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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
August 10, 1992

TRANS. MEMO NO.
26:85

Handbook 26 - Position Classification. Pay and Allowances

Appendix 13A has been reissued to reflect the updated 3 FAM 310,
Allowances (General).

FILING INSTRUCTIONS:

1. REMOVE PAGES:

13A-l thru 13A-19 (1M 26:74)

REPLACEMENT PAGES:

13A-1 thru 13A-20

2. Initial the Transmittal Memorandum Checksheet (in the back of the
Handbook binder) beside TM 26:85.

3. KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for
this Handbook on the back.

~i

4. File this 1M 26:85 in the front of the handbook binder; discard TM sheet
26:84.

* * * * * * *

Address questions about this Handbook to FA/HRDM/PP (202) 663-1433.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.
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12-3-91
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As
indicated

HANDBOOK 26
POSITION CLASSIFICATION, PAY AND ALLOWANCES

AUTHOR OFFICE: FA/URDM/PP

MATERIAL TRANSMITTED

Complete Handbook

Note regarding sex-biased
language in Handbooks

Pages 9-7 and 9-8 of Chapter 9

Pages 1-1 thru 1-4 of Chapter 1

Pages 1-5 through 1-7 of Chapter 1

Pages 3-9 and 3-10 of Ch. 3

Attachment 14A to Chapter 14

Attachment 1A of Chapter 1

Chapter 11

Chapter 12

Chapter 10

Chapter 4

Page 6-1 of Chapter 6

Pages 6A-1 and 6A-2 of Chapter 6

Chapter 5

New Handbook Index

Chapter 2

Pages 2-1 thru 2-8 of Ch. 2

Pages 13-1 thru 13-15 of Chapter 13

The Table of Contents; Att. 1B;

Pages 7-1 thru 7-15 of Ch. 7

Pages TC-5 and TC-6, Chapter 8 in its entirety

FEPCA lOP #1 to Circular to Chapter 3

Attachment 5A, 5B and 5C of Chapter 5

Circular Table of Contents, FEDCA lOP #2,
and page i to Circular to Chapter 3

Appendix 13A
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORAND~

MATERIAL TRANSMITTED:

DATE
April 2, 1992

TRANS. MEMO NO.
26:84

Handbook 26 - Position Classification, Pay and Allowances

Circular to Chapter 3 -- This is the second in a series of
policies and operating procedures to implement the Federal
Employees Pay Comparability Act of 1990.

The Act authorizes federal agencies to pay recruitment and
relocation bonuses in order to attract high quality employees
and to enable the government to compete with the private sector
for talent. Each agency may begin to pay these bonuses when it
has policies and procedures in place.

To date, USOPM has issued interim regulations. When final
regulations are issued, the interim procedures will be revised
as necessary, and incorporated into the handbook.

A Table of Contents for the Circular has been added to make the
lOPs easier to find as they are issued.

SUPERSEDES:

Page i of Circular to Chapter 3 (TM 26:82)

FILING INSTRUCTIONS:

1. File lOP Table of Contents at the beginning of the Circular to Chapter 3.

2. File lOP #2 folloWing lOP #1 in the Circular to Chapter 3.

3. File the superseded page as indicated in the above supersedes instruction.

4. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 26;84.

KEEP THIS TRANSMITTAL MEMORANPUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 26:84 in the front of the handbook binder;
discard TM sheet ~.

* * * * * * *

Address questions about Handbook content to HRDM/PPM/PP (202) 663-1433

Address questions about copies 1 distribution to FA/AS/ISS (703) 875-1641
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Pages 9-7 and 9-8 of Chapter 9
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Attachment 14A to Chapter 14

Attachment lA of Chapter 1
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Chapter 10

Chapter 4

Page 6-1 of Chapter 6
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Chapter 5

New Handbook Index

Chapter 2
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Pages 2-1 thru 2-8 of Ch, 2

Pages 13-1 thru 13-15 of Chapter 13

The Table of Contents; Att. 18;

Pages 7-1 thru 7-15 of Ch. 7

Pages TC-5 and TC-6, Chapter 8 in its entirety
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AGENCY FOR INTERNATIONAL DEVELOPMENT

• HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
March 11, 1992

TRANS. MEMO NO.
26:83

Handbook 26 - Position Classification. Pay and Allowances

Attachments SA, 58 and 5C of Chapter 5 are revised to reflect
the 1992 Pay Schedule Increases.

SUPERSEDES:

Pages SA-I, 58-1 and 5C-l (TMs 26:80 and 26:77).

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 26:83.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 26:83 in the front of the handbook binder;
discard TM sheet 26:82.

* * * * * * *

Address questions about this Handbook to FA/HRDM/PPM/PP (202) 663-1433.

For additional copies of this Transmittal contact FA/AS/ISS.
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3-11-92

HANDBOOK 26

POSITION CLASSIFICATION, PAY AND ALLOWANCES
AUTHOR OFFICE: FA/HRDM/PPM/PP

MATERIAL TRANSMITTED

Complete Handbook

Note regarding sex-biased
language in Handbooks

Pages 9-7 and 9-8 of Chapter 9

Pages 1-1 thru 1-4 of Chapter 1

Pages 1-5 through 1-7 of Chapter 1

Pages 3-9 and 3-10 of Ch. 3

Attachment 14A to Chapter 14

Attachment lA of Chapter 1

Chapter 11

Chapter 12

Chapter 10

Chapter 4

Page 6-1 of Chapter 6

Pages 6A-l and 6A-2 of Chapter 6

Chapter 5

New Handbook Index

Chapter 2

App. 13A

Pages 2-1 thru 2-8 of Ch. 2

Pages 13-1 thru 13-15 of Chapter 13

The Table of Contents; Att. IB;

Pages 7-1 thru 7-15 of Ch. 7

Pages TC-5 and TC-6, Chapter 8 in its entirety

Circular to Chapter 3
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
December 3, 1991

TRANS. MEMO NO.
26:82

Handbook 26 - Position Classification. Pay and Allowances

Circular to Chapter 3 -- This is the first in a series of
policies and operating procedures to implement the Federal
Employees Pay Comparability Act of 1990. For nearly all of
these new pay authorities USOPM has only issued interim
regulations with the final regulations due in April, 1992.

This circular establishes the requirements for this Interim
Operating Procedure (lOP) which provides AID's policies,
authorities, responsibilities and procedures for the payment of
travel expenses for candidates' pre-employment interviews and
travel and transportation expenses to first duty station for new
appointees. These regulations are effective until modified or
otherwise superseded.

SUPERSEDES:

None

FILING INSTRUCTIONS:

~ 1. File the attached in front of Chapter 3.

2. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 26:82.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 26:82 in the front of the handbook binder;
discard TM sheet 26:81.

* * * * * * *

Address questions about this Handbook to FA/HRDM/PPM/PP (202) 663-1433.

For additional copies of this Transmittal contact FA/AS/ISS.
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Note regarding sex-biased
language in Handbooks

Pages 9-7 and 9-8 of Chapter 9

Pages 1-1 thru 1-4 of Chapter 1
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New Handbook Index
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
June 21, 1991

TRANS. MEMO NO.
26:80

Handbook 26 - Position Classification. Pay and Allowances

Replace Att. SA, 1991 pay schedule.

SUPERSEDES:

Page 5A-I (TM 26:77)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside 1M 26:80.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this 1M 26:80 in the front of the handbook binder;
discard TM sheet 26:79.

* * * * * * *

Address questions about this Handbook to HRDM/PPOM/PP.

For additional copies of this Transmittal contact MS/AS/ISS.
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Chapter 1 26:30

10-28-80 Pages 3-9 and 3-10 of Ch. 3 26:38
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9-20-85
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11-1-89

4-1-90
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App. 13A

Pages 2-1 thru 2-8 of Ch. 2
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The Table of Contents;
Att. 18; 58 and 5C
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Table of Contents, pages 7-1
thru 7-15 of Ch. 7
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NOT E

Throughout this Handbook, masculine pronouns are to be

interpreted as including both men and women, unless the

context specifically excludes this interpretation.

Future revisions will take into account the AID

directive (HB 18, Part I, 2E) of 12/30/75 on the

avoidance of sex-biased language.

TM 26:9
(1-22-76)



PREFACE

Early in 1972 the Agency made the decision to convert the AID
manual orders to a series of specialized handbooks. In compliance,
SER/PM has developed new personnel handbooks to replace existing
personnel manual orders. The objectives have been:

To condense and simplify directive material.

To place, to the extent practicable, all information and
instructions of general Agency-wide utility on a given
subject in one location.

To highlight principal personnel policies, rules, and
regulations.

The personnel handbooks include those rules, regulations, and
operating procedures which affect more than one Office, Bureau, or
Mission. They also incorporate pertinent Uniform State/AID/USIA
Regulations and portions of the Federal Personnel Manual. They
do not include detailed background information, functional statements,
or internal personnel office procedures, unless this information is
essential to users generally.

There are ten volumes:

Handbook 24, General Personnel Policy
Handbook 25, Employment and Promotion
Handbook 26, Position Classification, Pay, and Allowances
Handbook 27, Attendance and Leave
Handbook 28, Training and Staff Development
Handbook 29, Employee Relations and Benefits
Handbook 30, Separation and Disciplinary Actions
Handbook 31, Foreign National Personnel
Handbook 32, Personnel Actions, Records, and Reports
Handbook 33, Overseas Position Management

(Existing handbook, formerly an attachment
to M.C. 435.4, designated as an AID Handbook)

Each handbook is organized into chapters dealing with a topic within
the general subject area indicated by the title. A table of contents
is included in each handbook. The Transmittal Memorandum for each
handbook will indicate which manual orders and manual circulars it
supersedes; concurrently, cancellation notices are distributed to all
holders of manual orders.
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Personnel Handbooks will not all be distributed at once. Accordingly,
there will be an interim period where both manual orders and handbooks
in the personnel area will be in Agency-wide use. Manual orders and
manual circulars will remain in effect until they are specifically
superseded by a handbOOK and canceled by a Manual Transmittal Letter.

Supervisors, employees, and administrative/executive officers should
use the handbooks for general guidance in all matters of personnel
to which they pertain. For unusual problems or counseling needs,
the appropriate office in SER/PM should be contacted.

:.~..•..~.•.•.....•..
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Tran<;...... No. Effective Date Page No.
, AID IWIJBOOl 26 26:77 Jan. 1, 1990 TC-l

HANDBOOK 26

POSITION CLASSIFICATION, PAY AND ALLOWANCES

TABL£ OF COIfTElIS

Chapter 1 - POSITION CLASSIFICATION

IE. Responsibil ities ..•................•...................

