIWLISNIOY § g
. N
D a3INYV3I WL AHOLVSNIIWOD
INLBIAO HOSIAHI4NS RN 1034400 31411430
n NINVL IAVIT HOS STVILINI 3IA0T4W3
TAT
430 V100 $STvN03 ¢ LN 4
V11440 A3ZIHOHINY VAR RMASE: 14 ° L %\;4 Q\\u u
T T T 172774 kord
AINHOM T oL S
SAVQO INILLIWGIALINI m o Nl * ]
TAT T3 P, 2 v
300
QIAOHIIY NOILNBIYISIO M3IN 0L 4 % u4
T T T T T L T T v T T T T T T T T T L ° T T ~ -~ =
“ ! n 012 _Brlad ] .
T T T T T LR T T T T M T T T T T T ¥ o | T - Ll N
! X ' £Lo0¢e A7/ 4wk & 4> 2 >
4
T 7 i T T T u T T T T T M T T T T T I T e 1 T [} w
+ ; ; 1 T y T b m A
T T 1 T 1 T N T T T T H T T T ]
B _ E/Ploog g = 1E J
11 L 7 7 T 1 IRFAT T T =
| I _ L'Lz)joo o A7 = 3
i 4 $ P
T T L T T 1 M T M T T ) T T T T T T T e 1 1 =]
| | | 6 0¢ ¥ '3 N _mL 1
4 i 4 L
T T T 1 T T M T T T T M T T T 1 T H T e 1 T Il S
_ _ i 80'¢ r v
| B Tt T L B L T 1 T 1 T e T 1
I
T T | 1 T T “r T “ 1 T TA_ T ¥ | T T T e 1 T
|
T T | T T T “ T m T T T 4m T T T T T L] T o I T
S — Tt T “ T m LA m T T T T T T 1
T T T T m T _ T T w T T T T T T
| I — 1 | e T T T T
| | |
4
T 1 T T _r L A T T T o T T
1 } 3
T T T T T T m T “ T T T “ T T i T T T T 0 T T
i
T T T T “ T _ T T T T T % T 7
{ 4
¥ T | T T T .0 T m T 1 T “ T T T 1 T T I e T 1 }
i + 4
LI E— T—T T M T IR “ 7 T Q_\_Q °~Qo¥_ T » M
) ) 4
LI — T T T+ L T TA~T T e 27T
| | w Lo0|CO /9 HW (& &y 88 8|8 8 _
H . o
T L Tt LN B S T T LT T T : T —1 1T
! ! “ 00 Wi TR, ~
s .
LA S T | B 7T T T T T T & T 1 — = — : -
| I I €00 LN IH TN Pl A RS —
H 4 H
L T T — T T | | T TR T T T — -
_ ! _ co0o T NTH T AT LS A %
. . -
T T ] T Ll T T T M 1 T Ll T T T T T L T
i i I 1'0'L <« ¥1vQ ONILNNOJOY MIN %
i } }
Tviia HIGHO dNOD) _ W313 | 451 ALAIIOY | A4 NOIL aoN3ov || " ' n a 3 N N 1 ' n a 3 N ~ d
WY HOOHd AHOM ! ! pgelon) vidy < 3002 SHNOH v -] H 3 n o n v ] H 3 n (o] n R
WyHOOHd v NOILow 40 s 3 1 lm] e w s s 3 A IR w s
[TTT cI= 90 S SNVHL HIBWNN 1 -
_ m ~ ‘ Ov/t _ — SHNOM 3AV3T ANV AVd W
ja9)
aNOD Nvig x35v SNION3 SNINNIDIE On [ ax] 1o HIONNN =
300D NOHNBIYLSIO an3 Avd v3uy G034 Ava pe) AL1¥ND3S J0S FNVN 3IA0T4W3I =
2}

SIAWON LNNODOY GaX14 1HOd3Y IONVANILLY ONV JWIL



42 BIAM SUPPLEMENT 5 1.1
TIMEKEEPER'S HANDBOOK
Overtime Pay

11. OVERTIME PAY.

11.1 GENERAL. Overtime is generally defined as that time in excess of 8
hours in a day or 40 hours in a week which is (A) officially ordered or
approved and (B) performed by the employee. It is payable for all
full-time, part-time and intermittent tours of duty worked by employees in
classified positions under the General Schedule and similar pay plans and by
wage employees in prevailing and negotiated rate positions. It applies also
to employees occupying summer employment positions.

