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Purpose

Recording Time and Attendance

The procedures for recording time and attendance for rural carriers are
described in this chapter. The elements discussed include the forms to be
usedEZO); designation codes and examples of time certificates @30); the
Fair Labor Standards Act (FLSA), including the guarantee period and
overtime@40); rural routesESO); computation of compensationEGO);
equipment maintenance allowance @70); leave types @80); and
adjustments @90).

Instructions

The instructions for recording the official time and attendance for rural
carriers at all Postal Service installations are intended to be consistent with
the applicable provisions of the collective bargaining agreement between the
Postal Service and the National Rural Letter Carriers’ Association (NRLCA).

System Integrity

The rural payroll system ensures that all employees are properly paid.
Payment is in compliance with the requirements of the FLSA. The integrity of
the system depends upon the degree to which postmasters, supervisors, and
timekeepers comply with these instructions in 511.2.

System Overview

The rural time certificates are entered into the Rural Time and Attendance
Collection System (RTACS). All time and attendance edits are performed
online as the data are entered. As the data are edited, the system displays
messages and highlights incorrect data. The facility administrator should
contact the appropriate office when clarification is needed.
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Time and Attendance

520 Forms Used
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The following chart lists timecards and supporting forms that are used for
time and attendance and for the collection of rural route data to determine the
carrier’s salary:

Timecards
Exhibit PS Form Title
520a PS Form 1314 Regular Rural Carrier Time Certificate
520b PS Form 1314-A Auxiliary Rural Carrier Time Certificate
520c PS Form 1314-F Rural Carrier FMLA Certificate

Supporting Forms

Exhibit PS Form Title
520d PS Form 4240 Rural Carrier Trip Report
520e PS Form 2240-R Rural Pay or Leave Adjustment Request
520f PS Form 4241 Rural Delivery Statistics Report
520g PS Form 4003 Official Rural Route Description
520h PS Form 4241-A Rural Route Evaluation
520i PS Form 2847 Rural Carrier Payment Authorization
520j PS Form 8127 Rural Carrier Supplemental Payment
120f PS Form 3971 Request for or Notification of Absence
1209 PS Form 1723 Assignment Order
120h PS Form 1221 Advanced Sick Leave Authorization
120i PS Form 1224 Court Leave Duty — Statement of Service
120j PS Form 3973 Military Leave Control

Handbook F-21



Rural Carrier Procedures

Exhibit 520a
PS Form 1314, Regular Rural Carrier Time Certificate
g Hame of Assgned Carmer Finance Number | Social Secunity HumBer Des/Act| RoutoNo, | FLSA | Year | PP
e s O e e (G TR T e T e T e T (T L
w Weakly Hours Sal Iion. Tue. Wed Thut Fri Crvartime Hours Hours Duty Hours D, Veh Omit Work Hours
HE
§ Haurs| 100s Hnuls| 100s Hours| 100s Hours| 1008 Hours | 100s
vl 2 |
:,' Hbul'!l 1008 | Hours. 1008 Hours. 1008 Hours: 1008 Hours | 1008 |
Weak 1 Inf tion Weak
= - ] Actual No Whale Miles Actual No [ Whaie Miles
B Hame ol Retet Gares Soc Secariyumber Woekiy Hows | ™ L EM | ® [7o6v s T oma | weskyHows | ™ | em | *M [Toev v T omi- |
-
Hnm‘ 1008 Hours | 1005
o
Q.
© Hours | 1008 Houwrs | 100s
3
-
% Hours | 100s Hourrs | 1008
=}
i
= Hours | 1005 Hmﬂl 1008
3
it Hours | 100s Hows | 100s
E This certifies that the above carrier rendered service Postmaster's Signature Date rCamnﬂ
in ypli with Postal regulati i

REGULAR RURAL CARRIER TIME CERTIFICATE

Identify all Absences with the following codes:

U - Absent W/O Leave
- Annual Leave

- Cont. of Pay

- Donated Leave

- Holiday Leave

- Holiday Work

- Holiday Work - Non-Rural Assignment
- IOD/LWOP

- Leave w/o Pay

- Limited Duty

- Military Leave

- Military LWOP

ZZMrsSW<IOO»

CARTUANO<ITXOTMO

Other Leave *

QWL/EI

QWL/EI Relief Day Taken

Relief Day Taken (Previous "R") **
Relief Day Worked (No Sub)
Relief Day Worked - Non-Rural Assignment
Sick Leave

Steward Duty

Training

Work Hours Other Than Rural
10-Day Route

11-Day Route

* When "Other Leave" is recorded, reason must be given. Explanation:

**Relief day taken for working previous "R" day. Does not apply to substitute rural carriers (Des 72), or rural carrier associates (Des 74),
or newly appointed regular rural carriers with FLSA code of "A".

PS Form 1314, August 1998 (Page 2 of 2)

PS Form 1314, Regular Rural Carrier Time Certificate, is preprinted and issued to each regular rural
carrier each pay period. Time credits and equipment maintenance information are transferred to this
document from PS Form 4240, Rural Carrier Trip Report, for both the regular rural carrier and any
replacement carriers. The certificate is then submitted to the designated site for processing.
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520

217



520 Time and Attendance
Exhibit 520b
PS Form 1314-A, Auxiliary Rural Carrier Time Certificate
g Hame of Assigned Carer I Finance Nurker Social Security Namber DewAct | Foto No FLSA | Vear | PP
@ | wi Actual Work | Training _Equipment Allowanca . _Leave - Whole Hours 2 ' N-No Service == Ximas Assist
L] Weakly Hours Days Hours Hours T hos GT Annual Sick Other | COF Sat Mon. Tus Wed, Thur Fri. Work Hours
= | |
24 | | |
o Hours | 100s Hours | 100s | | | Houes | 100s
vl 2 | |
:,' Hours | 1008 Hours. 1008 { { | Hours 1008 |
= Weook 1 Weak 2 Infor;
5| Desiact Mamne of Relief Carries Social Security Number Actual Equipment Actual nca
S Weekly Howrs [ows | Tr | Mies | GT | WeekiyHows [Hous | T [ Mies | GF
% Huws‘ 1005 Ho.us‘ 100s
LY
w0
E4 Hours | 1008 Hours | 100s
g | |
5 Hours | 100s Heurs | 100s
=3
<
< Hours | 100s Hours | 100s
=
m Hows | 1008 Hours | 100s
E ) Hours l 1005 Hours I 100%
1| This certifies that the above carrier rendered service Paostmaster’s Signature Date Carrier's
Q| i compliance with Postal regulations. s

AUXILIARY RURAL CARRIER TIME CERTIFICATE

B Equipment Maintenance Allowance

Hours - 2 digits
Trips - 1 digit
Miles - 3 digits

B Leave Hours

Each hours type = 2 digits. All leave hours are valid for Auxiliary Carriers (Des. 77 and Des. 79) only.
(COP hours valid for Des. 73-75-78-79.)

Il DACA (Days Assigned Carrier Absent) for Auxiliary Route only. Enter N (No Service) when service is
performed by relief carrier.

PS Form 1314-A, August 1998 (Page 2 of 2)

PS Form 1314-A, Auxiliary Rural Carrier Time Certificate, is preprinted each pay period for all auxiliary rural
carriers (Designation 77) and rural carrier associates (Designation 79). Substitute rural carriers (Designation
73), rural carrier relief (Designation 75), rural carrier associate (Designation 78), PTF rural carriers
(Designation 76) and temporary relief carrier (Designation 70) employees receive a preprinted card only
when time has been entered for them the previous pay period. The pay period, year and route number are
left blank on the preprinted certificates for Designations 73, 75, 76, 78, and 70 to allow the postmaster or
timekeeper to use the certificate for any pay period in which service is performed. Payroll data are
transferred to this form from PS Form 4240, Rural Carrier Trip Report, or PS Form 1234, Utility Card.
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Rural Carrier Procedures 520
Exhibit 520c
PS Form 1314-F, Rural Carrier FMLA Certificate
Name of Assigned Carrier Finance Number | Social Security Number |Des/Act| Route No. Year PP
Week 1 Week 2 Week 1 Week 2
FMLA AL Hours FMLA SL Hours
Hours | 100s | Hours | 100s Hours | 100s | Hours | 100s
FMLA LWOP Hours FMLA SL Dependent Care
Hours | 100s | Hours | 100 Hours | 100s | Hours | 100s
Non-FMLA SL Dependent Care FMLA Replacement Carrier Unavailable
HoursJ 100s | Hours I 100s Hours | 100s | Hours | 100s
FMLA COP Hours FMLA IOD/OWCP Hours
Hours | 100s | Hours | 100s Hours | 100s | Hours | 100s
Postmaster's Signature Date Carrier’s Initials
PS Form 1314-F, June 1999 Rural Carrier FMLA Certificate

PS Form 1314-F, Rural Carrier FMLA Certificate, is used to record FMLA hours. The certificate is
processed with the other rural certificates.
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520

Exhibit 520d (page 1)

PS Form 4240, Rural Carrier Trip Report
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PS Form 4240, Rural Carrier Trip Report, is the official timekeeping document for rural carriers who do not
use a time clock. On the last day of the pay period, the postmaster or designee transfers all payroll

information for the regular and replacement carriers from this document to PS Forms 1314 or 1314-A as

appropriate.

Instructions for completing this form are printed on the reverse side.

Handbook F-21
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Rural Carrier Procedures 520

Exhibit 520d (page 2)
PS Form 4240, Rural Carrier Trip Report

INSTRUCTIONS
All entries shall be in ink. Complete one copy and retain at post office.

Postmaster or Designated Supervisor shall:

* Complete all information blocks on the upper portion of the form.

Complete Columns 7-12 on a daily or weekly basis, as appropriate.

See that the carrier makes appropriate entries for each delivery trip in columns 1-6 and the REMARKS column.

Determine total actual daily workhours and minutes and, using USPS Notice 30, Conversion Table, or facsimile, convert this time
to hours and hundreths and enter the time in Columns 7-8. Entries in Columns 9-11 must also be shown in hours and hundreths.
Record the CUMULATIVE TOTALS for actual hours worked by the regular and substitute carrier for the 52-week guarantee period
(as specified in the Agreement), and not on the basis of calendar or fiscal year.

Record daily overtime for all actual time worked in excess of 12 hours a day, or 8 hours a day, whichever is appropriate (National
Agreement). Authorized overtime hours worked during prescribed Christmas period shall be identified by circling the entry

in Column 9.

Record weekly overtime for all hours and hundreths worked in excess of 56 or 40 in a week, whichever is appropriate (National
Agreement), in the open blocks in Columns 10 and 11.

Enter A/L, SIL, etc., in Column 7 when the regular carrier is on annual leave, sick leave, etc., enter hours worked each day by

the relief carrier in Column 8.

Submit amended Form 4003 if unnecessary travel can be eliminated or when otherwise required.

During the accounting period, if as sufficient number of boxes are added to or subtracted from a route to trigger a change in the
route's evaluation, adjust the carrier's compensation as required in Part 415,

When the Guarantee Period ends during an accounting period, close out the 4240 and begin a new sheel.

Carrier Shall:
* Make daily entries in Columns 1-6 and the REMARKS column.
* |f additional space is required for REMARKS, use the ADDITIONAL INFORMATION space below; precede remarks by date(s)
where appropriate.
* Record information regarding the changes (increase or decrease) in the number of boxes, stops, families, official route miles, etc.,
in the space below as the changes occur.

- L

. L]

..

Names of Post Offices Supplied by Locked Pouch
1. 4. T
2, 5. 8.
3 6. 9.

Use this information to update "DELIVERY DATA" when next Form 4240 is prepared.

Residential Business Det
B?:ﬁf (t_(;ps Box #, Street Address, Apt./Suite # and Customer's Name Other Other | Box/
Other | Curb [NDCBU| cgntra) | Other |Curb [NDCBU| gangea) | NPU

Date

Additional Information

The collection of this information is authorized by 39 USC 401, 1003, 1005, 5 USC, 8339. It will be used to reflect accurate timekeeping. As a routine use, this
i ion may be di to a Federal agency when relevant to the administration of employment benefits and programs including EEO, to an appropriate
law enforcement agency for investigation or prosecutive purposes, to a Congressional office at your request, to the OMB for review of private relief legislation,
to a labor organization as required by the NLRA, and where pertinent, in a legal proceeding to which the Postal Service is a party. Completion of this form is a
pre-condition to your employment.

PS Form 4240, Aug. 1987 (Reverse)

This side of PS Form 4240 provides instructions for completing the form.
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520 Time and Attendance

Exhibit 520e
PS Form 2240-R, Rural Pay or Leave Adjustment Request

™ UNITEDSTATES

=2 Date
P POSTAL SERVICE :

Rural Pay or Leave Adjustment Req uest [ Form 1314 Correction [ Form 1314-A Correction
Corrected Form 1314 (Attach original)

Name of Assigned Carrier

Finance Number

Social Security Number Route No.

i 1 . | i
| Actual Wkly Cays Assigned Carrier Absem Daily Training | COP |  Limited Route| GT | Miles | Xmas Assist
Work Hours | ga1. ‘Mgn Tue. [Wed. [Thur | Fri Qvertime Hours Hours| Duty Haurs Dev. | Veh. | Omit | Work Hours
1
Hours | 100s ‘ Houss | 100s | Howrs | 100s Hours | 1005 Hours | 100s
Haolrs [ 100s ‘ ‘ i Hours I 00 ‘ Hours l 10Us Hours | 100s Hours | 100s
‘ Week 1 Information Week 2 Information
. Actual Wily I No Whole Miles | Actual Wkly Mo Whole Miles
5/ 1 ¢ surity N ‘ TS| ——
DesiAct Name of Relief Carrier | Social Security Numbper | Work Hours | 75| Em EM Dev +TOmit - Work Hours Trips EM EM Dov 7| Omit -
. Hours | iy Hours | 100s ‘
~ beurs | 1308 Hours | 100s
‘ lHours | 16s | i Hours | 100s .
i : dours | s || ) r Hours | 100s \
L Hows | 1008

Corrected Form 1314+A (Attach original)

Name of Assignad Carrier

Wy Aotal Skly \ Work
Work Hours | Days |
1

Hours | 1005

Finance Number Social Security Number Des/Act| Route No. |FLSA Year PP

|
‘ L L1 |
Training Equ\ Ty \en\ A‘kwwmce Leﬂve Whole Hours N NO Service Xmas Assist
Hours Hours ‘Tr\psl Miles | GT | Annual § I 5|cklother COl ‘
Hours 1005 ] \ T r

Sat. [Mon. [Tue. [wed.[Thur.] Fri. | Work Hours

Hours 100s

J Hours | 100s

Hours | 1005 !

Week1 Information Week 2 Information
N . Actual Wkly Equipment Allowance Actual Wkly Equipment Allowance
Des/Act Name of Relief Carrier Social Security Number
\ y Wark Hours Miles | GT [ Work Hours | Hours | Trips | Miles | GT

oL LIS i Hours | 100s
| -
_ : - Hors | -m;l__[ Hours | 100s

~ Fours 100 . Hours | 100s
- . lours | 1083 Hours | 100s
Haurs | 100s _ | Hours | 100s _
Haowrs 100 Hours 100s

Remarks:

Return to: (Issuing office complete this black)

jEmployee’s Signature and Date

Adjustment Clerk’s Signature and Date

Approving Officer's Signamre and Date

PS Form 2240-R, August 1598

Use PS Form 2240-R, Rural Pay or Leave Adjustment Request, to correct an employee’s pay, leave or
deductions.
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520

Exhibit 520f
PS Form 4241, Rural Delivery Statistics Report
US Postal Service
Rur?' Pehvery Post Office, State, and ZIP + 4
Statistics Report
(Follow Instructions in Chapter 5 of Handbook PO-603)
District District ZIP Code Carrier's Name
Date of Count Finance No. Route Route Miles Regular Centralized Nggl? Parcel Vehicle
From - Through ) No. (Hundredths) Boxes Boxes Comps. | Lockers Stops
Papers, Reg. CoD
bae | ‘Sz |*leton | Magaznes | Parcels | BoxHoders | Certins. |Customs| PSEG€ | CIOGE | MarcUps | o7
and Catalogs Spec. Exp. | Due Del. '
(A) (8) (€) D) (E) (F) (6) (H) U] {4 (K)
o [ PP LR LT LR LR T T T
M.O. Letter Size Ord. Reg. & | Loading Other Pur. |Return| Auth. Daily Total Distance of Locked
Date DPS Letters | Applica- and Flats Ins. PP Cert. [inActual| Suitable |Stamp| Re- | Dismounts | Auth. Daily Dismount | Pouch
tions Coll. mg"w Accelgzted Minutes Allow Stock |ceipts | (Total) Del. (Fest) Weight
[(3) M) (N) (0) (F) Q) (R) (S) | (M (] (V) (:
o | VLD LOP DR PP L TP T TP P LT
(A){ 1 National T Special D Amenided _ | Gurrent Detour O Yes [ No |inthe event that | am eligible to elect a higher route
(B)| Families Served (F) 7 classification, | agree to use sufficient annual leave during
Detour Miles (Hundreds) | | | | the guarantee period to assure that my total actual work
N f Locked Pouch hours will not exceed 2,080 during the guarantee period.
(C)] Number of L cckéd Pouch Stogs Seasonal Route? [ Yes O No
(D)| Mail Withdrawal O Yes O No In Season? O Yes [ No |Carrier's Signature
Iimahu_?_ad IDruringO%_uunl ﬂ-dffrs. .;}?Hunqj_)_ (Subtract o) ’
LnCi me rom ce andlor Route Time as il (Hi reds)
Reparted on Form 4240) (C)] Seasonal Miles
Office Time Regular Boxes Date of Local Conference
Central Boxes
Bokie Tine ) OJEMA O OEMA O Gowt. Veh. Certified To Be Correct
(E)] Net Total Time If 30:00 Plus Carrier's Signature
| convert touReguIar OYes [OHNo
Auxiliary Office (4)| High Option OvYes 0O No
ce —
Used Route )| Leave Commitment O Yes O No Postmaster's Signature and Date
st : . Rotatin:
Waiting and Counting Time (L)| Relief Day O Yes O No '
PS Form 4241, May 1994 All Entries in Column "R" Must Be Explained on Reverse. (Discard Previous Edition)

Use PS Form 4241, Rural Delivery Statistics Report, to submit data from the national or special count to
determine the standard hours and minutes of the route. The standard hours and minutes are converted to
evaluated hours to determine the salary provided the carrier (see exhibit 554.2).

August 2005

223



520

Exhibit 5209

Time and Attendance

PS Form 4003, Official Rural Route Description

U.S. Postai Service
OFFICIAL RURAL ROUTE DESCRIPTION
Postmaster will complete this part. See instructions for completion on reverse of Part 3.

Post Office.

*New Base Hour (Standard Hour) Change Required

Adjustment ColliComp Consolidation*
Convert tc Reg Discontinued New Route*
Extension Locked Pouch Detour*
State and ZIP+4 Code Option Election Parcel Locker Seasonal Route*
Remeasured Vehicle Data Hardship®
Finance No. Route No. New Length Converted to centralized boxes onl NDCBU Parcel Option
Weekly Weekly Dismount Converted ColVComp Locker
Dismounts Distance Reg Boxes Low
Locked Pouch Weekly Weekly Dismount Regular | Centralized Base Vehicle Data Effective
No. Avg dly. wt Dismounts Distance Boxes Boxes Slops Change EMA Date
OEMA
Govt. Veh
me of Carrier pproved By Date
orm . AUQU! CoMpuUTETiz!

PS Form 4003, Official Rural Route Description, records changes to route data other than changes
resulting from a mail count. Data to be recorded on this form can include changes to boxes (centralized
and regular), stops, weekly dismounts, weekly dismount distance, lock pouch allowances, extension
(temporary route deviations for more than 30 days), remeasurements, amended counts, new routes
created, and adjustments for seasonal routes and detours.

PS Form 4003 is also used to record the conversion of regular boxes to centralized boxes, weekly
dismounts, and weekly dismount distance associated with the conversions. A change to route (other than
converted to centralized box data) must amount to 60 minutes (1 hour) to initiate a change in route
compensation. The converted centralized box data are stored in the system until a 1-hour change is
triggered. At that time, the converted centralized box data are applied to the base route data. If the net
change is less than 1 hour, no change in compensation will result. Exercise extreme caution when
submitting PS Form 4003 with a base hour change. All stored data accumulated toward the next 1-hour
change will be dropped, and in some cases the bank time must be restored.
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Rural Carrier Procedures
PS Form 4241-A, Rural Route Evaluation

Exhibit 520h
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and time credits (plus or minus) toward the next 1
225

’

Route Evaluation, to personnel on rural routes as a result of national counts, special counts, or a change

in route data initiated by the submission of PS Form 4003. In addition to the route data, the regular

carrier’s salary, equipment maintenance allowance

The Integrated Business Solutions Services Center (IBSSC) prints and issues PS Form 4241-A, Rural
hour change are identified.
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Exhibit 520i
PS Form 2847, Rural Carrier Payment Authorization

Time and Attendance

UNITED STATES . L
POSTAL SERVICE» Rural Carrier Payment Authorization
INSTRUCTIONS

1. This form MUST be completed for every Rural Carrier 4. Be sure to record the: carriers fime in minutes, includ-

Route Test, ing all ime needad to axplain the test, identify the
2. Record the date, location, route type, and route num- ma!:, f_:mp: DDH.E:- sn_d dE:? causaﬂhh;.- m".'m'fro'g e

ber of the Rural Route being tested. mail. This imformation 1S used to pay ine camier for

fime spent assisting in the test,

3. Record name of camier/carmier substitute, roster desig- . ) .

nation, and Social Security Number. 5. Both carmier and postmasier MUST sign this form.
Diater of Test (MMTIDAYY YY) Mame af Faciity ZIP + 4 Code

I [ w B
Facilily Finance Mumier Fural Roule Type Fural Roule Mumber

HJ KM A —————Pp D

| 111 | |

Maine ol Camier Raoatar Daaignalion Social Becurity Mumbsar T Assisting on Test
(i Mirrules,
I O O O I
Signature of Rural Camier Signature of Poshimastier
IIIIIII|I|IIII| |IIII|III|I|I|III|III|IIII|IIIIIII|I|
RURAL UNIT

US POSTAL SERVICE
2825 LONE DAK PRY
EAGAN MM 55121-9635

PS Form 2847, September 1998

PS Form 2847, Rural Carrier Payment Authorization, is used only when a carrier is involved in a Rural Carrier Route
Test conducted in support of the Office of Revenue and Cost Systems.