IF. Availability of Positions .........•....................

1A. Purpose .•..................•...........................

lB. Agency Authority and Responsibility .

1C. Redelegation of Authority .

10. Guides and Controls ...........•....•...•...............

1G. Establishing Positions .

1H. Describing Positions ..................................•

11. Updating Position Description .....•....................

1J. Distribution of Position Descriptions ................•.

1K. Position Classification and Job Grading Standards .
1. Classification Concept ...•...••.•..•..............
2. Mandatory Use of CSC Standards .•..•..•.........•..
3. Interpretation of Standards ..•...•..............••

1l. Employee Rights .

1M.

IN.

Classification Appeals

Classification Reviews

1-1

1-1

1-1

1-1

1-2

1-3

1-3
t/'/

1-3

t/1-3

1-4

1-4 )1-4
1-4
1-4

1-4

1-5

1-5



Page No. Effective Date Trans. "-0. No.

TC-2 Jan. I, 1990 26:77 AID HANDBOOK 26i

Chapter I - POSITION CLASSIFICATION (Cont.)

10. Notification of Classification Action 1-5

IP. Factor Evaluation System (FES) of Position Classification 1-6

Att. IA Guidelines for Preparing a Position Description
~ Att. IB Obey Amendment

Chapter 2 - PAY UNDER THE FOREIGN SERVICE SALARY SCHEDULE

2A. Purpose. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-1

2B. Applicability 2-1

2C. Authori ties and References 2-1

20. Definitions 2-1
I. Rate of Basic Compensation 2-1
2. Employing Office.................................. 2-1

2E. Po1icies 2-2

2F. Responsibil ities ...........•........................... 2-2

2G. General................................................ 2-3
I. Rank System 2-3
2. Pay Pl an Codes 2-3

2H. Initial Rates of Pay................................... 2-3

21. Pay Adjustments 2-3
I. Comparability Increases 2-3
2. Promotion........................................ . 2-4
3. Within-Class Increases 2-4

2J. Charge 0' Affai res Pay 2-5
1. General.. ... . .. .. . . .. . .. . . . . . . . . . . . . . . . .. . . 2-5
2. Agency-Specific Procedures 2-5

2K. Grievance Rights 2-6

Att. 2A Charge D'Affaires Pay
Att. 2B Request for Charge pay ~

-i' Revi sed

~.•....... ··.i··.
l

'"



Trans. 1IeIIo. No. Effective Date Page No.

AID IWIJBOOIC 26 26:77 Jan. 1, 1990 TC-3

Chapter 3 - PAY UNDER THE GENERAL SCHEDULES

3A. Dete~ining Rates of Basic Pay......................... 3-1
1. Responsi bil ity 3-1
2. General Provisions................................ 3-1
3. Special Rates for Recruitment and Retention 3-2

3B. Within-Grade Increases .
1. Responsi bi1i ty .
2. Employee Coverage .........•..••...................
3. Waiting Period ...............•....................
4. Creditable Service ......•.........................
5. Acceptable Level of Competence .
6. Recons iderat ion .
7. Appea1 to the CSC .
8. Effect of Negative Determination on Eligibility

for New Determination .
9. Administrative Oversight, Error or Delay .

10. Effective Date .
II . Correcti ve Action .

3-4
3-4
3-4
3-5
3-5
3-6
3-7
3-9

3-9
3-9
3-10
3-10

~i

3C. Quality Increases 3-10

Chapter 4 - PAY UNDER PREVAILING RATES SYSTEMS

4A. Purpose. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4-1

48. Appl icabil ity 4-1

4C. Authorities and References 4-1

4D. Policies............................................... 4-1

4£. Responsibi 1ities 4-1
1. Position Management and Classification Division 4-1
2. Civil Service Personnel Division 4-2
3. Supervi sor 4-2
4. Employee 4-2

4F. Establishing Rates of Pay.............................. 4-2



I
1I

It
~

\1
~.

Page 110. Effective Date Trans....... 110.
TC-4 Jan. 1, 1990 26:77 AID HANDBOOK 26

Chapter 4 - PAY UNDER PREVAILING RATES SYSTEMS (Cont.)

4G. Pay Adjustments 4-3
1. Promot ion 4-3
2. Multiple Pay Changes.............................. 4-3
3. Within-Grade Increases 4-3

4H. Grade and Pay Retention 4-4

41. Job Grading Review and Appeal Process 4-4

Chapter 5 - PAY SCHEDULES

5A. General.. .... . . . . . ... . . . ... . . . .. . . . . . . . . . . . .. .. . . . . ... . 5-1

58. Types of Pay Schedul es 5-1
1. General Schedules (GS) 5-1
2. Administratively Determined Schedule (AD) 5-1
3. Senior Executive Service Schedule (SES) 5-1
4. Foreign Service Schedule (FS) 5-1
5. Senior Foreign Service Schedule (SFS) 5-1
6. Executive Schedule (EX) •.......................... 5-2
7. Foreign Compensation Schedule (FC) 5-2
8. Expert and Consultant Pay Rates 5-2

Att 5A Salary Schedule for GS/AD, FS & FC
Att 58 Senior Executive Service and Senior Foreign Service

Pay Schedule
Att 5C Executive Schedule Pay Rates
Att 50 Expert and Consultant Pay Rates

Chapter 6 - SCHEDULE OF PAY PERIODS

6A. Schedules................................. 6-1

68. Paydays........................................ 6-1

6C. Extra leave Accruals .. 6-1

60. Annual leave Reduction................................. 6-1

Att 6A Schedule of Payroll I~riods

t J'J&
"",

ll .. j.'1.

"'"



Trans. Mem.o. No. Effective Date Page No.
AID HANDBOOK 26 26:78 Sept. 14, 1990 TC-5

-

Chapter 7 - SALARY ALLOTMENTS AND DEDUCTIONS

7A. Purpose................................................ 7-1

7B. Definitions............................................ 7-1
1. Allottee 7-1
2. Allotter 7-1
3. Allotment 7-1
4. Deduct ions 7-1
5. Basic Salary for Foreign Service National (FSN)

Employees....................................... 7-1
6. Combined Federal Campaign 7-1
7. Compensation...................................... 7-2
8. Exclusive Employee Representatives 7-2
9. Net Pay........................................... 7-2

7C. Purposes for Which Allotments May Be Made 7-2
1. By American Employees Stationed Overseas 7-2
2. By FSN Employees 7-3
3. By Employees in the United States (Foreign

Service and Civil Service) 7-3

70. Purposes for Which Allotments May Not Be Made 7-4
1. By American Employees (Foreign and Civil Service). 7-4
2. By FSN Employees.................................. 7-4

7E. Authorized A110ttees 7-4

7F. Limitations on All Allotments 7-4

7G. Cancellation or Discontinuance of Allotments 7-5
1. Upon Change of Assignment 7-5
2. At Request of All otter 7-5
3. By Cert ifyi ng Offi cer 7-5

7H. Special Allotments and Deductions 7-6
1. Upon Evacuation................................... 7-6
2. Net Pay........................................... 7-6
3. Allotment of Pay for Credit to Savings Account .... 7-6
4. Exclusive Employee Representatives (AFGE and AFSA) 7-7
5. Combined Federal Campaign 7-8
6. State or District of Columbia Income Tax

Allotment/Deduction 7-8



Page No. Effective Date Trans. Memo,. No.
TC-6 Sept. 14, 1990 26:78 AID HANDBOOK 26

Chapter 7 - SALARY ALLOTMENTS AND DEDUCTIONS (Cont.)

7. United States Savings Bonds 7-9
8. United States Federal Income Tax Withholding

Deduction 7-11
9. FICA (Social Security) Tax 7-12

71. Garnishment .
1. Authority .' .
2. Policies .
3. Money Subject to Garnishment .
4. Procedures .

Att. 7A SF 1198, Request by Employee for Allotment of Pay
for Credit to Savings Account with a Financial
Organization

Att. 7B State Tax Withholding Agreement List
Att. 7C U.S. Energy Savings Bonds (4 FAM 554)
Att. 7D Allotments of Pay (4 FAM 556)
AU. 7E Form W-4, Employees Withholding Allowance

Certificate, and Procedures for Fed. Income
Tax Withholding Deduction (4 FAM 553)

Att. 7F Collections and Adjustments of Salary Overpayments
(4 FAM 557)

Chapter 8 - PREMIUM COMPENSATION

7-13
7-13
7-14
7-14
7-14
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8A. Purpose. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8-1

8B. Applicability 8-1

8C. Authorities and References 8-1

80. Definition............................................. 8-1

8E. Policies...................... 8-1
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P 0 SIT ION C LAS S I F I CAT ION

Agency Authority and Responsibility

The Administrator, AID, is responsible for Agency compliance with
applicable statutes, Civil Service rules and regulations, and position
classification and job grading standards published by the Civil Service
Commission (CSC) and for insuring that the authority delegated within the
Agency is carried out effectively. Agency authority includes respon
sibility for the accurate c1assification* of all of its General Schedule
positions (except those for which the Civil Service Commission assumes
authority, including those in, or proposed for, grades GS-16, 17, and
18) and prevailing (wage) rate positions.

Rede1egation of Authority

The Administrator has rede1egated his authority to carry out the posi
tion classification program of the Agency. Employees to whom authority
has been delegated have a personal and legal responsibility for main
taining the integrity and soundness of the program for the Administrator.

'-' 1C. Guides and Controls

The Agency classification system is subject to:

1. Applicable laws and CSC regulations;

2. Position classification and job-grading standards published by
the CSC;

3. Audit of the program by the CSC;

1D.

4. Post audit review and acceptance or reV1Slon of Agency classification
decisions through appeals to or during surveys by the CSC.

Responsibilities

1. Office of Personnel and Manpower

a. Provides advice and assistance to managers in establishing
and maintaining a sound and efficient position structure.

*CSC rules and regulations make reference to the IIclassificationll of
positions under the General Schedule and IIgrading"of positions which
are subject to prevailing rates (trade, craft, or manual labor
occupations). For convenience, the term classification as used in this
chapter includes both.



b. Classifies Agency positions.

c. Develops supportive material and recommends to the CSC thE! allo
cation of supergrade (GS-16, 17, and 18) and other positions for ~/hich

the CSC retains allocating authority.

d. Interprets classification standards, regulations, and guidelines.
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e. Provides advice to employees, managers, and supervisors on classi-
fication complaints and appeals. ~

f. Advises on the preparation of position descriptions.

g. Acts on requests for Classification Administrative Review.