Reference: FPM SUPP. 532-1, S8-4 and FPM SUPP. 990-2, Book 550, S1-3.
11.2 APPLICABILITY. Overtime applies to classified, wage and summer

employees who occupy full-time, part-time and intermittent positions in the
pay plans listed below.

A. CLASSIFIED EMPLOYEES.

(1) INDIAN EDUCATION PROGRAM. Indian education contract

employees identified by the Pay Plan CE (year-long employees) and Pay Plan
CY (school-year employees).

(2) GRADES SIMILAR TO GENERAL SCHEDULE. Employees identified by
the Pay-Plan GG.

(3) CLASSIFICATION ACT OF 1943  General Schedule employees
identified by the Pay Plan GS.

B. WAGE EMPLOYEES.

(1) FWS NON-SUPERVISORY. Trades and crafts employees identified
by the Pay Plan WG.

(2) FWS LEADERS. Trades and crafts employees identified by the
Pay Plan WL.

(3) MARINE WAGE RATE. Employees identifed by the Pay Plan WM.

(4) PRINTING AND LITHOGRAPHIC. Employees identified by the Pay

Plan WP.

(5) SUPERVISORY TRADES AND CRAFTS. Employees identified by the
Pay Plan WS.

(6) WAGE TRAINEE. Employees identified by the Pay Plan WT.

BIAM REISSUE
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(7) WAGE BOARD. Positions for which the rates of pay are
negotiated with the representative unions. These employees are identified
by the Pay Plan WB.

C. SUMMER EMPLOYEES.

(1) PAY PLAN YV. Employees hired under Schedule A 213.3102(v)
with occupation code 3506.

(2) PAY PLAN YW. Positions not paid a GS or wage system rate and
filled under Schedule A 213.3102(w) with Occupation Code 3506.

(3) PAY PLAN GW. Positions paid a GS rate and filled under
Schedule A 213.3102(w).

(4) PAY PLAN WW., Positions paid a wage system rate and filled
under Schedule A 213.3102(w).

Classified, wage and summer pay system identification codes (pay
plans) are also listed in Illustration 7 in the back of the handbook.

11.3 APPROVAL, OF OVERTIME. Requests for overtime (paid overtime or
compensatory time) must be approved in writing by individuals designated by
the employing office. Except in emergencies, overtime should be authorized
in advance. Timekeepers should not record overtime worked on T&A's prior to
receipt of approved overtime authorizations. Overtime authorizations should
remain on file attached to the timekeepers copies of the T&A's until an
audit 1is performed by the General Accounting Office or for 3 years if no
on-site audit is performed. The official authorized to approve overtime
must certify each T&A reporting overtime worked.

11.4 COMPUTATION OF OVERTIME PAY FOR CLASSIFIED SUMMER AND WAGE EMPLOYEES.
Overtime pay is- computed on the rate of basic pay for classified and summer
pay system employees, and for wage system employees it is computed on the
scheduled rate of pay (day rate) or on the rate of basic pay (night rate)

depending on whether the employee is assigned to a day shift or a night
shift.

A. CLASSIFIED AND SUMMER EMPLOYEES. The following rates are paid to
classified and summer employees for overtime work.

(1) One and one half times the basic hourly rate when the

employee's rate of basic pay does not exceed the minimum scheduled rate of
GS-10 (step 1).

BIAM REISSUEL
FEBRUARY 1984
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(2) One and one half times the basic hourly rate of the minimum
scheduled rate of GS-10 (step 1) when the employee's rate of basic pay is
more than that rate.

Note: The "minimum scheduled rate" is the rate authorized on the
regular GS salary schedule (not special pay rates for Step 1, GS-10).

