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Empioyea clocks in on Form 1230
in the main office at 10:00 and is
directed to report to the East
Branch.

Employee is given Form 1234
time card by his or her supervisor.

Employee:

L @1. Clocks out on Form 1230

fram main office pay location
at 10:44.

2. Clocks in at 10:54 when
arriving at the assigned East
Branch work center,

focks out from East Branch
wark center for lunch,

H locks in at East Branch work
cenler from lunch,

& —aClocks out at East Branch
work center at end of tour.

The supervisor at the East Branch
is respansible for refurning the
employee's Form 1234 to the
home pay lacation,
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"Roaral carmers who are detiiled ito & dilfereml salary schedule are converted first to dbe salary for a #-hour evalumied route, sitained

shep, before applying the higher level incnrease.

“*Far A-E Possmasers muigned 1o full-tines positions, e adjust ibe curnent hase salary o the full-time squivalent rate.
BASE Salary Adjustment

1. To cwrrentd full-time base salary, add 2 steps of the current
Erade (add ¥ steps for detail to & positiom 3 or more grades
higher), Advamsee 10 the next higher base salisy sbep i e higher
Erade,

I, Adjust ibe carres) basic slery by the amount of COLA in the
permninent posivion lexs the COLA of the higher level position.
Add | sep of the carresl grade 1o the adjusied basic salary. Ad-
vames 00 the Bexl higher salary ibep in the higher level grade. Add
the highett fevel positlon OOLA For the base salary 1o be paid
durisg the higher fevel saignment,

1. Adjust the current basic sabary by the amousd of OOLA ke
permanen position less the COLA of the higher level position.
Add 5% of the minimum basic salary of the higher level grade to

the adjusted current basic salary, Advancs o ibe next higher
b ialary sbep in the higher bevel grade, if appropeiate. Add the
higher level position COLA for the bage salary 1o be paid during
the higher beved assignmen.

4. Add B% of the minimum basic salary of 1he higher level grade
to the current full-time base mlary. Dho pol &0vance o The nexi
higher siep.

5. To carrest base salary, add 5% of the cumrent basic salary.
Advance 10 the next higher hase salary step in the higher hevel

. Advence the current base salary (o Uhe equivalent base salary
step im the higher bevel grade.

T daterming ihe new bheslc salary, subirsci the COLA of the permanant lower grade posilion from the adjusisd base salary,
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All of this information is copled by the
the timekeeper from the top of the
1230=-A or 1230-B timecard.
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Em"-t “!H “Iﬂfd erl
Frifure to do 50 may cawse
the employer to be paid
ineorrectly.

N

Rate Schedale Code and
grade of the higher level
position. Failure to enter
could cause the emplovees
i be paid incomecily,

N\

Used only for higher
level assignments as
required in Exhibit
421,21,

If an emploves was in a
higher level status at the end
of the last scheduled tour in
the pay period, enter a Y™
for “*ves."" If not, enler a
“M" for “no." Failure to do
w0 could cause the employes
o b paid incorrectly.
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Enter the "'card type.”™
Failure 1o do 5o may cause
the employes 1o be pakd
incorrecily.

G
CARD TYPE

y= NEW EMFLOTER OR

R lotelsr ] € Lolal Wl vece el

REFLACEMENT TIME CamD i
- MOHER LEVEL i (B8 +

caep Tree MUST
BE ENTERED

AT RIGHT
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;
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Rate Bchedule Code and
grade of the higher level
position. Failure o enter
could cause the employes
1o be pasd incorrectly,

Used ondy for higher
leved assignments as
tequired in Exhibit
42121,

If an employes was in &
higher level status at the end
of the last scheduled tour in
the pay period, enter a YY"
for "yes.”" If not, enter an
ll.NII rm “nﬂ.” F‘um I-D dﬂ
s could cause the employes
to be paid Incorrecily,
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Complete the following information on Form 1234 for
Transfer Hours as shown shove:

I. Emploves name and Sockal Security Mumber.

2. Check off “"Transfer’' box,

3. Titke, Base Designation Activity Code, Base Labor
Distribwtion Code, and Bass Payv Location Code of
the employee in the employes"s regular assigned
oD

4. Tighe, Designation Activily Code, Labor Distribution
Codbe, and Fayroll Location Code of Temporary
Assigned Posinen o which the employes is being
transferned.

5. Year, pay perend. amdf week of the iranafer.
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Complete the following information on Form 1234 for
Loaned Hours as shown above:

.
I
i

Employee name and Social Security Mumber,
Check off ““Losned'’ boa.

Title, Base Designation Activity Code, Base Labor
Dastribution Code, and Base Fay Location Code of
the emplovee in the emplovee’s regular assigned
position.

. Title, Designation Activity Code, Labor Distribation

Code, and Fayroll Location Code of Temporry
Assigned Position 1o which the emploves & being
ransferned.

. Finance Mumber of Borrowing Office, Enter number

in blamk spece above temporary assipned position
block,

. Year, pay penod, and week of the loan
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Complste the following information on Form 1234 for
Loamed Hours as ghown above:

1
2.
3

. Employes name and Social Security Mumber,

Check off ““Trining'" box,

. Title, Base Diesignation Activity Code, Base Labor
Disribution Code, and Base Pay Locstion Code of
the employee in the employes's regular assigmed
pasithon.

. Enter the womd “*Traiming™" in the emporary assigmed
posithon biock.

