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UNITED STATES DEPARTMENT OF AGRICULTURE

FOOD SAFETY AND INSPECTION SERVICE
WASHINGTON, D.C.

FS'S DIRECTIVE 3530.4 7/9/85

TIME AND ATTENDANCE REPORTING

PART ONE--BASIC PROVISIONS

I. PURPOSE

This directive provides basic instructions for preparing a T&A report.

IT. (RESERVED)
ITI. (RESERVED)
IV. REFERENCES

FSIS Directive 3530.1, Preparation of Time and Attendance Reports for
Intermittent Employees

FSIS Directive 4550.1, Travel Time Pay Entitlement Under Title 5, U.S.

Code FSIS Directive 4550.4, Premium Pay Under Title 5, U.S. Code

FSIS Directive 4551.1, Provisions of the Fair Labor Standards Act

FSIS Directive 4610.5, Alternative Work Schedules

FSIS Directive 4630.2, Leave

FSIS Directive 5110.1, Reimbursable Services References Guide

FSIS Directive 9040.3, Use of Compensatory Time and Paid Overtime

NFC Mode Manual, Time and Attendance Report Handbook--Scanner Form AD-321

V. FORMS AND ABBREVIATIONS
The following are used in their shortened form in this directive:

AWOL Absence Without Official Leave
LWOP Leave Without Pay

NFC National Finance Center
T&A Time and Attendance (Report)
T/C Transaction Code

Form AD-321, Time and Attendance Report
Form MP-11, Services Rendered

DISTRIBUTION: OPI:

A1l Offices BFD - Fiscal Services and
A11 Inspection Employees and Review Branch



FSIS DIRECTIVE 3530.4
AMENDMENT 1

VI. HOW TO USE THIS DIRECTIVE

The procedures in this directive follow the usual sequence in which one prepares
a T&A. They may be followed step-by-step as a guide while preparing a T&A.

A. Attachment 1-1 tells how to fill in the top two lines.

B. Parts Two and Three tell how to record the hours worked and management
codes or conversion codes for each day during the pay period. The procedures
cover regular and overtime work, leave, compensatory time, and nonpay status.

C. Part Four tells how to finish the T&A on the last day of the pay
period.

D. Part Five tells how to record mi]itﬁry leave.
VII. SPECIAL CIRCUMSTANCES

Most requirements for preparing a T&A are covered in this directive. Unusual
or difficult circumstances may not be covered. These must be handled by going
through the T&A contact point or, for inplant employees, their area or regional
office.

A. Intermittent Employees. FSIS Directive 3530.1 provides detailed
guidance to intermittent employees on how to prepare their T&A's. Also,
Attachment 1-1 covers intermittent employees on preparing Lines 1 and 2 of the
T&A.

B. Split T&A's. This directive does not give detailed instructions on
preparing a split T&A. Generally, a split T&A is required in the situations
below. Obtain assistance from the T&A contact point or, for inplant employees,
the area or regional office BEFORE preparing a split T&A.

1. Personnel actions or events occurring OTHER THAN at the
beginning or end of a pay period.

2. Recording less than 80 hours of nonpay status that must be
split between two CALENDAR years or that occurs in the new year but during a
pay period which includes the previous year.

_ 3. Recording hours worked in a pay period split between two FISCAL
years. An FSIS notice is issued providing detailed procedures for handling
this split T&A.

+[C. Transferred Employees. When a change of official station entails a
change in the T&A contact point, the transferring office should ensure that
the employee enters a "1" in line 2, block 16, New Contact Point. (Doing so
ensures that important information relating to taxes on relocation reimburse-
ments will reach the employee at the new official station.)]+
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FSIS DIRECTIVE 3530.4
PART ONE
AMENDMENT 1

VIII. WAYS TO AVOID T&A PROBLEMS

A. Prepare Your T&A Correctly. (See Attachments 4-1 and 4-2.)

+[1. Use a sharp No. 2 lead pencil or a fine-line mechanical pencil
with HB lead. DO NOT USE A TYPEWRITER ON ANY PART OF THE T&A.]+

2. Take time to write the numbers carefully.

a. Make the numbers big enough to fill the white square
without going into the blue background. This portion of the T&A is scanned by
a computer as explained in Attachment 4-1.

b. Close the loops on 0, 6, 8, and 9. Don't close the loops
on 3 and 5.

B. Mail the T&A Immediately. Finish filling out your T&A on the Tast
day you work in the pay period. Mail it on the same day. To be sure it
arrives at NFC on time, all inplant employees should mail the T&A at the local
post office instead of using a mail box.
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FSIS DIRECTIVE 3530.4

AMENDMENT 1

ATTACHMENT 1-1

PREPARING LINES 1 AND 2

soue|eq e JobBuoj ou s asay) [11un potiad Aed Buipaadons yoes ul apos Jaug
aAeaT 33IS PUS [ENUUY PIJUBAPY - €
3ABaT 2IS PIJUEAPY - Z
9AB3T [BNUUY PIJUEBAPY - |

1u0J1eZ1I0U3INE 31RIIPUI 0} P02 arelidcidde ay) Jalua ‘aaeaT

‘2°0£9% 2An2a41Q SIS Ultm 23UBpIodDR ULl patuesb si aABS| BOURAPE )|

3d0J NOILVZIHOHLNV JAVIT IONVAQY

*,.2,, 8p093 1a1u3 ‘Juiod 19e3U09
V121 1e Eulnieoss o) abueys 6] °,,|,, BP0 183US ‘SSaIPpPE BWIDH
“jue|g aaea] ‘1uiod 39e1U0D IR

118 Juawalels Bujuies aA19931 0] :1NIWILVLS ONINYVYI

X ¥ X “jue|q aresT :3dAL/LNIHd

JJaquinu A11Inoss [e100s 12Ul HYIGWNN ALIHNOIS TVID0S

*3001q siyl ui saua Buiyew aioyjaq o0 plaly sleladoidde
8yl 01 10 |enuelp spolA 8yl 01 Jajay ‘poilad Aed e jo Bujuuibaq ayy
1e Bu11INdD0 10U SUOIIJR [3ULI0SIBd 10} 3sN X019 IONVHI SNIVLS

1swAo|dwa Jnoy-Oy 18414 -0t 151
‘wre g pue
‘w-d g usamiaq sj|ej AInNp Jo 1IN0l asoym aaAojdwa pa|npayds
A)seinbal e 10} Yiom Buiwioyiad y1,, | NI,, PadJewW 320)q ayl ul
,,9,, & 191ua sasAojdws Jusniuslu] NOILdIIXTI “(Anp jo
1no} pa|npayas Ajsenbas ou Euiaey seaAcidwa) Jusiiiusiuj - I NI
swn-led - 1d
awn-nd - 14

JuswAo|dwsa yo adA1 unoA areubisap 01 320|q a1eidosdde
ayiuy 1, palulidaid ayy yanc i, € 421Ul (INJIWAOTIWT 40 3dAL

10S1A13dNs JNOA Y11m 3NsuoD ‘ulessdun | ue|d Aed JnoA ajeuBissp 01
3oo|q a1erudoudde ayy v ,,|,, parutad ayl Janc ,,|,, e J21ug :NV1d AVd

3N0IMIS _ YOL NS gd Sy LviS

®

®e ©

®

035534aWOD 40 03123uH03 Avd i Easc

8] om | 50 | wazwaau |

*1321440 BAIIBJISIUIWPE 10 JOSIAIBANS INOA Y1IM 3} NSUOD “UIBLIBOUN §| °LOIIRIO0)
INOA 0} paubisse Apeas|e apod 8y} Jelug "y oyi buiulaouod sarinbul |je

10841p |1t D 4N YaIym o1 Julod ayl saiyiuapl siy L “1ulod 102100 gl 8yl
juasaidays Jadaayawn ] o1 Aouaby wouy syo0|q ayl :INIOd LOVINOD VRBL