B. WAGE EMPLOYEES. The following rates are pald to wage employees
for overtime work.

(1) DAY RATE. Overtime is computed and paid at the day rate when
the employee is assigned to a day shift, even though the overtime extends
into or falls entirely within night shift hours (31 Comp. Gen. 48 and 391).
The day rate is the employee's "scheduled rate of pay," which means the rate
of pay fixed by law or administrative action, including a retained rate of
pay or a rate of pay as provided in a negotiated union contract, for the job
held by the employee and before any deductions and exclusions or additional
pay of any kind (FPM SUPP. 532-1, S8-2A(2)).

The "day rate" or "scheduled rate of pay" 1is sometimes also
referred to as the "regular rate of pay".

A wage employee with a scheduled day shift, who performs overtime
work, is paid at one and one-half times his/her scheduled rate of pay for
each hour of overtime work performed. For example, an employee with a
scheduled rate of pay of $7.80 per hour who performs 4 hours of overtime
work on a given day, will have his/her overtime pay for that day computed as
follows.

Scheduled Rate of Pay (Day Rate) $ 7.80
Overtime Rate (11/2 times) x150%
Overtime Hourly Rate $ 11.70
Overtime Hours Worked x4
Overtime Pay $ 46.80
Note: Overtime pay hours for a wage employee who 1s regularly

assigned to a day shift and receives no night shift differential are
recorded on the T&A with Transaction Code 005.

(2) NIGHT RATE. Overtime is computed and paid at the night rate when
the employee is assigned to a night shift, even though the overtime extends
into or falls entirely within a day shift (23 Comp. Gen. 962 and 24 Comp.
Gen. 39 and 155). The night rate is the employee's "rate of basic pay,"
which means the scheduled rate of pay plus any night shift or environmental
differential (FPM SUPP. 532-1, S8-1a(3)).
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A wage employee with a regularly scheduled night shift and entitlement
to night shift differential pay, who performs overtime work, is paid at one
and one-half times his/her rate of basic pay for each hour of overtime work
performed. In computing overtime pay for such an employee, the scheduled
rate of pay and the night shift differential are combined to produce the
"rate of basic pay" (night rate) upon which the overtime rate for each hour
of overtime work performed will be computed as follows.

Shift 2 Shift 3
Scheduled Rate of Pay $ 7.80 $ 7.80
Night Shift Differential + .59(71/2) + .78(10%)
Basic Rate of Pay (Night Rate) 8.39 8.58
Overtime Rate (1172 times) x150% X150
Overtime Hourly Rate $12.59 $12.87
Overtime Hours Worked x 4 X 4
Overtime Pay $50.36 $51.48

Compare these examples with the previous one where the wage employee,
with an identical scheduled rate of pay, worked a regularly scheduled day
shift.

Note: Overtime pay hours for a wage employee who 1is regularly
assigned to the second shift and receives shift 2 differential are recorded
on the T&A with Transaction Code 025. For a wage employee who is regularly
assigned to the third shift and receives shift 3 differential, overtime pay
hours are recorded on the T&A with Transaction Code 035

11.5 REGULARLY SCHEDULED AND IRREGULAR, UNSCHEDULED OVERTIME. Two terms
which are very widely used in connection with overtime work are (A)
"regularly scheduled overtime," and (B) "irregular, unscheduled overtime."

These two terms are defined below in order to place them into proper
perspective and to emphasize that the essential difference between them is
concerned with the occurrence in time of overtime work and not with the
manner in which overtime pay is computed.

A. REGULARLY SCHEDULED OVERTIME. Regularly scheduled overtime 1is
work which is duly authorized in advance and scheduled to recur on
successive days or after specified intervals such as every Saturday during
the summer season (48 Comp. Gen. 334).

B. IRREGULAR, UNSCHEDULED OVERTIME. Irregular, unscheduled overtime
is overtime worked on an occasional basis.
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11.6 CREDITING OVERTIME. Overtime work is credited under a variety of
rules and conditions for classified, summer and wage system employees.
Following are these rules, which apply equally to all three classes of
employee.

A. MINIMUM PERIOD. Overtime work .performed is credited and paid for
in minimum periods of 15 minutes or multiples thereof. Overtime work that
amounts to less than a 15-minute multiple shall not be carried over and
accumulated for pay purposes. Such amounts must be dropped on a daily basis.