226
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Exhibit 520j

PS Form 8127, Rural Carrier Supplemental Payment

520

UNITED STATES
POSTAL SERVICE

Rural Carrier Supplemental Payment

Local Postmastes

Bloek_)

m ot B W

processad,

District

Instructions

1. Complate this form for & Regular Rural Carrier (Dessgnation 71) serving a ragular route. (Replacement carrier's
tirre st be recorded an Form 1214-4, Auxiliary Rural Carrigr Tirme Cerlificate.)

Incicate the pay parod, vear, and wesak.
The carrier, posimaster, and District MUST sgn this form.

2 Record the carrier's name, Social Security number, and financa number. (Issuing office must complele relum fo

Record the date and the me in minutas. (Do not enter any hours on fonm.)

Record reason for payment in justification. If no reason is given, or the form is incomplelz, it will be relumed, un-

7. Submit form to District for approval by Operations Program Suppor.

Canfirm proper complation and suitability for payment, then completa signature block bealow.

Carier Mame [Las!, Sesf, midaie molal)

Social Seounty Numbar Finarioe Mumber

Date of Service

Time in Minulas

{e.g. Record 1.58 hours s 95 minutas. }

Pay Periodiear

Weak

Pay period processed:

Initials: ______

Justification

Rmtarn 1o fisswing offfce masl compisfa)

Employes's Signature and Cate

Prstmaster's Signature and Clabe

District Approval - Operalions Progam Suppart and Dale

PS Form 12T, July 1854

PS Form 8127, Rural Carrier Supplemental Payment, was designed to fulfill the requirements in article
9.2.N of the agreement with the National Rural Letter Carriers’ Association. Article 9.2.N requires carriers
to be paid for viewing training films, slides, or other training presentations not incidental to normal daily
rural carrier performance. This training includes events such as the annual Combined Federal Campaign
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530 Time and Attendance

talk, the annual Savings Bond Drive film, and special project films, or other training during the year for
which time may not have been included in the route evaluation.

PS Form 8127 has been authorized for the one-time payment for fulfilling the Carrier Label Address
Sequence System (CLASS), for the Postal Service employee survey, and for conducting the
undeliverable-as-addressed bulk business mail survey. This form is also used to report the completion of
work associated with the Federal Home Loan Bank Board survey, Consumer Service Index (CSlI) talks,
and automation and Corporate Automation Plan talks or meetings that local management requires rural
carriers to attend.

Although no exact definition exists, functions that are proper for supplemental payment should meet the
following criteria:

a.  An action or task that is not directly related to normal daily work
functions (casing and delivering the mail).

b.  An action or task that does not occur on a daily or weekly basis.

C. An action or task for which no time has been allotted in the rural route
standards.

530 Designation Codes and Time Certificates

531 Designation Codes

The following payroll designation codes (with the exception of Designation
99) are used on all PS Forms 50, Notification of Personnel Action, and on all
payroll documents to identify employment status of an individual rural carrier.

Des/Act Title
Code

70-0 Temporary Relief Carrier (359 day appointment)

70-1 Temporary Relief Carrier (359 day appointment, not to exceed 180 days
worked in a calendar year)

71-0 Regular rural carrier

72-0 Substitute rural carrier serving a vacant route, or serving the route in the
absence of the regular carrier in excess of 90 calendar days

73-0 Substitute rural carrier

74 -0 Rural carrier associate serving vacant route, or serving the route in the
absence of the regular carrier in excess of 90 calendar days

75-0 Rural carrier relief

76-0 Part-time flexible

77-0 Auxiliary rural carrier

78-0 Rural carrier associate

79-0 Rural carrier associate assigned to an auxiliary route in excess of 90
calendar days

99-0 City employee serving as emergency replacement carrier (due

equipment maintenance allowance only)
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531.11

531.12

Exhibit 531.12a

531.12

Temporary Relief Carrier

Designation/Activity Code 70 -0

This is a nonbargaining employee who provides service on a regular or
auxiliary route. His or her appointment may not exceed 359 days. The
employee must have at least a 6-day break in service before he or she can
be appointed to another 359 days.

Designation/Activity Code 70 - 1

These employees are hired from the annuitant ranks, and the appointment
may not exceed 359 days. The employee is limited to 180 workdays within
each calendar year. When the employee reaches his or her 180 workday
limit, process SF 50, Notification of Personnel Action, to terminate
employment. The employee may be rehired at the beginning of the next
calendar year (pay period 01-XX) to begin another 359-day appointment with
a limit of 180 workdays.

When completing PS Form 1314-A for temporary relief carrier (TRC)
annuitants who work auxiliary assistance on a route, the office must indicate
the number of days to be counted toward the 180 days worked. If the carrier
works on a regular route HO01 on Monday and performs auxiliary assistance
for route JOO6 for 2 hours on Monday, you must indicate on PS Form 1314-A
that “0” days is added toward the 180 days worked. The day was captured on
the regular route and should not be counted as another day worked because
the work was performed on the same day (see exhibits 531.12a and b).

The earnings statement (PS Form 1223) will reflect the number of days
worked to assist the carrier in keeping track of days for that calendar year.

PS Form 1314, Regular Rural Carrier Time Certificate

WILSON A 24-0145 | E  345-64-9382 { 7 ‘10| HOO‘]} B 03,02
Mama of Assigned Carrler Financa Number|  Social Securit b es/Act] Rt Wo. [FiSa PR_]
2 ™ Actual ays Asiigned Carriss Absaft {codas gh raverga Delly Trainlog cor Limited Ralief Rte 6T Hilas |XMAS ASSIST
= 3k Hrs | sat. 1 Men, | tue. | wed. | thur. | Fri. | Overtima Hours Hrs Dty Hrs Hours Day vah | omit | wORK HOURS
L.
&1 Y
H] > 3”?#6‘)“5 H by | doss | s | gons bs | aegs ] ey |otows [T
-
g wi ol Hea | 1na s | 10w wrs | 1oas | ey 2 wy |
4 Waek | Informatien Week 2 Information
a 043 Des/act Name of Ss N Actus) Ha Whole Niles Actusl No Mnale Niles
@ Ralisf Carriec [T R = ] ST ATy L ] e I T
= e Q
- To-1 'mur\{;\u;\ 3 oS- T8 vy | e, 28121]
=
s
~
~ —— ws | 100 wi | um
=1
- A ——
| 2 1 e x| dey
2
L)
— Hes I BFTTY Hcs | Adfs
[ ]
-
o wa | 1o ws | 1
b d
a
|
This certiflas that the mbove carrisr randared servics [Portasster's Signaturs = — DJnitlLl A PP Laf
in compllance witn Postel ragulations instiat
REGULAR RURAL CARRIER TIHE CERTIFICATE
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Time and Attendance

PS Form 1314-A, Auxiliary Rural Carrier Time Certificate

|

3 24-D145 o1 -S6-7891[T0-1 |Toole| P lo3lo2,
N\ Negne of Assigned Carier Fingnee Numbag Sorial Seurity Number BtLNo [Flsa}l w_ [ PP
wk| Actual iy Awork Training Equicment Allpwance | Leave-Wholg Hours, N Nu ervice. Xmas Assist
wivk Hours | Oays | Howrs trs_ [ Tr[Miles [CT TAnwial Sick [Qtger | COP Denate Ml Lv [ Sat_| Mon | Tue | Wed [ Thur [ e | Work Haurs
| 1] we mnq ws |10 L trs | 1005
2 {0 fs l wns O us | 100s l Hrs {100
002 Weet y informotion Aask 2 inl
Name of SSN Actual quip_Allow Actual i, Allov
Des Felief Carner Wity Hrs [Hrs [Tr | Miles |GT | Wkly Hrs | Hre | Tr [ Miles [GT
Hrs | 19¢s Hrs_| 100s
Hrs | 100s Hrs | 100s
Hrs | 100 Hes | 1005
Hrs | 100s Hrs | 008
1 trs | 1005 ties | 1008
|7 | Hrs | 100s Hes [ 1008
This certifies that the above rarrier rendered service Postmarter's Signatura Dats Carries
in compiiance with Postal regulations iritich
AUXILIARY RURAL CARRIER TIME CERTIFICATE PS Form 1314-A, Nov 2001 U.S. Postal Service EDM-7633
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531.2

531.3

531.31

531.32

Regular Rural Carrier (Career) - Designation 71

The regular rural carrier (career) is the only full-time regular rural employee
entitled to benefits such as retirement, leave, and life insurance. Regular rural
carriers serve on routes with pay route types H, J, K, and M.

Substitute Rural Carrier

Designation 72

A substitute rural carrier (Designation 73) can be appointed via SF 50 to
serve full time on a vacant regular route or in the absence of a regular carrier
for more than 90 days. The substitute rural carrier earns annual and sick
leave on the assigned route only and is compensated for the balance of his
or her annual leave upon return to the Designation 73 position. Sick leave is
handled in accordance with Employee and Labor Relations Manual (ELM)
513.712. Designation 72 employees have FICA deductions withheld and earn
step increases (seqj81.2 for additional information).

A substitute rural carrier (Designation 72) may work as a substitute
(Designation 73) on a regular rural route other than the assigned route.
However, the substitute rural carrier (Designation 72) may not work on an
auxiliary route or provide auxiliary assistance on a regular route.

Work performed as a Designation 73 must be recorded on the assigned
regular carrier’s PS Form 1314. Leave Without Pay (LWOP) must be charged
to the assigned route.

Designation 73

Entered on duty date must be before July 21, 1981. Designation 73
employees have bidding privileges on regular rural carrier positions, have
FICA deductions, and earn step increases, but do not earn leave.
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531.4

5315

531.6

531.7

531.71

531.72

531.72

Rural Carrier Relief - Designation 75

Entered on duty date must be on or after July 21, 1981. Employees hired
between July 21, 1981, and November 12, 1986, are without time limitation.
After November 12, 1986, employees not hired from a competitive register of
eligibles as a result of an open competitive examination have a limited time
appointment. Designation 75 employees are not entitled to step increases,
leave, or cost of living allowance (COLA), nor are they eligible for life
insurance, Civil Service Retirement System (CSRS), or Federal Employees
Retirement System (FERS).

Part-Time Flexible Carrier - Designation 76

This is a career employee and the entered on duty date must be on or after
September 9, 2000. All qualified substitute rural carriers and rural carrier
associates (RCAs) that have completed their probationary period are eligible
to bid on PTF assignments. PTFs are only assigned to K routes. Designation
76 employees have bidding privileges on regular rural carrier positions, have
FICA deductions, earn step increases, and leave.

Auxiliary Rural Carrier - Designation 77

Entered on duty date must be before July 21, 1981. An auxiliary rural carrier
may perform service on an auxiliary route only. Designation 77 employees
earn step increases and leave, and have FICA deductions. When the
auxiliary route is converted to a regular route or is consolidated with another
route, the auxiliary rural carrier (Designation 77) should be terminated. Any
auxiliary rural carrier that becomes a multi-employee Designation 77/78 will
be hired at the current RCA hourly rate.

Rural Carrier Associate

Designation 78

Entered on duty date must be on or after April 11, 1987. Designation 78
employees have bidding privileges on regular rural carrier positions under the
USPS/NRLCA national agreement, Article 12, section 3B. Rural carrier
associates (RCA) are not entitled to step increases, leave, or COLA. In
addition, they are not eligible for life insurance, CSRS, or FERS.

Designation 74

An RCA (Designation 78) can be appointed via SF 50 to serve full time on a
vacant route or in the absence of the regular carrier for more than 90 days.
Effective January 21, 1988, Designation 74 employees began earning annual
and sick leave on their assigned routes only and will be compensated for the
annual leave balance on return to their Designation 78 position. Sick leave is
handled in accordance with ELM 513.712. Designation 74 employees have
FICA deductions withheld, do not earn step increases, and are not entitled to
COLA.

A Designation 74 employee may work as a replacement carrier on a regular
route and on an auxiliary route. Leave will be earned at a maximum of 4
hours per pay period only on the route assigned as a Designation 74.
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531.8

531.9

531.91

531.92

Time and Attendance

Work performed on a regular route as a Designation 78 must be recorded on
the assigned regular carrier’'s PS Form 1314, Regular Rural Carrier Time
Certificate. LWOP must be charged to the assigned route. All work performed
on an auxiliary route must be recorded on PS Form 1314-A, Auxiliary Rural
Carrier Time Certificate.

Designation 79

An RCA (Designation 78) can be appointed, via SF 50, after being assigned
to the auxiliary route for more than 90 calendar days. Leave is earned only on
the assigned auxiliary route. The carrier is in leave category 4, earning 1 hour
of sick leave and annual leave for every 20 hours worked on the assigned
auxiliary route.

Miscellaneous

Multipositions

Appointments to the position of substitute rural carrier (Designation 73) or
auxiliary rural carrier (Designation 77) were made on or before July 21, 1981.
All rural appointments after this date are restricted to regular rural carrier
(Designation 71), rural carrier relief (Designation 75), or rural carrier
associate (Designations 78, 79, or 74).

When an employee’s current designation is 73, a Designation 77 may be
added, creating a dual Designation 77/73. However, when an employee’s
current designation is 77, a Designation 73 cannot be added.

Under the conditions of the Memorandum of Understanding between the
Postal Service and the NRLCA, certain auxiliary rural carriers (Designation
77) may also be established as rural carrier associates (Designation 78).
These employees will be compensated at their attained step of the
Designation 77 position and earn leave for providing service on auxiliary
routes only. All other service is compensated as a rural carrier associate
(Designation 78).

Rural carrier associates (Designation 78) assigned to an auxiliary route will
be in a multi Designation 79/78.

Dual Employees

Dual employees are those employees appointed to positions as Designations
3X, 4X, or 6X (city), and 7X (rural), where X = any number. An example
would be 41/73. This is a city part-time flexible clerk and a rural substitute
carrier. New appointments to substitute rural carrier (Designation 73) or
auxiliary rural carrier (Designation 77) have been discontinued since
implementation of the 1981 Postal Service/NRLCA agreement. Therefore,
only current Designations 73 and/or 77 are permitted additional appointments
of 3X, 4X, or 6X.

Designation/Act 75 - 0, 78 - 0, and 70 - 0 employees may have a dual
appointment as a 58 (postmaster relief) or 6X (city).

All service as a Designation 3X, 4X, 58 (postmaster relief), or 6X must be
recorded on PS Form 1230-A, Time Card - Week 1, or PS Form 1230-B,
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531.93

532

532

Time Card - Week 2. All service as a Designation 7X must be recorded on PS
Form 1314-A, Auxiliary Rural Carrier Time Certificate, or as the replacement
carrier on PS Form 1314, Regular Rural Carrier Time Certificate.

When the combined weekly workhours are greater than 40, all hour credits
and remuneration are combined, and a FLSA overtime calculation is
generated. The FLSA overtime payment due (if any) is made the following
pay period, and a message is printed on the employee’s earnings statement.
The FLSA calculation formula is provided in Handbook F-18, Payroll Journal
Guide.

Nonrural Postal Employee

Designation 99 employees do not require a SF 50. Designation 99 is used by
the payroll system when making payment for Equipment Maintenance
Allowance (EMA) to employees other than rural carriers. Therefore, no
employees are carried on the rolls as Designation 99. The workhours of
postal employees other than rural carriers are reported on PS Forms 1230.

Time Certificates

When transcribing data onto PS Form 1314, Regular Rural Carrier Time
Certificate, and PS Form 1314-A, Auxiliary Rural Carrier Time Certificate, all
fields used must be zero-filled. For example, when recording 8% hours in a
4-digit field such as Actual Weekly Work Hours, enter it as 0850; when
recording 3 miles in a 3-digit field such as Miles Omitted, enter it as 003.
Exhibit 532a and 532b use Xs to show the size of each field on PS Forms
1314 and 1314-A, respectively, and then show how the forms look with actual
data entered.
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Exhibit 532a
PS Form 1314, Regular Rural Carrier Time Certificate
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In the top form, the Xs show the size of each field on the form; the bottom form shows actual data
entered.
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Exhibit 532b
PS Form 1314-A, Auxiliary Rural Carrier Time Certificate
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In the top form, the Xs show the size of each field on the form; the bottom form shows actual data
entered.
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Days Assigned Carrier Absent Codes

PS Form 1314

A — Annual Leave

B — Holiday Work — Nonrural

C — Continuation of Pay

D — Donated Leave

E — Limited Duty

F — QWLI/EI

G — QWL/EI X Day

H — Holiday Leave

J — 11-Day Route

K — 10-Day Route

L — Leave without Pay

M — Military Leave

N — Military LWOP

O — Other Leave

P — Work Hours other than rural

R — Relief Day Worked (No relief available)

S — Sick Leave

T — Training

U — AWOL (Absent without leave)

V — Holiday Work

W — IOD/LWOP

X — Relief Day Taken (Worked an “R” or “3" day)
Y — Relief Day Worked on non rural assignment
Z — Steward Duty

2 — HQ Authorized Administrative Leave

3 — Carrier works relief day — paid additonal 50%
4 — Day of Reflection

5 — Carrier works relief day — paid additional 150%
6 — Court Leave

PS Form 1314-A

2 — HQ Authorized Administrative Leave

H — Holiday

N — No Service

Handbook F-21



Rural Carrier Procedures

541.2

540 Fair Labor Standards Act

August 2005

541 Application

Sections 7(a) and 7(b)(2) of the Fair Labor Standards Act (FLSA) apply to
rural carrier compensation.

541.1

541.2

Compensation Under FLSA, Section 7(a)

The following employees are compensated in accordance with FLSA,
section 7(a):

a.

Regular rural carriers assigned to evaluated routes having less than 35
hours of required service per week or mileage routes having less than
31 paid miles per week.

Employees appointed as regular rural carriers to routes covered under
7(b)(2) after the beginning of the guarantee period who do not agree in
writing to terminate the guarantee agreement at the end of the
guarantee period. At the beginning of the next guarantee period, the
carrier shall be compensated under the provisions of section 7(b)(2) of
the Fair Labor Standards Act.

Substitute rural carriers (Designation 72) serving a vacant route or
route where the regular carrier is on extended leave, who do not agree
in writing to terminate the guarantee agreement at the end of the
guarantee period.

Substitute rural carriers (Designation 73), relief rural carriers
(Designation 75), rural carrier associates (Designations 74 and 78),
part time flexble (Designation 76) auxiliary rural carriers

(Designation 77), rural carrier associates assigned to an auxiliary route
(Designation 79), and temporary replacement carriers (Designation 70).

A regular rural carrier compensated pursuant to FLSA section 7(b)(2)
who actually works more than 2,240 hours within the guarantee period.

Compensation Under FLSA, Section 7(b)(2)

The following employees are compensated in accordance with FLSA,
section 7(b)(2):

a.

Regular rural carriers assigned to evaluated routes having 35 or more
standard hours or mileage routes having 31 or more paid miles per
week.

Substitute rural carriers (Designation 72) serving a vacant route or
route where the regular carrier is on extended leave. The substitute
must be assigned to a route that qualifies for compensation under
section 7(b)(2) of the FLSA and must agree in writing to terminate the
guarantee agreement at the end of the guarantee period.

An employee appointed as a regular rural carrier during the guarantee
period, as set forth in paragraph (a), and who agrees in writing at the
time of appointment to terminate the guarantee agreement on the last
day of the guarantee period.
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s42 Guarantee — Evaluated Compensation Schedule

543

Regular rural carriers receiving evaluated compensation receive a
guaranteed annual wage for 2,080 hours of actual work. The following rules
apply to Guarantee — Evaluated Compensation Schedule:

a.

The guaranteed salary for the respective routes is the annual salary,
attained step, in effect at the beginning of the guarantee period. The
period continues for 52 consecutive weeks beginning and ending with
pay periods. This salary must not be for less than 35 hours and cannot
exceed the salary for 40 hours. The guarantee of compensation differs
for each route evaluation between 35 and 40 hours.

The salary cannot be reduced below the guaranteed salary set forth at
the beginning of the guarantee period. The employee’s step is locked
and step increases earned after the guarantee salary does not affect
the guaranteed salary. The salary may be adjusted upward, except that
any compensation paid above 40 hours is not considered guaranteed
annual wages. Adjustments in compensation may be made upward or
downward, between 40- and 48-hour levels, without affecting the
annual guarantee. However, the salary cannot be reduced below the
40-hour compensation level during the guarantee period.

Guarantee — Nonevaluated Compensation —
Mileage Schedule

Regular rural carriers receiving nonevaluated compensation receive a
guaranteed annual wage for 2,080 hours of actual work. The following rules
apply to Guarantee — Nonevaluated Compensation:

a.

The guaranteed salary for the respective routes is the annual salary,
attained step, in effect at the beginning of the guarantee period. The
period continues for 52 consecutive weeks beginning and ending with
pay periods. This salary must not be for less than 31 miles and cannot
exceed the salary for 42 miles. The guarantee of compensation differs
for each route length between 31 and 42 miles.