*3190|q Jaquinu
potsad Aed ay1 ul Jaquinu poriad Aed Jalug :YIFGWNN dOIH3Id AVd

‘potad Aed ay1 jo a1ep Buipua ay3 pue
pouad Aed a1 jo alep Bujliels ayr 41Uz {SHNOH) SNLVLS AVd Ni 3WIL

"JeaA Jepua|ed ayl Jo sHBIp 0Mm} 1se| 131UT YVYIA

("1IA "eled ‘oM | Led 835) "Y1
3yl JO uonoas ,,Aed WINIWS14 10 3U3SqY SINOH 20[D,, 3Y} Ul PIXIOM
Aep yoea 10} A1np Jo sunoy Buipus pue buluuibaq paooay °,,0v ist,, Jo1ug

{ATNO SIIAOTJI3 OIdI) STIAOTINT HNOH-0p LSHI4 D
(‘1IN "eled ‘oM ] 1ied 99G) "VB.L 9Y} 4O UOIDRS ,,Aeq Winjwalg

10 JUasqy SINOH Y20]),, Y3 Ul PaxJom Aep Uyoes 10) AINp 30
sinoy fiuipus pue Buluuibag pJoday °,JuslliuLIBlLY,, plOM 8y} Jaju]

S33A0TdANT LNILLIWYILNI

o

awil younj pajnpayds Ajsenbay -
awil Aselrjiw Buisn ‘Ainp jo sunoy Buipua pue Buluuifag -
N88M)IOM paubissy -

:4a1ua ,,$8p09 AINQ JO O] ,, JApUN Palsl| 10U §]

'9poo
a1ejudoudde ta1us ‘3| JO 8S19A84 UO ,,$9p0D AINQ 40 N0 ,, J3puUn paisy }|

ALNQ 40 HNOL QYVANVLS 'V

SHNOH ANV 333M MXHOM d3HSINgv1s3

"s|eiyjul AQ pamop|oy ‘18414 sweu 1se|
U4 "H/| 8ull Uo ‘YR L JO Jaulod puey s Jaddn up aweu J81u3 JWVN

DIDIOED!

[y
00

i w-l\ 1 ‘“\ e ToL
Thmrges SNUWLS A¥d S FWIL

Safio Coey MESM uiDe Egeuiva sl

Fr 053 | amaE
0vo | atsav | onmiers

ann | 3015 | AONIOV | oins svs | wese

,x;;:||r;\a|rm\\\

————— (e — — —

OO . © ®

CICRONC,

© ©

3/2/87

Page 4



4

530

FSIS DIRECTIVE 3

AMENDMENT 1
ATTACHMENT 1-1
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FSIS DIRECTIVE 3530.4
PART TWO

PART TWO--ACCOUNTING FOR TIME DURING WORK WEEK
SECTION 1--RECORDING HOURS WORKED

I. REGULAR TIME - DAY HOURS

At the end of each day enter the number of full and fractional day hours
worked on the 1st available blank line. DO NOT INCLUDE OVERTIME HOURS.
Enter "01" in the TRANSACTION CODE column. Example:

MLUMBER
AL

; 1 | e 1
il Zid7l7ﬁf; C.T. E? : i i Ffﬂjﬁgé

y | R o
(AETRRES SR TON
. EARNING ADV LV

NAME ESTABLISHED WORK WEEK AND HOURS | YEAR lF'-'\Yl r=EﬂlﬂD] AGENC}
ity

TIME IN PAY STATUS (HOURS)

FROM
] & 3 4a S [ A 8 o 10 | 11 12 13
SUN |MON| TUE | WED | THU | FRI | SAT | SUN | MON| TUE |WED| THU | FRI

g

F

——
=<
oQ
A\

QQ'

During the 1st week of the pay period an employee worked from 8:00 a.m.
to 4:30 p.m. (% hour lunch) each day. Record the hours as shown above.
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IT. OVERTIME

A. Overtime Over 8 Hours Per Day Within 40 Hour Week--T/C 19. Use to
record overtime hours over 8 hours in any one day but only if a total of 40 or
fewer hours are worked in a week. This rarely occurs, except for part-time
and intermittent employees.

B. Overtime Over 40 Hours in a Week--T/C 21.

1. Use to record any hours worked outside the basic 40-hour work
week which are to be paid at the overtime rate.

2. Employees who are covered under FLSA will use this code to
record overtime travel which is compensable under both FLSA and Title 5, U.S.C.
(See subparagraphs C. and D.)

C. Overtime Travel Compensable Under FLSA--T/C 23.

1. Use to record hours of travel overtime compensable under FLSA
only.

2. FSIS Directive 4551.1 has detailed guidelines for making the
determination regarding compensability of travel under FLSA.

3. Only employees non-exempt under FLSA may use this code.

D. Overtime Travel Compensable Under Title 5--T/C 24.

1. Use to record travel outside regular work hours which is
compensable under Title 5.

2. FSIS Directive 4550.1 has detailed guidelines for making the
determination regarding compensability of travel under Title 5.

3. This code is used by all employees to record overtime travel
compensable under Title 5 but not compensable under FLSA.

COMPARISON OF TRAVEL OVERTIME CODES

If an employee is: And travel is overtime Then record overtime on
compensable under: T&A using:
FLSA only T/C 23
Non-exempt under
FLSA Title 5 only T/C 24
Both FLSA and Title 5 T/C 21
FLSA only N/A

Exempt under FLSA - —
Title 5 only T/C 24
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FSIS DIRECTIVE 3530.4
PART TWO

Overtime Call Back/MNo Hork Performed--T/C 30.

1. Any time an employee is called back to work, they must be paid
for at least 2 hours, even if they didn't work all of the 2
hours. NOTE: Time spent traveling to and from the work site
is not counted in computing overtime.

2. Use transaction code "30" to record that part of the call back
overtime in which no work was performed. Record time in 15
minute increments.

3. Use transaction code "21" to record overtime actually worked.

Example:
! .
TIME IN PAY STATUS (HOURS)
FHOM
T 23 a3 S [ & 7 ® o _JTo T i3
SUN [MON | TUE | weD | THU | FRI | SAT | SUN | MON| TUE |WED| THU | FRI
3| 18/818/88
s /
5 /
6

Employee works Monday through Friday, 8:00 a.m. to 4:30 p.m.,
with % hour meal break. Employee is called in Saturday and
works for 1 hour.

Holiday Worked--T/C 31. Use to record hours worked by an employee

on a designated holiday when the employee is entitled to premium pay.
Record at least 2 hours but not more than 8 hours. After 8 hours of
work, time is recorded under appropriate overtime code. EXCEPTION:
For employees on alternative work schedules, maximum is 9 or 10 hours,
depending on schedule. Example:

TIME IN PAY STATUS (HOURS!

FROM
1 F3 3 4 -] S 7 8 E] o O O

suN |MON | TuE | wED | THU | FRi [ SAT | sUN [ MON| TUE |WED| THU | FRI

3| 8| 18|88
J |4
s| | IBu

An employee worked Monday through Friday, 8:00 a.m. to 4:30 p.m.,
with a % hour meal break. Tuesday is a holiday. The employee works
4 hours on Tuesday, during hours corresponding to those of a

regular workday.
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ITI.

NIGHT PAY

A. Night Differential--T/C 11.

1.

Use to record scheduled daily non-overtime hours occurring
between 6:00 p.m. and 6:00 a.m. which are to be paid at the
employee's hourly base rate plus 10 percent differential.

Record night differential hours worked by entering "11" in
the transaction column. Example:

TIME IN PAY STATUS IHDLIRS)
FROM
]

=== 4 1T 5 S 4 [-] 9 LI Nl [F3 13
sun [Mon| Tue [wep | tHu | Fri [ saT [ sun [Mon| TUE [wep | Thu | FRi

3| _P3#34343174
WLk sis)

Employee's tour of duty is Monday through Friday, 2:30 p.m. to
11:00 p.m., with a % hour meal break from 7:00 p.m. to 7:30 p.m.
The time worked from 2:30 p.m. to 6:00 p.m. is regular time.
From 6:00 p.m. to 11:00 p.m. is night work, minus the % hour
meal break.