2. Supervisors

a. Establish and maintain an effective position structure consistent
with approved programs, manpower authorizations, and administrative
authorities.

b. Assign duties to positions, discuss work assignments with sub- i~

ordinates, prepare position descriptions, and certify the accuracy of III'
position descriptions for which accountable.

c. Initiate individual position actions when significant changes
have been made in duties, responsibilities, or supervisory relationships.

d. Advise employees of their right to review position classification
standards and to appeal a classification decision but not the right to
appeal the work assigned.

e. Initiate requests for the review ~f positions under the Agency's
Classification Review procedure.

lEo Establishing Positions

Within the framework of an approved functional statement, organiza.tional
structure, and position ceiling, supervisors are responsible for assigning
duties to positions in such a way as to provide for the orderly, efficient
and economical accomplishment of the functions assigned to the organization.
Effective position planning is based upon consideration of such factors as:

1. Delegation of authority commensurate with assigned responsibilities;

2. Establishing a reasonable supervisory span of control (number of people
supervised);
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c. Controls Over Work - Identifies the immediate supervisor and
describes the supervisory restrictions and written guidelines under which
the incumbent works. Supervisory restrictions include matters referred
to the supervisor for advice or decision, purpose and extent of the review
of work, etc.

d. Other Significant Factors - Includes special knowledges, skills
or abilties required to perform the job, plus any unusual facts which
would influence the classification of the position and/or the selection
of an incumbent, such as substantial travel, unusual working hours,
language requirements, etc. In addition, descriptions of prevailling
rate positions include information concerning unusual physical effort
and/Qr disagreeable or hazardous working conditions.

NOTE: Additional guidelines and assistance in the preparation of
position descriptions are available from PM/PO/CSP upon request.

U··········'·'···li" ,'!

"
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3. Establishing an appropriate balance of skills between the various
professional or clerical requirements and between professional and clerical
support positions.

4. Distinguishing supervision from production;

5. Making effective use of employee skills;

6. Impact of technological change, systems, and facilities on manpower
~ requirements.

1F. Describing Positions

Once duties and responsibilities are assigned to a position, they
must be officially documented on Optional Form 8, Position Description,
and classified by Office of Personnel and Manpower (SER/PM).

Availability of Positions

Whenever an employee is appointed, promoted, reassigned, demoted, or trans
ferred, the law requires that there must be a position available which has
been described, evaluated, and classified in accordance with the classification
system.

1H.

11.

Updating Position Descriptions

When the duties, responsibilities, or supervisory relationships of a po
sition have changed significantly, the supervisor is responsible for pre
paring (preferably in draft) a new or amended position description and
requesting (on form AID 4-512, Staffing Pattern Action Request [SPAR])
review of the position by SER/PM. Before submission of the request, super
visors are encouraged to discuss changes in positions with the appropriate
Position Classification Specialist. Instructions for preparing the SPAR are
contained in RAMPS Employing Office Handbook, M.O. 466.1 (to be incorporated
into the Appendix of Handbook 32, Personnel Actions, Records, and Reports).

Distribution of Position Descriptions

Copies of new and updated position descriptions are provided by SER/PM for
the employee, ~he emp1?yee ' s 9fficia1 Personnel File and the appropriate
management offlce. ThlS app11es to all General Schedule and prevailing rate
employees except those assigned to one of the Civil Service Recruit .
Complements pending permanent assignment in the Agency.



3. Interpretation of Standards

Each standard must be taken as a whole and without undue emphasis on
the presence or absence of any phrase, clause, or adjective. The
typical work examples found in some standards are only illustrations
and are not intended to be either complete or exclusive. The proper
application of the standard in identifying the appropriate series and
grade requires the use of judgment rather than a mechanical matchin~1

of specific elements, statistics~ duties, or projects. This judgment
is to be applied in determining the degree to which the specific position
being classified meets the intent of the series and grade level t"i.
defi nitions. ..
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lJ. Position Classification and Job Grading Standards

1. Classification Concept

Under the Civil Service classification system, it is the position;
i.e., the duties and responsibilities assigned by the supervisor,
which is classified and not the particular individual who is performing
the work of the position. There may be unusual circumstances, however,
where the incumbent brings to the position additional usable skills,
knowledges, or abilities which change the character of the position
such that the description of the work performed requires correction. ~"-."""."t
This in turn may require adjustment in the title, series and/or grade
of the position.

2. Mandatory Use of Standards

By law, the Agency is required to classify positions in conformance
with, or consistent with, standards publ ished by the CSC. The titll~S

delineated in published standards must be used for personnel, budget,
and fiscal purposes. Where there is not published standard, a brief
but definitive occupational title is used, which must be consistent
with CSC titling practices. Organizational titles may be used only
for supergrade (GS/AD-16, 17, and 18) or Executive Level positions.
Titles for all prevailing rate occupations have been prescribed by .~~

the CSC and must be used.

lK. Employee Rights

An employee is free to discuss with the immediate supervisor the duties
and responsibilities of the position to which officially assigned, to
review position classification standards or other materials pertinent
to the allocation of the position, and to discuss the evaluation of
the position as to series, title, and grade with a Position Classification
Specialist. If it is necessary for the employee to leave the work
location to seek assistance from a Position Classification Specialist,
he should obtain prior approval from his supervisor.

l~
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If it is necessary for the employee to leave the work location to seek
assistance from a Position Classification Specialist, he/she should
obtain prior approval from his/her supervisor.

1M. Classification Appeals

1. An employee may appeal the classification of his/her position either
within AID or directly to the OPM - See Chapter 7, Handbook 30, for
information concerning appeal procedures.

2. In addition to the formal employee appeal, the head of any Bureau,
Office, or Staff may request administrative review of the classification
decision made by PM/PO/W concerning any position within their
jurisdiction. The request must be in writing, stating the reasons
for contesting the original decision, and must be forwarded to the
Director, PM, within 5 days of receipt of the original decision.
An independent Classification Administrative Reviewer reviews the
reauest, classification audit notes, organizational charts, position
classification standards, and other pertinent documents and submits
a recommendation to the Director, PM, who makes the final decision
on the classification of the position. If the Bureau, Office, or Staff
head does not concur in this decision, the Director, PM, may request
an advisory allocation from the OPM. The Director, PM, decides
the course of action to be taken.

1N.

1 O.

C1assification Reviews

Although AID does not have a formalized classification review program,
individual action requests, reorganization actions, and followup of
positions ~eq~ng Qha~ge6 serve essentially the same purpose and
results in a program of continuous position audit and review. Under
this arrangement all positions 3 years old or older are subject to
desk audit review and reclassification as appropriate. The net
effect is that approximately one-third of AID/W positions are desk
audited each year including those that are done as a result of
individual position action requests. (Note: The above is applicable
to all AID/W positions whether incumbered or vacant, Civil Service
or Foreign Service.)

Notification of Classification Action

Upon completion of a desk audit or other classification review when
the classification result is not consistent with the expectation of
either the employee or the supervisor, PM shall provide a written
report which will include an explanation of the classification
decision, a copy of the position description, a copy of the



classifier's fonnal evaluation statement, and provide the superviso'r
and/or the employee an opportunity to comment or rebut the decision
if he/she wishes to do so. PM considers any rebuttal or comment
received and responds in writing advising the supervisor and/or
the employee of the final decision and of formal avenues of appeal
or review which may be exercised, if appropriate. If an employee
is not convinced that the classification is proper, he/she may
initiate a formal classification appeal (see 1M).

lP. Factor Evaluation System (FES) of Position Classification

1. The OPM has approved a new concept in position classification
called the Factor Evaluation System. New classification standards
issued will be designed to accommodate the new FES. An estimated
5 years will be required before complete systems changeover can
be effected. In the interim both classification systems will be
used depending upon which classification standard has been authorizE~d

for use by the OPM in any particular occupation or job.

2. The FES requires a different evaluation technique and a new
position description format. The new evaluation technique requires an
independent evaluation of each of nine specific factors as follows:

t.··.~.·.'.·'.•\
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a. Knowledge Required

b. Supervisory Controls

c. Guidelines

d. Campl exity

e. Scope and Effect

f. Personal Contracts

g. Purpose of Contracts

h. Physical Demands, and

i . Work Environment

EFFECTIVE DATE
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For this reason the position description fonnat will require that each
of these nine factors be described separately and point-related
individually.
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3. Obviously for an extended period of time AID will be usiny two
markedly different position description formats depending upon the
appropriate classification system. This may result in some confusion
but since the evaluation requirements of the two classification systems
are sUbstantially dissimilar, thereLis no alternative.
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GUIDELINES FOR PREPARING A POSITION DESCRIPTION

1. A position description is adequate if it states the principal duties
and responsibilities and supervisory relationships of a position with
sufficient clarity to provide information necessary for its proper
classification when:

a. considered by one generally familiar with the occupation and
knowledgeable and experienced in the application of pertinent standards; and

b. supplemented by other readily available information such as organ
izational lines of authority, functional statements, operating handbooks,
and internal procedures.

2. Management is responsible for assuring the accuracy of position descrip
tions, regardless of who writes them. Normally they are prepared by the
supervisor who assigned the duties. However, the revision of an incumbered
position may be prepared by the employee or the supervisor in collaboration
with the employee. The description generally will contain four major
sections.

a. Introduction - Describes the major functions of the organization,
usually by referencing the appropriate chapter of the Organizational
Handbook, and a brief statement of the purpose of the position. (liThe
purpose of this position is to serve as Chief of the Division." liThe purpose
of this position is to provide clerical and typing support for the Branch
staff," etc) This section should never exceed two or three sentences.

b. Duties and Res onsibilities - Describes the major duties performed,
including supervision exercised approximate number and kinds of subordinate
positions and supervisory responsibilities). Supervisory descriptions should
not spell out the duties of subordinate positions but include only those
things which the supervisor actually does, such as work planning, assignment
and review; personnel management; training and counseling; and technical or
professional responsibilities not further delegated.

Duties will normally be listed in descending order of difficulty
and importance. Tasks which are performed irregularly, in the absence
of other employees, or require less than 10% of an employee's overall time
are not included unless they require skills which are not covered in other
duties statements. Short, direct duty statements are preferable to long
and complex sentences. The percentage of time devoted to certain major
duties may be significant in determining the proper series for some
positions. The Position Classification Specialist will ask the supervisor
or incumbent for that information if it is required.
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c. Controls Over Work - Identifies the immediate supervisor and
describes the supervisory restrictions and written guidelines under which
the incumbent works. Supervisory restrictions include matters r,eferred
to the supervisor for advice or deci~ion, purpose and extent of the review
of work, etc.

d. Other Significant Factors - Includes special knowledges, skills
or abilties required to perform the job, plus any unusual facts lo'lhich
wOUld influence the classification of the position and/or the selection
of an incumbent, such as substantial travel, unusual working hours,
language requirements, etc. In addition, descriptions of prevailing
rate posi tions i ncl ude ·information concerning unusual physical effort
and/9r disagreeable or hazardous working conditions.