The salary cannot be reduced below the guaranteed salary set forth at
the beginning of the guarantee period. It may be adjusted upward,
except that any compensation paid above the 42-mile level is not
considered guaranteed annual wages. Adjustments in compensation
may be made upward or downward without affecting the annual
guarantee. However, the salary cannot be reduced below that of a
42-mile route during the guarantee period. Most carriers would qualify
for salary protection above the 42-mile level unless the carrier failed to
sign an agreement to use sufficient annual leave earned during the
guarantee period to ensure that the actual workhours will not exceed
2,080. In this situation, the saved salary for the rural carrier is limited to
the salary guarantee.
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545.1

545.2

545.2

Maximum Actual Workhours

During the guarantee period, the assigned regular carrier receives
compensation based on the route evaluation (evaluated or mileage rate, as
appropriate) for all hours actually worked through 2,080.

For all hours actually worked over 2,080 to 2,240, the assigned carrier will be
compensated at the FLSA overtime rate. Leave will continue to be paid at the
daily evaluated rate. If the rural carrier exceeds 2,240 hours of actual work,
section 7(b)(2) is void, and the carrier will receive pay in accordance with
section 7(a), which requires overtime to be paid for all workhours in excess of
8 hours per day or 40 hours per week, less any bona fide overtime already
paid during the guarantee period.

To recompute the pay, notify the Eagan Accounting Service Center (ASC)
that the carrier went over 2,240 hours in the guarantee year.

Bona Fide Overtime

Definition

Bona fide overtime is not subject to additional pay if the carrier exceeds
2,240 hours of actual work during the guarantee period. Overtime
compensation is paid to rural carriers covered under FLSA section 7(b)(2) for
hours actually worked in excess of:

a. 12 hours per day.
b. 56 hours per week.
C. 2,080 hours in the 52 consecutive week guarantee period.

Recording Overtime in Excess of 12 Hours a Day

Any hours over 12 a day must be listed under the Daily Overtime block for
that particular week (see exhibit 545a). Exhibit 545b is an example of a PS
Form 1314 reflecting that the carrier worked the relief day the first week. It
also shows the hours for the first week.

Exhibit 545a

Recording Daily Overtime

Days of the Week Worked Hours
Saturday 12.12

Monday Relief day taken
Tuesday 12.05
Wednesday 10.80

Thursday 10.52

Friday 10.45

Total hours 55.94
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Exhibit 545b
PS Form 1314, Regular Rural Carrier Time Certificate
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REGULAR RURAL CARRIER TIME CERTIFICATE

For Saturday and Tuesday, the carrier is entitled to overtime. PS Form 1314 must be completed with a 17
in the hundredths section of the Daily Overtime block for the first week. A comparison is made between
Actual Weekly Work Hours (over 56) and Daily Overtime (over 12 in a day). Payment is made on the
greater of the two.
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546

546.1

Payment of FLSA Overtime Compensation

Overtime compensation is payable at 150 percent of the carrier’s regular rate
of pay. The regular rate is the total amount of compensation earned, divided
by the total hours actually worked since the beginning of the guarantee
period (FLSA overtime).

Note: Previous overtime and leave hours as well as compensation for
these hours are excluded from this computation.

FLSA Codes

Purpose

FLSA codes are used to determine payroll calculations for rural carriers. In
most cases, this code is automatically determined and included on the
preprinted PS Form 1314. Code B is the only code used to identify coverage
under section 7(b)(2) of FLSA. All other codes (A, N, L, and P) identify
coverage under section 7(a) of FLSA (see exhibit 546).
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546.2

546.21

546.22

546.23

546.24

546.25

546.26

Time and Attendance

Types of Codes
FLSA Code B

FLSA code B applies to newly appointed regular rural carriers (Designation
71) and substitute rural carriers (Designation 72) who agree in writing to
terminate the guarantee agreement at the end of the guarantee period. In
addition, this code applies to all regular rural carriers (Designation 71) who
were on the rolls at the beginning of the guarantee period assigned to rural
carrier schedule(RCS) (mileage) routes having 31 or more paid miles or to
evaluated routes having 35 or more standard hours.

Designation 72 FLSA Code B

A substitute rural carrier (Designation 72) is compensated on the RCS
(mileage) or evaluated schedule, whichever is appropriate. The carrier must
agree in writing to terminate the guarantee agreement on the last day of the
guarantee period, upon the filling of the vacancy, or upon the return of the
regular rural carrier to the route, whichever occurs first. This signed
document is irrevocable; if the substitute is still assigned to such a route at
the end of a guarantee period, the agreement to terminate is renewed
automatically. These carriers will be compensated under FLSA

section 7(b)(2).

FLSA Code A

FLSA code A applies to newly appointed regular and substitute rural carriers
(Designation 72) appointed after the beginning of the guarantee period to a
route having 35 or more standard hours per week who do not agree in writing
to terminate the guarantee at the end of the guarantee period. The regular
rural carrier will automatically be converted to FLSA code B at the beginning
of the next guarantee period.

Designation 72 FLSA Code A

When the substitute carrier (Designation 72) does not agree in writing to
terminate the guarantee agreement on the last day of the guarantee period,
the carrier will be compensated under section 7(a) of FLSA. The substitute
carrier (Designation 72) is provided the opportunity to sign the agreement at
the beginning of each guarantee period.

FLSA Code N

FLSA code N applies to regular rural carriers (Designation 71) only, assigned
to routes having less than 35 standard hours per week, or RCS (mileage)
routes having less than 31 paid miles per week.

FLSA Code L

FLSA code L applies to substitute rural carriers (Designation 72) assigned to
routes where the assigned regular carrier (Designation 71) on the route has a
FLSA code N (less than 35 standard hours or 31 paid miles). This code also
applies to all substitute (Designation 73) and part-time flexible

(Designation 76) rural carriers performing service on all types of regular rural
routes.
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546.27

552

FLSA Code P

FLSA code P applies to auxiliary rural carriers (Designation 77), part-time
flexible rural carriers (Designation 76), substitute rural carriers (Designation
73), rural carrier reliefs (Designation 75), rural carrier associates
(Designations 74, 78, and 79), and temporary replacement carriers
(Designation 70 - 0).

550 Route Types

August 2005

551

551.1

551.2

551.3

551.4

552

Rural route types (classifications) are determined by the route evaluation as
developed from the national mail count or interim adjustment.

Regular Rural Routes

M — Mileage (Rate Schedule Code - RSC) Route

The regular carrier’s salary is based upon 12 days per pay period, 312 days
per year, or 2,496 hours per year. Mileage routes were established when the
compensation for the route miles on the mileage chart was greater than the
evaluated hours method of compensation. However, mileage routes can no
longer be established. When they become vacant, they are automatically
converted and posted under the evaluated hours method.

H — Evaluated Hour Route

The regular carrier’s salary is based on 12 days per pay period, 312 days per
year, or 2,496 hours per year. Evaluated pay hours on an H type route may
vary from 12 to 46 hours per week.

J — Evaluated Hour Route

The regular carrier’s salary is based on 5 days during 1 week and 6 days the
other week, for a total of 11 days per pay period, 286 days a year, or 2,288
hours per year. One relief day per pay period is authorized. Evaluated pay
hours vary from 41 to 46 hours per week.

K — Evaluated Hour Route

The regular carrier’s salary is based upon 5 days each week, 260 days per
year, or 2,080 hours per year. One relief day is authorized each week.
Evaluated pay hours vary from 40 to 48 hours per week.

Auxiliary Route

An auxiliary route has insufficient evaluated hours to become a regular route,
usually less than 39 evaluated hours. A rural carrier associate

(Designation 79) or auxiliary carrier (Designation 77) is assigned to this type
of route.
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553

554

554.1

554.2

Time and Attendance

L Route Classification

L routes have a density of 12 or more boxes per mile. Effective with the 1981
National Agreement, any route type H, J, K, M, or A that meets this criterion,
as determined by the 1980 mail count or any future mail count will be
converted to an L route. The L classification on a mileage route does not
affect the compensation provided the carriers on those routes. An L route
may convert back if the density falls below 12 boxes per mile as indicated by
an official national or special mail count.

Route Classifications/Option

Determining Classification

Route classification is based on the standard hours and minutes of the route.
When the standard hours and minutes are 44:11 or higher, but less than
52:54, the rural carrier has the opportunity to choose high or low option. If
high option is elected, the carrier must work an additional day in the pay
period. For example, if the standard hours and minutes of a route are 46:42,
the carrier can elect to work 11 days (low option) or 12 days (high option) in
the pay period. Any rural carrier whose route may be classified in more than
one evaluated classification may elect the higher route classification if the
following requirements are met:

a. It must be demonstrated that the rural carrier’s actual workhours will not
exceed 2,080 during the guarantee period. Such determination should
be based on, but not be limited to, the rural carrier’s performance
during the previous year.

b. The rural carrier agrees in writing to use sufficient annual leave to
assure that the total actual hours worked will not exceed the 2,080
annual guarantee.

C. The rural carrier must be in a 6 or 8-hour (20- or 26-day) leave
category.

Comparison

This comparison applies only to routes that are eligible to be a mileage route.
In those instances when the standard hours and minutes of a route fall into a
high/low option category, the RSC (mileage) salary is compared to the
evaluated hour salary to determine the proper option, if any. The basic salary
(salary without COLA) is used for comparison purposes. The following
example illustrates the steps in making a comparison:

Example:

a. If the evaluated hours and minutes are 48:08 and the pay miles are
111, the evaluated hours of 48:08 fall between 47:28 and 48:32 on the
Classification Chart (see Exhibit 554).

47.28 ..... 48.32 RCS More than 44 hrs. HD J-44 H-46
Less than 44 hrs. HD K-40 J-44
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554.2

To determine the proper option, the salary for 44 evaluated hours
(appropriate evaluated schedule) is compared with the salary for 111

pay miles (appropriate RCS - mileage schedule) at the employee’s
attained step.

44 evaluated hrs. Step 12 = $49,113 (basic salary)
111 pay miles Step 12 = $45,114 (basic salary)

Since RCS pays less than 44 evaluated hours, the low option is K-40
and the high option is J-44. If RCS paid more than 44 evaluated hours
($49,113), the options would be J-44, low, and H-46, high.
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554.2

Exhibit 554a (p. 1)

Classification Chart

Time and Attendance

Evaluated Hours and Minutes (Reported on

From To PS Form 4241-A, Rural Route Evaluation) Pay Option
00:01 24:29 RCS
24:30 25:29 RCS More than 25 hrs. HD RCS
Less than 25 hrs. HD H-25
25:30 26:29 RCS More than 26 hrs. HD RCS
Less than 26 hrs. HD H-26
26:30 27:29 RCS More than 27 hrs. HD RCS
Less than 27 hrs. HD H-27
27:30 28:29 RCS More than 28 hrs. HD RCS
Less than 28 hrs. HD H-28
28:30 29:29 RCS More than 29 hrs. HD RCS
Less than 29 hrs. HD H-29
29:30 30:29 RCS More than 30 hrs. HD RCS
Less than 30 hrs. HD H-30
30:30 31:29 RCS More than 31 hrs. HD RCS
Less than 31 hrs. HD H-31
31:30 32:29 RCS More than 32 hrs. HD RCS
Less than 32 hrs. HD H-32
32:30 33:29 RCS More than 33 hrs. HD RCS
Less than 33 hrs. HD H-33
33:30 34:29 RCS More than 34 hrs. HD RCS
Less than 34 hrs. HD H-34
34:30 35:29 RCS More than 35 hrs. HD RCS
Less than 35 hrs. HD H-35
35:30 36:29 RCS More than 36 hrs. HD RCS
Less than 36 hrs. HD H-36
36:30 37:29 RCS More than 37 hrs. HD RCS
Less than 37 hrs. HD H-37
37:30 38:29 RCS More than 38 hrs. HD RCS
Less than 38 hrs. HD H-38
38:30 39:29 RCS More than 39 hrs. HD RCS
Less than 39 hrs. HD H-39
39:30 40:29 RCS More than 40 hrs. HD RCS
Less than 40 hrs. HD H-40
40:30 41:29 RCS More than 41 hrs. HD RCS
Less than 41 hrs. HD H-41
41:30 42:29 RCS More than 42 hrs. HD RCS
Less than 42 hrs. HD H-42
42:30 43:29 RCS More than 43 hrs. HD RCS
Less than 43 hrs. HD H-43
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Exhibit 554a (p. 2)
Classification Chart
Evaluated Hours and Minutes (Reported on
From To PS Form 4241-A, Rural Route Evaluation) Pay Option
43:30 44:10 RCS More than 44 hrs. HD RCS
Less than 44 hrs. HD H-44
44:11 44:29 RCS More than 44 hrs. HD RCS
Less than 44 hrs. HD J-41 H-44
44:30 45:15 RCS More than 45 hrs. HD RCS
Less than 45 hrs. HD J-41 H-45
45:16 45:29 RCS More than 45 hrs. HD RCS
Less than 45 hrs. HD J-42 H-45
45:30 46:21 RCS More than 46 hrs. HD RCS
Less than 46 hrs. HD J-42 H-46
46:22 46:29 RCS More than 46 hrs. HD RCS
Less than 46 hrs. HD J-43 H-46
46:30 47:23 RCS More than 43 hrs. HD J-43 H-46
Less than 43 hrs. HD J-43
47:24 47:27 RCS More than 43 hrs. HD J-43 H-46
Less than 43 hrs. HD K-40 J-43
47:28 48:32 RCS More than 44 hrs. HD J-44 H-46
Less than 44 hrs. HD K-40 J-44
48:33 48:35 K-40 J-45
48:36 49:37 K-41 J-45
49:38 A9:47 K-41 J-46
49:48 50143 K-42 J-46
50:44 50:59 RCS More than 42 hrs. HD K-42 J-46
Less than 42 hrs. HD K-42
51:00 52:11 RCS More than 43 hrs. HD K-43 J-46
Less than 43 hrs. HD K-43
52:12 52:54 RCS More than 44 hrs. HD K-44 J-46
Less than 44 hrs. HD K-44
52:55 B3:123 e K-44
53:24 54:35 K-45
54:36 5547 K-46
55:48 56:59 K-47
57:00 OVER e K-48
Comparison to mileage salary is made when a route has not been vacant after PP 26-78.
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554.3 Time and Attendance
Exhibit 554b
Auxilary Classification Chart
From To Evaluated Hours From To Evaluated
11:30 12:29 12 34:30 35:29 35
12:30 13:29 13 35:30 36:29 36
13:30 14:29 14 36:30 37:29 37
14:30 15:29 15 37:30 38:29 38
15:30 16:29 16 38:30 39:29 39
16:30 17:29 17 39:30 40:29 40
17:30 18:29 18 40:30 41:29 41
18:30 19:29 19 41:30 42:29 42
19:30 20:29 20 42:30 43:29 43
20:30 21:29 21 43:30 44:29 44
21:30 22:29 22 44:30 45:29 45
22:30 23:29 23 45:30 46:29 46
23:30 24:29 24 46:30 47:29 47
24:30 25:29 25 47:30 48:29 48
25:30 26:29 26 48:30 49:29 49
26:30 27:29 27 49:30 50:29 50
27:30 28:29 28 50:30 51:29 51
28:30 29:29 29 51:30 52:29 52
29:30 30:29 30 52:30 53:29 53
30:30 31:29 31 53:30 54:29 54
31:30 32:29 32 54:30 55:29 55
32:30 33:29 33 55:30 56:29 56
33:30 34:29 34 56:30 57:29 57
554.3 Option Election
Option elections are available only at the time of the national count, special
count, or interim adjustment. A high/low option may be elected on an interim
adjustment, PS Form 4003, Official Rural Route Description, when a 1-hour
change to standard hours and minutes is in effect. The postmaster must have
a written leave commitment signed by the regular carrier when checking the
High Option block.
554.4 Submission Procedures

248

The national count or special count is submitted to the district on

PS Form 4241, or PS Form 4241-X as appropriate, Rural Delivery Statistics
Report. The Leave Commitment and High Option blocks must be checked
Yes, and the carrier must sign the leave commitment provided on this form.
This procedure applies to Designation 71 only. Designation 72 employees
have no options. However, Designation 72 employees may serve a vacant
route within a high option classification until the national count, special count,
or interim adjustment. Beginning with the effective date of the route change
or the beginning of the new guarantee period, the vacant route being
serviced by a Designation 72 employee will convert to a low option

classification.
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554.5

554.6

554.7

555

555.1

555.2

555.3

555.4

555.4

Vacant Mileage Routes

All vacant mileage routes are posted and awarded on the basis of evaluated
time.

Vacant Evaluated Routes

All evaluated routes are posted at the option the route was when it was
vacated. If the route was posted at high option, the newly assigned carrier
must meet the criteria set in sectiorr_f,54.1.

New Route

All new routes are posted as low option and awarded on the basis of
evaluated time.

Phantom Routes

Establishment

Phantom routes are created to hold a regular carrier on a route but no
payment is made to the carrier. When the regular rural carrier is unable to
perform all the duties of her or his assigned rural route for a period of 2 years
as a result of a job-related illness or injury, the employee must relinquish the
route and such route will be posted for bid. The bid is in accordance with
Article 12, Section 3, of the National Agreement Between the USPS and the
NRLCA.

Routes 980-989

Effective PP 20-93, September 18, 1993, rural routes 980-989 may be
created for the assignment of regular rural carriers who have relinquished
their routes and continue to be in an injured on duty/leave without pay
(IOD/LWOP) status. An office may establish a maximum of 10 rural routes.
The rural route master (AAQ300) will display this route, but summary totals
do not include any route data. Do not place any employee on a phantom
route that is working on limited duty or is working in any capacity and being
paid from PS Form 1314.

PS Form 4003, Official Rural Route Description

To create this route, submit PS Form 4003, Official Rural Route Description,
for processing. Enter X for the new route and the route data at the time when
the employee was injured. Do not enter the current data. Information on PS
Form 4003 should contain the route number (starting with 980 for the first
route in the office), route length, regular and/or centralized boxes, stops,
base hours, high or low option, if applicable, and vehicle data.

PS Form 1314, Regular Rural Carrier Time Certificate

After creating the route, process SF 50 to transfer the IOD/LWOP carrier to
this route. The Eagan Integrated Business Systems Solutions Center
(IBSSC) will issue PS Form 1314 under the new route number. Offices must
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556

556

556.1

556.2

556.3

556.4

Time and Attendance

enter leave without pay in the Days Assigned Absent Code and a
replacement carrier with Social Security number 999-99-9999. Enter the
correct number of trips to crossfoot the certificate.

Injured On Duty/Leave Without Pay Routes

Establishment

When a rural carrier relinquishes her or his route as a result of a job-related
illness or injury, and has not yet been placed in a modified job assignment,
and is working a limited duty assignment, the employee will become an
unassigned regular rural carrier.

Routes 960-979

Rural route numbers 960-979 may be created as needed, and the carrier will
be assigned to one of these routes. The employee will continue to perform
the current limited duty assignment until the appropriate action is taken to
have the carrier reassigned to a modified job.

PS Form 4003, Official Rural Route Description

To create this route, submit PS Form 4003, Official Rural Route Description,
for processing. Enter X for the new route and the route data at the time when
the employee was injured. Do not enter the current data. Information on

PS Form 4003 should contain the route number (starting with 960 for the first
route in the office), route length, regular and/or centralized boxes, stops,
base hours, high or low option, if applicable, and vehicle data.

PS Form 1314, Regular Rural Carrier Time Certificate

After creating the route, process SF 50, Notification of Personnel Action, to
transfer the IOD/LWOP catrrier to this route. The Eagan (IBSSC) will issue
PS Form 1314 under the new route number. Offices must enter the
workhours in limited duty block and “E” in the DACA block. If actual weekly
workhours are entered, the DACA block should be blank. The replacement
carrier must have a Social Security number of 999-99-9999. Enter the correct
number of trips to crossfoot the certificate.

560 Compensation

250

561

561.1

561.2

Rates of Pay

Basic Rate

The basic rate is the annual, daily, or hourly salary, excluding COLA.

Base Rate

The base rate is the annual, daily, or hourly rate, including COLA.
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561.3

561.31

561.32

562

562
Calculating the Rate
Base or Basic Daily and Hourly Rates
Base or basic daily and hourly rates are determined by dividing the base
Annual Rate (BAR) as indicated in exhibit 561.
Exhibit 561
Daily and Hourly Rate
Regular Carrier Substitute Carrier
Evaluated Evaluated Evaluated Evaluated
Route Type Daily Rate Hourly Rate | Daily Rate Hourly Rate
HorM BAR —+ 312 BAR = 2,496 | BAR = 302 BAR —+ 2,416
(6-day workweek)
J BAR - 286 BAR —=- 2,288 | BAR = 276 BAR = 2,208
(5.5-day workweek)
K BAR - 260 BAR — 2,080 | BAR — 250 BAR —=- 2,000
(5-day workweek)

Rounding Up

The daily or hourly rate is calculated from the annual rate to four decimal
places. The fourth place is rounded up to the next higher figure if the fifth
place is 5 or more.

FLSA Code A Calculation

Employees assigned to FLSA code A are compensated for actual weekly
workhours on an hourly basis. Compensation is the annual salary attained
step of a 40-hour evaluated route divided by 2,080 for the regular carrier
(Designation 71) and 2,000 for the substitute carrier (Designation 72). This
hourly rate is applied to the first 40.00 hours, and 150 percent of the hourly
rate is used for overtime. Overtime for FLSA code A carriers is paid for hours
worked in excess of 8 hours per day or 40 hours per week (see exhibit 562).
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562.1 Time and Attendance
Exhibit 562
FLSA Code A
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier is compensated as follows:
Week 1  31.50 hours at RSC R, attained step, and six trips EMA.

Week 2 40 hours at RSC

R, attained step, plus 1.25 overtime hours over 40 at 150 percent of the

same rate, and six trips EMA.

562.1

562.11

562.12

562.13

562.2

562.21

252

Regular Rural Carrier

Pay

Regular rural carriers are compensated at the base annual rate, attained step
for a 40-hour evaluated route divided by 2,080. The annual rate for RSC B is
also the same salary. Overtime is calculated at 150 percent of this hourly rate.

Example:
Base Annual Rate (AR) for 40 hours at step 12 = $42,163
$42,163 =- 2,080 = $20,2707 (hourly rate)
$20,2707 x 150% = $30,4060 (OT rate)

Leave

Compensation for leave is at the daily evaluated rate as determined ir|j61.3.