B. Overtime Over 40 Hours $ith Night Differential--T/C 25.

1.

Use to record hours of overtime within night differential period
when:

a. Overtime is part ot the regularily scheduled tour of duty
authorized in advanca.

b. Substituting for another employee who has a regularly
scheduled tour of duty which includes night work. Enter in
the "Remarks" section th%e hours of substitute work performed.
NOTE: This does not apply if the hours worked are not over-
time for the individual who is substituting for another emnlovee.

Do not use to record occasional overtime worked within night
differential hours. EXCEPTION: The scheduling requirement does
not apply to inplant inspection personnel. Code 25 is used to
record all overtime hours worked within the night differential
time period. FSIS Directive 4550.4 contains added details on
night work. Example:
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FSIS DIRECTIVE 3530.4
PART TWO
AMENDMENT 1

TIME IN PAY STATUS (HOURS) e i

I¥5ih s 35 v
FROM TO | TRANSACTION [

T T2 T3 2[5 6] 78 [® o] i12]13[1al [ . e |
SUN | MON | TUE | WED | THU | FRI | SAT | SUN |MON | TUE | WED THU | FRI L]

3 13434343413k
| g
5 3'4
" 4
Employee's tour of duty is Monday through Friday, 2:30 p.m.

to 11:00 p.m. Employee works on Saturday from 2:30 p.m.
to 11:00 p.m. to substitute for an absent employee.

C. uoyver 8" Overtime Pay Within Scheduled 40 Hours With Night
Differential--T/C 26. Use to record REGULARLY scheduled hours of work between
6:00 p.m. and 6:00 a.m. which are worked over 8 hours in any one day and are
within the basic 40-hour workweek. This applies mainly to part-time and
intermittent employees.

1. Do not use T/C 26 to record any night differential hours over
8 during which the employee is on paid leave.

2. Use T/C 11 if night differential hours over 8 are to be paid at
the employee's basic rate.

+[D. Paid Leave Subject to Night Differential. Record such hours
opposite the applicable leave transaction code and enter a "2" in the shift
suffix column.]+

E. Holiday. When regularly scheduled night differential hours fall on
a holiday:

+[1. Record holiday hours using T/C 66. For those hours of the
holiday which fall in the night differential period, use T/C 66 and shift
suffix code "2." Use a separate line on the T&A for each entry.

2. Record any hours actually worked on the holiday using T7/C 31.
Use a separate 1ine on the TRA. (See subparagraph II. F. for an example.)]+

IV. SUNDAY DIFFERENTIAL

A. Types.

1. Base Pay with Sunday Differential--T/C 04. Use to record
non-overtime hours of work (up to 8 hours) when any part of the regularly
scheduled tour of duty is worked between 6:00 a.m. and 6:00 p.m. on Sunday.
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FSIS DIRECTIVE 3530.4
PART TWO
AMENDMENT 1

2. Base Pay with Sunday Differential and Night Differential--
T/C 05. Use to record nonovertime hours of work (up to 8 hours) when any
part of a regularly scheduled tour of duty is worked between midnight
Saturday and 6:00 a.m. Sunday or between 6:00 p.m. and midnight on Sunday.

B. Eligibility. Sunday differential may not be used by part-time
employees, by employees temporarily assigned Sunday work, by employees
without a scheduled tour of duty, or by employees whose basic workweek
does not include any part within the Sunday differential period.

C. Limit of Hours. An employee may record only up to 8 hours on
any one tour of duty which occurs within the Sunday differential period.
This does not apply to those on a compressed work schedule.

D. Overtime. Sunday differential may not be paid for hours of
overtime. -

E. Paid Leave. Use the applicable leave code to record hours of
leave within the Sunday differential period.

1. Sunday differential can be paid if some part of the Sunday
tour is actually worked. (If night differential is payable, enter "2" in
the shift suffix column in which the applicable leave code has been
entered.)

2. If the leave taken includes all of the Sunday hours of work,
then no Sunday differential is paid for any other hours in that tour.
EXAMPLE:

An employee's tour is 5:30 p.m. Saturday to 2:00 a.m. Sunday.

If leave is taken for the last 2 hours, then no Sunday differential
is paid for the first 6 hours of the tour.

Conversely, if leave is taken for the first 2 hours, then Sunday
differential is payable for the last 6 hours of the tour.

F. Holidays. When a holiday falls on Sunday and Sunday is part of
the regularly scheduled tour of duty:

+[1. Record holiday hours using T/C 66. NOTE: For any hours of
the holiday that are ACTUALLY WORKED and that fall within:

a. The Sunday differential period, use T/C 66 with shift
suffix code "3." Use a separate Tine on the T&A.

b. Both the Sunday and the night differential periods, use
T/C 66 with shift suffix code "4." Use a separate line of the T&A.

2. In addition to recording hours actually worked using T/C 66,
also record any hours actually worked using T/C 31. (See subparagraph
II. F. for an example.)]+
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VI.

FSIS DIRECTIVE 3530.4
PART TWO

SECTION 2--RECORDING ABSENCE WITH PAY

REQUIRED ABBREVIATIONS

Hours of paid absence must be identified by one of the following

letter abbreviations.
explanation of each type of leave.)

(See FSIS Directive 4630.2 for detailed

A - Annual

S - Sick

J - Jury

E - Examination

W - Witness

V - Voting

C - Compensatory

RL - Restored Leave

I - OWCP Injury Leave

H - Federal Holiday

T - Transfer of Official Station
LH - State or Local Holiday

F - Funeral

AD - Administrative Leave

HW - Hazardous Weather Dismissal
HL - Home Leave

CO - Court, Unless Identified by J or W

For any other type of paid absence not identified in the preceding
1ist, use an appropriate symbol and include a brief explanation of

the symbol in the REMARKS Block.

NOTE:

Report hours of paid

absence.other than.compensatory leave in one hour increments. -

RECORDING LEAVE TAKEN AND TYPE

Enter the number of hours of leave taken under the proper day.

Print the applicable letter abbreviation next to the number.

Do not

print letters in scannable portion of the T&A.

Enter the applicable code in the TRANSACTION CODE column.
of T&A.)

Page 13
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NAME EGTARLIEHED WORK WEEK AND HOURS | YEAR |I'AY FERIOD] AGENCY STATE

PLIMEER

TIME IN PAY STATUS (HOURS)

T 1 2135 T a5 & [ 7810 [0 [IZ] T3 [T4] wner
SUN |MON| TuE | WED | THU | FRI | SAT | SUN | MON| TUE | WED| THU FRI | SAT

o |Z18] |£1F

1st week, Wednesday, 2 hours ANNUAL leave, 6 hours COMPENSATORY
leave.

[NAME [ESTABLISHED WORK WEEK AND HOUMS | YEAR FAN‘U:AEI}HI:IPDD AGENCY STATE

-

vvvvvv

2
TIME IN PAY STATUS (HOURS)
oM To
1 2 3 4 S (] 7 ] 8 o 31 [ T2 T34 ]
UN [MON | TUE | WED | THU | FRi | SAT | SUN [ MON| TUE [WED| THU | FRI | SAT

| (818181818 g\8\8 8
‘ &

2nd week, Monday, 8 hours SICK leave.

[NAME [ESTABLISHED WA WELK AND HOURS | TEAR I‘I:MME AGEMCY | STATE
1
Wi
nnnnnn
2
TIME IN PAY STATUS (HOURS)
FROM

= 3 L] £ [ 7 8 ] o1
SUN |MON [ TUE | WED | THU | FRI | SAT | SUN [ MON| TUE |WELH THU | FRI | SAT

3 £\88|5 §1¥8|7|8

Monday of the 1st week is a holiday.