NOTE: Additional guidelines and assistance in the preparation of
position descriptions are available from PM/PO/CSP upon request.

\j''.,,' ,~

\,
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4. Employing Off~e leeelion S. Duty St.tion 6. CSC Certilicotion No.BRede.cription BNew ' Dept' I [lField
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7. F.ir Labor Standards Act 8. Employment/Financial Stmt Required 9. Sublect to IA Action
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15. C,...iliedIGroded bv OIRel" TItI••1 P••ltI... P., Plan Occupotionol Cad. Graci. Initials Oete

e. Civil Service
Comminion

b. Oepanment.
Agoncy. Or
E.tablishment
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Optional Form 8 (BACK) (RevIled 8-77)

INSTRUCTIONS FOR COMPLETING OPTIONAL FORM 8
POSITION DESCRIPTION

In order to comply with the requirements of FPM Chapter 295,
subchapter 3, and other provisions of the FPM, agencies must com
plete the items marked by an asterisk. Agencies may determine what
other items are to be used.

-1. Enter position number used by the agency for control pur·
poses. See FPM Ch. 312, Subch. 3.

-2. Check one.

• "Redescription" means the duties and/or responsibilities of
an exisiting position are being changed.

• "New" means the position has not previously existed.

a "Reestablishment" means the position previously existed,
but had been cancelled.

• "Other" covers such th ings as change in title or occu
pational series Without a change in duties or responsibilities.

• Th. "ExplaNltion" section should be uMd to show the r_
$On if ..Other" is checked, 81 wall N any position(s) r.
placed by position number, title, pay pia", occupational
code, and grade.

3. Check one. See FPM Ch. 338, Subch. 3, for application of
apportionment requirements to positions in the Departmental
Service. Agencies may show apportioned positions by placing
"A" aher "Dept'I."

·4. Enter geographical location by city and State (or if position is
in a foreign country, by city and country).

'5. Enter geographical location if different from that of #4.
6. To be completed bY the Civil Service Commission for posi

tions at GS-16, -17, and -18, and lor Public Law type posi
tions. (See #158 for date of CSC certification.)

-7. Check one to show whether the incumbent is exempt or non
exempt from the minimum wage and overtime provisions of
the Fair Labor Standards Act. See FPM Ch. 551.

8. Check one to show whether the incumbent is required to sub
mit a statement of employment and financial interests. See
FPM Ch. 735, Sllbch. 4.

9. Check one to show whether Identical Additional positions are
permitted. See FPM Ch. 312, Subch. 4. Agencies may show
the number of such positions authorized and/or established
aher the "Yes" block.

10. Check one..See FPM Ch. 212 for information on the competi
tive service and FPM Ch. 213 for the exr.epted service. For a
position in the excepted service, enter authority for the excep
tion, e.g., "Sch. A-213.3102(dl" for Attorney positions ex
cepted under Schedule A of the Civil Service Regulations.

11. Check one.

13. Enter competitive level code for use in I"eduction-in-force.
actions. See FPM Ch. 351.

14. Agencies may use this block for any' additional coding requir.
ment.

'16. Enter classification/job grading action.

• For "Official Title of Position," see the applicable classifice
tion or job grading standard. For positions not covered by a
published standard, see the General Introduction to "Po_i
tion Cla~sificationStandards: Section III. for GS positions,
or FPM Supplement 512-1, "Job Grading System for Trades
and Labor Occupations," Part 1, Section III.

• For "Pay Plan" code, see FPM Supplement 292-1, "Per
sonnel Data StandardS:' Book III, Subch. 51.

• For "Occupational Code:' see the applicable standard; or,
where no standard has been published, see the "Handbook
of Occupational Groups and Series of Classes" for GS posi
tions, or FPM Supplement 512-1, Part 3, for trades and
labor positions. For an positions in scienti'ric end engineer
ing occupations, enter the two digit functional classification
code in parentheses immediately following the occupational
code, e.g., "GS-1310114):' The codes a"~ listed and dis
cussed in the General Introduction to "Position Classifica
tion Standards:' Section VI.

16. Enter the organizational, functional, or working title if it dif
fers from the official title.

17. Enter the name of the incumbent. If there i,; no incumbent,
enter u\lacancy."

-18. Enter the organizational location of the positic)n, 5tarting with
the name of the department or agency and working down
from there

19. If the position is occupied, have the incumt-ent read the
attached description of duties and responsibilities. The em
ployee's signature is optional.

'20. This statement normally should be certified bV the immediate
supervisor of the position. At its option, an agency may also
have a highm -level supervisor or manager CE!rtify the state
ment.

'21. This statement should be certified by the agency official who
makes the classification/job grading decision. Depending on
agency regulations, this official may be a personnel office rep
resentative, ()r a manager or supervisor dele!JlIted classifica
tion/job grading authority.

22. Enter the po'sition classification/job grading standard(s) used
and the date of issuance, e.g., "Mail and FilE,. GS-305. May
1977."

I!, ~..'

W

12.

• A "Supervisory" position is one that requires the exercise
of at least the level of supervisory responsibility that meets
the minimum requirements for application of the "Supervi
sory Grade Evaluation Guide" for GS positions or for classi
fication in the WS or WN schedules of the Federal Wage
System; or, the position meets the standard of minimum
supervisory responsibility defined in the job standards of
the applicable pay schedule. Agencies may designate first
level supervisory positions by placing "1" or "1 st" after
"Suprvsry."

a A "Managerial" position is one that has the full range of
managerial functions as delineated in the "Definition of
Managerial Positions" in the introductory section to the
"Supervisory Grade Evaluation Guide" for GS positions.

Check one to show whether the position is critical-sensitive
noncritical-sensitive, or nonsensitive for security purposes. Se~
FPM Ch. 732, Subch. 1.

23. Agencies are generally required to review, at least annually,
each established position to determine whether the position is
still necessar~' and, If so, whether the position description is
adequate and claSSification/job grading is propel'. See FPM Ch.
312, Subch. 4. This section may be used as part of the review
process. The employee's initials are OPtional. The initials by
the supervisor and classifier represent recertifications of the
statements in items #20 and #21 respectively.

24. This section may be used by the agency for additional coding
requirements or for any appropriate remarks:

-25. Type the desc:ription on plain bond paper and attach to the
form. The agency position number should be shown on the
attachment. See appropriate instructions lor :format of the
description and for any requirements for evalualtion documen
tation, e.g., "Instructions for the Factor Evaluation System"
in the General Introduction to "Position Classification Stand
ards:' Section VII.



.V

HB - CHAP TRANS. MEMO NO. EFFECTIVE OATE PAGE NO.

AID HANDBOOK CIRCULAR 26-2 26:41 February 27, 1981

FILE in front of page 2-1, Handbook 26; cross-reference to Handbook 23, Ch 5

TRANSITION TO THE FOREIGN SERVICE SCHEDULE
ESTABLISHED PURSUANT TO THE FOREIGN SERVICE ACT OF 1980

1.

2.

3.

Purpose

This circular establishes transition policies and procedures governing
the conversion of AlDis Foreign Service employees to the Foreign
Service Schedule established pursuant to the Foreign Service Act of
1980. This guidance may differ from that for the other Foreign Affairs
agencies because of differences in workforce composition. However,
such differences will not affect compensation of employees.

Action Reguired

All actions required by the Circular will be taken by the Office of
Personnel Management (PM).

Background and Legal Authority

The Foreign Service Act of 1980 establishes a revised personnel system
for the Foreign Service effective February 15, 1981. This new system
provides for a new Foreign Service Schedule (See Appendix B) of nine
classes with fourteen steps in each class. The length of service
requirement for within-grade increases is 52 weeks up to the tenth
step and 104 weeks for each step thereafter. The highest class in
the new Schedule, FS-1, is equivalent to the present FSR-3 and FSS-1, and
the lowest class, FS-9, equates to the present FSS-9. Present employees
at FSR-2 and above will constitute a new AID Senior Foreign Service (SFS),
and pay rates for such personnel are governed by a separate Schedule.

In addition, the Foreign Service Act of 1980 abolishes the categories of
Foreign Service Reserve and Foreign Service Staff which were established
by the predecessor statute, the Foreign Service Act of 1946. Instead
there is a new category called Foreign Service personnel (FS) and
current FSR and FSS personnel upon conversion will be designated FS.

Career members of the SFS will be appointed by the President with the
advise and consent of the Senate. All other AID Foreign Service employees,
including limited appointees to the SFS, will be appointed by the Admin
istrator. All career and career candidate Foreign Service personnel will
be obligated to accept availability for worldwide assignment, and Foreign
Service appointments will not be made for the purpose of meeting
domestic personnel needs.



PAGE NO. EFFECTIVE DATE TRANS. MEMO NO. HB - CHAP

2 February 27, 1981 26:41 AID HANDBOOK CIRCULAR 26-2

3

All new appointments in the Foreign Service will be made under the
new system, described above, on and after February 15, 1981. In
addition, eligible Foreign Service personnel on the rolls as of
that date will be converted to the new category, FS, and the new
pay schedule. Under terms of the Act, personnel serving under
Foreign Service appointments who are not obligated and needed for
worldwide service can be converted to the Civil Service. This
provision will have no immediate effect on AID employees because
all of AlDis Foreign Service personnel have been employed with an
understanding of their obligation to serve abroad as required.
(See Appendix A for transitional provisions of the Act.)

4. Pay Pending Conversion and After Conversion

Section 2101 of the Act specifies that all current Foreign Service
members shall be paid as if converted to the new Foreign Service
Schedule effective with the first day of the first pay period
beginning after October 1, 1980. (This was reflected in checks
for the pay period beginning October 5, 1980.) No further pay
adjustment will result from conversions within the Foreign Service
since current pay levels are already those of the new FS Schedule.
(For changes resulting from the additional steps of the new pay
plan, see paragraph 6, below.) Section 2106(a)(1) of the Act
assures that "no conversion under this chapter shall cause any
individual to incur a reduction in his or her class, grade, or
basic rate of salary. II

Changes to the new Foreign Service Schedule (which does not
include the AID Senior Foreign Service) will be made automatically
by PM effective February 15, 1981, and all employees who are con
verted will receive Forms SF-50 indicating the changes.