Relief Day Worked - X Days

Regular rural carriers under FLSA code A assigned to J or K routes are not
granted days off (X days) for working their assigned relief day (J or K day).
Compensation is computed on actual hours worked. Therefore, work
performed on the relief days is paid at that time.

Substitute Rural Carrier (Designation 72)

Pay

Compensation is made at the base annual rate, attained step of a 40-hour
evaluated route divided by 2,000. Add to this rate the annual COLA rate and
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562.22

562.23

562.24

563

563.1

563.11

563.11

divide by 2,080 to determine the base hourly rate. RSC B is the same rate.
Overtime is calculated at 150 percent of the base annual hourly rate (base
annual rate divided by 2,080).

Base AR for 40 hours at step 12 = $42,163
$42,163 —+ 2,000 = $21.08

Hourly Rate = $21.08

Base AR for 40 hours at step 12 = $42,163
$42,163 = 2,080 = $20.2707 (hourly rate)
$20,2707 x 150% = $30.4061 (OT rate)

Leave

Compensation for leave is the daily evaluated rate as determined irlj61.3.

Relief Day Worked - X Days

Substitute rural carriers (Designation 72) under FLSA code A assigned to J or
K routes are not granted days off (X days) for working their assigned relief
day (J or K day). Compensation is computed on actual hours worked.
Therefore, work performed on the relief days is paid at that time.

Combining Service

When the substitute rural carrier (Designation 72) works an assigned route
and provides service on another regular rural route, compensation is as
follows:

a. Compensation for combined workhours under 40.

(1) For service on the carrier’s assigned route, compensation is
RSC B, attained step for actual workhours.

(2) For service on a regular rural route, other than the assigned
route, compensation is payable at the daily evaluation.

b. Compensation for combined workhours over 40.

(1) For the first 40.00 hours, compensation is at RSC B, attained
step.

(2) For all hours in excess of 40 hours, compensation is at 150
percent of the annual hourly rate.

FLSA Code B Calculation

The majority of all regular rural carriers are compensated under FLSA code
B, which is the only FLSA code pertaining to FLSA section 7(b)(2).

Regular Rural Carriers

Compensation

Compensation is the evaluated daily rate, as determined ir|j61.3, times the
number of work and/or leave days (see exhibit 563).
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Exhibit 563
Rural Carrier Compensation
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier is compensated as follows:

Week 1 5 days at evaluation of the route plus 1.12 hours at the carrier’s regular FLSA hourly overtime
rate and five trips EMA. All hours in excess of 56 per week are paid at the FLSA hourly
overtime rate and are compensated in that pay period.

Week 2 6 days at evaluation of the route plus 2.55 hours at the carrier’s regular FLSA hourly overtime
rate and six trips EMA. Hours in excess of 12 in 1 day are compensated in that pay period.
Combine all hours over 12 in a day for the entire week, and enter the time in the Daily
Overtime block.

Note: Comparison is made between actual weekly workhours (over 56) and daily overtime hours
(over 12). Payment is made for the greater of the two.

The replacement carrier is compensated as follows:

Week 1 1 day at the appropriate daily rate and one trip EMA.

563.12 Computation
To compute evaluated rate:
Example: H or M Type Route
Base AR (40 hours or 42 miles) at step 12 = $42,163
$42,163 + 312 days = $135.1378 (evaluated daily rate)
$42,163 = 2,496 hours = $16.8922 (evaluated hourly rate)
Example: J Type Route
Base AR (41 hours) at step 12 = $43,744
$43,744 + 286 days = $152.9510 (evaluated daily rate)
$43,744 — 2,288 hours = $19.1189 (evaluated hourly rate)
Example: K Type Route
Base AR (42 hrs) at step 12 = $45,322
$45,322 - 260 days = $174.3154 (evaluated daily rate)
$45,322 —+ 2,080 hours = $21.7894 (evaluated hourly rate)
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563.13

563.2

563.21

563.22

563.22

Calculating the Overtime Rate

Overtime for employees covered under FLSA code B (hours over 12 a day,
56 a week, or 2,080 per year) is paid at 150 percent of FLSA regular hourly
rate. To determine the FLSA regular hourly rate, the YTD (year to date) base
dollars and YTD base hours must be obtained. Authorized personnel at the
district may obtain this information via the DDE/DR System using the Rural
Hours History Display. Otherwise, the information must be obtained from the
Eagan Accounting Service Center.

Example:
YTD base dollars = $9,749.20 (includes current pay period data)
YTD base hours = 1,136.60 (includes current pay period data)
$9,749.20 + 1,136.60 = $8.5775 (regular FLSA hourly rate)
$8.5775 +— 150% = $12.8663 (FLSA OT Rate)

Note: The base hours and base dollars do not include previous overtime
and leave hours or the remuneration for these hours.

Substitute Rural Carriers (Designation 72)

Compensation

Substitute rural carriers (Designation 72) are compensated the same as
regular rural carriers under FLSA code B except that the number of days and
hours are reduced by 10 and 80, respectively, when calculating the evaluated
daily rate and the evaluated hourly rate.

Example: H or M Type Route
Base AR (40 hours or 42 miles) at step 12 = $42,163
$42,163 —+ 302 days = $139.6126 (evaluated daily rate)
$42,163 = 2,416 hours = $17,4516 (evaluated hourly rate)
Example: J Type Route
Base AR (41 hours) at step 12 = $43,744
$43,744 - 276 days = $158.4928 (evaluated daily rate)
$43,744 —+ 2,208 hours = $19.8116 (evaluated hourly rate)
Example: K Type Route
Base AR (42 hours) step 12 = $45,322
$45,322 = 250 days = $181.2880 (evaluated daily rate)
$45,322 + 2,000 hours = $22.6610 (evaluated hourly rate)

Overtime

Overtime is compensated at 150 percent of the regular FLSA hourly rate as
illustrated in 563.13.
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Holidays

Substitute rural carriers are not paid for holiday leave. Compensation for
holiday leave is built into the evaluated daily and hourly rate.

Relief Days

Substitutes (Designation 72) who work assigned relief days on J or K type
routes are compensated at that time and are not entitled to a day off (X day)
for working the relief day (J or K day).

Combined Service

When the substitute rural carrier (Designation 72) works the assigned route
and provides service on another regular rural route, the carrier receives
compensation based on the daily route evaluation for each route. FLSA
overtime is paid on all workhours in excess of 56 in the service week.

Computation of Overtime Rate

Workhours and compensation for the workhours reported as a Designation
72, on the assigned route only, are added to the previous pay period
workhours and remuneration to compute the FLSA overtime rate.

FLSA Code N Calculation

Description

FLSA code N identifies compensation coverage under section 7(a) of the Fair
Labor Standards Act. FLSA code N pertains only to regular rural carriers
assigned to evaluated routes having less than 35 hours of required service
per week or mileage routes that have less than 31 paid miles.

Compensation

Compensation is the route evaluation (evaluated or mileage rate) plus

overtime for hours worked over 40 hours per week at 50 percent of the FLSA

regular weekly rate. This rate is calculated by dividing the regular (evaluated)

weekly pay by the hours actually worked (includes hours over 40). Therefore,

this rate will fluctuate from week to week depending on the total weekly hours

(see exhibit 564). Compensation is the evaluated daily rate, as determined in
G61.3, times the number of workdays.
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Exhibit 564
FLSA Code N Compensation
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier takes 6 days of annual leave in the second week, but only 5 days are charged with 1
free Saturday. The first day of pay period 19-04 is also a free Saturday if leave is recorded on that day.
The assigned carrier is compensated as follows:

Week 1  Compensation is due at the evaluation of the route plus 50 percent of the FLSA regular weekly
rate for the .75 hours of service over 40.00 hours in a week - computed automatically from the
actual weekly workhours -and six trips EMA.

Week 2 5 days of annual leave are charged, and compensation is due for 6 days (including 1 free
Saturday) at the evaluation of the route and no EMA.

The replacement carrier is compensated as follows:
Week 2 40 hours at appropriate RSC B, plus 7.18 hours at 150 percent and six trips EMA.
Example: H Type Route
Base AR (27 hours) at step 12 = $28,464
$28,464 + 312 days = $91.2308 (evaluated daily rate)
$28,464 + 2,496 hours = $11.4038 (evaluated hourly rate)
Example: M Type Route
Base AR (28 miles) at step 12 = $41,403
$41,403 + 312 hours = $132.7019 (evaluated daily rate)
$41,403 + 2,496 hours = $16.5877 (evaluated hourly rate)

564.3 Overtime

Overtime is paid for hours worked in excess of 40 per week. The overtime
rate is determined by dividing the normal weekly compensation for evaluated
hours by hours actually worked. The resulting rate is multiplied by 50 percent,
times all hours in excess of 40 per week.
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Example: Using previous H Type Route example
Annual salary $28,464 (heavy duty - 27 hours)
Employee works 41.67 hours at evaluated daily rate of $91.2308
$91.2308 x 6 days = $547.38
$547.38 + 41.67 = $13.1361
$13.1361 x 50% = $6.5681 (OT rate)
$6.5681 x 1.67 (hours over 40) = $10.97
$10.97 due for 1.67 hours

FLSA Code L Calculation

Description

FLSA code L pertains to substitute rural carriers (Designation 72) assigned to
routes where the assigned regular carrier (Designation 71) on the route has a
FLSA code N. It applies to all substitute (Designation 73) and part time
flexible (Designation 76) rural carriers performing service on any regular rural
route. FLSA code L does not apply to auxiliary routes.

Compensation

Basis for Compensation

Compensation is based on the route evaluation, provided the carrier does not
work in excess of 40 hours per week. Such substitutes (Designations 72, 73
and 76) who work more than 40 hours within the week will be compensated
at RSC B, attained step for the 40 hours and at 150 percent of the annual
hourly rate for those workhours in excess of 40.

Computing Evaluated Rate

Compensation is the evaluated daily rate as determined ir|j61.3, times the
number of workdays, provided that actual weekly workhours do not exceed 40.

Example: H Type Route
Base AR (24 hours) at step 12 = $25,294
$25,294 + 302 days = $83.7550 (evaluated daily rate)
$25,294 + 2,416 hours = $10.4694
Example: J Type Route
Base AR (46 hours) at step 12 = $51,645
$51,645 + 276 days = $187.1196 (evaluated daily rate)
$51,645 + 2,208 hours = $23.3899 (evaluated hourly rate)
Example: K Type Route
Base AR (48 hours) at step 12 = $54,814
$54,814 + 250 days = $219.2560 (evaluated daily rate)
$54,814 + 2,000 hours = $27.4070 (evaluated hourly rate)
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566.2
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Example: M Type Route
Base AR (116 miles) at step 12 = $44,747
$44,747 + 302 = $148.1689 (evaluated daily rate)
$44,747 + 2,416 = $18.5211 (evaluated hourly rate)

Overtime

When actual weekly workhours exceed 40 per week, compensation is
RSC B, attained step for the 40 hours and at 150 percent of the annual hourly
rate for those workhours in excess of 40.

Example:
Base AR (RSC B) at step 12 = $42,163
$42,163 + 2,000 hours = $21.0815
$21.0815 (Substitute Rate 40 hours)
Base AR (RSC B) at step 12 = $42,163
$42,163 + 2,080 hours = $20.2707
$20.2707 x150% = $30.41 (substitute OT rate)

Combined Service

When the substitute rural carrier (Designation 72 - FLSA code L) works the
assigned route and provides service on another regular rural route, the
carrier receives compensation based on the daily route evaluation for each
route, provided that the carrier does not exceed 40 hours per week. If the
total combined workhours exceeds 40 within the week, compensation is
RSC B, attained step for the first 40 hours and 150 percent of the annual
hourly rate for those workhours in excess of 40.

FLSA Code P Calculation

Description

FLSA code P applies to auxiliary rural carriers (Designation 77), rural carrier
relief (Designation 75), and rural carrier associates (Designations 74, 78, and
79). It applies to substitutes (Designation 73) and part-time flexible
(Designation 76) rural carriers when service is recorded on PS Form 1314-A,
Auxiliary Rural Carrier Time Certificate.

Compensation

Auxiliary Rural Carriers and Part Time Flexibles

Compensation for auxiliary rural carriers (Designation 77) and PTFs
(Designation 76) is RSC B attained step. Overtime is compensated at

150 percent of the annual hourly rate for hours worked in excess of 40 per
week.
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Rural Carrier Relief, Rural Carrier Associate

Compensation for rural carrier reliefs and rural carrier associates is based on
an hourly rate. Overtime is compensated at 150 percent of this hourly rate for
hours worked in excess of 40 per week.

Auxiliary Rural Carriers (Designation 77)

Compensation

Auxiliary Route

Auxiliary rural carriers working on a valid auxiliary route are compensated at
the daily evaluated hours of the route at their attained step, times the number
of workdays. If workhours for the week exceed 40, the carrier will be paid
under 566.312.

Auxiliary Assistance

Compensation for auxiliary rural carriers is the substitute hourly rate, RSC B,
attained step. Overtime is 150 percent of the annual hourly rate for hours
worked in excess of 40 per week.

Example:
Base AR (RSC B) at step 12 = $42,163
$42,163 + 2,000 hours = $21.0815
$21.0815 (auxiliary rate)
Base AR (RSC B) at step 12 = $42,163
$42,163 + 2,080 hours = $20.2707
$20.2707 x 150% = $30.41 (auxiliary OT rate)

Leave

Auxiliary rural carriers (Designation 77), part-time flexible rural carriers
(Designation 76) and rural carrier associates (Designation 79) may take leave
in increments of whole hours only and cannot exceed 40 hours per week or 8
hours per day. Leave cannot be recorded when workhours for the week
exceed 40.00. However, a combination of work and leave may be taken up to
48 hours per week. This does not constitute overtime payment.

Substitute (Designation 73) and Part-Time Flexible
(Designation 76) Rural Carriers

All hours recorded for a substitute and part-time flexible rural carrier on PS
Form 1314-A are calculated as explained in sectior|j65 anquG.

Rural Carrier Relief (Designation 75) and Rural Carrier
Associate (Designations 74, 78, and 79)

Compensation

Rural carrier relief (RCR) and rural carrier associate (RCA) employees are
compensated on a unique hourly rate: If carrier was hired on or after
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566.53

August 24, 1991, the rate is $15.04 per hour. If the carrier was hired prior to
August 24, 1991, the rate is $18.24 per hour.

The hourly rate remains the same until the basic salary changes - for
example, because of contractual increases determined by collective
bargaining.

Calculation

To calculate payment for a rural carrier relief or rural carrier associate who
performs service on a route, first determine the daily evaluated hours for the
routes serviced each week. The weekly evaluated pay hours of each route
are divided by 6 days (H, M, or A type route), 5.5 days (J type route), or 5
days (K route). Some examples are:

Evaluated Hours Route Type Daily Evaluated Hours
33 A 5.50
46 H, M, or A 7.67
46 J 8.36
46 K 9.20
41 H, M, or A 6.83
41 J 7.45
41 K 8.20

The daily evaluated hours are then multiplied by the number of days the
employee served the route for a particular week.

Example:
9.20 daily evaluated hours x 3 days = 27.60
8.20 daily evaluated hours x 3 days = 24.60
Total evaluated hours for the week = 52.20

The total of evaluated hours each week is multiplied by the hourly rate
to determine gross wages.

52.20 x $15.04 (hourly rate) = $785.09

$785.09 is the total weekly compensation when the actual weekly
workhours do not exceed 40 hours.

566.53 Overtime

August 2005

When a rural carrier relief or rural carrier associate exceeds 40 actual
workhours in the week from all certificates combined, compensation for the
first 40 hours is at the straight time rate as explained above. For all hours in
excess of 40, the overtime rate will apply.
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Example:
Actual weekly workhours reported on PS Form 1314 = 29.73
Actual weekly workhours reported on PS Form 1314-A = 27.04
Total weekly hours = 56.77
40 hours x $15.04 = $601.60
$15.04 x 150% = $22.56 (OT rate)
16.77 OT hours X $22.56 (OT rate) = $378.33

Total weekly compensation = $979.93

Temporary Relief Carrier (Designation 70)

Compensation

A temporary relief carrier’s (TRC) salary is based on a salary range of $9.55
to $13.05 an hour.

Calculation
TRC calculation is the same as an RCA. See secti0|]-_5|66.52.

Christmas Overtime Calculation

General

The Christmas period begins on the first Saturday of December and
terminates as specified in the Postal Bulletin. The following provisions will
apply, provided that the regular rural carrier (Designation 71) or substitute
rural carrier Designation 72) does not have a FLSA code A.

Mileage Carriers

Routes of Less Than 35 Hours per Week

A rural carrier schedule (RCS) carrier whose route evaluates less than 35
hours per week does not receive Christmas overtime. Sufficient auxiliary
assistance is provided to limit the carrier’'s workweek to 56 hours.

Routes of 35 to 39 Hours per Week

An RCS carrier whose route evaluates at least 35 hours, but less than
40 hours, per week receives Christmas overtime for hours worked in excess
of 48 through 56, less any daily overtime (hours over 12 per day).

To determine workhours when workdays are less than 6, add the appropriate
daily evaluation, times the number of paid leave days, to the actual
workhours, as reported on PS Form 1314 for that week.
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Example:
Mileage route with evaluated hours of 39

39 hours + 6 days = 6.50 evaluated daily hours

42.83 hours reported for 5 workdays and 1 paid leave day
42.83 actual workhours

+6.50 evaluated hours for 1 paid leave day

49.33 weekly total

-48.00 subtract from weekly total

1.33 Christmas OT hours

Routes With 40 Hours or More per Week

For an RCS carrier whose route evaluates 40 hours or more per week, a
comparison is made between the employee’s regular weekly compensation
and RSC B annual hourly rate for hours worked up to 40. Overtime will be
150 percent of the RSC B rate for hours worked over 40 up to 56, less any
daily overtime (hours over 12 per day).

Example:
Annual base salary 64-mile route at step 12 = $42,931
Regular weekly compensation = $825.60
Annual rate RSC B, step 12 = $42,163
Annual hourly rate ($42,163 + 2,080) = $20.27
OT rate RSC B, step 12 = $30.41
Employee worked 39.76 hours in 5 days
Weekly evaluated hours = 41.6 = 6.83 evaluated daily hours
Hours worked 39.76 + 1 day’s evaluation of 6.83 = 46.59
40.00 hours x $20.27 = $810.80
6.59 OT x $30.41 = $200.40_
Total RSC B compensation $1,011.20
Less regular weekly compensation of $825.60
Christmas OT = $185.60
To arrive at OT hours, divide the overtime dollars by the RSC B OT rate.
$185.60 + $30.41 = 6.10 Christmas OT hours

567.24 Routes With 40 Hours or More per Week - Designation 72 Only

To determine the computed overtime hours for an RCS carrier, Designation
72, whose route evaluates at 40 hours or more per week, compute the RSC
B annual hourly rate for hours worked up to 40. Overtime is 150 percent of
the RSC B rate for hours worked per week over 40 up to 56, Less any daily
overtime (hours over 12 per day). The total amount computed at the RSC B
rate is compared with the regular weekly compensation. The difference is
divided by the RSC B overtime rate to determine the computed overtime
hours.
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Example:
Annual salary 116-mile route = $42,613
Regular weekly compensation = $819.48
Annual rate RSC B, step 6 = $40,028
To compute the RSC B annual hourly rate:
Basic rate of RSC B = $40,028
$40,028 + 2,000 = $20.01
RSC B annual hourly rate = $20.01
RSC B OT rate = $20.01 x 150% = $30.02
Total amount computed at RSC B
40.00 hours x 20.01 = $800.40
56 - 40 = 16 OT hours
16 OT hours x $28.87 = $461.92
Total RSC B compensation = $1,262.32
To calculate computed overtime:
Total RSC B compensation of $1,262.32
Minus regular weekly compensation of $800.40 = $461.92
$461.92 + $28.87 (RSC B OT rate) = 16.00 hours computed OT

To determine the calculated hours for the pay period, take all hours up to 56
for each week and subtract the pay period computed overtime hours. When
determining overtime dollars, substitute rural carriers (Designation 72) are not
entitled to the “built-in” postal holidays, so a special factor is computed by
taking 2,000 hours and dividing by 2,080 hours. Take the result to 5 decimal
places, 0.96154. Compute the evaluated rate for the pay period and multiply
this by 0.96154. Divide this rate by the calculated hours to determine the
hourly rate. Multiply the hourly rate by 150 percent to determine the
developed OT rate. Multiply this rate by the computed overtime hours to
determine the amount to be paid for Christmas overtime.

Example:
Actual workhours up to 56 hours for both weeks = 112 hours
112 hours - 26.64 (computed OT for the PP) = 85.36 calculated hours
$800.40 (regular weekly compensation) X 2 weeks = $1,600.80
$1,600.80 x 0.96154 (holiday factor) = $1,539.2332
$1,539.2332 + 85.36 (calculated hours) = $18.0322 per hour
$18.0332 x 150% = $27.0498 (developed OT)
$27.0498 x 13.97 hours = $377.89
To determine the overtime dollars from 56 to 80 hours
80 - 56 hours = 24 OT hours
$18.0332 x 150% = $27.0498
$27.0498 x 24 OT hours = $649.20
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Evaluated Carriers

Routes of Less Than 35 Standard Hours

Weekly workhours over the evaluation up to 40.00 are used to calculate
Christmas overtime hours. All hours reported on PS Form 1314 over 40 per
week are paid the appropriate FLSA overtime in the current pay period.

To determine workhours when workdays are less than 6, add the appropriate
daily evaluation times the number of paid leave days to the actual workhours,
as reported on PS Form 1314 for that week.

Example:
28-hour route 6 = 4.67 daily evaluated hours
20.73 workhours reported for 4 workdays
+9.34 hours for 2 leave days
30.07
-28.00 weekly evaluated hours
2.07 hours

The 2.07 hours are straight time hours (hours under 40). To determine
overtime hours, divide the 2.07 by 3 and multiply by 2.