NOTE: Follow the same procedure for all other hours of paid absence.
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FSIS DIRECTIVE 3530.4
PART THO

D. Locate the section labeled CLOCK HOURS ABSENT OR PREMIUM PAY.
Enter beginning and ending hours (see paragraph VII.).

?16

: TOTAL OTHER TIME

17

i CLOCK HOURS ABSENT OR FREMIUM FAY WSE MILITARY TIME)
VIT. RECORDING BEGINNING AND ENDING HOURS

Enter the beginning and ending hours, using military time (see Attachment 4-3)
in this section for all hours of:

A. Leave of any type for less than a full day.

B. Overtime.

C. Holiday worked.

D. Time worked by intermittent & 1st 40-hour employees.

TIME IN PAY STATUS (HOURS) oS =y %
FROM TO | TRANSACTION

1 2 3 2T 5T 6] 7 88 [to]11[i12]13]14] () 2
“Sun | won | TuE | weD | U | PRI | AT I'Sun [mON | TUE | WeD [THU FAl_|SAT EREFDL CODE
3 E; 7
Example 1:
1st week, Wednesday, 4 1A
1 hr. ANNUAL leave
//g

FR: 7:00 a.m. (0700) § L,/uffLﬁ'**—L~n
T0: 8:00 a.m. (0800)

RE ABSENT OR PREMIUM BAY (USE MILITARY TIME)

TIMEKEEPER'S INITIALS

A .
\TGFON EFFECTIVE DATE CLASS CODE | cHeck FIRST LINE ADDRESS
CODE MAILING
ADDRESS
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Examplie 2:

1st week, Thur., 2 hrs
FROM (FR:) 3:30 p.m.
T0: 5:30 p.m.

2nd week, Fri., 1 hr.
FROM (FR:) 9:00 a.m.
TO: 10:00 a.m.

and

2nd week, Fri., 1 hr.
FROM (FR:) 2:3
3

0 p.m.
TO: 3:30 p.m.

) MAME T FSTABLISHED WORK WEEK AND HOURS | VAR [FAY WO AGency | STATE
Hi
wasminG | apw oLy | oaim or
5 Tha 1 Lealsis QFNce
‘2
TIME IN PAY STATUS (HOURS:
rrOM o THARSACTICN 130
N Y - ) O 0 L 0 O i 2. |5
St [0 | FUE | WED ] Tesd | FRI | SAT | SUN { MON| TUE |WED{ THU | Fuil | SAT
s (£161/81818 glgls|8|p ol
|4 2 21/
s k4 62
6 /A 61
7
8
e
10
1"
12
13
TOTALS
. overtime
14
(1530) R THE T
(1730‘ SUN | o | TUE | WEG] THU |, FAL | SAT | SUN MON | TUE JWED | THU ] Fal | SAT
J 8
sick leave TOTAL GVHER I
( ) & B RGRS AY SUAL HULITARY TiALs
( ] 000) \ ,;ﬁ CERTIFICATION THAT LEAVE
PERIOD AND/ O HOURS
km 1M PRIOR  FAY  PERIGDHSH 15
',x THAT | LEAVE CMARGED . WAS
WATH  STATUTES  AND  HEGUI
m RIZING LEAVE
x TIMEKEEPER'S INITIALS EMPLOY
-l -I L _____,.._._.-—--——'-'-'. i v 53¢}
annua eave TTEC IIVE DATE TLAE CUDE  [orecx  JPIRST LINE AGOHESS
=l NALING B
(1430) s
[NATURE OF ACTION CATY NAME
( ] 530 ) CODE DESCRIPTION
SEPARATION CODES SEPARATION REMARKS LEAVE EARN | EMPLOYMENT OF)
ING STATUS
LRGP
© - NO i -
i ves
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VIII.

FSIS DIRECTIVE 3530.4
PART TWO

COMPENSATORY TIME ACCRUED OR EARNED

| NAME

1 ESTADLIBHED WORK WEEK AND oy | TEAR P‘NLTIEUP['ED AGENCY STATE TOWN UNIT TIMEKEEPR
H [ Z G‘ )qéﬂ el / ,7
7/
EARMING ADV._LV OATH OF ACTION .
AR DYl JATH I FINAL podisk | NFCUSE | €
2
TIME IN PAY STATUS (HOURS)
o o TRANSAC IO 130 BT WEES
F—" @2 BHIET [ (X [l 7
1 FrE A s e rrre s MOTIiTIZT1a 14 PREFIx cope | SuF HOLRS FRAC l s | FI'IAIC]
SUN |MON| TuE | wED | THU | FRI | SAT SUN | MON| TUE |wWED| THu | FRI | SAT
| 1919191818 78788 ol 410 40
4
5
6
7
8
9
10
1
12
13
TOTALS
O o TOTAL TIME
o [9]8]8]¢1¢ 818191818 | ! g i
THER TIME (HQURS)
[ SUH [eon ] TUE [wep] Thu | Fan [SAT ] SUN IMON{TUE [WED Tr | Pl | SAT 2 2 2
15 2 2
16
TOTAL OTH -
g -2 « TOTAL OTHER
17 l 2 ) TIME
LOCH LOURS SENT REMILIM PA TAILITARY TIMES
FR | CERTIFICATION THAT LEAVE CHARGED THIS CERTIFIED _CORI
LEAVE. _ OVERT
PERIOD  (AND/OR____HOURS _LEAVE CHARGED AND HOLIDAY 1
o N FHIOR PAY PERIODIS) 15 CORRECT  AND PROVED ACCOR
THAT LEAVE CHARGED WAS IN_ ACCORDANCE TIONS
WITH STATUTES AND REGULATIONS — AUTHO!
RAIZING LEAVE
R TIMEKEEFER S INITIALS EMPLOYEE'S INITIALS [ SUPERVISDR'S SIGNATI
To
— —
ACTION  |EFFECTIVE DATE CLASS CODE [angax FIRST LINE ADORESS TSECOND LINE ADDRESS
CoDE MAILING
ADOWESS
NATURE OF AGTIGN TV MAME EI7Y CODE |STATE NAM
cOpE DESCMPTION
SEPARATION CODES SEPARATION REMARKS LEAVE EARN- |EMPLOYMENT GFFICER
ING STATUS
DURING PP
0= NO U, 5. DEPARTMENT OF AGRICL
12 YES TIME AND ATTENDANCE |

On Tuesday of both weeks, an empl

time_ from 5:00 p.m. to 7:00 p.m.

oyee worked 2 hours compensatory
‘Record the hours as shown above.

The total hours recorded as compensatory time must also be entered
in the "Accrued" column of the "Leave Record Section" on the

"Compensatory" line. (See FSIS Di

rective 4630.2 and FSIS Directive

9040.3 for detailed provisions regarding compensatory time.)
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SECTION 3--RECORDING TIME IN NON-PAY STATUS
IX. CATEGORIES INCLUDED

The following categories of "Other Time" must be reported in this section:

NON-PAY STATUS

A. Leave Without Pay (LWOP)

B. Absence Without Official Leave (AWOL)
C. Suspension

D. Furlough

X. EXAMPLE OF LWOP

TIME IN PAY STATUS (HOURS)

£ 3 4 5 [ 7 -] ] L1005
SUN |MON | TUE | WED | THU | FRI | SAT | sUN [moN| Tue [weD| Thu | Fri
B L

)| (718181918 Y

10 |

11

12 |

13 L

14 J g [ g |? |g g | | g Z 0' I 6 - TwOI.::LFIIYME
| SUN TMONTIUE Twep [ ThHy oﬁ%%ﬁ TUE JWEDT THU | 7HI | SAT 7 / ! #
15 £ !
16
17 [ J_ 5 T 2 8 7 l 4 - Trlc::;L OTHER
—SLGCEH Sd—d

On Monday, Tuesday, and Wednesday of the 2nd week of the pay period,
an employee was on LWOP from 8:00 a.m. to 4:30 p.m. Record the

hours as shown above. Follow the same procedures for recording AWOL,
suspension, or furlough. See FSIS Directive 4630.2 for detailed
provisions concerning nonpay status.