5. Conversion Process

a. Initial Determination of Status

All AID Foreign Service employees, except Resident Hires and
Foreign Nationals, are deemed to be available for worldwide
assignment. No change of status will occur for AID Foreign
Service personnel below class FSR-2 under the conversion
process, other than assignment to the new class designations.
(See Appendix B for conversion table.) Conversion of FSR-1 I s
and FSR-2's will be the subject of a separate circular.

b. Protection of Rights and Benefits

The Foreign Service Act of 1980 (Section 2106) provides com
prehensive protections for individuals required to convert

.-

U··
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within three years to the Civil Service under the Act. Those
protections (See Appendix A) do not ap2l.l to worldwide obli
gated members of the service who wish ~convert voluntarily
to the Civil Service.

Implementation of Step Increase Provisions of the New Act

a. The new Foreign Service Schedule has 14 steps in each class.
Therefore. all U.S. citizen employees of the AID Foreign Service
in classes FSR-3/FSS-l and below will become eligible for a
one step increase effective the first pay period after February
15. namely February 22. if they have already served the period
of time required under the new Pay Schedule for a step increase
(i.e. ,52 weeks for those at steps 1 through 9 and 104 weeks
at higher steps). For those receiving a step increase on
February 22nd. this will become their anniversary date for
the purpose of subsequent step increases.

b. Those employees who attain eligibility (i.e •• complete 52
or 104 weeks service, as the case may be, since their last step
increase) for step increases on or after February 22,1981,
will be advanced to the next step automatically effective
with the first pay period following their eligibility dates.
This procedure will be followed until regulations are in effect
implementing Section 406 of the Foreign Service Act which makes
step increases automatic unless they are denied by the action
of a Selection Board (Evaluation Panel). These employees will
retain their anniversary dates as presently established. Forms
1126 which have been used to initiate step increases are no
longer to be used for Foreign Service personnel.

c. Cumulative step increases are not possible; for example, an
employee with 108 weeks of service in step 7 of a class as
of February 15 may not advance more than one step on Feb
ruary 22nd.

d. Periods of leave of absence without pay (LWOP) are not to be
subtracted from the service period. It is calendar weeks
which are measured in determining step increases, not periods
of active service. (See Section 406 of the Act.)

,
;,

Appendix A - FSAct of 1980, Title II, Chapter I
Appendix B - Conversion Pay Schedule
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FOREIGN SERVICE ACT OF 1980
TITLE I I

Chapter 1

EFFECTIVE DATE PAGE'NO.

Pe~rijary 27. 196 A~1

:!~ USC4151.

22 USC 415~.

TITLE II-TRANSITION, AMENDMENTS TO OTHER LAWS,
AND MISCELLANEOUS PROVISIONS

CHAP'I'BR l-TRANSmON

SEC, 2101. PAY AND BENEPtTS PENDING CoNVERBION.-Untii con
verted under the proviilions of this chapter, any individual who is in
the Foreign Service before the effective date of this Act and iR serving
under an appointment as a Foreitpt Service officer, F'oreign Service
information officer, Foreifn Semce Reserve officer with limited or
unlimited tenure, or Foreign Service staff officer or employee, shall
be treated for purposes of salary, allowances, and other matters as if
such individual had been converted under section 2102 or 2103, as the
case may be. on the effective date of this Act, except that any
adjustment ofsalary under this section shall take effect-

(1) in the case of an individual who is in the Foreign Service on
the date of enactment of this Act. on the first day of the first pay
period which begins on or after October 1. 1980. and

(2) in the case of an individual who is appointed to the Foreign
Service after the dilte of enactment of thiS Act, on the date such
np~intmentbecomes effective.

SEC....102. CoNVERSION TO THE FOREIGN SERVICE ScHEDUJ,F..-(a) Not
later than 120 days after the effective date of this Act. the Secretary
shall, in accordance with section 2106, convert to the appropri~te

class in the Foreign Service Schedule established under section 403 of
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this Act those indlviduale in the Jo'orelgn Service who 8re scrvillJ!,
Immediately before the effective date ofth1s Act under Ilppointml,ntH
at or below clau Sof the 8('hedule cAtnbl ished under section 412 or 414
of the Foreign Service Act of 1946, or at Any clus in the flchedulc
t'lItabliahed under section 415 ofeuch Act, 8S-

(1) Foreign Service officers, or
(2) Foreign Service Reserve officers with llmitod or ulllimih~d

tenure, and Foreifll Service stall' officel'8 or employe(!s, who Hill
Secretary determmes are aVllilable for worldwide nssi~nm(·nl.

(b) Not later than S years aft.'r the effective date of this Act,
Foreign Service Reserve officers and stnffofficers and employ,I'I'R wllo
the Secretary determinel under lIuhHPction (a)(2) are not nvut!n!ll(' fur
worldwide aUi~ment shall also be com'erted, In accordflll('(' with
section 2106, to the appropriate claY In the;' Foreign St~rvi('f\ Rdlf.'dult·
establlahed under MCtlon 408 It-

(1) the Secretary certifies that there is R need for tlwir r;prvk('~
in the Foreign Service: Bnd

(2) they agree in writing to accept availability for worldwidl'
assignment a8 a condition ofcontinued employment.

Sse. 2103. CoNVERSION TO THE SENIOR Jo'OREION SERVlcE.-\al For·
eign .Service officers and F'oreign Service Reserve officera wilh
limited or unlimited tenure who, immediately beforo thl' em·ctivl'
date of this Actt are serving under appointments at class 2or a hi!{hpr
cl8S1 of the scnedule established under section 412 or 411 of lh,)
Foreign Service Act of 1946 may at any time within 120 day~ !Il'Ll·r
such date submit to the &~cretarya written request for appu!ntnJ('nt
to the Senior Foreign Service.

(b) Except as provided in 8ubflN:tion (d), if a r<,quest is suhmittl'd
under subsection (a) by a Foreign Service RpSE'rve officer with Iimill·d
tenure, the Secrt'tary shall grant to R\I('h officer a limit ..d appoint.
ment to the Senior Jo'oreign Service in the appropriate class estab-
lished under section 402 of this Act. .

(c) If a request is submitted under subs£>ction (a) by a Fon·i~n
Service officer or, except as provided in subsection (d), a Foreign
Service Reserve officer with unlimited tenure, the Secrl'lnry shall
recommend to the President a cnrN'r appointment of such officer, h}
and with the advice and consent of the Senate, to the Senior ~'oreigl\
Service in the appropriate class established under section 402 of th i~

Act.
(d) If the Secretary determines that R Foreign Service Reserve

officer with limited or unlimited tenurl.' who submits B requcst under·
subsection (a) is not available for worldwide assignment, nn appoint
ment under subsection (b) or a recommendation for appoint.ment
under subsection (c) shall be made only if-

(1) the Secretary certifips that there is a need for the serv iC('!l of
such officer in the Senior Foreign Service; and

(2) such officer agroos in writing to accept availability for
worldwide assignment as a condition of continued employment.

(e) If a Foreign service officer or a Foreign Service Reserve officeI'
who is eligible to submit a request under 6ubeection (a) Rubmit.s n
written request for appointment to the Senior Foreign &'rvj('(~ to the
Secretary more than 120 days after the effective date or thill Act and
before the end of the 3-year period beginning 011 such effective date,

• the Secretary (in the case of a Forei~n Service Reserve office!" with
limited tenure) may grant a limited appointment to, or (in thl' rnse of
a Foreign Service officer or :f'orf'ign S('rvice Reserve officN with
unlimitl'd tenure) may recommend to the Pr('sident a car('er appoint
ment. of, the requesting unicer to tl1l.' appropriate clASS establi:-;}wd

2i LJ:i(: Mfi7. kli!l.
~l! usc: 11711.

.1"1,·. p. :!t)ilH.
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personnel.

22 USC 4156.

..

Allte. p. 2076.

under section 402 of this Act,' subject to the conditions specified in
subsection (d) and such other conditioJls us the Secretary may
prescribe consistent with the provisionR of chapter 6 of titlp. I of this
Act relating to promotion into the Senior Foreign Service.

<0 Any officer of the Foreign Service who is eligible to submit a
request under subsection (a) and-

(1) who does not submit 8 request under subsC"ction (a). or
(2) who submits such a request more than 120 days after the

effective date of this Act and is not appointt.·d to the Slmior
Foreign Service for any reason other than failure to meet t.he
conditions specified in subsection (d),

may not remain in the Foreign Service for more than 3 yenrs after t.he
effective date of this Act. During such period, the ofticl'r shall be
subject to the provisions oftitle I of this Act applieable to m{'mbl~rs of
the Senior Foreign Service, except that such officer flhall not be

. eligible to compete for performance pay under section 405, and shall
not be eligible for a limited career extension as describlJd in Rection
607(b). Upon separation from the Service, any such officer who is a
J)articipant in the Foreign Service Retirement and Disability System
shall be entitled to retirement benefits detennined in accordance
with chapter 8 of title I of this Act.

SIIlC. 2104. CoNVERSION FROM THE FOREIGN SERVlcE.--(n) III the case
of any individual in the Foreign Service who. immediately before the
effective date of this Act, is serving under an appointment dl.,scribpd
in section 2102(a) or 2103(a) and who is not converted under section
2102 or section 2103 because such individual dOCR not meet the
conditions specified in section 2102(b) or 2103(d). the S('cretnry 8hall,
not later than 3 years after the effective date of thi~ Act, provide
that-

(1) the position such individual holds shalll>p. suhject to ch:lptf'r
51 and subchapter III of chapter 53 of title 5, Unit<,d States COllE·;

(2) such individual shall be appointed to such position without
competitive examination; and

(3) such position shall be considered to be in the comJ>f~tit.ive
service 80 long as the individual continues to hold that position;

except that any such individual who meets the eligibility require
mentsfor the Senior Executive Service and who elects to join that
Service shall be converted by the Secretary to the S<>nior EXl'clllive
Service in the appropriate rate ofbasic pay established under sl~d ion
5382 of title 6, United States Code.

(b) In the case of individuals in the Foreign Service in the IlIlnna
tiona! Communication Agency who immediately before the date of
enactment of this Act are covered by a collective bargaining agree
ment between the Agency and the exclusive representative of those
individuals. the 3-year period referred to in subsection (a) shall begin
on July I, 1981.

SEC. 2105. CoNVERSION OF CERTAIN POSITIONS IN THE DEPARTM.~NT
0 .. AGRICULTURB.--{a) Not later than 15 days after the effective date
of this Act, the Secretary of Agriculture shaIl-

(1) des~ate and cl88Sify under section 501 of this Act those
positions 10 the Foreign Atn'icultural Service under the Gl'neral
Schedule described in section 5332 of title 5, United States Code.
which the Secretary of Agriculture determines are to be occupied
by career members of the Foreign Service, and

(2) provide written notice to individuals holding those positions
of such designation and classification of the JK:rsonnel category
under section 103 which will apply to such individual.
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(b) Each employee serving in 11 position at the time it is dpsigul.tted
under subsection (a) shall, not 1riter than 120 dllys after notice of such
designation, elect-

(l) to accept conversion to the Foreign Service. in which case
such employee shall be convertt'd in accordance with the provi
sions ofsubsection (c); or

(2) to decline conversion to the Foreign Service ancl have the
provisions ofsubsection (d) apply.