B. LEAVE WITH PAY. Authorized absence from duty on leave with pay
during an employee's U0O-hour workweek, (including authorized absence on a
legal holiday or nonworkday established by Executive or administrative order
or for compensatory time off) is considered employment. Such absences do
not reduce the amount of overtime earned under Title 5, U.S.C. during an
administrative workweek. Leave with pay (e.g., annual and sick leave) is
charged only for an absence that occurs within an employee's basic #40-hour
workweek (21 Comp. Gen. 965; 25 Comp. Gen. 3U44; and 46 Comp. Gen. 217).

To be entitled to overtime pay an employee must actually perform duty
in excess of 8 hours in a day or 40 hours in a week. Absence from duty
during the basic workweek, in a paid leave or other authorized pay status,
since it is considered employment, is included in computing the 8 hours in
one day or 40 hours in one week, to determine the amount of overtime
otherwise payable.

In the following example an employee has a regularly scheduled tour of
duty of 8 a.m. to 5 p.m., 8-hour day, 40-hour week, Monday through Friday.
The employee is on annual leave (paid leave) during the entire regularly
scheduled tour Monday through Thursday. However, the employee works 10
hours on Friday and 8 hours on Saturday, thus exceeding both the 8-nour day
limit and the M40-hour week limit. Note that the hours of paid leave are
counted toward the accumulation of the 40 hours in a week beyond which
overtime 1s payable. Regular hours worked, paid leave and the overtime
hours worked are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 &8 8 4o
Hours Worked & Leave Used:
Regular Hours Worked 8 8
Overtime Hours Worked 2 8 10
Annual Leave Used 8 8 8 8 32
T&A Entries:
Regular Hours 8 8 8 8 8 40
Overtime Hours 2 8 10
Annual Leave 8 8 8 8 32
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Note: Hours of paid leave are entered in the "Pay" section of the T&A
so that payment can be made to the employee and also in the "Leave" section
of the T&A in order to reduce the employee's leave accounts by the number of
hours used.

In the following example an employee has a regularly scheduled tour of
duty of 40 hours per week, 10 hours each day, Monday through Thursday. The
employee works a regularly scheduled tour Monday through Wednesday. The
employee is absent on annual leave (paid leave) the first 2 hours of the
scheduled tour on Thursday and works the remaining 8 hours. Since absence
in a paid leave status is considered employment, and since the absence was
during the first 2 hours of the duty day, it is creditable in applying the
8-hour day limit. The employee earns both regular pay, paid leave and
overtime on that day, and those hours are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 10 10 10 10 L0
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 2 8
Annual Leave Used 2 2
T&A Entries:
Regular Hours 8§ 8 8 8 32
Overtime Hours 2 2 2 2 8
Annual Leave 2 2

C. LEAVE WITHOUT PAY. Before an employee can be paid for overtime
work he/she must make up any nonpay absence from duty (AWOL, LWOP,
Suspension) that falls within the period of service upon which his/her right
to overtime pay is based (i.e., work in excess of 8 hours in a day or in
excess of 40 hours in an administrative workweek).

(1) EXCESS OF EIGHT HOURS IN A DAY. During any one workday an
employee must be in a pay status for 8 hours at the rate of pay for regular
hours before he/she can be paid at the overtime rate for work performed that
day. Thus, for a period of leave without pay on a scheduled workday, an
equal period of work outside the scheduled tour, but on the same calendar
day, must be substituted and paid at the regular rate of pay before an
employee can be paid at the overtime rate for work in excess of 8 hours in a
day (FPM SUPP 532-1, S8-Ub and FPM SUPP 990-2, Book 550, S1-3b).

In the following example an employee has a regular work schedule
of 8 hours each day, 5 days a week, Monday through Friday. The employee
works the scheduled tour Monday through Thursday. On Friday the employee is
charged leave without pay (LWOP) for the first 3 hours of the scheduled
tour. The employee works the remaining 5 hours of the regular tour on that
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day plus an additional 4 hours for a total of 9 hours of actual work
performed on that calendar day. At the end of the eighth hour worked on

Friday the employee has made up the 3 hour leave without pay absence, and
the one additional hour worked is paid at the overtime rate on the basis of
exceeding 8 hours work in one day. Regular hours, LWOP and overtime work
are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour g8 8 8 8 8 Lo
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 8 40
Overtime Hours Worked 1 1
LWOP 3 3
T&A Entries:
Regular Hours 8 8 8 8 8 40
Overtime Hours 1 1
LWOP 3 3

Note: Hours of nonpay absence from duty, unlike hours of paid
leave, are not entered in the "Pay" section of the T&A. Such hours are
entered only in the "Leave" section of the T&A for leave accounting purposes.