Nonpay hours are charged to the calendar
A split T&A may be needed at the end of t
(See Part One, paragraph VII.)

year in which they occuyr.
he calendar year.
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FSIS DIRECTIVE 3530.4
PART TWO

SECTION 4--DELETE CODE AND LAST LINE CODE

XI. FERRORS MADE ON T&A. Avoid erasures XIT. LAST LINE ENTRY. In the

on the T&A. Enter a "4" over the blue DELETE COLUMN, --ALWAYS--enter
background "4" in the DELETE COLUMN to a "1" over the blue background
delete a line entry containing an error "4" on the last line on which you
and reenter the correct information on made an entry. This indicates

a subsequent line. EXAMPLE: On that the section is completed and
Wednesday of the 1st week, an employee that there are no additional line
was on annual leave for four hours. entries to be recorded.

The hours were incorrectly coded
against transaction code "62" instead
of "61". The correction was made on
the next available Tine.

Page 19 7/9/85
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FSIS DIRECTIVE 3530.4
PART THREE

PART THREE--ENTERING MANAGEMENT CODES

EMPLOYEES USING A SINGLE MANAGEMENT CODE

Enter the management code in Column A beginning with the first block
and continuing through to the second block of Column B. Example:

BN N NNN a0 GOER NESN SEEN NN
ENE § BEE ENRN RRES EREE REER ERRE

If the management code is to be repeated, enter an "X" in the far
right block of Column B. Example:

T (1] Tiar
" c o

‘mmE 0335 B T
NN § SEE ERER NEE SASE NEAN SEEE

L5 1Y J o -y

Once that "X" has been inserted beneath a management code, that
management code will be repeated until a different code is shown.
NEVER ENTER AN "X" BENEATH AN "X".

To enter or change a management code in the NFC computer, write
2 "1" in the accounting data code block. On subsequent T&A's,
enter "2" in the accounting data code block and the computer will
automatically refer to the previously entered management code.
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IT. MPIO INSPECTORS USING COLUMN F

A. To enter (or change) your predominant management code in the
NFC computer:

1. Enter the management code to be "locked in" on Line 3 only.
2. Enter "1" in the accounting data code block, and
3. Leave Column F blank.

4. Do not enter any other management codes.

OR | COMPRESS! ED
SCHELILL

| _llll S WA 5505 C5E NEEE. lll'
NN N EEE B EEE IIII__Illl__llll llll__lll: ER R

B. Referencing Management Codes in Subsequent Pay Periods.

1. Predominant Management Code

a. Enter "0" in the far-left block of Column F. (See
Attachment 3-1 for example.)

b. Leave the accounting data code block blank. NOTE: Always
leave this block blank if using Column F.

2. Other Mandatory Inspection Activities. Use one of the codes
below in Column F when performing mandatory inspection activities other than
your predominant activity:

2 Processing 5 Meat Slaughter
4 Export/Import 6 Poultry Slaughter
3. Reimbursable Inspection Activities. FSIS Directive 5110.1 defines

inspection activities for which FSIS must be reimbursed by the recipient of the
service. Enter the applicable code(s) below in Column F.

1 Meat STaughter 7 Poultry Slaughter

3 Processing 9 Export/Import
Page 22



FSIS DIRECTIVE 3530.4
PART THREE

4. Voluntary Inspection and Other Activities. Write out the
applicable management code for voluntary inspection services performed.
(FSIS Directive 5110.1 defines inspection activities which are voluntary.)
Also write out management code for any other activity not represented by one
of the single-digit codes listed in subparagraphs 2. and 3.

III. RELATIONSHIP TO FORM MP-11

Any hours worked in reimbursable or voluntary activities are to be recorded
on the MP-11 for billing to the recipient of the service.
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FSIS DIRECTIVE 3530.4

ATTACHMENT 3-1
PART THREE

BWLIABA0 YbLU ‘- uy |
SWLIABA0 Aep - suy %z - uoL3oadsul BuLSSII0Ud “00:/-Gp:E “sony
BWLIUBA0 Aep “*uy [ - uoLzoadsul 3hodw] *Gy:p-GH:i§ °UOl
SWLy Je[nbad ‘- sdy g - uoLldadsul Ja3ybne(S 3ed) Gp:E-Gl:i/ ©LA{-UO)

I}o9M pug

SWLIABAO © Suy %[ - u0L3DO3dSUT ud1ybne|s Aug|nod Q0:G-Gp:E € sanyl
BWLIABA0 Aep fsuy z - Ju0du] “Gp:iG-Gp:E € paM pue -sanj
BULY 4e|nbaU €*Say g - U0LIOBASUT UBIYBNe|S JedP “Ghig-Gl:/ Lu4-UOK :jooM IS

9Ll JS)SBW BY3 03UL PIADO0| UDDG Sey pue uorloadsul Jsjybne|s jesw SL A3LALIOR JuBULWOPBAd BY] BWNSSY

EXAMPLE OF TIME REPORTED BY MPI INSPECTOR USING COLUMN F

gl
|4t
13
18

vl

148
[48
118

oL
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FSIS DIRECTIVE 3530.
PART FOUR

PART FOUR--ACTION AT END OF PAY PERIOD
SECTION 1--HOURS WORKED DURING FIRST WEEK

Iy FIRST WEEK

A. Entering Daily Totals on Line 14.

PAY PEAIOD

[FNAME TWMH PO ETS ECT]
1
H [_,}_._z?_r'_)_? LG [(

e
TIME IN PAY STATUS (HOURS) ]
FROM - yo|— 0 L
T — T K
300 - S T 2 - L 2 L 1 PREFIX canu
sun |mMon] TuE [0 o o | Sun | mon| Tue [wen] THu | £ | SAT

| 81 19(818] 0}/

THANSAC TION

4 A 6l1

s g || JFF__Fﬁﬂ 2|1

Example: “ N VO

Each day add the hours
in each daily column.
Print these totals
under the appropriate
day on line 14 at the
end of the pay period.

TOTALS

E_{HDURS)
T | St JMON TUE |WEET] Te4l FRI | GAl
18 = | |
17
5 53 i Y ‘L‘Ej T T
FR CERTIFICATION THAT
FERION _ (AND/OR——1
T0 " _PRIDH FAY :FJ!I(
THAT LEAVE CHARGE!
WITH  BIATUTES ~ANL
AIZING LEAVE.
i TIMERLEPERS INITIALES
TO
FCTion  [EFFECTIVE DATE CLASS CODE  [curcn FIST LINE ADLIHESS
e MATLITG
ADDAESS
S =
NATURE OF ACTION S TATY NAME
COoDE DEGCRIPFTION — =
SEPARATION CODES GEPARATION REMARKS LEAVE EARN |[EMPLOY!
ING STATUS
DURING PP

i a-NO |
1 1.-YES |
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Entering hours recorded for the first week.

1. Add crosswise the full and fractional hours you recorded the 1st week.

[NamE ESTAHLISHED WONR WEER ARG nDURS | vi A
1
Wi ‘ J
Ist week
. 2
EX&I’HET e tO ta] TIME IN PAY STATUS HOURS) ==
FROM L5e)
1 3 k3 E3 3 [7] 8_Ti V12773 74
L'i ne 3 8 $ 8 + 8 + 8 = 32 SUN |Mon | TuE [ wep | THO F??I s:r SUN [MoN n.?e wzn[mu Fm];-_
o > s 8| [§]|g]8
Line 4 8 = 8 e %
- ﬁ i
Line 5 2% = 2% g 2
s {

2. Print the full hours total (but not any fractions) for each line
under HOURS of the 1st week. Print these hours on the right hand
side of this column.