(2.07 + 3) x 2=1.38 OT hours

Routes of 35 to 39 Hours

All hours of required service in excess of the evaluated hours of the route
shall be paid as additional compensation for those hours within the 40-hour
workweek, and at the appropriate overtime rate for those hours in excess of
40 up to 56 (less any daily overtime hours over 12 a day).

To determine workhours when workdays are less than 6, add the appropriate
daily evaluation, times paid leave days to actual work, as reported on PS
Form 1314 for that week.

Example:
37-hour route 6 = 6.17 daily evaluated hours
41.33 actual workhours reported for 5 workdays
+_6.17 evaluated hours for 1 leave day
47.50

To convert the 3 hours between the weekly evaluated and 40 OT hours,
use the following formula: — 3 and then X 2.

3.00=-3x2 = 2.00 OT hours
OT hours over 40 +7.50
Total Christmas OT hours = 9.50
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Routes of 40 to 48 Hours

Carriers assigned to J and K type routes may be required to give assistance
to their replacements on their scheduled relief day (J or K day). These hours
are reported in the Christmas Assistant's Work Hours block on PS Form 1314
for the appropriate week and computed as Christmas OT hours.

Normally, only the hours entered in the Actual Weekly Work Hours block
would be considered for weekly OT, but during the Christmas period, the
Actual Weekly Work Hours and the Christmas Assistant’s Work Hours blocks
are added together to determine FLSA weekly OT (hours over 56).

Hours worked over 12 a day or 56 per week are not calculated toward
Christmas OT hours. These hours are paid as FLSA OT in the current pay
period.

To determine workhours when workdays are less than the required days of
service, take the appropriate daily evaluation, multiply by the number of leave
days, and add to actual workhours, as reported on PS Form 1314 for that
week.

To determine the daily evaluation, use the following divisors:
H type route =6
J type route = 5.5
Ktyperoute =5

To determine the FLSA overtime and the total Christmas overtime, follow the
examples below:

Example: J Route - 46-Hour Route

46 hour route = 5.5 = 8.36 (daily evaluation)

47.25 actual workhours reported for 4 days’ work

+9.16 Christmas assistant workhours performed on J day
56.41

—-56.00

41 FLSA OT

47.25 actual workhours reported for 4 days’ work

+_8.36 evaluated hours for 1 paid leave day

—41.82 (46 heavy duty 5.5 x 5 days)

+_8.75 (9.16 Christmas assistant hours minus .41 FLSA OT)
22.54 Total Christmas OT
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568

568.1

568.2

569

569.1

569.2

569.2

Salary Protection

Entitlement

If a carrier’s route is reduced and the carrier is entitled to the guaranteed
salary established at the beginning of the guarantee year based upon the
national agreement, the carrier may also be entitled to salary protection for
the remainder of the 2 calendar years. The guaranteed salary is set at the
employee’s step at the beginning of the guarantee year and is entitled to all
Contractual Increases. If the route was reduced for the benefit of the Postal
Service and if the carrier qualifies for salary protection, refer to ELM 421.51
and 421.511.

How It Works

As an example, the route is a 44H route, and the annual salary is $38,889.
The route is reduced to a 38H route in pay period 14 because the Postal
Service added the territory to another route. The carrier is entitled to the
guaranteed salary and COLA of a 40-hour route until the end of the
guarantee period. If at the end of the guarantee period the carrier is entitled
to salary protection for the remainder of the 2 years, the salary protection
would expire in pay period 13, two years later. The protected salary would be
the basic salary of a 40-hour route and the COLA of a 38-hour route. The
carrier is entitled to all salary increases related to the 40-hour route. If the
route exceeds 40 hours during the 2-year protection period, the protected
salary will terminate automatically.

Protected/Salary Code E

Entitlement

A carrier who was injured on duty and returns to work on limited duty for an
extended period of time is entitled to the salary at the date of injury/disability
evaluation. To ensure the salary will be correct, personnel must process a
SF 50 with a special salary code E and the evaluated hours or miles. The
employee’s salary will not be affected by changes in route evaluation. When
the carrier returns to full duty, process an SF 50 to remove special salary
code E.

How It Works

As an example, the route is a 42-hour evaluated route. The route had territory
added to it and is now a 44-hour evaluated route. The local office must
prepare paperwork to have the personnel office process a special salary
code E and to lock the evaluated hours to 42. The carrier is not entitled to be
paid as a 44-hour evaluated route until he or she returns to full duty status.
Another SF 50 must be initiated to remove the protected salary code.
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570

Time and Attendance

570 Equipment Maintenance Allowance

571

The rural carrier is responsible for furnishing all vehicle equipment needed to
handle the mail safely and promptly unless a Postal Service owned or leased
vehicle is assigned to the route. Any regular rural carrier or replacement
carrier assigned to serve a rural route, who is required by management to
furnish a vehicle for that route shall be paid the Equipment Maintenance
(EMA) for the route served. The following provisions will determine the
payment of EMA.

PS Form 1314, Regular Rural Carrier Time
Certificate

Preceding the regular rural carrier’s Social Security number on the preprinted
PS Form 1314 is an EMA code of E, or G (see exhibits 571a and 571b).

Exhibit 571a
EMA Code E — Rural Carrier Furnishes Own Vehicle
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REGULAR RURAL CARRIER TIME CERTIFICATE
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Exhibit 571b
EMA Code G — Rural Carrier Uses a Government Vehicle

L
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REGULAR RURAL CARRIER TIME CERTIFICATE

5711 EMA Code E

571.11 Description

The EMA code represents the standard method of computing equipment
maintenance allowance. A daily EMA rate is developed for each rural route
based on the number of stops in relation to the number of route miles. This rate
cannot fall below the minimum daily trip rate in effect for 260 stops and 8 miles.

571.12 Compensation

The EMA rate is paid to the regular assigned carrier for all days considered
workdays, or to the relief carrier(s) for the number of trips recorded in the Trip
block on PS Form 1314 (see exhibit 571.1).

Exhibit 571.1
PS Form 1314 — Compensation EMA Code E
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier worked 5 days the first week and 4 days the second week. The carrier is entitled to
10 days’ evaluation of the route and 9 trips EMA.
The replacement carrier is entitled to 3 days at the appropriate daily rate and 3 trips EMA.
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571.13

Exhibit 571.2

571.13

571.14

571.2

571.21

Time and Attendance

Government Vehicle Used

Whenever an assigned carrier uses a government vehicle, enter the number
of trips in the Government Vehicle Used (GT Veh. Used) block for the
appropriate week on PS Form 1314. This will reduce the number of trips for
the week, and EMA will be reduced at the appropriate rate. For a relief
carrier, record the appropriate weekly trips in the No EM block whenever a
government vehicle is used. (Seqj?S for more information on the GT Veh.
Used block.)

Auxiliary Route

On PS Form 1314-A, Auxiliary Rural Carrier Time Certificate, when the
carrier uses a government vehicle, enter the trips in the GT block. No EMA
will be paid.

EMA Code G

Description

Code G indicates a Postal Service owned or leased vehicle is assigned to the
route. The regular assigned carrier and any relief carriers do not receive EMA
(see exhibit 571.2).

PS Form 1314 — Compensation EMA Code G

i
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier worked 2 days the first week and 5 days the second week. The carrier is entitled to
10 days’ evaluation of the route and no EMA.

The replacement carrier is entitled to 5 days at the appropriate daily rate and no EMA.
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571.22

571.23

572

572.1

572.2

August 2005

572.2

Employee Vehicle Used

When circumstances require the regular or relief carrier to provide a vehicle,
EMA will be payable at the daily rate. To pay the regular carrier EMA, record
the number of payable trips in the GT Veh. Used block for that week on

PS Form 1314.

To pay the relief carrier providing a vehicle on the assigned government
vehicle route, record the number of payable trips in the appropriate weekly
EM Only block. See section373 for more details on the GT Veh. Used block.

Auxiliary Route

On PS Form 1314-A, Auxiliary Rural Carrier Time Certificate, when the
carrier furnishes his or her own vehicle because the government vehicle was
unavailable, enter the hours, trips, and miles on the certificate. The
appropriate EMA will be calculated.

Temporary Route Deviation

Recording Temporary Route Deviation

When a temporary deviation is necessary, an increase in the EMA will be
authorized if the total daily miles traveled, including deviations, exceeds

40 miles per day. Miles recorded in the Route Deviation (Route Dev.) block
must be in whole miles (3-digit field). Payment is at the current mileage rate
(see exhibits 572a and 572b).

Recording Temporary Route Deviation in Excess of 30
Calendar Days

Any temporary route deviation of more than 30 calendar days shall be added
via PS Form 4003 to the evaluation, and the salary shall be adjusted
accordingly. Discontinue reporting the route deviation on PS Form 1314.
Upon termination of the deviation, the route evaluation shall be adjusted to its
former status. No special count shall be made at either the beginning or
ending of the deviation. All salary changes become effective at the beginning
of the first pay period following completion of the first 30 days of the deviation
and at the beginning of the first pay period after the deviation is terminated.
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Exhibit 572a
PS Form 1314 — Route Deviation — Under 40 Miles
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EERILAR HMAL CARMEER TIME CERTIFILATE ! J

Because of construction in the area, the regular carrier must take a detour. This is a 38-mile route, and
the assigned carrier must make a 7-mile detour every day (miles over 40 is 5 miles x 6 days = 30 miles a
week). Enter 030 miles under Route Dev. for the first and second week. This procedure is the same for
the replacement carriers. Enter the number of miles under Whole Miles, Dev. (+).

Exhibit 572b
PS Form 1314 — Route Deviation — Over 40 Miles
| FALLS SF 141-2531 [E 326-87-8365 |7'10 | JOOo4 | B 03[ 18 ’
| Name of Assigned Carrjor ance Number B c b s/act] R ye. | PP
3 ™ Actual Days assignad Carrier Abyent {codas on rever; Dally Training cop Limited Ralisf Rte L1 Milea IXMAS ASSIST
; Wkly A%, LGN LN Mad, Thur, Fri. QOvertime Hours Hrs Dty Hrs Hours Dev Vah Oomit WORK HOURS
a 1 brs b ous | #rs | iogs e Lo e | v [ OO wy | e
%i 13 a J A ﬁ Al e welim g | goms§ ober | Logs 619 wy | yovs |
g 043 — - lunk 1 lnForult‘:‘Ul\. = lHuk_._‘ Infurl-k:;rl. -
il Des/ASY)  peiief carrier S SN wr s |7 | Doy ¢ | o-:: < u::;u:n " ; e ™ .. I:.;: N
5 BO| Pout. T 4897734 v t 25924 | 2/
N -_— hes | ngs wes | anes
5
J - wa | lo0s s | apos
g wes L s | taen
2
2 wes | oasos wee | lnes
g
- sl om bes | mnl J
Ts certifies €nat Tha aD0ve GArTI4T Fantersd carvics [sctassner’s SISnRters Date areier
in compliance with Postal regulations r [Indtial
REGULAR RURAL CARRIER TIME CERTIFICATE

Because of a bridge closing, the carrier must take a detour starting the first Friday and ending the second
Tuesday. This is a 58-mile, 46-hour, heavy-duty J route. The carrier must travel an extra 9.6 miles for 4
days.

Week 1  The regular carrier is compensated for 6 days worked, 6 trips EMA, and 010 miles deviation.

Week 2  The regular carrier is compensated for 2 days worked, 3 days’ annual leave, plus 2 trips EMA,
and a route deviation of 019 miles. The replacement carrier is compensated for 4 days and 4
trips, plus 010 miles deviation for the second week.

Note: Note: All route deviation is paid at the current rural carrier mileage rate.
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573

5731

573.2

Government Vehicle Used Block

The Government Vehicle Used (GT Veh. Used) block on the PS Form 1314
has two uses.

EMA Code E

When a government vehicle is provided on a route to a carrier with an EMA
code of E on PS Form 1314, the number of times will be noted in the weekly
GT Veh. Used block. The carrier’s EMA is reduced by the number of trips,
times the current daily EMA rate for the route (see exhibit 573.1). If the relief
carrier uses a government vehicle, the appropriate trips are recorded in the
No EM block.

Exhibit 573.1
PS Form 1314 — Use of Government Vehicle
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier furnishes his or her own vehicle. For 2 days during Week 1 and 1 day during Week
2, a government vehicle was provided. The regular carrier is compensated for 11 days’ evaluation of the

route and 8 trips EMA.

The replacement carrier is compensated for 1 day at the appropriate rate of pay and 1 trip EMA.

573.2

August 2005

EMA Code G

When a carrier provides his or her own vehicle on a route with an EMA code
of G, record the number of occurrences in the weekly GT Veh. Used block.

Equipment maintenance allowance is paid by the number of trips, times the
current daily EMA rate for the route. If the replacement carrier provides a
vehicle in this situation, record the appropriate trips in the EM Only block (see
exhibit 573.2).
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574 Time and Attendance
Exhibit 573.2
PS Form 1314 — Use of Employee Vehicle
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REGULAR RURAL CARRIER TIME CERTIFICATE

Route K001 is assigned a government vehicle. Because of an emergency, the government vehicle is not
available for 4 days during week 2 (2 days covered by the regular carrier and 2 days covered by the
replacement carrier). To pay the regular carrier EMA, enter the two trips under GT Veh. Used. This allows
EMA to be paid at the current daily rate.

Relief Replacement carrier:
Week 1  One day’s evaluation, no EMA.

Week 2  Four days’ evaluation and 2 trips EMA. (Two trips entered in the EM block will reimburse the
carrier EMA.)

574 Miles Omitted

In completing the route, if a carrier does not serve any portion of the route
because of lack of proper endeavor, proper equipment, or other failure for
which the carrier is responsible, appropriate deductions from the EMA are
made based on the number of miles omitted. No miles are omitted when
auxiliary assistance is given to a route. The following formula is used to
reduce the EMA for the regular carrier or the relief carrier:

a.  The weekly miles omitted that are recorded on PS Form 1314 are
divided by the route’s daily pay miles to determine a percentage rate.

Example:
Miles omitted = 49
Pay miles = 61
49 + 61 = .8033

b.  The route’s daily EMA rate is then multiplied by the percentage rate to
determine the amount of EMA to be reduced.

Example:
Daily EMA rate = $19.22

$19.22 x .8033 = $15.44

$15.44 = amount to be reduced
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C. No miles are omitted from the regular carrier when auxiliary assistance
is given to a route.

575 EMA for Nonrural Postal Employee

When a nonrural postal employee services the regular rural route, enter the
employee’s name and Social Security number in the Relief Carrier block.
Enter the number of trips in the appropriate weekly Trips block (see exhibit
575a). If the employee uses a government vehicle and no EMA is due, enter
the number of trips in the appropriate weekly No EM block (see exhibit 575b).

Exhibit 575a
PS Form 1314 — EMA for Nonrural Employee
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REGULAR RURAL CARRIER TIME CERTIFICATE

The employee’s workhours are reported on PS Form 1230-A, Time Card - Week 1, or PS Form 1230-B,
Time Card — Week 2. A separate check will be issued for the EMA payment.

Exhibit 575b
PS Form 1314 — EMA for Nonrural Employee Using Government Vehicle
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REGULAR RURAL CARRIER TIME CERTIFICATE
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576 Time and Attendance

s76  AuXiliary Rural Certificate

576.1 Compensation

A rural carrier craft employee, Designations 70, 73, 75, 76, 77, 78, 79, or a
nonrural carrier employee required to provide a vehicle is paid equipment
maintenance allowance (EMA) on a per mile or per hour basis, whichever is
greater, but not to exceed the amount provided for in the current special chart
for the route stops and miles published in the Postal Bulletin whenever the
EMA rates are changed.

576.2 Recording EMA

All three weekly EMA fields of (hours), (trips), and (miles) must be recorded
on all PS Forms 1314-A regardless of route type (except route numbers A990
(leave for a Designation 76), A994 (Replacement on QWL/EI), A995
(Census), A996 (FMLA), and A999 (Training)) to calculate EMA correctly. The
lesser of the calculated hours or trips is compared with the calculated miles.
EMA is paid on whichever is greater (see exhibit 576.2). The fields are
abbreviated as follows:

Hrs. - Total route hours used delivering mail (2-digit field).
Tr - Total route trips per week (1-digit field).

Miles - Total miles traveled for the week, including any deviation (3-digit
field).

Example:
EMA hours = $4.25 per hour
EMA trips = $14.60 per trip
EMA miles = $ 0.365 per mile

EMA will be paid per hour, trip, or mile, not to exceed the amount
provided in the special EMA chart for route stops and miles.

Week 1 28 x $4.25 = $119.00

6 trips x $14.60 = $87.60

The amount ($87.60) is compared with calculated miles:
250 miles x $ 0.365 = $91.25

The greater amount ($91.25) is then paid.
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Exhibit 576.2
PS Form 1314, Recording EMA
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. s | 100s Hrs | 100s
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AUXILIARY RURAL CARRIER TIME CERTIFICATE PS Form 1314-A, Nov 2001 LS. Postal Service EDM-7833

576.3 Overburdened Route

An overburdened route is authorized temporary auxiliary assistance to
provide relief. Exhibit 576.3 shows a PS Form 1314-A reflecting auxiliary
assistance for an overburdened route. No EMA is deducted when auxiliary
assistance is given the regular carrier.

Exhibit 576.3
Auxiliary Assistance on an Overburdened Route

-
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1 4'75 l5065 tirs | 100s 20 3 070 Heg_} 100g
2 '285__[_3% e Ly | 201D 070 ‘ e 1 100
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in compliance with Pestal regulations initial
AUXILIARY RURAL CARRIER TIME CERTIFICATE PS Form 1314-A, Nov 2001 W.5. Postai Service EDM-7833

Route K002 is authorized auxiliary assistance. Compensation is at the appropriate RSC B rate. A
comparison, as demonstrated below, is made on the EMA hours, trips, and miles for the payment of EMA.

Example:
EMA hours = $4.25 per hour
EMA trips = $14.60 per trip
EMA miles = $ 0.365 per mile
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Comparison:
20 x $4.25 = $85.00
3 trips x $14.60 = $43.80
The lesser amount ($43.80) is compared with calculated miles:
90 miles x $ 0.365 = $32.85

The greater amount ($43.80) is due the employee for each week.

580 Leave/Other

581

581.1

581.11

581.12

278

Overview

Regular rural carriers and carriers assigned to a regular route via PS Forms
50 (Designations 72, 74) are granted leave in minimum units of 1 day. Leave
must be documented on PS Form 3971, Request for or Notification of
Absence, as outlined in sectiory323.

Exception: Continuation of pay (COP) leave hours are used in conjunction
with limited duty work. These COP hours must be recorded in whole hour
increments. Auxiliary carriers and part-time flexible rural carriers are granted
leave in whole hour increments.

Regular Rural Carriers

Annual Leave

A newly appointed regular rural carrier may not use annual leave until the
completion of 90 days (7 pay periods) of continuous employment. Conversion
to regular rural carrier from a Designation 72 or 76 position does not require a
90-day qualifying period. Rural carrier associates (Designation 78) have a
90-day qualifying period for leave.

Sick Leave

Sick leave is credited at the end of each 2-week pay period in which it is
earned. When the sick leave recorded is greater than the employee’s sick
leave balance, the office may contact the employee about the insufficient
leave balance to determine what type of leave to charge. (see

exhibits 581.12).
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Exhibit 581.12
Sick Leave (K Route)
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier on Route K002 is on sick leave the entire pay period. The carrier’s sick leave
balance cannot cover the full amount needed; the carrier requested leave without pay to cover the
remaining days.

The regular carrier receives 6 days of compensation for the days of sick leave available, and the
remaining 4 days are charged to Leave Without Pay (LWOP). The replacement carrier is compensated a
full pay period at the appropriate daily rate and 12 trips EMA. No free Saturdays are granted for a K
route.

581.13 Holiday

581.131 Holiday Leave
The Postal Service currently observes 10 holidays (see 371). On these
holidays, the regular carrier receives the daily rate for holiday leave pay. The
Days Assigned Carrier Absent (DACA) code H is entered on PS Form 1314
for holiday leave.

581.132 Holiday Worked Pay

Carriers are paid for work performed on the designated holiday at the daily
rate, in addition to any pay for holiday leave to which they may be entitled.
DACA code V is entered on PS Form 1314 for holiday worked (see exhibit
581.132).
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Exhibit 581.132
Holiday Worked
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REGLAR TAWAL CARAXER TEFR CERTIPICATE

The holiday falls on the second Tuesday, which is the carrier’s scheduled relief day. Monday becomes
the holiday, and the relief day code (K) is entered for Tuesday. In this example, the carrier works his or
her holiday, and code V is entered in the Days Assigned Carrier Absent (DACA) block.

The assigned carrier is compensated for 9 days’ evaluation of the route, 1 day of holiday leave, 1 day of
holiday work, and 10 trips EMA.

The replacement carrier is compensated 1 day’s evaluation and 1 trip EMA.

581.133 Holiday Falls on Relief Day
When a holiday falls on a carrier’s normal relief day (J or K day), the carrier
shall be granted the preceding workday as the designated holiday. Enter a V
if the assigned carrier is required to work the designated holiday. Code V will
pay the carrier a day of holiday worked. Enter the relief day code (J or K) on
the normal relief day. Hours worked on a designated holiday must be
included in total workhours for the week in the Actual WKkly Hrs block (see
exhibit 581.133). If Designation 72 or 74 works the holiday, the DACA day is
left blank to indicate the carrier worked the holiday; do not enter V on
PS Form 1314.
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Exhibit 581.133
Holiday on Relief Day
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REGULAR RURAL CARRIER TIME CERTIFICATE

The holiday falls on the second Tuesday of the pay period, which is the carrier’s scheduled relief day. The
preceding Monday becomes the designated holiday, and the relief day code (K) is entered for Tuesday.