(2) EXCESS OF FORTY HOURS IN A WEEK. During any administrative
workweek an employee must be in a pay status for 40 hours at the rate of pay
for regular hours before he/she can be paid at the overtime rate for work
performed in the administrative workweek. Thus, for a period of leave
without pay within the basic workweek, an equal period of work performed
outside the basic workweek (but within the same administrative workweek)
must be substituted and paid at the regular rate of pay before an employee
can be paid at the overtime rate for work in excess of 40 hours in an
administrative workweek (FPM Supp. 532-1, S8-4b and FPM Supp. 990-2, Book
550, S1-3b).

In the following example an employee has a regular work schedule of 8

hours each day, 5 days a week, Monday through Friday. The employee works
the scheduled tour Monday through Wednesday and on Friday. On Thursday the
employee is absent without leave (AWOL) for 6 hours. The employee works 8
hours on Saturday, which is outside the regularly scheduled workweek but

within the same administrative workweek. At the end of the sixth hour
worked on Saturday the employee has made up the 6 hour absence without pay,

and the 2 additional hours worked are paid at the overtime rate on the basis
of exceeding 40 hours in an administrative workweek. Regular hours, AWOL
and overtime work are computed as follows.
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SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 8 8 8 8 8 40
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 2 8 6 40
Overtime Hours Worked 2 2
AWOL 6 6
T&A Entries:
Regular Hours 8 8 8 2 8 6 uQ
Overtime Hours 2 2
AWOL 6 6

Note: Hours of nonpay absence from duty, unlike hours of paid leave,
are not entered in the "Pay" section of the T&A. Such hours are entered
only in the "Leave" section of the T&A for leave accounting purposes.

11.7 ABSENCE DURING SCHEDULED OVERTIME HOURS. An employee who has a
regularly scheduled tour of duty that includes regularly scheduled overtime
hours (e.g., six 8-hour days; four 10-hour days) receives overtime pay only
when he/she actually performs work during the overtime hours, except as
follows.

A. COURT OR MILITARY LEAVE. An employee who 1s absent on court leave
or military leave receives the same pay that he/she would receive for
working the regularly scheduled tour of duty (31 Comp. Gen. 173). If the
employee 1is on court or military leave on a day he/she would otherwise
receive overtime pay, he/she will. receive overtime pay for the regularly
scheduled overtime hours.

B. OFFICIAL TRAVEL. An employee who performs official travel
receives overtime pay for travel performed during the regularly scheduled
overtime hours (5 U.S.C. 5542 (b) (2) (A)).

C. COMPENSATORY TIME. An Employee receives overtime pay for
regularly scheduled overtime hours when he/she is granted the use of earned
compensatory time during the regularly scheduled overtime hours.

In the following example an employee has a regular work schedule of 10
hours each day, 4 days a week, Monday through Thursday. The employee works
the scheduled tour Monday through Wednesday. On Thursday the employee works
8 hours and is absent on paid leave (annual) the last 2 hours of the
scheduled tour. Because paid absence from duty during a period which, if
worked would have been overtime, cannot be paid as overtime, the paid
absence is paid as regular time. An employee may be paid overtime only for
hours actually worked. Regular hours, paid leave and overtime are computed
as follows.
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SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 10 10 10 10 40
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 6
Annual Leave Used 2 2

T&A Entries:

Regular Hours 8 8 8 10 34
Overtime Hours 2 2 2 6
Annual Leave 2 2

Compare the above example to the following one, which is identical,
except that the 2 hours of paid leave on Thursday occur -during the first 2
hours of the scheduled tour instead of during the last 2 hours. Therefore,
the employee receives overtime pay for the last 2 hours .worked. Regular
hours, paid leave (annual) and overtime are computed as follows.