[FAME [ESTABLIRHLED WORN WEER AND HOURS ]
Ist week l
Example: total "l 1
) B
" TIME IN PAY STATUS (HOURS)

Line 3 3 R ) e e (B 2L «
Line 4 8 | 1#] [9]7l8 & [ Bol/E B 512 |
. | | Wa (| Bel/8 B | 7]

Line 5 2 bR ee i ek
o & e
s | gLk g8 N
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FSIS DIRECTIVE
PART FOUR

3. Does your 1st week totals for any of the lines contain a fraction?
NO - GO TO PARAGRAPH II.

YES - Refer to the Fractional Hour Code table to find the code number
for each fraction.

(Note that the fraction codes represent % hours and
that the code number will always be either 1, 2, or 3).

FRACTIONAL HOUR CODE

EXAMPLE : Fraction. fode

Line 5 2% L hr 1
% hr 2
3/4 hr. 3

4. Print the fractional code number determined for each line under FRACTIONS
of the 1st week.

A LTl
- M ESTABLIBHED WONK WEES AND HOLRS | YEAN ";“;;‘D"E‘H AGENCY | STATE TOWN UMNIT TIMEKEEPR | GS | WG

Aeirad
il
A e
1 EaING
| weane | tesoe [%ednae | e sone | wecuse | cont
2
E XAMP L E - TIME IN PAY STATUS (HOURS)
. Yol THANAAL I o TwiER - Hl
= U B ] ¥ 1] T [0 [JT [ 1z | i3 Jid (1 [ uur‘-’ ar Ta G W
COde A S o e e st [ | 7ue [wes| T | rov | 54T s £0aE pouns FRAC | milns e twnr-‘
i b 1 AEdr 4
Line 5 24 3 | [
o | & Al g
—f— i oy o
5 24 2|1 2
1 fut
J L
7
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IT.

EXAMPLE :

Line 5 %

ITI.-V.

SECOND WEEK

Add crosswise the full and fractional hours you recorded the 2nd week.

AME [FuTemiaein wonR WEEK AND HOURE AR
1
Wl
2 -
TIMaE 1N TUS MOUNS '
o to}
0 - L} ) | L - i} Ta_|
wacite | TuE | WEDH Thel) Sidly | Mo TUE | WD i
3| |8| [E|€|% £2|82\2 (€
I
/!
5 24 ¥

Print the total (but not any fractions) for each 1ine on the righthand

Enter fractional code numbers as

2nd week
EXAMPLE: Totals
Line3 8+8+8+8+8= 40
Line 5 3 = i
side under HOURS of the 2nd week.
described in Paragraph I.
1 INAME BLISHED WORK WEEK AND HOURS | YEAR
H
2
e o
code 3L 18] 181818] | £]2]8]2]8
. Ia
e s 24 B
(RESERVED)
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FSIS DIRECTIVE 3530. 4

PART FOUR

SECTION 2--DETERMINING TOTAL HOURS WORKED DURING PAY PERIOD

VI.

TOTALING ENTRIES IN TRANSACTION COLUMN

) 5 £ PAY PERIOD
INAME CHTAULIGHED WOIN WEEK AND HOLIRS AR AGENCV STATE
1
L
2
TIME IN PAY STATUS (HOURS)
FROM TR IJI I’i'{ L}
1 2 3 S 5 [ 7 B [} L2 L2 ]
SUN [MON| Tue | weDp | THU | FRI | SAT | SUN |MON | TUE [WED| THU | FRI | SAT
3| |F] |712|8 79 8¢\% ..[‘]......
!
4 f | Hol/8 B || N
6 .. .. . ... .
° :
10
1
12
h i s ¥ ¥ o
YYYYYY AT A S - 3
7 Joi3, 3f | | B
14 b iy
= E_naouRst L v ;
N [MON] TUE [ WED| T | PR |SAT | Sur [ | TUE Jwen | vou [ v [SAT .. .. ... . :
15 P } ;
TME. = ;
| | | EEEE EER B
CLOGH [E] WSE BULTARY TiMEL X ¢ Wy, a ! :
R CERTIFICATION THAT LEAVE CHARGED THIS
PERIOD (ANO/OR LEAVE = CHARGED
10| I, FRIOR | PAY zsmonuu g RRECT AND
AT LEAVE CH WAS 1N ACCORDANCE
WiTk STATUTES "AND REGULATIONS AUTHO:
0l [ (N IR S A I S R ! P O I N A VTR ER'S INITIALS EMPLOYER'S INITIALS 1
TO
ACTION |EFFECTIVE DATE CLASS CODE [y FIfIST LINE ADOIRESS SECC
cope | [maunc »
nnnnnnn
NATURE OF ACTION TITY HAME Ty
CODE | DESCRIPTION
SEPARATION CODES SEFARATION REMARKS LEAVE EARN- | EMPLOYMENT OFFICER
ING STATUS
DURING PP
@r:NO U, 5. DEPAR
|- YES TIME AND #

Add all the code numbers recorded in the TRANSACTION CODE column.
total on Line 14. Example: 01 + 61 + 21 =

Enter
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VII. ENTERING TOTAL TIME WITH PAY
A. Determine the total hours you worked the 1st week by adding all the
numbers you recorded in the 1st week column. (You may want to do
your addition on scratch paper.) Example:
HOURS FRACTIONS (Code)
32
+ 8
+ 2 1 _
| lllllllﬂllll _
42 1 Total hours first week. W | | a. . ..a i | | B
EEERRERRREEE R
AR EREEREER N ]
3 = = - '.__
Determine the total hours you worked the 2nd week by adding all the
numbers you recorded in the 2nd week column. Example:
HOURS FRACTIONS (Code) S R
40
+2
40 2 Total hours second .. El . ..n . ...

k.
nee EEZ0 R N2 0 AR E
HENE N EEE A AN )
AN EE N NEE N EEE D
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FSIS DIRECTIVE 3530.4
PART FIVE

HOURS FRACTIONS (Code)

Add the two ending totals of

subparagraph A and subparagraph B 42 1
to determine the total hours in +40) 2
pay status for the pay period. 82 3

Remember that the fraction code
total represents % hours and must
be either 1, 2, or 3. If the code
is 4 or greater you must convert
the code numbers to full and
fractional hours. EXAMPLE:

7 =7/4 =1 3/4 hours

Total hours in pay status Hours Code

82 3

In the block on Line 14 labeled

TOTAL TIME WITH PAY, print the

total number of hours in pay status. \ ... .

NOTE: The box on the far right .ﬂl a
is to.be used ONLY for the : .ll . .l.

fractional hour code.

¢ TOTAL OTHER
e sl

TIFIED CORRECT.
CERV DAERT'lI'mAE
HOL) J
;a‘gVED ACCORDING
ol

EAVE CHARGED THIS

WRS LEAVE CHARGED

S IS CORRECT AND
WAS ACCORDANCE

REGULATIONS ~ AUT
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FSIS DIRECTIVE 3530. 4
PART FOUR

SECTION 3--COMPLETING LEAVE RECORD SECTION
VIII. FILL IN "THE BROUGHT FORWARD" BOX
Look at the BALANCE TO DATE block of the T&A for the previous pay period and

transfer the annual and sick leave balance to the BROUGHT FORWARD boxes on
the T&A you are now completing.

T&A FROM PREVIOUS PAY PERIOD

S

BROUGHT ! ! AVAILABLE BALANCE TGO DATE

FORWARD - o

'II e II I NG B
1 . I ' |
o o2 IIEiI I 15

CcOoMP

ANN

64
Lwor

T

| AWOL

72

SUSP - 7 ‘ ; ;

: i oSy I llll l 19

MIL : A - '

Il e i B o
R 3y : |

EMER i ! f{;gf o | 21

68

T&A BEING COMPLETED

BROUGHT

FORWARD
ANN

61
SICK

G2
COMP

. 64
i LwoP
{

7

| AWOL

72
SuUsP

73
1 M
REG

EMER
68
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IX. ENTER ACCRUED LEAVE

A. From the ACCRUED LEAVE TABLE,

annual and sick leave you

Length of time employed

accrue each pay period.