The assigned carrier is compensated for 9 days’ evaluation of the route, 1 day of holiday leave, and 9
trips EMA.

The replacement carrier is compensated 2 days’ evaluation and 2 trips EMA.

581.14 Relief Days

If the holiday falls on the relief day, and the assigned carrier is a Designation
72 or 74 and she/he works on the designated holiday, then the assigned
carrier is compensated for 1 day’s evaluation and one trip, but no holiday
leave. These employees are not entitled to holiday leave.

581.141 Provisions of Relief Day

Relief days are provided to carriers serving full time on J and K routes. The
relief day is always Saturday unless the postmaster and rural carrier mutually
agree to change the assigned day or the relief days are changed in
accordance with Article 9.2.C.5 of the National Agreement.

581.142 Working a Relief Day

When regular carriers (Designation 71) work their assigned relief day, they
are paid EMA and provided a day off within 12 weeks. Regular rural carriers
(Designation 71) with a FLSA code A, substitute carriers (Designation 72), or
rural carrier associates (Designation 74) are not provided a day off. They
receive salary and EMA for working their relief day (see exhibit 581.142).
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Exhibit 581.142

Relief Day
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier is compensated for 11 days evaluation of the route, 2.22 hours of FLSA overtime,
and 11 trips EMA. A Designation 72 employee is paid for working the relief day.

The replacement carrier is compensated for 1 day at the appropriate daily rate and 1 day of EMA.

a. DACA Code 3

DACA code 3 pays an additional 50 percent of the carrier’s daily rate of pay plus one day of EMA if
appropriate for working the relief day on the assigned route. The hours worked on the relief day is
entered in the Relief Hours and the Actual Wkly Hrs block on PS Form 1314. The carrier shall
receive an X day (a day for working a prior relief day) within 12 weeks as scheduled by the
employer. If the weekly work hours exceeds 56 hours in a week, DACA code 3 must be changed to
DACA code 5 because of the overtime situation.

b. DACA Code 5

DACA code 5 pays the employee 150 percent of the carrier’s daily rate of pay plus one day of EMA
if appropriate for working the relief day on the assigned route. The employee is not entitled to an X
day.

581.15 Free Saturday

581.151 Free Saturday Combined With Annual/ Sick Leave

A regular rural carrier or substitute rural carrier (Designation 72) or a rural
carrier associate (Designation 74) in a leave earning capacity who has an
approved absence on Saturday occurring within or at the beginning or end of
a period of annual or sick leave is not charged such leave or loss of
compensation, provided the appropriate leave balance on the Form 1223
(Earning Statement) reflects at least 6 days of leave and the following
conditions are met:

a.  There are more than 5 days of annual or sick leave within the period; or

b.  There are more than 4 days of annual or sick leave plus a holiday
within the period. If a holiday falls on Saturday, which is a scheduled
workday, absence on the preceding Friday will not be charged to leave.
If the leave period is for 4 days, or less absence on the Friday will be
charged to leave.
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C. Interruption during the approved period of annual or sick leave by court
leave due to circumstances beyond the employee’s control shall not
disqualify the carrier for coverage as provided in a. or b. above.

581.152 Maximum Free Saturdays Within a Pay Period
Maximum free Saturdays within a pay period include the following:

a. 6-day routes H or M may receive 2 free Saturdays within the pay period
(see exhibit 581.152).

b. 5.5-day J routes receive only 1 free Saturday per pay period.

C. 5-day K routes do not receive free Saturdays.

Exhibit 581.152
Free Saturdays

BRENTON DL 26-4567 | E 466-356521 |7 10; HOO1 A 03y 13 |
Name_of Assigned Carrjer Einance Numbar cur bi /agt] R FLSAl Yr, | PP
b) ™ Actual Days ASsigned Carrler hbs#nt (codes on raver. Dally Training coe Limited Reliaf Rte aT Miles |XMAS ASSIST
—; Wkly Hes Sat. | wen. Tus, dad. | e | gry, Overtime Hour s Hra Dy Mr3 Hours Day Nan omit WORK HOURS
5
& ; wes | 1ges A A A Pf A gz | zoe | wes | ages wes | owvos | wes | jens ey l_m;_|
— .
£ I&é %n‘ﬂ? 6 wes | 3evs | wes fo1ne wg | yees dowy | oyens wry | iovg |
8 043 - Week 1 Information Wask 2 Information
Nams ¢ nol 3

“ Vas/Ratl  povief carrier Ssw u::;u::; L Zi ™ r. = “t - m:ud-‘ r :.; L n:'.h lln]::g N
s ¢ \‘j 3750 07s0
o %‘O DCawr 84{—2&’ "syas »Z]‘?m, un7 108 ,
=3
Q] —
c Hrs l 10es s | 180s
3

J wea L 10ms wa | ms
- ———
" wrs | aomg s | vass
=
5
P tes | 100 ws | owews ]|
@
-4

This certifies that the skave carriar rendered sarvica [Postasster's Signatury sea n“:: I it wrrisr

in vempliance witn Postel regulations r f InLtiel

REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier is charged 5 day’s annual leave and is compensated as follows:
Week 1 5 days’ annual leave and 1 free Saturday at the evaluation of the route.

Week 2 40.00 hours at RSC B, grade 5 attained step, plus 1.30 hours at 150 percent of same rate and
5 trips EMA. Saturday is a free Saturday.

The replacement carrier is compensated as follows:

Week 1 6 days at the appropriate daily rate of pay and 6 trips EMA for week 1, and 1 day plus EMA for
week 2.

581.16 Military Leave

Military leave is authorized absence for regular rural carriers (Designation 71)
from Postal Service duties without loss of pay, time, or performance rating
that is granted to employees who are members of the National Guard or
Reservists of the Armed Forces (see ELM 517). Carrier is not entitled to free
Saturdays for military leave.To complete PS Form 1314 for the assigned
carrier, enter M in the Days Assigned Carrier Absent (DACA) block. Enter the
replacement carrier on PS Form 1314 as usual (see exhibit 581.16).

Career employees who performed qualifying military service, which is serving
on active military duty for a period of more than 30 days under official orders
issued pursuant to Title 10 of the United States Code that states the
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Exhibit 581.16
Military Leave

Time and Attendance

Reservist or Guardsman is activated for Operation Noble Eagle, Operation
Enduring Freedom, Operation Iraqi Freedom, or any other military operations
subsequently established under Executive Order 13223, are eligible for 5
days of administrative leave when returning from military duty. Use DACA
code 2 to record the 5 days of administrative leave.
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier will be compensated for 12 days’ evaluation of the route and no EMA. The
substitutes replacements will be paid at the appropriate rate and six trips EMA each.
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581.17

Other Paid Leave

Other paid leave is used only in situations where the types of leave described
elsewhere in this chapter do not apply or where special leave has been
authorized by management. When O (Other Leave) is recorded, an
explanation must be given on the back of PS Form 1314 (see exhibit 581.17).
Other leave is not used in the determination for free Saturdays.
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Exhibit 581.17

581.18
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REGULAR RURAL CARRIER TINE CERTIFICATE

The assigned carrier on Route K003 is on paid leave the entire pay period. The carrier is compensated
for 5 days of annual leave, and 5 days of other leave (jury duty — which is indicated on the back of

PS Form 1314).

The replacement carriers are compensated at the appropriate hourly rate up to 40 hours, at RSC B,
attained step for all hours up to 40, and at 150 percent for all hours over 40 hours, plus the appropriate
EMA (6 trips and 6 trips respectively) for the pay period.

581.18

August 2005

Family Medical Leave Act (FMLA)/Sick Leave Dependent Care

Carriers use PS Form 1314-F, Rural Carrier FMLA Certificate (June 1999), to
identify FMLA and Sick Leave for Dependent Care hours.

For information on FMLA, review the Employee and Labor Relations Manual
(ELM) 515; Publication 71, Notice for Employees Requesting Leave for
Conditions Covered by the Family and Medical Leave Act (February 2001);
and the Guidelines for Sick Leave for Dependent Care.

Rural carriers (Designations 71, 72, and 74) are always charged leave in
8-hour increments. Enter the Days Assigned Carrier Absent Code (DACA) on
PS Form 1314, Regular Rural Carrier Time Certificate. Enter only those
hours taken for FMLA reasons on PS Form 1314-F. FMLA hours should
never exceed the number of hours charged.

Rural carriers may take up to 80 hours of earned sick leave for dependent
care in a postal leave year. Enter leave in the DACA block on PS Form 1314
for rural carriers (designations 71, 72, and 74). Enter 8 hours under sick
leave for dependent care on PS Form 1314-F. If sick leave for dependent
care hours are to be used for an FMLA covered condition, enter only those
hours taken under FMLA sick leave for dependent care on PS Form 1314-F
(see examples 1-3).

Replacement carriers (designations 76, 77 and 79) in a leave earning status
who have accrued sick leave may take sick leave for dependent care in

hourly increments. The number of hours taken under FMLA Sick Leave (SL)
dependent care or non-FMLA sick leave for dependent care are recorded on
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PS Form 1314-A, Rural Carrier Auxiliary Certificate, and on PS Form 1314-F.
If a replacement carrier is unavailable and it is due to an FMLA reason,
record the time on PS Form 1314-F under replacement carrier unavailable.
Complete PS Form 1314-F using route type and number A996 and submit
with the other time certificates for processing at the end of the pay period
(see example 4).
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Example 1. Ms. Smith on route KOO1 had to leave the route when her daughter became ill at school.
Ms. Smith requested SL dependent care for the day. Even though she worked the route for a short
period of time, 8 hours is recorded for SL on PS Form 1314, and 8 hours of SL dependent care is
recorded on PS Form 1314-F.
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Example 2. Mr. Roberts must go for physical therapy for a serious health condition every Wednesday.
PS Form 1314 will indicate SL for the entire day, but oly the hours actually required for physical
therapy are recorded as FMLA SL.
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Example 3. Mr. Kane must take his wife for chemotherapy on Friday, week 2. Mr. Kane will be charged
8 hours of SL on PS Form 1314 since he elected to take SL dependent care. Since her illness falls

under FMLA, the 4 hours spent in chemotherapy plus the hours transporting her there will be entered
under FMLA SL Dependent Care.
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Example 4. Ms. Jones is a replacement carrier. She is scheduled to work every Saturday on route
K0O01. Her husband is undergoing treatment for cancer, and she is unavailable to work for the next 4
weeks. PS Form 1314-F is completed to indicate that she was unavailable due to an FMLA situation.
Record the evaluated hours of the route under FMLA replacement carrier unavailable.
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581.21

581.22

Substitute Rural Carriers and Rural Carrier Associates

Description

A substitute rural carrier and rural carrier associate serve either as a leave
replacement for a regular rural carrier or serve a vacant rural route, as
follows:

Leave replacements (Designations 73, 75, and 78) do not earn annual or sick
leave.

A substitute (Designation 72) and rural carrier associate (Designation 74)
serving a vacant route or serving during the absence of the regular carrier in
excess of 90 calendar days earns annual and sick leave.

A rural carrier associate (Designation 79) serving on an assigned auxiliary
route in excess of 90 calendar days earns annual and sick leave based on
the actual hours worked. The annual leave category is always 4. Total hours
(work and leave combined) for the week cannot exceed 48.

Qualifying Period

A qualifying period of 90 days of continuous service is required for a regular
route. A break in service of 1 or more workdays breaks continuity of
employment, and the replacement carrier must begin a new 90-day qualifying
period. Normally, a break in service will occur only when the regular carrier
returns or the vacant route is filled by the appointment of a new regular
carrier. A break in service does not mean absence on the route due to a
nonscheduled workday or approved leave, including LWOP, or when
management requires the carrier to work on another assignment.
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Appointments

Appointment to substitute rural carrier (Designation 72) is limited to
employees with a current position of substitute rural carrier (Designation 73).

Appointment to rural carrier associate (Designations 74 and 79) is limited to
employees with a current position of rural carrier associate (Designation 78).

Change to Leave Earning Status

When the carrier has completed 90 days of continuous service, an SF 50,
Notification of Personnel Action, must be prepared using Nature of Action
(NOA) code 907, Change to Leave Earning Status, and standard remarks
code 515, Rural Carrier has served continuously on route since (date
required). The payroll system will credit the employee with accrued annual
and sick leave computed from the date supplied in the remarks field. The
earliest date a rural carrier associate can be credited with continuous service
on a route is January 21, 1988.

Change to Nonleave Earning Status

When the regular carrier returns or the vacant route is filled, an SF 50 must
be prepared using NOA code 908, Change to Nonleave Earning Status. The
effective date of this action is the day before the regular carrier returns or the
route is filled by the appointment of a new regular carrier.

Leave Earned

A lump sum payment will be issued automatically for unused annual leave
credited during the leave earning period if a carrier is returning to a nonleave
earning position. If the carrier returns to a leave earning position, no lump
sum payment is made.

Auxiliary Rural Carrier

Auxiliary rural carriers (Designation 77) earn annual and sick leave. All leave
hours are valid for auxiliary carriers only. Total hours (work and leave hours
combined) for the week cannot exceed 48 hours. When workhours equal or
exceed 40.00, leave cannot be used (see exhibit 581.3).
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Exhibit 581.3
Auxiliary Rural Carrier Leave
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AUXILIARY RURAL CARRIER TIME CERTIFICATE PS Form 1314-A, Nov 2001 U.S. Postal Service EDM-7833

When an auxiliary carrier (Designation 77) uses leave, enter whole hours in the Leave block.
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581.4 Part-Time Flexible Rural Carrier

581.41

Part-time flexible employees earn annual and sick leave. One hour of leave is
accumulated for every 20 hours work, not to exceed the maximum for the
year. Total hours (work and leave hours combined) for the week cannot
exceed 48 hours. When workhours equal or exceed 40.00, leave cannot be
used.

Regular Rural Carrier - Partial Trip Served

When a regular carrier becomes ill or cannot finish the route while on duty,
either in the office or on the route, and is unable to complete service for the
regularly scheduled workday, she or he is granted sick or annual leave for the
entire day. The salary payment for the trip will be made to the replacement
carrier and will include equipment maintenance. The regular carrier will not
be entitled to equipment maintenance while on sick or annual leave. When
the regular carrier does not complete a trip due to unexpected circumstances
for reasons other than personal illness or injury, she or he will be charged
annual leave for the entire day. The salary payment will be made to the
replacement in the same manner as above. When the regular carrier does
not complete a trip due to an on the job injury, the entire day is considered a
work day and employee will receive EMA if they provide their own vehicle.
The replacement carrier will be paid for actual hours worked.

When a regular carrier is working a relief day and becomes ill and cannot
finish the route either in the office or on the route, the carrier will receive
150% for the hours worked.
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Replacement Carrier - Partial Trip Served

When a replacement carrier becomes ill or cannot finish the route while on
duty, the carrier is paid on PS Form 1314-A for actual hours worked and any
EMA. The replacement carrier filling in will be paid for actual hours worked
and any EMA.

Administrative Leave

Definition

Administrative leave is absence from duty authorized by the appropriate
postal officials without charge to annual or sick leave and without loss of pay.

Acts of God
Definition

An act of God involves community disasters such as fire, flood, or storms.
The disaster situations must be general rather than personal in scope and
impact, and must prevent groups of employees from working or reporting to
work.

Approval

ELM 519.2, explains authority to approve administrative leave for acts of
God. Employees who are on preapproved annual leave, sick leave, or LWOP
during an act of God remain in such status and are not entitled to
administrative leave.

Rules

The following rules apply in the given situation for rural carriers when
employees are dismissed from duty before the normal completion of their
scheduled tour or are prevented from reporting to work due to an act of God.

Situation 1

If a rural carrier is scheduled to work and due to an act of God (adverse
weather conditions, roads closed, blizzard, etc.) is unable to report to work,
the following rules apply:

a.  The carrier must call in and advise the postmaster.
b. Compensation:

(1) Designations 71, 72, 74, and 79 receive a full day’s compensation
and no EMA.

(2) Designations 70, 73, 75, 77, and 78 are not entitled to
compensation.

C. Preparation of PS Form 1314 for Designations 71, 72, and 74:
(1) Record an O (Other Leave) on the appropriate day.

(2) Annotate the back of PS Form 1314 with the reason for other
leave (act of God).
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(3) Use areplacementSocial Security Number of 999-99-9999 to
crossfoot PS Form 1314 (see exhibit 582.231).

d. Preparation of PS Form 1314-A for Designation 79:
(1) Record an N (No service) on the appropriate day.

(2) Enter the number of evaluated hours in the Other leave block to
the nearest hour.

Exhibit 582.231

Acts of God
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REGULAR RURAL CARRIER TIME CERTIFICATE

On the first Wednesday of the pay period, a severe blizzard prevents regular carriers from reporting for
duty. An O (Other Leave) is entered by the office for that Wednesday, and the reason is noted on the back
of PS Form 1314. To crossfoot PS Form 1314, enter a replacement with SSN 999-99-9999. The regular
carrier is compensated for 12 days evaluation of the route and 11 trips EMA.

582.232 Situation 2

If a rural carrier is scheduled to work and is contacted by the postmaster not
to report to work because of an act of God, follow the entitlement and
procedures ir]j82.231b and c.

582.233 Situation 3

If a rural carrier scheduled to work reports to the office, but no mail is
available and none is expected because of an act of God, and the carrier
scheduled to work is sent home, the following rules apply:

a. Compensation.
(1) Designations 71, 72, 74 and 79 are paid a full day’s
compensation and EMA.

(2) Designations 70, 73, 75, 77, and 78 are entitled to 2 hours’
guaranteed time. No EMA is due.

b. Preparation of PS Form 1314 for Designations 71, 72, and 74. Leave
blank the appropriate daily block on PS Form 1314. The workhours
and/or hundredths must be added to other service for the week and
recorded in the Actual Wkly Hrs block.
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c. Preparation of PS Form 1314-A for Designation 79. Leave the DACA
field blank on PS Form 1314-A. If the employee is not entitled to EMA,
put 1 trip in the government vehicle block.

d. Preparation of PS Form 1314-A for Designations 70, 73, 75, 77, and
78. Complete a manually prepared or preprinted PS Form 1314-A using
route number A999. Enter 2 hours in the Actual Weekly Work Hours
block.

Situation 4

If the rural carriers scheduled for duty report to the Postal Service installation
but are unable to complete full service through no fault of their own, they
receive compensation according to their designation.

a. Designations 71, 72, 74 and 79 receive a full day’s compensation and
EMA.

b. Designations 70, 73, 75, and 78, when performing service on a regular
rural route, receive a full day’s compensation plus EMA.

C. Designations 70, 75, 77, and 78, when performing service on an
auxiliary rural route, receive compensation for actual hours and
hundredths worked (minimum 2 hours). EMA is only for route hours,
trips, and miles traveled.

Continuation of Pay

Rural carriers who suffer disabling, job-related, traumatic injuries are entitled
to continuation of pay (COP) for the length of their disability, up to a maximum
of 45 calendar days.

Determination of Pay

For a full or part-time worker, either permanent or temporary, who works the
same number of hours each week of the year, or each week of the period of
appointment if less than one year, the weekly pay rate shall be the hourly pay
rate on the date of injury multiplied by the number of hours worked each
week, excluding overtime.

For a part-time worker, either permanent or temporary, who does not work
the same number of hours each week but who does work each week of the
year, or each week of the period of appointment if less than one year, the
weekly pay rate shall be the average weekly earnings established by dividing
the total earnings during the one year immediately preceding the date of
injury, excluding overtime, by the number of weeks worked during the one
year period. For the purposes of this computation, if the employee worked
only a part of a workweek, such week is counted as one week.

For all WAE (when actually employed), intermittent and part-time workers,
either permanent or temporary, who do not work each week of the year, or
each week of the period of appointment if less than one year, the weekly pay
rate shall be the average weekly earnings established by dividing the total
earnings during the one year immediately preceding the date of injury,
excluding overtime, by the number of weeks worked during that one year
period. For the purposes of this computation, if the employee worked only a
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part of a workweek, such week is counted as one week. However, the
average weekly earnings may not be less than 150 times the average daily
wage earned in the employment during the days employed within the one
year period immediately preceding the date of injury divided by 52 weeks.

583.2 Regular Carrier (Designation 71), Substitute Carrier
(Designation 72), and Rural Carrier Associate (Designation
74)

Beginning the day after injury, enter code C in the DACA block for each day
the carrier was scheduled to work. When the following day is a relief (J or K)
day or a holiday (H day), enter the appropriate relief or holiday code (see
exhibit 583.2).

Exhibit 583.2
Continuation of Pay
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REGULAR RURAL CARRIER TIME CERTIFICATE

The assigned carrier is injured on Thursday, Week 1 of the pay period. If a replacement carrier is not
called in, this day is entered as a workday. If a replacement is called in, enter an O (Other Leave) for that
day.

The assigned carrier is compensated as follows:
Week 1  Daily evaluation for 4 days of work, Holiday leave, plus 4 trips EMA.
Week 2 Daily evaluation for 6 days of COP.

The replacement carrier is compensated for 7 days at the appropriate rate plus 7 trips EMA.

583.3 Rural Carriers, Other Than Regular

Rural carriers other than regular rural carriers are entitled to a minimum of 8
hours’ COP for the entire week. Compensation will be at their hourly rate.
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584 Limited Duty

584.1 Regular Rural Carrier

a.

Enter E in the Days Assigned Carrier Absent (DACA) block for each
day the employee works on limited duty. This allows the regular rural
carrier to be paid limited duty hours and continuation of pay (COP)
leave hours that occur on the same day or days within a service week.
Whole hours of COP may be used in conjunction with limited duty hours
to complete the week. COP days cannot exceed 45 calendar days (see
exhibit 584.1).