SUN MON TUE WED THU FRI SAT TOTAL

Regularly Scheduled Tour 10 10 10 10 4o
Hours Worked & Leave Used:
Regular Hours Worked 8 8 8 8 32
Overtime Hours Worked 2 2 2 2 8
Annual Leave Used 2 2
T&A Entries:
Regular Hours 8 8 8 8 32
Overtime Hours 2 2 2 2 8
Annual Leave 2 2

Note: An employee excused from work during scheduled overtime hours
to receive medical treatment or who is in continuation of pay (traumatic
leave) due to a job-related injury does not receive overtime pay (46 Comp.
Gen. 217 and 20 CFR 10.206 (c)). An employee who works a 10-hour day tour
and who receives overtime pay for work in excess of 8 hours in a day does
not receive overtime pay when he/she performs no work on a holiday that
falls on one of the regularly scheduled four 10-hour days (47 Comp. Gen.
358).

11.8 TIME IN TRAVEL STATUS. Time in travel status away from the official
duty station is deemed employment which is subject to overtime compensation
only when (A) it is within the employee's regularly scheduled administrative
workweek, including regular overtime work, or (B) the travel (1) involves
the performance of actual work while traveling, (2) is incident to travel
that involves the performance of work while traveling, (3) is carried out
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under such arduous and unusual conditions that the travel 1s inseparable
from work, or (4) results from an event which could not be scheduled or
controlled administratively (5 CFR 550.112(e)).

1.9 TRANSACTION CODES. Overtime pay 1is recorded on the T&A with
Transaction Code 005 (Overtime Pay~Regular), Transaction Code 015 (Overtime
Pay-w/Fringe), Transaction Code 25 (Overtime Pay w/SFT 2 Diff and
Transactions Code 035 (overtime Pay - w/SFT 3 Diff.). However, if overtime
pay is to be computed on an alternate rate of pay, the T&A entries must be
made with the appropriate transaction codes from Illustration 9 (T&A
Reporting Transaction Codes) in the back of the handbook. Refer to section
21 of the handbook for instructions on reporting alternate rates.

11.10 T&A EXAMPLES. The T&A examples that follow illustrate:

A. OVERTIME PAY REGULAR. Illustrates payment of overtime worked in
connection with a regularly scheduled full-time tour of duty by a classified
employee (Example 11~1).

B. OVERTIME PAY PART-TIME. Iilustrates payment of overtime to a
part-time employee with a regularly scheduled tour of duty {(Example 11-2).

C. OVERTIME PAY INTERMITTENT. 1Illustrates payment of overtime to an
intermittent employee who works on an irregular or as needed basis (Example

11-3).

D. OVERTIME PAY DAY RATE. Illustrates payment of overtime to a
full-time wage employee with a regularly scheduled daytime tour of duty
(Example 11-4).

E. OVERTIME PAY NIGHT RATE. lllustrates payment of overtime to a
full-time wage employee with a regularly scheduled tour of duty with a
majority of hours in the third shift (Example 11-5).

F. PERIOD OF LEAVE WITH PAY. Illustrates payment of overtime
involving a period of leave with pay (Example 11-6).

G. PERIOD OF LEAVE WITHOUT PAY. 1Illustrates payment of overtime
involving a period of leave without pay. In example 11-7 the employee must
make up a period of nonpay absence from duty to qualify for overtime pay
based on work in excess of 8 hours in a day. 1In example 11-8, the employee
must make up a period of nonpay absence from duty to qualify for overtime
pay based on work in excess of 40 hours in a week.
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H. ABSENCE DURING SCHEDULED OVERTIME HOURS. Illustrates the effect
of paid absence on overtime pay during a regularly scheduled tour of duty
that includes regularly scheduled overtime hours (e.g., six 8-hour days or
four 10-hour days). In example 11-9 the employee is on court leave during a
period in which he/she would otherwise receive overtime pay. In example
11-10 the employee is on paid leave the last 2 hours of a scheduled tour
that includes regularly scheduled cvertime. TIn example 11-11 the employee
is on paid leave the first 2 hours of a scheduled tour that includes