ACCRUED LEAVE TABLE

Hours of annual leave
accrued each pay period

FSIS DIRECTIVE 3530.4
AMENDMENT 1
PART FOUR

determine the number of hours of

Hours of sick leave
accrued each pay period

_ PFT Part-Time PFT Part-Time
First day to the end of 4 1 for every 20 hrs. 4 1 for every 20 hrs.
the third year. in pay status in pay status
From the beginning of 6 1 for every 13 hrs. 4 1 for every 20 hrs.
the fourth year to the in pay status in pay status
+[end of the 15th year.l+
From the beginning of. 8 1 in every 10 hrs. 4 1 in every 20 hrs.
+[the 16th year to thel+ in pay status in pay status
termination of employment.

*NOTE:

The last full pay period in the calendar year, employees in this
category will earn 10 hours annual leave instead of 6.

B. Enter the number of hours of annual and sick leave accrued this pay

period.

C. A change in an employee's leave earning category is effective on the
first full pay period after the required years of service are completed.

e aé___.T.._-,_\_ e e i At 0

pe—r——

BROUGHT
FORWARD

el 115

1. _ACCRUED.

= AVAILABLE _]__ useo |

w|I84) .

COMP

64
LwoP

kil
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FSIS DIRECTIVE 3530.4
PART FOUR

X. ENTER HOURS AVAILABLE

ADD THE NUMBER OF HOURS ACCRUED to the balance of hours BROUGHT FORWARD to
find the number of hours AVAILABLE. Enter the sum in the AVAILABLE block.

ANNUAL: 115 + 6 = 121
SICK : 184 + 4 = 188

L TR LT X
g BROUGHT
L. FORWARD
. ANN

Lo 115
gy

LWOP
E71
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XI. ENTER HOURS USED

A. Determine the type and number of hours of leave taken during this
pay period.

NAME ERTARLIEAED WO WEER ATl HuRs [ TRAR [FAYFEEO] AGENCY | STATE
1 NUMB L
ul
)
)
i
2
TIME [N FAY STATUS miouss:
R IANS AL T o
00 S O O - A 1 B 3 uu_mi =i LB 144
Sun |mom| Tue | wep | THu | FRr | BaT | s | MON| TUE [WED] THU | FRI | BAT
)| | 1818718 818|178 IR
— 4 8 A8 00 8
o mr 1
s /s | Hoi2R |
s 8u || Holof |
, i | B | B
0 BB
0 SR EE N
10 B
e o g e e - [ —— -
1 13
! BROUGHT ACOHULD AVAILABLE UEED WALANCE 10 DATE
e wsre | FORWARD F
/15 /213 8 "
&1
sice ¥ R
— 194 EURE /82 Y || s
62 N
T
64 K 1
Lwol
" 17|
AWOL [
1e
22
LR T
use
19
73
i
REG - NO OF DAYS » 20|
6%
o+ Wi
(] 21
S
OTH
ER
&5 8 22
+
REMARKS
1

B. Locate the USED block of the Leave Record Section. Enter the
number of hours of leave or other time taken on the applicable

line.

C. If no leave was taken, the USED column should be left blank.
DO NOT enter a dash (-).
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FSIS DIRECTIVE 3530.4
AMENDMENT 1
PART FOUR

XIT. COMPUTE BALANCE

A. For annual, sick, and compensatory leave, subtract the number
recorded in the USED box from the number recorded in the AVAILABLE box to
determine the balance. Record in the BALANCE TO DATE column.

der, - 95 i o el R R MY hs -
BROUGHT BALANCE To DATE |a
FORWARD P G I 24 :

- s b
| |84

comp

64

B. For LWOP, AWOL, or suspension, add together the f1gures in the
BROUGHT FORWARD co1umn and the USED column. Enter the total in the BALANCE
+{TO DATE column. Carry any balance forward through pay period 26. Do not drop]+
to a zero balance until pay period 1 of the next leave year. (See Part Five
for handling military Teave.)

XITI. SHOWING ADVANCED LEAVE

To show advanced leave, enter amount BROUGHT FORWARD and amount ACCRUED.
Determine the amount AVAILABLE. Enter the amount USED. The BALANCE TO DATE
is determined by subtracting the amount available from the amount used.
Remember that this balance is a negative balance.

R e Ll L S e e R T P er ey e B e W i 4y 2 T e
[ BROUGHT [ ACCRUED | AVAILABLE USED | BALANCE TO DATE } !
e st felel ol s |

- | el I ]|
wlo | M A Il OOz
= W WO T

1. On subsequent T&A's circle the BROUGHT FORWARD entry until
the advanced leave has been paid back. Be careful that the circle does not
touch the blue portion of the T&A.

2. Until the leave is paid back, be sure to complete the "ADVANCED

- LEAVE CODE" box in 1ine 2. (See Attachment 1-1, circle entry 13.)
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SECTION 4--CERTIFICATION AND DISTRIBUTION
XIV. CERTIFICATION

A. Employee. If you took leave during the pay period, enter your
initials in the EMPLOYEE'S INITIALS block. Even if leave was not taken,

employees should initial this block to show that they have checked over the
T&A.

B. Timekeeper. Complete the TIMEKEEPER'S INITIALS block if the
employee took leave during the pay period. Employees preparing their own
T&A should initial this block as timekeeper.

C. Supervisor. The SUPERVISOR'S SIGNATURE block must always be
completed to certify that the information entered on the T&A is accurate.
If the supervisor or an employee designated to act in his/her place is not
available to do this, the supervisor must review a copy of the T&A report
sent to NFC as soon after the pay period as possible.

CERTIFICATION THAT LEAVE HARGE THIS CERTIFIED CORRECT: ALL REGULAR TIME.
N © © e LEAVE. OVERTIME. NIGHT DIFFERENTIAL,
PERIOD (AND/OR_—__HOURS LEAVE CHARGED AND HOLIDAY TIME WAS WORKED AND AP-
IN PRIOR PAY PERIOD(S)H IS CORRECT AND FROVED ACCORDING TO LAW & REGULA-

' THAT LEAVE CHARGED WAS IN_ACCORDANCE TIONS.
WITH STATUTES AND REGULATIONS AUTHO-
RIZING LEAVE.

"MEKE?SIE INITIALS EMPLOYEE'S IN| LS SUPERVISOR'S SIGNATURE
.ﬂ!
. m . % » W— w

XV. DISTRIBUTION

A. Original.

1. Inspection employees preparing their own T&A's should place the
original T&A in a POSTAGE AND FEES PAID Government envelope. (Do not fold the
T&A in the blue portion to fit it into the envelope.)

a. Mail no later than Saturday to:

U.S. Department of Agriculture
National Finance Center

P.0. Box 60,000

New Orleans, LA 70160

b. If mailing the T&A on Saturday, use the Tocal post office
rather than a mailbox.
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FSIS DIRECTIVE 3530.4
PART FOUR

2. The T8A contact point in all other offices is responsible
for mailing T&A's to NFC.

B. First Carbon Copy. This copy is kept by the T&A contact point,
as prescribed in the FSTS Records Management Handbook. (Inspection employees
who prepare their own T&A are to mail this copy to their MPIO regional office
according to the procedures established for use within the region.)

C. Second Carbon Copy. This copy is kept by the employee.
NOTE: On the reverse of this copy are instructions relating to unemp loyment
compensation.
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FSIS DIRECTIVE 3530.4
ATTACHMENT 4-1

EXAMPLES OF PROPERLY FORMED NUMERICAL CHARACTERS

This appendix shows how to form the numeric characters so that they are
legible enough to be read by an optical reader. The optical reader is
an electronic machine that reads characters from documents. This elimi-
nates the need to have someone punch holes in the tabulating cards to
represent the numbers. But, just as a keypunch operator can misread
poorly written or printed characters, so can the optical reader misread
or reject your printed characters if they are not formed properly.
Therefore, it is important that you learn how to form characters so
they will be recognizable by the optical reader.