Determine the number of COP hours to be used in conjunction with
limited duty hours (except K routes):

H or M route = 6 days
J route = 5.5 days
Example 1:
45 Evaluated Hours — J route
45 - 5.5 days = 8.18 daily evaluated hours
8.18 x 3 days =24.54
Limited duty hours = 12.84
COP hours (24.54 — 12.84) = 11.70 hours
Round 11.70 to the nearest whole hours: 12 hours of COP may
be entered in conjunction with limited duty hours.
Example 2:
45 Evaluated Hours — H route
45 + 6 days = 7.50 daily evaluated hours
7.50 x 3 days =22.50
Limited duty hours = 12.84
COP hours (22.50 — 2.84) = 9.66
Round 9.66 to the nearest whole number: 10 hours’ COP may be
entered in conjunction with limited duty hours.

Limited duty hours plus COP hours cannot exceed E days (limited duty
days) multiplied by the daily evaluated hours. COP hours may be
rounded to the nearest whole number. For each day COP hours are
recorded, the whole day counts toward completion of the 45 calendar
day allowance period.

Record the number of hours and hundredths the employee works in the
Limited Duty Hours block. Do not include these hours in the Actual
WKly Hrs block.

COP hours are paid at the evaluated hourly rate, and limited duty hours
are paid at the evaluated hourly rate or RSC B attained step whichever
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is greater. Limited duty hours in excess of 40 are paid at 150 percent of
the RSC B rate.

e.  When limited duty and workhours are equal to or more than 40 per
week, no LWOP hours are charged provided no DACA L or W is
entered on the rural certificate. If the hours are less than 40 a week and
less than the evaluated hours of the route, LWOP will be charged for
the hours between the actual workhours and evaluated hours.

f. When regular carrier performs limited duty on his/her assigned route,
the replacement carrier is entitled to auxiliary assistance for the day.

For K routes, subtract the limited duty hours from 40 hours to determine
the number of COP hours to enter in the COP hours block.

Example 3:

46 Evaluated Hours — K route
Limited duty hours = 30

COP hours (40 — 30) = 10 hours

Exhibit 584.1
Limited Duty (Examples)
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REGULAR RURAL CARRIER TIME CERTIFICATE

Regular carrier D. E. Johnson is assigned to a 45 J route. Daily evaluated hours are 8.18.

The assigned carrier suffers a traumatic injury on Wednesday, Week 1 of the pay period. The carrier had
worked 2.43 hours before he was injured. Enter code O (Other Leave) on the day of injury and include the
2.43 hours in the Actual Weekly Work Hours block. Any miles traveled are entered in the Route Deviation
block, but none are due in this example.

The carrier is on Continuation of Pay (COP) through Monday of Week 2 and works limited duty on
Tuesday, Wednesday, and Thursday. On Friday, the carrier returns to full duty on the route. The assigned
carrier is compensated as follows:

Week 1 2 days of work, 1 day of other leave, and 2 days of COP at daily evaluation of the route and 2
trips of EMA.

Week 2 2 days of COP, 1 day of work at the daily evaluation, 12 hours of COP at the evaluated hourly
rate and 12.84 hours of limited duty at the evaluated hourly rate or RSC B attained step,
whichever is greater, plus 1 trip EMA.
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Designations 70, 73, 75, 76, 77, 78, and 79

Limited duty hours must be entered on PS Form 1314-A in the Actual Wkly
Work Hours block. If the carrier used a personal vehicle and is entitled to
EMA, use route number A998; otherwise, use route number A999.

Higher Level Assignments

Only regular rural carriers (Designation 71) may work a higher level
assignment. There are two methods for making payment to rural carriers
assigned to a higher level position, determined by the frequency and duration
of the assignment. Regular rural carriers when working higher level do not
accumulate hours and are not paid for working over their daily evaluated
hours in a day.

PS Form 1723, Assignment Order

A rural carrier detailed to a higher level assignment must be issued a PS
Form 1723, Assignment Order, for each occurrence. PS Form 1723 must
state the beginning and approximate termination date, and direct the
employee to perform the duties of the higher level position. A copy of this
order is filed in the employee’s personnel folder.

Assignments of 30 Days or More

The rural carrier is paid on the rural route by entering a P in the Days
Assigned Carrier Absent (DACA) block on PS Form 1314 for the first 30 days
of the temporary assignment. After the 30 days, the carrier’s salary is
converted to a 40-hour evaluated route, attained step as follows:

a. Prepare a SF 50-A, Notification of Personnel Action, to assign the
employee to the higher level position after the first 30 days and
effective the beginning of a pay period.

b.  When the assignment is terminated, prepare an SF 50-A to assign the
employee back to the rural carrier position.

Calculation of Pay

To determine the higher level pay of the detailed employee, refer to ELM
413.2, Promotion Increase.

Assignments of Fewer Than 30 Days — Intermittent

When the assignment is for fewer than 30 days, do not prepare an SF 50.

Reporting on PS Form 1314.

The regular rural carrier receives 1 day at the evaluation rate for each P day
worked. This allows a replacement carrier to serve the route and be properly
compensated. Prepare PS Form 1314 as follows:

a. Record P (full day assignment other than rural) for each day the employee
performs higher level service. Record the work on PS Form 1314.

b. Note on the back of PS Form 1314 what the assignment is.
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585.42

585.5

586

586.1

586.2

586.2

Transferring Hours

For the following pay period, the office should transfer the hours from the
rural craft into the craft in which the carrier performed the higher level service,
using PS Form 1236-A, Weekly Loan, Transfer, and Training Hours
(September 1998).

Rural Carriers as Trainers

When a rural carrier is a trainer for newly hired replacement carriers, the
workhours should be recorded as follows:

a. Regular rural carriers - record a P (full day assignment - other than
rural) on PS Form 1314 for each day the carrier works as a trainer. The
workhours must be included in the Actual Wkly Hrs block (see section

85.4). Hours over 8 are not accumulated for day off. Only hours
worked under QWL/EI are accumulated.

b. Replacement rural carriers - record workhours on PS Form 1314-A
using route number A999. The actual workhours must be recorded in
the Training Hours and Actual Wkly Work Hours blocks. No EMA is
due.

Quality of Work Life/Employee Involvement

FLSA Guidelines

All time devoted by regular rural carriers to the performance of Quality of
Work Life/Employee Involvement (QWL/EI) activities is treated as work time
for purposes of the Fair Labor Standards Act (FLSA). Pursuant to section
7(b)(2) of the FLSA, rural carriers cannot be employed for more than 2,240
hours during a 52-week guarantee period and must be paid FLSA overtime
for all hours worked in excess of 12 hours in a workday, 56 hours in a
workweek, and 2,080 hours during the guarantee period. Thus the dollars
paid for hours worked (including QWL/EI hours) must be accumulated to
determine the FLSA overtime rate.

Absence Codes

The following chart shows the relationship between certain absence codes
used on PS Form 1314, Regular Rural Carrier Time Certificate, and the FLSA
requirements:

a. No code entered in Days Assigned Carrier Absent (DACA) day
(workday):

(1) A charged workday for the office.
(2) Workhours are recorded and accumulated toward 2,080.
(3) Dollars are also accumulated.

b. Code F (QWL/EI):
(1) A charged workday for the office.
(2) Workhours are recorded and accumulated toward 2,080.
(3) Dollars are also accumulated.
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586.3

586.4

586.41

586.42

586.43

586.44

Time and Attendance

C. Code R (Relief Day Worked):
(1) Not a charged workday for the office.
(2) Workhours are recorded and accumulated toward 2,080.
(3) Dollars are not accumulated.
d. Code G (QWL/EI Relief Day Taken):
(1) A charged workday for the office.
(2) Workhours are not recorded and accumulated toward 2,080.
(3) Dollars are accumulated.
e. Code O (Other Leave):
(1) Not a charged workday for the office.
(2) Workhours are not recorded and accumulated toward 2,080.
(3) Dollars are not accumulated.

Compliance With FLSA Requirements

Sections 586.4 througt§86.6 apply to regular rural carriers. Sectior§86.7
applies to replacement rural carriers.

Accumulation of QWL/EI

Two Local Records

When rural carriers are working on QWL/EI activities, it may be necessary to
maintain two separate local records for the accumulation of workhours,
depending on the situation. The employees will be granted an O (Other
Leave) or G (QWL/EI Relief Day Taken) for each 8 hours of accumulated
time. Rural carriers on J or K routes may need to have two local records to be
established.

DACA Code

When rural carriers are not serving the route and DACA code F is entered on
PS Form 1314, then if the workhours are 8 or less on QWL/EI activities, no
time will be accumulated on the local record. If more than 8 hours are spent
on QWL/EI activities, the time in excess of 8 will be accumulated on the local
record toward a future O (Other Leave) day.

Relief Day

When rural carriers are not serving the route and perform QWL/EI activities
on their relief day (J or K), enter the relief day (J or K) on PS Form 1314. A
replacement carrier works the route. All QWL/EI workhours are entered on
PS Form 1314 as actual workhours. Time in excess of 8 hours will be
accumulated on the local record toward a future G (relief day worked) day
(see exhibit 586.56a).

Overtime

When rural carriers under FLSA code B work more than 12 hours in a day in
any situation, all hours in excess of 12 must be recorded in the Daily Overtime
block on PS Form 1314. Do not accumulate any time that exceeds 12 hours
on the local record for which overtime has been paid (see exhibit 586.55a).
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586.5 Examples of Completion of PS Form 1314 for QWL/EI
Situations

586.51 Situation 1

The regular carrier works the route a full day and also performs QWL/EI
duties on the scheduled workday. Use the following procedure:

a. Leave blank the appropriate DACA day (workday).

b. Report all time worked, including QWL/EI time, in the Actual Weekly
Work Hours block on PS Form 1314 (see exhibit 586.51a).

C. Add the number of actual hours/hundredths worked on QWL/EI duties
this day to the employee’s local accumulated work record for granting
Other Leave (see exhibit 586.51b).

d. Since the workhours and dollars have been accumulated, enter O
(Other Leave) when the carrier is granted a day off for each 8 hours of
such accumulated time.

If the employee is covered under FLSA code B, the employee cannot receive
overtime unless he/she works over 12 hours in a day or 56 hours in a week.
No travel time to and from the facility is added to the weekly hours if within
the normal commute. If the employee is covered under FLSA code A, time
spent at the site is added to the workhours.

Exhibit 586.51a
Full Day of QWL/EI Plus Regular Service During Same Workday

Week 1 Week 2

Days Hours QWLI/EI Days Hours QWLI/EI
Saturday 7.35 Saturday 7.85

Monday 7.25 +25 Monday 8.02 +25
Tuesday 7.77 Tuesday 7.88

Wednesday 8.08 Wednesday 8.35

Thursday 8.68 Thursday 8.57

Friday 8.38 Friday 7.85

Total 47.51 +25 Total 48.52 +25

Total Actual Weekly Workhours = 50.01 Total Actual Weekly Workhours =51.02
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REGULAR RURAL CARRIER TIME CERTIFICATE

The regular carrier performs service for the entire pay period. Each Monday after servicing the route, the
carrier works 2.5 hours on QWL/EI activities. This time should be included in actual weekly workhours
when completing PS Form 1314.

Exhibit 586.51b
Local Record

Local Record

Hours Charged [ Hours Hours Charged | Hours
Date to Other Leave | Granted | Balance |to G-Relief Day | Granted | Balance
1/23/03 25 25
2/01/03 25 5.0
2/10/03 3.0 8.0
3/02/03 8.0 0.0

For the local record, accumulate the QWL/EI hours to be charged to Other Leave
and maintain a balance.
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586.52

Situ

ation 2

The regular carrier performs QWL/EI duties on the scheduled workday, and
the replacement carrier works the route. Use the following procedure:

a.

Enter F (QWL/EI) in the appropriate DACA block on the carrier’s
PS Form 1314 for this day.

Report all time worked, including QWL/EI time, in the Actual Weekly
Work Hours block (see exhibit 586.52).

If 8 hours or less are spent on QWL/EI activities, no time will be
accumulated on the employee’s local record for this day.

If more than 8 hours are spent on QWL/EI activities, the time that
exceeds 8 hours will be added to the employee’s local accumulated
workhours record for granting Other Leave.

Since the workhours and dollars have been accumulated, enter O

(Other Leave) when the carrier is granted a day off for each 8 hours of
such accumulated time.
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Exhibit 586.52
PS Form 1314 — QWL/EI

586.53
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REGULAR RURAL CARRIER TIME CERTIFICATE

The regular carrier performs QWL/EI duties for the 8.92 hours on the first Saturday of pay period 23. To
pay the replacement carrier, enter F in the DACA block. Workhours and dollars are captured. Add .92

hours to the local record.

586.53

August 2005

Situation 3

The regular carrier is assigned to a 6-day route and works 5 full days on
QWL/EI activities. Use the following procedure:

a.

Enter Fs for the 5 DACA days in this week where the carrier performed
QWL/EI duties.

Report all time worked, including QWL/EI time, in the Actual Weekly
Work Hours block (see exhibit 586.53).

If 8 hours or less are spent on QWL/EI activities, no time will be
accumulated on the employee’s local record for this day.

If more than 8 hours are spent on QWL/EI activities, the time that
exceeds 8 hours will be added to the employee’s local accumulated
workhours record for granting Other Leave.

Since the workhours and dollars have been accumulated, enter O
(Other Leave) when the carrier is granted a day off for each 8 hours of
such accumulated QWL/EI time.

The regular rural carrier is not required to work the sixth day (usually
Saturday). Therefore, enter O in the DACA day where the carrier did
not perform QWL/EI duties. The replacement carrier will service the
route that day (see exhibit 586.53).
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Exhibit 586.53
QWL/EI — Service for Five Full Days
| HOWARD RE 12-g087 | E 569-08-8780 [7#0 | HOO7 B 03|03
|- ame_of Assigned Carrjer Finance Number | ¢igl Secur At Ersalyr | PP
B WK Actual [pays Asslane¢ Carrier sbseny (godes en revpr: Daily Treining coP Limited Rellef Rte T Milex |XMAS ASSIST
N _Wkly 5 sat, | Wen. | Tue. | Wed. | Vmwr. | Fri. Ovartine Hours Hrs bty Hre Hours Dev Ven Omit | WORK HOURS
R Ezl ilg F F: F F P veg | 200s | hes | a0y ps ] ages | wes | ojoes pes | a0gs |
E_Z_‘ ‘hr% é& O Hrs | 10 ]I_ri_t qu_l; w-s_]_ 108§ Hrs | 1 NCE, J_jy_u_‘
[4 044 wWeek )} Informstion Wesk 2 Information
- PUACt] payiercarptar ssH N B A B e o B L ] Gl i
i 100 ‘,L:w.‘cc si3 48 7099|1393 18 2750 ]|
i i —_— wa | tom as | 1k
3 .
i _— wy b iam dex | 100
J} E s | ioss ws | \ags
h
& ws | 108 wes | oom
&
yrs | love des | oAees
This cartifles that the sbovs cArrier rentarsd farvice RPestsaster's Sipnaturs Date dor
.ln compliance wilth Postsl regulstlons r . Initisl
h REGULAR RURAL CARRIER TIME CERTIFICATE

The regular carrier performs QWL/EI duties from Monday through Friday and is not required to work the
sixth day; therefore, an O (Other Leave) is entered on the second Saturday.

586.54 Situation 4

The regular carrier works more than 4 hours’ QWL/EI activities on a
scheduled workday, and the replacement carrier services the route. Use the
following procedure:

a. Enter F (QWL/EI) in the appropriate DACA block on the carrier’'s PS
Form 1314 for this day.

b. Report all time worked, including QWL/EI time, in the Actual Weekly
Work Hours block (see exhibit 586.54).

C. If 8 hours or less are spent on QWL/EI activities, no time will be
accumulated on the employee’s local record for this day.

d. If more than 8 hours are spent on QWL/EI activities, the time that
exceeds 8 hours will be added to the employee’s local accumulated
workhours record for granting Other Leave.

e. Since the workhours and dollars have been accumulated, enter O
(Other Leave) when the carrier is granted a day off for each 8 hours of
such accumulated time.
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Exhibit 586.54
QWL/El — Hours Are More Than Four a Day
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REGULAR RURAL CARRIER TIME CERTIFICATE

The regular carrier performs 7.5 hours of QWL/EI on Monday. An F is entered in the DACA block.
Because less than 8 hours are spent on QWL/EI activities, no time is accumulated on the employee’s
local record for this day.

586.55
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Situation 5

The regular carrier works the route on the assigned relief (J or K) day and
also performs QWL/EI duties on the assigned relief (J or K) day. This
situation must be avoided whenever possible. Use the following procedure:

a.

Enter R, 3, or 5 in the appropriate DACA block on PS Form 1314 to
indicate the carrier worked the route that day and, therefore, is entitled
to EMA. As in any instance in which a rural carrier works the route on a
relief day, the carrier must be granted an X day (relief day taken) within
12 weeks (unless the 150 percent option is selected). This is in addition
to any days off to which the carrier is entitled based on accumulated
QWL/EI time. Do not record any QWL/EI time in the relief days block on
PS Form 1314.

Report all time worked, including QWL/EI time, in the Actual WKly Hrs
block on PS Form 1314 (see exhibit 586.55a).

Add the number of actual hours/hundredths worked on QWL/EI duties
this day to the employee’s local accumulated workhours record for
granting G days (QWL/EI relief day taken) (see exhibit 586.55b).

Since the workhours have been accumulated, but the dollars have not,
enter G (QWL/EI relief day taken) when the carrier is granted a day off
for each 8 hours of accumulated QWL/EI time.
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Exhibit 586.55a
QWL/El — Work and Relief Hours on Same Day

Days Hours QWL/EI
Week 1 Saturday 8.08 3.92

Monday 8.02

Tuesday 7.57

Wednesday 7.85

Thursday 7.38 2.0

Friday 7.68 2.0

Total 46.58

Total Actual Weekly Workhours =54.5
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REGULAR RURAL CARRIER TIME CERTIFICATE

The regular carrier works the relief day and performs QWL/EI duties on Saturday, Week 1. The carrier
work 8.08 hours on the route and 4.0 hours on QWL/EI. Total hours for the day is 12.08. All hours must be
added to the Actual WKly Hrs. Any hours over 12 in a day are listed in the Daily Overtime block. In this
case, .08 hour is entered in the Daily Overtime block. Time recorded in the Daily Overtime block is not
accumulated toward an G day. Record 3.92 hours toward a future G day.

Exhibit 586.55b
Local Record

Local Record

Hours Charged [ Hours Hours Charged | Hours
Date to Other Leave | Granted | Balance |to G-Relief Day | Granted | Balance
1/21/03 3.92 3.92
2/07/03 2.0 2.0
2/14/03 2.0 4.0
3/07/03 2.00 5.92
4/02/03 1.0 5.0

QWL/EI time must be accumulated separately when the regular carrier performs
service on his/her relief day or scheduled workday. An off day is granted at a later
date (within 12 weeks) for each segment of 8 hours accumulated in each column
on the local record. When granting days off, it is important to record the proper
code (O or G) on PS Form 1314 to properly capture the workhours and dollars.
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586.56

586.56 Situation 6

The regular carrier performs QWL/EI duties on the assigned relief day or is

requir
the ro

a.

ed to travel on his or her relief day. The replacement carrier services
ute. Use the following procedures:

Enter J or K as appropriate in the carrier’s Relief Day block on
PS Form 1314. This will allow payment to the replacement carrier.

Report QWL/EI or travel time, in the Actual Wkly Hrs block on
PS Form 1314 (see exhibit 586.56a).

Add the number of actual hours/hundredths worked on QWL/EI duties
this day to the employee’s local accumulated workhours record for
granting G days (QWL/EI relief day taken) (see exhibit 586.56b).

Since the workhours have been accumulated but the dollars have not,
enter G (QWL/EI relief day taken) when the carrier is granted a day off
for each 8 hours accumulated QWL/EI time.

Exhibit 586.56a
QWL/EI Duties on an Assigned Relief Day
Days Hours QWL/EI
Week 1 Saturday 8.92 8.92
Monday 7.78
Tuesday 8.25
Wednesday 7.87
Thursday 8.52
Friday 8.02
Total 49.36

Total Actual Weekly Workhours = 49.36
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REGULAR RURAL CARRIER TIME CERTIFICATE

Exhibit 586.56b
Local Record

Local Record

Hours Charged | Hours
Date to Other Leave | Granted

Hours Charged |Hours
Balance |to G-Relief Day | Granted | Balance

1/11/03

8.92 8.92

August 2005
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586.57 Situation 7
As provided in situations 1, 5, or 6 above, the carrier is granted 1 day off for
each 8 hours of QWL/EI workhour balance. Use the following procedure:
a. For each day granted, enter G or O in the appropriate DACA block on
PS Form 1314 (see exhibit 586.57a).
b. On the local record of the carrier's QWL/EI time, subtract 8 hours from
his or her QWL/EI workhours balance (see exhibit 586.57b).
C. If the regular carrier is temporarily assigned as a QWL/EI coordinator,
the workhours devoted to this project may be transferred via PS Form
1236-A, Weekly Loan, Transfer and Training Hours, as a previous pay
period adjustment only. The “from” designation/activity (D/A) code and
labor distribution code (LDC) are 71-0/25, and the “to” D/A and LDC are
11-0/89.
Exhibit 586.57a
PS Form 1314 — QWL/EI
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REGULAR RURAL CARRIER TIME CERTIFICATE
Exhibit 586.57b
Local Record
Local Record
Hours Charged [ Hours Hours Charged [ Hours
Date to Other Leave | Granted | Balance |to G-Relief Day | Granted | Balance
10/03/03 4.0 4.0
10/05/03 2.0 2.0
11/16/03 2.0 4.0
12/12/03 4.0 8.0
12/15/03 3.0 7.0
12/31/03 8.0 0.0

On the local leave record, deduct 8 hours. The balance shown in each column
should always be current.
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586.6

586.7

587

587.1

587.11

587.12

587.13

587.2

587.2

Equipment Maintenance Allowance While on QWL/EI

When a regular carrier is on QWL/EI for a whole day, no EMA is paid. A
DACA code F is entered on PS Form 1314. If the carrier spends only a
portion of the day on QWL/EI activities and does not deliver any mail that day
or does not deliver mail for any portion of the route, enter the number of miles
in the Miles Omitted block on PS Form 1314. See section 574 concerning
miles omitted. The rural carrier will be paid the standard postal mileage rate
when using a personal vehicle to travel to and from a QWL/EI activity.