Designation Activity Cods and the Training Labar
Cristribution Code of the Temporary Assigned Position
o which the employee is being assigned for
training.

- Year, pay period, amd week of the iraining.
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r0: _ CLAtk Kent DATE |-3-Fb
UpEIViSQIr 'S Name)
I, . :EHE -&nmﬁﬂﬂ , reguest to engage in
scheme study, training, testing, and gqualifying at the
(FoThAM Ciry N.Y. eeoc frem _ [-10-86 at
(Installation) [Date]
30 PM uneit 2-11-86  at &!30PM  my social
Time | iDate (Time)
Seacurity Number is S-432I , and I am employved
ocial Security Number)
£ &IH#H '!f..:l'!""l"J N. ,H F.o. ., where my regular tour
official Duty Station)
is from [D.00AM o P4 and my days off are SATURDA
Time (¥ Day
and S’UMP“? . I have elected the ANUVAL LeAve
[OFf Day) {Annual Leave or Hours
Cutside of Schedule)
alternative.

/@M Y57

(Signature)
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TO: A.B. Cee DATE | -3 -8k
(Supervisor's Name)
I 3 ,I.:F"EEE_‘ IEF‘-' ; raguest to engage in
scheme study, training, testing, and gualifying at the
Bigrown, N-Y. PEDC from (= -8l  at
[(Installation) (Date]
5.30 P unein F-ll-8 o £:30PM. wy social
{Time) {Date) {T
Security Number is I.Q'B" P-F'é'{?? , and I am emploved
[Social Security Number)
at _Bfﬁ"rﬂﬂiﬂ. N . Y. P.o ‘ , where my regular tour

lOfficial Duty Station)

is from F.00 AM +o5:30 FH, and my days off are Eﬁ?ﬂiﬁt

Time ET:LIM 5

and SUNI:‘H‘.I' . I have elected the Hﬁﬂt'-'r@_ﬂfﬁr.ﬂf OF .Q'.'.HEI'IIJLE-'
T Day {Annual Leave or Hours
Outside of Schedule)

glternative. ‘ﬂ
(Signature)
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The regular tmecerd, Form [230-4 or 1230-B, is completed in i normal mannes during e schese maining, esting,
and qualifying period. Sinct the employes his eleceed o use annual leave, 3 Form 3971 must be setenimed g appooved
|:|'l"i:rl'2 E:vlhe peticed of Ismmning. tesitng, or gualifying for use in posting the daily annual leave emries, (one Form 387]
perinds. |
ﬁ:: indicatve information al the of the Fomm 1234, Uhitiy Card, is c?ud direcily from the emphovee's re
tmecerd. Remember o check off the *“Traineng'™ Box and 1o emter “5.7.T.0.7 abve i (he same box. r
the wonds “*Senior Bidder'" in the nale box of the temporary assigned pasicion, Also enter “A.L." at the top of the
card k0 indicite the al=mative selecred for Eraining, lesling, and gealifying
The actuzl scheme craining, 1esting, and qualifying time i recorded o= tee Forms 1234, Diiliy Card, which are retained
by the sdjomment clerk until the employee passes the examinsion asd accepts the position. At thes time, the Farm
1250-A or |2HRE enmies ame adpested based om the Form 1234 eatries by co ing the criginel snnosd lesve entries
io waork hours. Anentson sst be given o asceriain if additonal entries such as night differential andior Ssnday premivm
hours gre reqaired, The adjusiment clerk will maie the corecling eniies in red ink and &lso annolsse The wands “See
Form 13347 o the applicable deys. See the exampies above. On this sample Form 1234 various times an wsed 1o
illusarate the variations that mey occur {for different empiovers). Mommally, the senier bidder would wiiliee the same
Ferurs edch day for schemne wraiving, sesting, wnd qualifying. The situsion on Monday shows the tining, fesfing, and
qualifying tete moved to 100 theoogh 110K} hours, which is charged as annusl I on the regular timecand. AL 1550
'«"fl‘f"“II"'L":I'E'I imkes 2 howrs sick lesve for @ Gocior's appoistmest retemisg @ 1750 o woek | hour o the end of the
shediilo at [B50. These addivionsd rings kv recorded on a separate Form | 234 (oflowing established timekesping procedures

« The sdjusied Formis) 1230-A o 1230-B is ulilized mmm 1240, Pay, Leave, or Other Howes Adjssiment

Reguest, i the oomwal manner Tor sobmission o the Section 722.31 and Exhibin 722,31 for deisils aboul

adjuszing ennual leawe beowrs uged on 5.T_T.Q
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I. The mgubar tmosaed, Form 1230-4 o 1238, 5 compleaed s the normal monner deving the scheme training, iosling,

and

qualifying pericd. Simce the emplovee
other than the memorasdam regeeszing the assignment.

1. The ndicalive information ar the
timecand. R:n'ru'rnh:'r o :hurh off

31, The achual scheme training, besting. mdqnllll'hqllﬁth
by the adjesiment cherk uniil the e
1234 enries are sdded b0 the Foem |

11 licable. The

H:n:l}lﬂl-hnrlmnhulhudnpqm ? i ﬁcfﬂl
mmwmmhhmnwmc;w See Section TAL31 and Exhibic TEL30e foe
adjusting hours used mutside schafale on ST.T.0

passes examination and ﬂ'.d: .
ﬁwlﬂl—ﬂm-ﬂd}ﬂm_:humﬁmﬂ
adjustnent clerk will make the corvec

wse hours oulssds the schedule, no documentntion is required
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