When a document is fed into the optical reader, it passes across a tube
similar to the picture tube in your TV set. Then, a small spot of light
begins to scan (read) the document. When this spot of light comes to a
handprinted character, it begins to trace around the edges of the character.
When the spot has finished going around the character, it sends the out-
line of what it has just "seen" to a part of the machine that decides

which (1 234567 890 X) of the possible characters has been traced.

The optical reader makes this kind of contour analysis of every character
you print. It reads very fast, at a rate of 1000 characters per second,
or 3000 T&A's per hour.

Shape each character as shown in this appendix.
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THE NUMBER “ZERO”
A. Make a well rounded loop. Be sure there is no opening.

B. Make it large enough so that the number almost fills the
box, but does not quite touch the tinted margin, as
shown in this enlarged model.

THE NUMBER “ONE’’
A. Draw the line straight.

B.  Always remember the size rule - the number should be
as large as possible without touching the tinted border.

THE NUMBER “TWO”
A. Make a simple hook - no fancy loops or curls.
B. Make the bottom flar.

C. Remember the size rule - the “TWO" should almost
fill the white box without getting into the shaded
border.

THE NUMBER “THREE"
A. Make no fancy loops - or curls.
B.  Keep the loops open here.

A

C. Remember the size rule.

THE NUMBER “FOUR"’

A. Extend the mid-line until it makes a good “cross at this

point. Don't stop with just a *“touch™.
B.  Keep the top open - always. \/
C. Stay inside the border, but fill the box

THE NUMBER “FIVE"

A.  Make sure these two lines always touch.
B.  Keep this loop open.

C. Remember the size rule.
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FSIS DIRECTIVE 3530. 4
ATTACHMENT 4-1

THE NUMBER “SIX"

A. Round the loop and close it at this point.
B. Make the number large enough to fill the M

without getting into the shaded margin.

O'\

THE NUMBER ““SEVEN"
A. Make two simple lines, without any extra marks.
B. Keep in mind the size rule.

THE NUMBER “EIGHT”

A. Close the loops.

B. Make sure a definite “X” is formed at the intersection.

C. Remember the size and shape rule.

Q| |[—

THE NUMBER “NINE"

A. Round the loop properly, and completely close it (no
gaps allowed.)

B. Stay inside the border, but otherwise make the “NINE”
as large as possible.

—Q

THE FIGURE X"

1. Draw straight lines, almost touching the corners at the
ends of each diagonal.

) " . . . . ________._.—-———'—'_"
2.  Make sure a definite “x” is formed at the intersection.

>
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FSIS DIRECTIVE 3530.4
ATTACHMENT 4-2

AVOIDING ERRORS IN PREPARING T&A's
Errors of a non-read nature generally are time consuming to correct.
To avoid these errors, follow these guidelines:

A. Always leave the appropriation column blank unless instructed
otherwise through an FSIS Notice.

B. If a management code is used, enter the code in the four blocks
of Column A and the first two blocks of Column B only unless
instructed otherwise through an FSIS Notice.
C. When using accounting data usage code "1" use only one manage-
ment code without using "X" to repeat and with no data in
Column F. (Other codes may be entered but they will not be "read".)

D. Never show any information in the accounting data columns when
using accounting data usage code e

E. Always leave accounting data Column C, D, and E blank.

F. Enter "1" in the Delete column on the last line of data for
“Time in Pay Status".

G. Don't use accounting data usage code "1" if no accounting data
is shown.

H. Don't use an "X" to repeat data in Column F.

I. Leave the accounting data usage code blank if Column F is used
on the T&A.

J. Don't enter management codes on the same 1ine in both accounting
data Columns A and B with conversion codes in Column F.

K. Avoid erasures when possible. It is usually better to delete a
line and make the correction on a subsequent line.

Take care in handling the T&A report. Don't smudge any of the figures or

spill anything on the T&A. The T&A should only be folded in the white,
non-scannable area.
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FSIS DIRECTIVE 3530.4
ATTACHMENT 4-2

CLOCK HOUR CONVERSION TO MILITARY TIME

A M. MILITARY TIME P. M. MILITARY TIME —‘
12:15 0015 12:15 1215
12:30 0030 12:30 1230
12:45 0045 12:45 1245
1:00 0100 1:00 1300
i:15 0115 1:15 1315
1:30 0130 1:30 1330
1:45 0145 1:45 1345
2:00 0200 2:00 1400
2:15 0215 2:15 1415
2:30 0230 2:30 1430
2:45 0245 2:45 1445
3:00 0300 3:00 1500
3:15 0315 3:15 1515
3:30 0330 3:30 1530
3:45 0345 3:45 1545
4£:00 0400 4:00 1600
4:15 0415 4:15 1615
4:30 0430 4:30 1630
4:45 0445 4:45 1645
$:00 0500 $:00 1700
5:15 0515 5:15 1715
$:30 0530 5:30 1730
$:45 0545 5:45 1745
6:00 0600 6:00 1800
6:1% 0615 6:15 1815
6:30 0630 6:30 1830
6:45 0645 6:45 1845
7:00 0700 7:00 1900
7:15 0715 7:15 1915
7:30 0730 7:30 1930
7:45 0745 7:45 1945
8:00 0800 8:00 2000
8:15 0815 8:15 2015
8:30 0830 8:30 2030
8% 0845 8:45 2045
9:00 0900 9:00 2100
9:15 0915 9:15 2115
9:30 0930 9:30 2130
9:45 0945 9:45 2145
10:00 1000 10:00 2200
10:15 1015 10:15 2215
10:30 1030 10:30 2230
10:45 1045 10:45 2245
11:00 1100 11:00 2300
11:18 115 11:1s 2315
11:30 1130 11:30 2330
11:49 1145 11:48 2345
12:00N 1200 12:00M 2400
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FSIS DIRECTIVE 3530.4
PART FIVE

PART FIVE--SPECIAL INSTRUCTIONS FOR RECORDING
MILITARY LEAVE

I. GENERAL

There are two types of military leave. Regular military leave is for
training, for which 15 calendar days are given each fiscal year. Emergency
military leave to protect 1ife and property during natural disasters or

civil disorders is 1imited to 176 hours during each calendar year. (See FSIS
Directive 4630.2 for a more detailed explanation.)

IT. MILITARY LEAVE FOR TRAINING--T/C 65
A. Method of Accrual. Each eligible employee receives 15 days for this

type of leave at the beginning of each fiscal year. Also, as many as 15 days
may be accumulated and carried over from one fiscal year to the next.

B. Recording Time in Pay Status.

1. For each day of military leave, record the number of hours of
paid absence and show T/C 65.

2. Record hours subject to night differential on a separate line.
Use T/C 65, and enter a "2" in the "Shift Suffix" column.

C. Completing the Leave Record Section. Enter the total number of DAYS
of paid absence in the block labeled "MIL REG 65." Include any nonworkdays
wholly within the period of military Teave.

Days in Training (Underlined) Days Charged to T/C 65
Su Mo Tu We Th Fr Sa Su Mo 4
Su Mo Tu We Th Fr Sa Su 5
Su Mo Tu We Th Fr Sa Su Mo 1
IIT1. EMERGENCY MILITARY LEAVE--T/C 68

A. Method of Accrual. Each eligible employee is allowed up to 176 hours
for this type of military leave in each calendar year. There is no accumulation
or carryover of unused Teave permitted.

B. Recording Time in Pay Status.

1. For each day of military leave, record the number of hours of
vaid absence and show T/C €8.

2. Record hours subject to night differential on a separate line.
'se T/C 68, and enter a "2" in the "Shift Suffix" column.
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C. Completing the Leave Record Section.

1. Enter hours BROUGHT FORWARD in the block labeled "MIL EMER 68 "
2. Enter hours USED.
3. Enter hours remaining in BALANCE TO DATE.

Deputy Administrator
Administrative Management
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