Replacement Rural Carriers

Record QWL/EI service by a replacement carrier on PS Form 1314-A using
A994 in the Rt. No. block. Record actual workhours spent performing
authorized QWL/EI duties in the Actual Wkly Hrs block. Do not enter EMA on
this form. Any mileage in excess of the normal commute is paid at the
standard Postal Service Mileage rate for local travel.

Training
Definition

Purpose

All job training is designed to help the employee handle his or her job more
effectively, as distinguished from training the employee for another job, or a
new or additional skill. Attendance at such training, therefore, is required by
management.

Time in Attendance

Time in attendance at such training and all related study time, practice time,
laboratory work, etc., authorized, suffered, or permitted by management is
considered as hours worked. All such training and related study will be
accomplished under postal supervision and on Postal Service premises.

Standard Program

The standard training program for rural carriers consists of a minimum of 24
hours (3 days) of classroom instruction using simulation, followed by a
minimum of 24 hours of on-the-job training (OJT), which may be conducted in
increments of less than 8 hours but not less than 2 hours per day. Each office
has the option of adding time to allow practice in casing and delivery and to
cover local policies and procedures.

Regular Carrier

When a regular carrier is entitled to training, a “T” must be recorded in the
DACA field on PS Form 1314 for each day of training. The hours must be
entered in the Training Hours block for the appropriate week. These hours
are added to those entered in the Actual Weekly Work Hours block. The
carrier is compensated for the daily evaluation for each “T” day if under FLSA
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Exhibit 587.2
Regular Carrier Training

Time and Attendance

code B (see exhibit 587.2). The carrier is paid at the appropriate hourly rate if
under FLSA code A.

If the employee is covered under FLSA code B, the employee cannot receive
overtime unless he/she works over 12 hours in a day or 56 hours in a week.
Travel time to and from the facility if outside the normal schedule is not added
to workhours. No time is accumulated toward an “O” day. If the employee is
covered under FLSA code A, time spent at the site is added to the
workhours. Mileage and per diem for travel are covered under the travel
procedures (see Handbook F-15, Travel and Relocation).

| ROGERS oL 35-9853 IE 290-58-3907 JZ 10 | K006 F D3 P?: ’
Name of Assigned Carrier Inance Numbar cla]l Securit as/Act| RE, m r. 1 Pp
ﬂ WK Actual Days 4ssignad Carrler Absent (codes on reverss Dally Tralatng cop Limitag Rallaf Rta 13 Mlles [MHAS ASSIST
< Wk ly to 1 Woe. § tus, | wed- §thur. ¥ oFei. | Overtime Hours Hry Dty Hrs Houry Dey ush | omit ] WORK WOURS |
L
8! *—:D brigl I\ v B o B we J_jos %al 1!!2.5 ws_ | aqga | wey | aons wes_l 100 |
£ 2 wl "n K\ g ] soue | wea | gm0 weg | yoos | weq | 1ons i 1 jone |
g 043 Wask 1 jnformstion Weak 2 fnformation
Ni [3 Whnle Mi1

“ Des/act illn‘:.c:rrhr S3N I:}:“ll:: r “E; Ll ™ .l a.:: - Mﬁ:uill"i r ; i n.?.-“ ‘::: -
:‘ —
- 7801 Wh 3 T 1237 9484433 9738
s
LY ————

c wes | a0 s | 13es
H]

o LT drs |
&
b ws | soa ws | sue

[

[

o
s ws |y ar | ames
(%]
a

Thiz certifies taat the sbave caffiar rendered servics [Pestasstarts Sighoturs e nJ-:r.‘ L Tor

in compliance with PoStal regulations Ji |indtial

REGULAR RURAL CARRIER TIME CERTIFICATE

Week 1  The regular carrier is compensated for 2 days work, 3 days training at the evaluation of the
route, and 2 trips EMA.

Week 2 The regular carrier is compensated for 5 days evaluation of the route and 5 trips EMA.

The substitute replacement is compensated for 5 days at the appropriate rate and five trips EMA.

587.3

310

Replacement Carrier

Training time is entered on PS Form 1314-A. The hours are recorded in the
Training Hours block and added to the hours recorded in the Actual Wkly
Work Hours block. For reporting training hours, the route type and number
must be A998 (due EMA) or A999 (no EMA due) (see exhibit 587.3).
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Exhibit 587.3

589.1

Replacement Carrier Training

~
HYATT WH | 27—5793_| E ©72-95-5387 | ? B(P A99% P Ocil 2
Bame of d Corrier [ Funanse Number L Spgial Secyrity Nuraber | / He lesalw 1 p
Actual Whly | Warl Training Equipment Alnwance _ Leave-V/hols Hours N:Hg Service Xmas Assist
WK ok Hours Days Haurs Hrs Tr__|ddilss PGT LAnnunil Sick | Other | GOP [Donate Milty | Sat [ Mon | Tue | Wed | Thur Fri Work Hours
1 /i IQ\Q Lrb IQfQ Hrs | 1003 |
21 e [ 1o s | 1908 trs | 100
002 I yyeek 1 Information [ —Week 2 (plormation
Nrme of TSN Actual quip, Alow. [ Actual quip. Allcw
Des Peliel Carier = Whly Hrs Hrs [ Te | Miles | GT | Whkly Hrs brs | Tr | Miles | GT
Hrs | 100w Hrs | 100s
His | 1008 Hre | tnos
Hrs | 1008 Hrs | 1008
Hrs | 100s Hrs | 100s B
Hrs | 1008 Hrs | 1008
Hrs | 1008 Hrs | 1008
This certifies that the above carrier rendered service Postmnster's Sighature Date C‘,'T””
in comphiance with Postal regulations Initial
AUXILIARY RURAL CARRIER TIME CERTIFICATE PS Form 1314-4, Noy 2001 U.S, Postal Service EDM-7833

The rural carrier associate is in training on an auxiliary route. Training hours must be entered in both the
Actual WKly Work Hours block and the Training block. Route number A999 must be used for training hours

588

588.1

588.2

589

589.1

August 2005

Steward Duty

Accumulating DACA Code Z time

Regular rural carriers accumulate time toward a day off (DACA code Z) when
authorized to perform steward duty business on the same day as working on
the route unless provided equivalent auxiliary assistance. The carrier will
receive a day off, as scheduled by the Employer, when 8 or more hours are
accumulated by entering DACA code Z on the rural certificate. A local record
is kept to track the accumulated time. DACA code Z will not have any
workhours.

DACA Code Z

Carriers authorized to work the entire day on union business are coded a
DACA code Z for the day. Enter the hours worked on steward duty in the
Actual Wkly Work Hours block.

Death

Notifying the Minneapolis Accounting Service Center

Notify the Eagan Accounting Service Center (ASC) as soon as possible when
an employee dies, giving the employee’s name and Social Security number.
Make sure that a check is not issued for a deceased employee. If a check is
issued, it must be returned to the Eagan Management Support Service
Center (MSSC), Attn: Disbursing.
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589.2 Time and Attendance

589.2 Preparing PS Form 1314, Regular Rural Time Certificate

Prepare PS Form 1314 as follows:

a. Prepare a duplicate PS Form 1314, copying the indicative data from the
deceased carrier's PS Form 1314. Show Leave Without Pay (LWOP) in
the Days Assigned Carrier Absent (DACA) block, and enter the
replacement carrier’s information. A substitute replacement carrier may
be needed to crossfoot the card if the regular carrier performed service
during the pay period (see exhibit 589.2a).

b. On the deceased carrier’s original PS Form 1314, enter the proper
information and submit it as an adjustment to the Eagan Accounting
Service Center (ASC). For example, a regular carrier worked every day
and died at 12:05 a.m., Thursday, week 2 of the pay period. He was
scheduled to work and is entitled to be paid for the day. An O (Other
Leave) is entered in the block for Thursday of week 2 (see exhibit
589.2b).

C. Prepare PS Form 2240-R (see exhibit 589.2c).

Exhibit 589.2a
Duplicate PS Form 1314 (Deceased Carrier)

Wadean D e 32-6701 231-98 - 00027 2] He 0352 ,
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5 F sut, | won. Tun. Weg. | Ther. [ Fry. Ovartima Hours Hrs Dty Hrs Hours Dav Vah Onit | WORK HOURS
Hen jreh o Onlt | WORK HOURS |
sl 1 L. L
] wy | 10og L | R ws | aoee ] wes | mes ey, 1 egs
= 2 A .
& aes | yoog L —] L L tes | pong 1 ues | romg wrg | gous | s b ojors s | ioks
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= Des/AGt Name of ssN actual e Whola Wiler Actual o Wnals Allae
“ Relisf Carrier Wiy Hrs AETL S T sly bes | LEw | BN T T page o
X R M | 45 0
= 780! Johnson 387 |, e Y 12
s
S
™)
T Qe@\auuuy 399-93-9%99 | w2 1w | s | um
2
—rr—

J s 1 iggs s |
& ———
2
b wes § 180¢ ses. | 1o
»

5
2 we | 1o ws | 100
1%
o

drs | toge |
This certifles that the sbove carriar rendered service [Festasstar's Signature . . Dl!!rl‘ — carriar
in compllancs with Postal regulatlons jinieis)
REGULAR RURAL CARRIER TIME CERTIFICATE
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Exhibit 589.2b
Original PS Form 1314 (Deceased Carrier)
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| — Nawe of Assigned Carrlar financa Number | __ Soclal Sacur Lty Nowb 7Aci] R F Yol B
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in compliance with Postal ragulatiang r ’D 1nitiat
REGULAR RURAL CARRIER TIME CERTIFICATE
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Exhibit 589.2c
Form 2240-R, Rural Pay or Leave Adjustment Request

Time and Attendance

UNITED STATES

MIMITER D imT e Date
POSTAL SERVICE..

7

vlvles

Rural Pay or Leave Adjustment Request
Corrected Forrn 1314 (Attach original)

Name of Assigned Carrier

Finance Number Sorcial Security Number Route No.

[ Form 1314 Correction [| Form 1314-A Correction

Year PP

l

L 133676712214

7ol N o 0516 200

g oopz|
Actua\ Wk]y 5 ASSIQ”‘?C Carrier Absent Daily Training | COP Limited Route| GT | Miles | Xmas Assist
Work Hours ggt Mon. | Tus. [Wed IThur | Fri Overtime Hours Hours| Duty Hours ‘Work Hours
Hours | 100s | ‘ ‘ Hsurs | T00s Hours 1005
j Hours | _100s | Hours | 180s | Hours | 100s Fows | 100s
Week 1 Information Week 2 Information
- Actual Wkly No Whole Miles | Actual Wkly || No Whole Miles
. S .
Des/Act Name of Relief Carrier l’uocwal Security Nurnber Wark Hours | 1TPS| gm EM Dev + T ormit <1 Wark Hours Trips EM EM Gev +omiL -
T
R ‘ /| Hours | 100 i
- - ~ N ‘ S S
I ‘ [ Hoars | 10g H% 100s
‘_g - Hous | 130 ) Aot | aoks |
N ‘ Hours | 1208 I Hours | 1005
Hows | 1008 Hours | 100s
\ Hous | 100s Hours | 1005
0 ed Fo 44 (Attach origina
Name of Assigned Carrier Finance Number Social Security Number Des/Act| Route No. FLSA Year PP
—_— . | I N N (|
W Actual Wkly ‘ Work J Training N - No Service Xmas Assist
Work Hours | Days Hours T Fri. | Work Hours

S | :
Equipment Allowance Leave Whole Hours
Hours |Trips| Miles | GT | Annual | Sick [ Other

Hours. 100s.

mnl L[

|

Hours Ilours

_ i Hours | 100s

Weck 1 Information

Week 2 Information

Actual Wkly Equipment Allowance
Work Hours

Actual Wkly
Work Hours

Des/Act Narne of Relief Carrier Sacial Security Nurmber

Equipment Allowance
Hours | Trips | Miles | GT

Hours | 10CS

fﬂfﬂ* T*

Hours 1008

-

4‘_—

Hours 116 Hours | 1008
—J; . ‘ Hocrs | 109 Hours | 100s
Hours 1003

Remarks:

O

Return to: (/ssuing office complete this block) ’

e —

—

Approving Officer’s Sugnature
[ AR

Tf Date " I

L

7/3

PS Form 2240-R, August 1998
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590 Adjustments
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591

591.1

591.2

592

592.1

592.11

Overview

Pay Adjustment Criteria

If it appears necessary to make a pay adjustment to adjust an employee’s
workhours, leave hours, equipment maintenance allowance (EMA), or
deductions that have been incorrectly input into the payroll system, make a
preliminary review to determine the reason for the adjustment. The review
includes:

a. Checking PS Form 1314, Regular Rural Carrier Time Certificate, and
PS Form 1314-A, Auxiliary Rural Carrier Time Certificate, and related
documents for errors or omitted entries.

b. Comparing the appropriate segment on the employee’s earnings
statement with related information on PS Forms 1314 and 1314-A.

C. Determining if the adjustment is related to a document processed
outside the timekeeping system, such as delivery forms (PS Forms
4003 and 4241), personnel action, health benefits, union dues, savings
bond, or other similar forms.

Methods for Pay Adjustments
When an adjustment is necessary, it must be handled by one of two methods:

a. Refer incorrect route data from processing PS Forms 4003 or 4241 to
the Delivery Services section for corrective action. When these forms
are processed correctly, the regular assigned carrier and all
replacement carriers will be retroactively adjusted from the effective
date of the document.

b. If the adjustment is necessary because of incorrect submission of data
on PS Forms 1314 or 1314-A, late personnel actions, health benefits,
etc., then the adjustment clerk must prepare and submit a properly
approved PS Form 2240-R, Rural Pay or Leave Adjustment Request.

Preparing and Submitting PS Form 2240-R, Rural
Pay or Leave Adjustment Request

Preparation

Corrected Data

For all types of adjustments, enter the indicative data of the assigned carrier
on PS Form 2240-R. Enter the corrected data and complete all other
segments as originally submitted on PS Forms 1314 or 1314-A (see exhibits
592.11a, 592.11b, and 592.11c). Attach a copy of the employee’s PS Form
1223-A, Earnings Statement, or PS Form 1223-B, Earning Statement - Net to
Bank, if available.
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Exhibit 592.11a
Original PS Forms 1314 and 1314-A

Time and Attendance

MARTIN ST -2496 |E 579-84-9256 | 710 | K003 B {03 | 04
ama of Assjgned Cacrier Finance Numbar | Sgur ] Rt Yro 1 i
H Actual |[pays assigned Carrisr dbsent (codes en rever: Dally Training | cOP Linited Rellef Rta 6T | Milsa |MMAS ASSIST
B Wkly Hre Sut. | Mon. | Tus. | wed. Uwnue. | Fri. Suartime Hour s Mes Dty Hes Hours Dew Nen i Omit ) WORK MOURS L
I
.:_1“ rS W wes | 005 | wee | ites wa ) gows | vra b oives o | e |
E 2 [ ﬁlﬁ Ks pes | wy | Iry 0 ¥
@ 044 Weekx 1 Information Wask 2 Information t
[ Mhols N1l Aezun} L Mhele NiL
! ": DesrAst Ru:‘::'c:r{rinr S3N I:::“;fl‘l Iriea ] EX n--'- h;: - '*"u'ﬁ‘ﬁ LAl L] ". l-:: - t
w
4+ = o
3 780 tades 0 (698 24854107501 oT7E N
13
: —— wex | 1nox ws | 1om
] .
3
A —_— e | oames wes 1 oages
3 RS
E sex L _1os aes | aope
£
2 s | mes s ] 30e
[%]
-9
nex | a0 e | o2 —
[Thi: rtlfs that th bave cerrlel renhdersd Service |Pectmester’ 1 17] T
1n complisnce with Postal ragulstions T %\ ) ;}j J 43 mml@l
REGULAR RURAL CARRIER TIME CERTIFICATE
MARQNEY J 53 4968 [ 164-96-85%4 1780 | A005 P |03 |04 1
ame of Assinngd Carrisr Finance Numbsr ! Sosial Security Nurpber I" pes T RAlHn Triead v [ pp
Actual Wkly  [Work Training Enuigtnznt A owance Leave-Whole Hours N-No_Ser "
WK| Work Hours | Days|  Haurs Hrs [ Mies [&T [Anoyul] figk | Other | COP [Donate MLy | Sat | Mon | T . v&fﬁﬁ["ﬁr_ \’ﬁﬁfﬁ’?ﬁr’?
1 ’gé Hrs lmu] L3l5 %0 N ¥rs 1 200
EL:'TI'soo: T Hrs lmaj 1331}‘5 foo y T | 'L”_Hrs!mn f
002 1 N Week 1 information Week 2 informatis
Des Name of ssN Actiial wip_Allow Actual | Equip Mow
e Feliet Carrier wkly Hrs_ (s [7c [ Miles TGT | Wiy brs [Firs T 17 ] Mies [GT
12
2 C!'a-f\si“h- i ']-53‘1[‘18;1 gs%iﬂ% 02|l [“2) Hrs | 100s
J )
(2] M =Yy S l“{'g. L | ks [ 1008 Hrs | 1008 |O2 l cl\
Hrs | 100s Hrs | 1008
Hrs | 1005 Hrs | 100s
Hrs | 160s Hrs { 100s
Hrs | 100s J Hrs | 100s
This certifies that the above cartier rendered service Postmaptps's gignalure Dale Carrier 1
| in sompfiance with Postal regulations Z}"W b (O =2, i \
AUXILIARY RURAL CARRIER TIME CERTIFICATE U PS5 Form 1314.4_ Nov 2001 U.S. Postal Servma Eumia;ﬁ
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Exhibit 592.11b
Preparing PS Form 2240-R to Adjust PS Form 1314

P UNITED STATES Date

POSTAL SERVICE ,,

Rural Pay or l_eave Adjustment Request
Corrected Form 1314 (Attach original)

2\ loz

[B-Porm 1314 Correction [} Form 1314-A Correction

Name of Assigned Carrier ‘ Finance Number
5T 20 24 3 5788+
Wi | Actual Wkly Days Assigned Carrier Absent Daily Training COP Miles | Xmas Assist
Work Hours Mon Tue [Wed TThar Fri Overtime Hours Veh, | Omit | Work Hours

113542 |\¢,

|

Hours | 160s ‘ Hours o 5 Hours [ 100s
2| 36 58| K |
Hours | 1005 a i Hours | t0Us Hours | 100s __ | Hours | 100s
- Week 1 Information Week 2 Information
T -
) N \ e Actual WKly | Whole Milcs | Actual Wkly Whole Miles
Des/Act Name of Relief Carrier | Social Security Numner\ Work Houre r\pa] iEl\« W Work Hours Trips, EM E Dov = [Omi -

186l des ™ | (98- 248541 975% L e77
| I ‘%l;f.; e
| )IVHUMS | _1a0s
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1008

100s

Hours | 1008

Haurs 100s.
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LJ_L
Actual Wkly { Work | Training Equipment Allowance
Work Hours | Days HOU'S Hours Trins| Miles

30s Hows | 1Wls ‘ lHuws | 108s
100s Hours | 100s ‘ ( Hours | 100s

Week 2 Information

N
Week 1 information
T Equipment Allowance
Des/Act Name of Relief Carrier Social Security Number Actual Wiy 9P .
Work Hours 5 Mites

| vteurs ; 1oes

Equipment Allowance

Miles | GT
S

Actual Wkly
Work Hours

100s

Hours

Hours | _100s -
Hours |_100s

s | 18ns Hours | 1008 & W
Houss | 100s Hous | 100s 1
Hours | 100s Hours | 1005

Remarks!

%P\auwac ca.x/w\-w—@o.»\.i Em -Qn..wu)«- 2 e AN |
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Return to: (fssuing office complete this block)

|Employee $ Signature and Date
— T T

- RN 2lwloz
Adjustmem Clerk's Signature and Date
— T YA iy [

WADW(?CWS S’\gga\ure and Dale ’

PS Form 2240-R. August 1998

August 2005

592.11
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Exhibit 592.11¢
Preparing PS Form 2240-R to Adjust PS Form 1314-A

= UNITED STATES Date

POSTAL SERVICE ,,
Rural Pay or Leave Adjustment Request
Corrected Form 1314 (Attach originai)

Name of Agsigned Carrier Finance Nurnber {7 Social Security Number

\\\"{EZch

[J Form 1314 Correction WaForm 1314-A Correction

Des/Act| Route No. PP
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1
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B B ! L
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| | tieurs + 15

Week 1 Information Week 2 information
Whole Miles

Dey +) Omit -
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Name of Relief Carrier Secial Security Number Work Hours - Work Hours [Tlours - Mios | GT
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Waerk Hours

e
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\
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i

2 l
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Des/Act

Return to: (Issuing office complete this block) ‘

Emp!-;yee‘s Signature and Date

7o .

) Q( A pk H[ 7/0)1)03)
Admstmem C\erk s S!gnéure and Date’

™ Yar

Appvowwn ﬁcer S\gnature and Date
“f7[o 3

PS Form 2240-R, August 1968
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592.12

592.13

592.2

592.2

Outside the Timekeeping System

If the adjustment is related to forms outside the timekeeping system, such as
late personnel actions, union dues, savings bonds, etc., only the indicative
data must be completed with a description of the problem in the remarks
section. Attach a copy of the form that was in error.

Signatures Required

PS Form 2240-R must be signed by the employee, the timekeeper and/or
adjustment clerk, and the employee’s supervisor. In the event the carrier is
unavailable to sign the form, the supervisor or clerk who notifies the
employee of the adjustment may sign his/her name in the employee’s block.
Submission

Forward all adjustment requests to the imaging center.
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