(c)(1) The Secretary of Agriculture shall recommend to the Prl'si
dent for appointment to the appropriate class (as determined undt'r
paragroph (2), by and with the advice and consent of the St'nutt"
those employees who elect conversion under subsection (0)(1).

(2) The Secretary of Agriculture shall appoint 08 Foreign SNvice
personnel those employees who elect to accept conversion nllel who
are not eligible for appointment under paragraph (1),

(d) Any employee who declines conversion under subsection (b)(~~)

shall for 80 long aB that employee continues to hold the desigmtted
position be deemed to be a member of the l"oreign Service for
purposes of allowances, di1Terentials, and similar benefits (as deter
mined by the Secretary of Agriculture),

SEC. 2106. PRESERVATION OF STATUS AND BENEFITS,-(a)f]) EVf:ry
individual who is converted under this chapter shall be convcl'b'd to
the class or grade and pRy rate that most closely corresponds to the
class or grade and step at which the individual WaB serving immt'di
ately before conversion. No conversiori under this chapter shall cause
any individual to incur a reduction in his or her class, grade, or basic
rate ofsalary.

(2) An individual converted under section 2104 to a position in the
competitive service shall be entitled to have that position, or any
other position to which the individual is subsequently assigned (othf' r
than at the request of the individuaD, be consIdered for all purposes
as at the grade which corresponds to the class in which the in.dividual
served immediately before conversion 80 long 88 the individual
continues to hold that position.

(b)(l) Any participant in the Foreign Service Retirement and
Disabilitr System who would, but for this paragraph, participate in
the Civi Service Retirement and Disability System by virtue of
conver.sion under this chapter shall remain a participant in the
Foreign Service Retirement and Disabili!)' S>,stem for 120 days after
(l8rticipation in the Foreign Service Retirement and Disability
System would otherwise cease. During such 120-<lay period. the
individual may elect in writing to continue to participat.e in the
Foreign Service Retirement and Disability System instead of the
Civil Service Retirement and Disability System 80 long as he or she is
employed in an agency which is authorized to utilize the Foreign
Service personnel system. If such an election is not made, the
individual shall then be covered by the Civil Service Retirement and
DisabilitI System and contributions made by the participant to the
Foreign Service Retirement and Disability Fund shall be transferred
to the Civil Service Retirement and Disability Fund.

(2) Any Foreign Service Reserve officer with limited tenure who
has reemployment rights to a personnel category in the Foreign
Service in which he or she would be a participant in the Foreign
Service Retirement and Disability System and who would, but for
this paragr:aph, continue to participate in the Civil Service Retire
ment and Disability System by virtue of conversion under section
'2104 may eject. during the 120-<lay ~riod beginning on the date or
8uch conversion, to become a partIcipant in the Foreign Service

u usc 4li)(j

ru·tirl:!ment
fund, participllnt
statu.;.

u······~t, ,~
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Retirem(lnt and Disability System so long as he or she is eml,loyed in
an agency which is authorized to utili1.e the Forei~n S('rvicp \ler~oll'
nel system. If such nil {'lection is made, the individual shall bl~

transferred to the f'oreiirn Service Retiremf'nt and Disnhility Syst('ln
and contributions made by that individual to the Civil Servile
Retirement and ))iS~lbility f'und shall be transl('rred to tf\(' "'(}n'il~[l
Service Retirernl'nt and Obmbility Fund.

(c) Individuals who nre converted under this chapter shflll h!
converted to the type ofappointment which corrt'sI'0nds most dO:l< 'Iy
in tenure to the type of llppointment under which they w('rf.' s('rvin~~
immediately prior to such l~(Jnvcl'sion.('xcept that this chnptl'r shull
not ol)(lrate to extend the duration of any limitt!d appointnwnt CIr
previously applicable tima in clnss.

(d) Any indlvidunl who on the eff('ctive elate of thi~ Ad is H('n'in~:--

()) under nn appointment ill the Foreign Servict!, or
. (2) in any other office or position COli lin Uf'(! \'Y th!:,; Ad,
may continue to Herve under !I\H'h appointmellt, subject. to the
provisions of this Act, and need not be reappointed by virtlll' of the
enartment of this Act.

(e) Any individual in the Foreign Service-·
(1) who is 8f.'r\'in~ under a career appointllwrlt Of. t1lf' ddtc I.f

enactment ofthill Alt, and
(2) who was not subject to section 6:J:I(a If~) of t h" FOI'l'igll

St.>rvice Art of lUltiimmediately before the eflcctivt:' (bb- ('1' Lhis
Act,

may not be retirt~d under section G08 of this Act Ullt il 10 y"fHS :Ihpr
the ('ffective date of this Ad or when such individual first becorl\l.'~

eligible for an immedintt' annuity under chapt('r Hof title I of thi~

Act, whichever occurs first.
SEC. 2107. REGU/.ATIONS.- Ulldl'r the direction of the President, thf:

Secretary shall prc8cril~ rl'~~ulution8 for ttw ililp)('UIl:lltatiull of this
chapter. .

SEC. 2108. AUTHORITY OF OnIER AOENCIKB.-Thc Ilt'ads of ngencies
other than the DepartmllOt of State which utilize the ForeilJll ~-ervil'e
personnel system shall )X'rform functions under this cnapt('r in
accordance with regulations prescribed by the Secretnry of St(lll~

under section 2107. Such agency heads shall consllit with th(' Secre
tary ofState in the exercise of such functions.

SEC. 2109. SURVIVOR Bl!":NEFITS FOR CERTAIN FORMER SPOlJ:'F.s.-;,·(a)
Any participant or former participant in the Fon'ivn SPrvice H(:tirt~·
ment and Disability SyHh.·m who on February Hi, 1!I~ 1, hnll fl for mt.·r
spouse may, by a spousal agreement, elect to r£'ceive a rt'dur;ed
annuity and provide a survivor annuity for such former flpmlse under
section 814(b).

(b)(l) If the participant or former participnnt hns not rHi n·el undC'r
such system on or before February 15, 19M1, an election 11Ildf'r this
sc('tion may be made at any time before retirement.

(2) If the participant or former participant hilS retired ullc!t'r Bueh
system on or before February 15, 1981, an election under this spction
may be made within such period after February 15, 1981, a." the
Secretary ofState may prescribe.

(3) For purposes of applying chapter 8 of title I, any such ell'ction
shall be treated the same as if it were a spousal agreement uuder
section 82O(bXl).

(c) An election undE'r this section may provide for a survivor benefit
based on all or any portion of that part of the annuity of the
participant which is not designated or committl>d as a base for
survivor bem'fits for A spouse or any other former spouse of th<\
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ATIACHMENT 18

OBEY REGULATIONS

This attachment consists of the ·Obey Regulations,· as contained in the 1990
Code of Federal Regulations (CFR), Title 22, Sections 220 and 222. The
regulations will not be included in future CFR issues since they are Agency
specific.

part 220 - General Provisions

Sec. 220.01 - Statement of Authority

1. Sec. 401, International Development and Food Assistance Act of 1978
2. Public Law 95-424, 92 Statute 956, as amended by Sec. 503
3. International Development Cooperation Act of 1979
4. Public Law 96-53, 93 Statute 1378

Source: 45 FR 54751, August 18, 1980, unless otherwise noted.

This subchapter of Chapter II is promulgated pursuant to section 401 of the
International Development and Food Assistance Act of 1978, October 6, 1978,
Public Law 95-424, 92 Statute 956, 22 U.S.C. 2385a, and section 625 of the
Foreign Assistance Act of 1961, as amended, 22 U.S.C. 2385.

B. Sec. 220.02 - Purpose

The purpose of this subchapter is to extend the Foreign Service
personnel system to all employees of the Agency for International Development
(AID) in the United States and abroad who are responsible for planning and
implementing AID's overseas development programs and activities, so that those
persons will have significant overseas experience or understanding of the
overseas development process. An extended application of the Foreign Service
personnel system within AID is intended to ensure that -

(a) The employees of AID effectively serve the interests of the United
States, both in the United States and abroad;

(b) AID's personnel system can better adjust to frequently changing
program and work-force composition requirements;

(c) A framework is provided to meet the particular requirements of AID,
including the need to have personnel serve overseas and meet language and
technical skill requirements; and,

(d) All employees who work in the United States and abroad within a
single structure of positions, and in common endeavor to plan, carry out and
directly support AID's overseas program may be brought within a single
personnel system.
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V(1) A position in AID/Washington which is designated as Foreign
Service may be filled by a non-Foreign Service employee as long as the number
of non-Foreign Service employees filling such Foreign Service designated
positions does not exceed 20 percent of the number of such positions. Prior
to filling a Foreign Service bargaining unit position under this subsection,
the Agency will give full consideration to the availability of Foreign Service
employees in the bargaining unit for the position. Full consideration will
include, but not to be limited to, observing'the applicable position
advertising requirements; it may, at the Agency's discretion, include
supplemental direct advertising for difficult to fill Foreign Service
positions. Final decisions on assignments will be made by the Agency based on
its determination of the needs of the Agency.

C. Sec. 220.03 - Defjnitions

(a) -AID- llleans the Agency for International Development, or arnd
successor agency pri.ari1y responsible for a~inistering programs undE!r part I
of the Foreign Assistance Act of 1961, as amended.

(b) -Administrator- means the Administrator of AID

D. Sec. 220.04 - Position Management

(a) Under such regulations as he may prescribe, the Administrator may,

C
n°odtwiths1tandifing theit~rOvi~ioAnsIDof tdhaPtetrb51~ °hf Tit
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the grades provided for the Foreign Service of the United States; pro~'ided,

that such actions shall be carried out in a manner consistent with the
purposes of this subchapter and with the principles of position classification
established in Chapter 51 of Title 5 of the United States tode.

(b) As of the effective date of this subchapter, each position in AID
shall be reviewed and redesignated, if necessary, as to the service in which
the incumbent should serve. A position shall be designated as a Gener'a1
Schedule position rather than a Foreign Service position only if the p,osition
is in the United States, and if it is determined (1) that the functiolns of
such positions are primarily of a clerical, administrative or program support
character and can be performed without significant overseas experience! or '
understanding of the overseas development process; or (2) that such pOlsitions
require continuity of incumbency and specialized knowledge and skill to the
extent that it is not practicable for incumbents of such positions to be
assigned abroad. Any person aggrieved by the designation made pursuant to
this section of a position in which he or she is serving may appeal the
designation to the Administrator. Such designation shall remain in effect
pending the appeal provided for herein and pending any other appeal an
employee may make, and shall be set aside only if arbitrary or capricious.

(c) A position designated as a Foreign Service position in accordance
with paragraph (b) of this section which becomes vacant may be occupied
thereafter only by a Foreign Service employee; provided, however, that:
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(2) In order to avoid a reduction in force, the director of the
Office of Personnel Management, AID is authorized to assign a General Schedule
employee to a vacant position which has been designated as a Foreign Service
position;

(3) Up to fifteen Foreign Service designated positions may be
filled on a time-limited appointment basis by non-Foreign Service personnel.
These exceptions will be approved personally by the Administrator on a
case-by-case basis.

(d) A position designated as General Schedule in accordance with
paragraph (b) of this section may be temporarily designated Foreign Service
whenever the Administrator deems it advisable in order to administer properly
the rotation policies provided for in section 221.02 of this subchapter;
provided, that only vacant General Schedule positions may be so redesignated.

(e) In furtherance of the policy of this subchapter, as provided in
section 220.02, to the extent consistent with law, regulation, and staffing
and promotion policies generally applicable to AID employees, the
Administrator shall encourage employees who are not in the Foreign Service,
who serve or wish to serve in positions designated as Foreign Service
positions, and who are qualified for appointment in the Foreign Service, to
convert to the Foreign Service.

(45 FR 54751, August 18, 1980, as amended at 46 FR 42842, August 25, 1981; 49
FR 44631, November 8, 1984.)

Part 222 - Miscellaneous Provisions

A. Sec. 222.01 - Authoritv: Sec. 4011, International Development and Food
Assistance Act of 1978, Public Law 95-424, 92 Stat. 956, as amended by Sec.
503, International Development Cooperation Act of 1979, Public Law 96-53, 93
Stat. 378.

So~rce: 45 FR 54752, Aug. 18, 1980, unless otherwise noted.

8. Sec. 222.01 - Implementing Regulations

(a) Nothwithstanding the provisions of this subchapter, existing rules
and regulations of or applicable to employment in AID, to the extent not
inconsistent with the provisions of this subchapter, shall remain in effect
until revoked or until modified or superseded by implementing regulations
promulgated in accordance with the provisions of paragraph (b) of this section.

(b) The ~inistrator may prescribe such administrative, implementing
regulations as are necessary and desirable in order to carry out the
provisions of this subchapter (and such authority may be delegated as he deems
necessary). Such implementing regulations may not revoke, suspend, supersede,
or otherwise modify this subchapter.
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C. Sec. 222.02 - Construction

If any provision of this subchapter or the application of any pr'ovision
to any circuastance or persons shall be held invalid, the validity of the
remainder of this subchapter and the applicability of such provision to other
circumstances or persons shall not be affected thereby.
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CHAPTER 2

PAY UNDER THE FOREIGN SERVICE SALARY SCHEDULE

2A.

2B.

Purpose

This chapter provides the policies, regulations and procedures that
govern pay for employees compensated under the Foreign Service salary
Schedule.

App1 icabil ity

1. This chapter applies to AID Foreign Service (FS) direct-hire
career, career-candidate and non-career employees, including
resident-hire employees, in classes FS-01 and below.

2. Thi s chapter does not apply to:

a. senior Foreign Service employees (see HB 25:38, "Senior
Fore i gn Servi ce");

b. Employees compensated under the Chief of Mission salary
schedule (see HB 25:39, "Executive Level Assigl1Tlents - AID Foreign
Service");

c. American Family Member (AFM) employees (see HB 25:34A,
"American Family Members Appointments"); or

d. Foreign national employees (see HB 31, "Foreign National
Personnel" 1.

V 2C
•

Authorities and References

1. Sec. 403, "Foreign Service Schedule," Foreign Service Act of 1980
(FSA), as amended

2. Title 5, U.S.C., Chapter 53, "Pay Rates and System"

3. HB 27, "Attendance and Leave"

4. HB 19:14, "Foreign National Personal Service Contractors Payrolled
by State Department's RAMCs"

5. HB 32:2, Periodic Step Increases

6. Equal Pay Act of 1963, Title VII, as amended.
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2D. Defi niti ons

1. Rate of Basic Compensation. Compensation rates fixed by law or
acininistrabve action for the classes under the Foreign ServiCE~ salary
Schedule (see HB 26:5, "Pay Schedu1es").

2. Employing Office. As used in this chapter, employing offiice means:

a. Foreign Service Personnel Division (PFM/PM/FSP) for c1ll
employees in classes FS-01 and below, except as provided in 2m~b and c
below;

b. The Executive Personnel Management Staff (PFM/PM/EPM) for
employees in classes FS-01 and below who are assigned to executive
posi tions (see HB 25: 39, 'IExecutive Level Assignments - AID FOloeign
Service"); and,

c. The Office of Administration of the Inspector Genera~ (IG/AOM)
for employees in classes FS-01 and below who are in BS-08, Audit and
Inspection.

2E. Policies

1 • Rates of basi c compensation are fixed and adjusted in accordance
with 5 U.S.C., Chapter 53, "Pay Rates and Systems."

2. Personnel actions effected in accordance with this chaptelo shall be
made without regard to race or national origin, color, creed, loe1igion,
marital status, political affiliation, sex, age, or mental or physical
handicap.

3. If an employee is entitled to more than one pay change at the same
time, the changes will be processed in the order most beneficial to the
employee.

2F. Responsibilities

1. Office of Recrui tment (PFM/PM/R)

a. Detennines initial rates of pay in accordance with al>plicable
regulations and established procedures.

2. Inspector General/Office of Administration (IG/ADM)

a. IG/ADM determines initial rates of pay for BS-08 appointees.
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3. Employing Offi ce

a. Ensures that appropriate personnel actions are initiated and
processed to au thorize p~ ac ti ons. Such documentati on will be
maintained in each employee's Official Personnel Folder (see HB 32, Ch.
1, "0fficial Personnel Files and Records") with copies transmitted to
PFM/FM/OS/P on a timely basis.

b. Advises employees, as appropriate, concerning pay adjustments
relating to personnel actions.

4. Office of Financial Management (PFM/FM/OS/P)

2G.

a. Ensures that all sal ary and rel ated payments are processed in
accordance with applicable laws and regulations, and internal policies
and procedures.

b. Processes requests for charge p~ in accordance with
establ ished procedures.

General

1. Rank System

a. FS employees are compensated based on rank in person rather
than rank of position, as is the case for Civil Service employees.

2. Pay Plan Codes

a. Four different pay pl an codes (see chart) are used in the AID
personnel (RAMPS) and payroll (NAPS) automated infonnati on sy stems (see
HB 32: 2, "Revised Automated Manpower and Personnel Systems ") for
employees compensated under the Foreign Service Salary Schedule. These
codes correspond to particular appointment categories and appear on
vari ous employment documents; e.g., Notificati on of Personnel Ac ti ons
(SF 50s), Employee Data Records (EDRs) and Statements of Earnings and
Leave (SELs).

RAWS NAPS Appo1 n1:llent Category

FP FP Foreign Service (career, non-commissioned)
FP L FP Foreign Service Limited (non-career and career candidate)
FP R FP Foreign Service Resident-Hire (temporary, limited)
FO FO Foreign Service Officer (career, commissioned)
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2H. Initial Rates of Pay

1. The Chief, Recruitment (PFM/PM/FSP/R), or designee, makes all class
and salary detenninations for Foreign Service appointees, othel- than
BS-08 appointees.

2. The Director, IG/ADM makes all salary determinations for IiS-08
Foreign Service appointees.

3. Rate of pay determinations are made in accordance with established
procedures, which are based on the appointee's qualifications ilnd
experience. Once the class level of appointment is ascertained, then
sal ary hi story t s uperi or qual ificati ons and/or additi ona1 years of
experience are criteria that may be used for step determination. If
additional years of experience are used, each year of relevant
experience at the appointment grade level could be counted as one salary
step.

-tt In the case where an applicant had earned a higher salary for cine full
year during the last three years, and has the qualifications and work
experience commensurate with the higher salary, the employee milY be
offered the grade or step that will match their qualifications and
experience.

The minimum qualifications standards for determining grade and step are:

Foreign Service Officers

Rank Qualifications Standards

7/1 All candidates, except those meeting the higher qualifications
for grade 6 and above; B.A. with no salary history and/or
experience

6/1 B.A. with three years of relevant experience; M.A. with zero
years of relevant experi ence

5/1 B.A. plus seven years of relevant experience; M.A. plus three
years of relevant experience

5/2 Ph.D degree with zero years of relevant experience

4/1

* Revised

B.A. plus eight and one-half years of relevant experience;
M.A. plus four and one-half years of relevant experiE!nCe;
Ph.D. plus one year of relevant experience

-It v·····';1.' ,"
~,' . ,,1
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Rank.

Foreign Service Secretaries

Qualifications Standards

3/1 B.A. plus nine years of relevant experience; M.A. plus 7 years
of relevant experience; Ph.D. plus four and one-half years of
relevant experience

2/1 B.A. plus eleven years of relevant experience; M.A. plus nine
years of relevant experience; Ph.D./J.D. plus six years of
relevant experience

9/1 High School degree

8/1 High School degree plus 3 years of relevant experience, or any
combination of college and experience equaling 3 years

7/1 B.A. degree with no salary history or relevant experience -Ie

4. salary calculations for AID reemployment considerations for limited
appointment officers are in accordance with the established policies
stated in HB 25:32 and 5 USC 3597, which state that "an employee of any
agency Who accepts •••a limited appointment in the Foreign Service ••• is
enti tled ••• upon reemployment••• to any wi thin-grade increase in pay whi ch
the employee would have received if the employee had remained in the
fonner posi ti on in the agency. II

5. For all other employees who resigned from the Foreign Service,
reemployment should be in accordance with 3 FAM 125.1, which states that
these employees "wi 11 be given an opportunity for reentry into the
Foreign Service at a class comnensurate with their qualifications if
there is a need for their services and if they meet current conditions
of employment. II sal ary detenninati ons for these employees are based on
the criteria outl ined in 2H of this chapter.

6. Contractual employment must have been for at least a period of
ninety consecutive days in order for this employment to be credited as
relevant experience. The contractual employment salary should not
include overseas per diems, allowances or bonuses. Only the base salary
stated on the employee's IRS 1040 tax form, p~ stub and/or statement
from the payroll office will be accepted as the yearly salary.

7. Individuals who are paid commissions will only be allowed to use
commissions actually received. Commissions can be used if they are for
12 consecutive months during the previous 36 months of the applicant's
employment history.

~ Revised
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8. sal ary offers that are not in accordance wi th estab1 ished pol icy
requi re PFM/PM/OD or IG approval. The only reason for offers not being
in accordance with policy should be previously identified critical skill
category to hi re an employee in order to meet the needs of the Agency,
and candidates with unusually high or unique qualifications. In no
circumstance, however, should this provision disrupt the p~ alignment
of the Agency and thereby create a substantial pay inequity.

9. Once the applicant and the AID authorizing official have signed and
agreed to the hire salary, there will be no appeal or review of the
sa1ary offer.

21. Pay Adju stments

1• Comparabi 1i ty Increases

a. The salary rates established under the statutory p~ systems,
which includes the Foreign Service salary Schedule, are revieWE!d
annually and may be adjusted in accordance with 5 U.S.C. 5305, "Annual
Pay Reports and Adjustments." Comparabil ity increases are pro<:essed
automatically and are reflected in the Statements of Earnings alnd Leave
for the pay period in which the increase is effected.

2. Promoti on

a. An employee who is promoted wi 11 be pai d at the lowest ra te of
the class to which promoted that exceeds the employee's existing rate by
at least two within-class increases. If this exceeds the maximum rate
of the class to which promoted~ the employee will be paid at ti,e maximum
scheduled rate of the class to which promoted.

3. Within-Class Increases

a. Except as provided in 2I3b, employees will be automatically
advanced to the next higher step of their class at the beginning of the
fi rst pay peri od foll owing comp1 etion of the appli cab1 e waitinH period:

o Steps 1 through 9 - 52 calendar weeks of service
o steps 10 through 13 - 104 calendar weeks of service

b. The next scheduled within-class increase of an employee
referred to a Perfonnance Standards Board (PSB) will be withheld for one
year from the date the increase was scheduled if the PSB detennines that
the employee's perfonnance did not meet the standards of his/her class
during the rating period. The denial and the date the emp10yeE~ is

~""""" A,'"V
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eligible for the next within-class increase will be documented with an
official personnel action (SF-50). This denial of a within-class
increase applies to IDlis who have not met the standards of their class
during the rating period as determined by the IDI Review Panel.

c. An 101 who has been extended in training status in AID/W by
the IDl Review Panel or IDI Graduation Panel due to a demonstrated need
for improved skills and/or work exposure, will not be eligible for
his/her next regularly scheduled wjthin-c1ass increase.

d. A waiting period begins: '"'1

(1) Upon an initial appointment in the foreign service.

(2) After a break in service in excess of 52 calendar weeks.
As used in this section, a calendar week is a period of any seven
calendar days. (The waiting period will be extended by a break in
service of more than three calendar days but less than 52 calendar
weeks.)

(3) Upon receiving an equivalent increase, i.e., an
increase(s) in basic pay equal to or greater than the amount of the
within-class increment of the class in which the employee is serving
(e.g., a promotion, a within-class increase or a change in pay systems).

e. Credit is granted for all leave without pay which does not
exceed six months in the aggregate in any calendar year, except that
full credit is allowed for an employee who:

(l) accepts an assi gl'll1ent wi th an i nternati ona1 or other
organizations as provided in HB 25:44. "Details and Transfers to
Interna ti ona1 Organ iza ti ons ," or,

(2) is on approved leave without pay to serve as a full-time
paid employee of a Member or office of the Congress.

f. Meritorious Step Increases (MSls) are not considered
equivalent increases in compensation for within-class increase purposes
(see 213c3). However, if an MSl places an employee in the 10th step of
the class, the waiting period for a regular within-class increase is
extended by 52 weeks.
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g. When an MSI and the regular within-class increase arE! due to
take effect on the same date and the employee is at step 9, thE! two
actions will be sequenced in the following order: 1. regular
wi thi n-class increase; 2. MSI - outside of the coincidence of events
menti oned above, an MSI will not be sequenced or del ayed. PanE!l sand
supervisors are urged to consider granting a cash increase in lieu of an
MSI when employees are in step 9 in order to provide an appropr'f ate
recognition of the employee's performance.

2J. Charge D'Affaires Pay

1 • General

AID commissi oned officers are el i gi bl e to receive charge~)~ in
accordance with the procedures outlined in 3 FAM 228 (see Att. 2A) and
the Agency-specific procedures provided below.

2. Agency-specific Procedures

a. Upon completion of the 28-day wafting period and submission of
the required documentation, employees may be compensated on a tli-weekly
basis for the duration of the period they serve as principal officer.

b. Employees must compl ete and sutJnit a Request for Char'g@ Pay
(see sample format in Att. 2B) along with copies of the notffic:ation(-.)
of transfer of office to the AID Controll er or administrati ve officer at
post. The AID officer will obtain the certification of the Stalte
Department administrative officer and, upon receipt of such
certification, will sign and date the Request for Charg~ Pay and submit
it along wi th all documentati on to PFM/FM/OS/P.

c. Charge p~ will be included in the regular bi-weekly pay.

d. Inquiries concerning payment of charge p~ should be directed
to PFM/FM/OS/P; inquiries concerning this policy should be dirE!cted to
the Personnel Policy Branch, (PFM/PM/PCF/PP).

2K. Grievance Rights

1. Grievance Rights relating to FS salary schedule pay is contained in
HB 29: 4A, IIGri evances/Forei gn Servi ce Personnel. II

2. Employees may fi 1e a compl aint of discrimination based 0n any of
the factors listed in 2E2 for denial of financial benefits undE!r
applicable laws or regulations (see HB 24:5, liThe AID EQUal OPlilo.rtunity
Program ll

).

8<>..·.· ....·. ;.~!
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ATTACHMENT 2A

EFFECTIVE DATE

Ma rc h 15, 1985

May 5 May 16 1I days

In this example. the officer would be entitled to charge pay
for each of the officer's basic worl<days from May 5 through
15, inclusive. The officer would not be entitled to any charge
pay for the period in March following compietion of the
2B.<Jay waiting period on March IB, because it was less than

Assumption RelinquishtrHlnt Credit.ble
of a..rge of Charge Charge Servictl

December 12 January 1 20 days
February 10 February 16

(less Ihan
. 7 days)

March 10 March 24 1~

Tolal ~

228.1-4 Creditable Chllrg' Service
Only periods of 7 or more consecutIve calendar days in

charge shall be counted toward completion of the 28-day
waiting period or toward eligibility for charge pay after com
pletion of the waiting period.. In computing charg{J service.
the day an officerassumes charge ofa post shall becounted.
but the day that officer relInquishes charge shall not be
counted. The following example illustrates the computation
of creditable charge service:

228 CHARGE D'AFFAIRES PA Y (TL:PER-20 3-15·85)

U 228.1 Charge D'Affaires Ad Interim Pay er, such period, if it is 7 days or longer, is creditable toward

228.1-1 Leglll Authority completion of the 2B-day waiting period requirement pre
scribed in section 228. 1-3c.

Sections 421 and 422 of the Foreign Service Act of 1946.
as amended (22 U.S.C. 876-877), authorize compensation e. At New Consulsr Posts or U.S. Intel'Bsts Sections
in addition to basic salary for charges d'affaires ad Interim Charge pay may not be earned for any period of service
and officers temporarily In charge ofoonsulates general and at a newly established consular post or U.S. Interests Sec-
consulates respectively. The Office of the Legal Adviser (L) tion prior to the arrival of the first principal officer since there
has interpreted section 422 of the Act to include U.S. Inter- is noprovision for such pay In section 422 of the Foreign Ser-
ests Sections. vice Act of 1946. as amended. However, such period, if it is
228.1-2 De/inltion 7 days or longer, is creditable toward completion of the

28.<Jay waiting Period prescribed In section 228.1-3c.
"Charge pay" means the additional compensation pay-

able to a Foreign Service officer or any other officer with the f. At a MI."n Wile,., the Chief 01 Mission Is
ID,. ,appropriate commissioned title, including a Foreign Service ASSigMd to Two or MOI'B Countttes
"-' information officer, serving as charge d'affaires ad interim at Creditable service toward completion of the 28.<Jay wait-

adiplomatic mission or to a Foreign Service officer oroonsul- ing period as wetl as charge pay may be earned, subject to
ar officer who is not a Foreign Service officer servng as the the other applicable provisions of this section, for any period
acting principal offICer of a consulate general, a consulate. of service as chargtJ d'affaires ad interim while the chief of
or a U.S. Interests Section. mission assigned to the post is not present in the country

228.1-3 Eligibility Requirements in which the post is /ocated and whether or not that officer
a, Transfer of afflce is present in another country to which also assigned. A chief

of mission, for example, might be assigned to countries A.
To be eligible for charge pay an officer must be serving B, and C, while maintaining residence in A. When the chief

in chargeofa post in an acting capacity pursuant to a perma- ofmission is present in country A. creditable service toward
nent or temporary transfer of office executed in accordance the minimum waiting period and charge pay may be earned
with 2 FAM 164 orpursuant to assignment to a newly estab- at the missions in countries 8 and C. When absent from A,
lished mission as charg~ d'affaires ad interim. but present in 8, creditable service and charg{J pay could be\..i b. Notification to Department earned at the missions in countries A and C. An officer shall

An officer shall not be eligible for charge pay unless the not be assigned to serve as chargtj d'sffaires ad interim for
notification of transfer of office is transmitted to the Depart- more than one mission concu"entty; thus, for example, the
ment pursuant to 2 FAM 164. A notification to the Depart- chargtj d'affaires ad Interim In the country of the chiefofmis-
ment is required each time an officer assumes or relinquishes sion's residence shall in no case have char~ responsibility
charge ofa post. A copy of this notification must also be sent for the other countries to which the chief of mission is also
to the Regional Finance Center servicing the post of assign- assigned.
ment.

c. Waiting Period

Before becoming eligible for charge pay at any post, an
officer must serve a waiting period of 28 calendar days in
charge at that post, .computed in accordance with section
228.1-4. Charge pay does not accrue during the 28.<Jay wait-

t:. ... j' ing period. An officer.Js required to serve only one waiting
~ period st a post whIle on assignment there before becoming

eligible for char!»'pay at that post. ff an officer is detailed
from one post to be in temporary charge of another post, it
wiN be necessary for that officer to complete a 28.<Jay waitIng
period at the detail post before becoming eligible for charge
pay there. For purposes of this section an officer shall be
considered to be on assignment at a post until transfemJd
to another post. Periods of home leave or detsil to other
posts, including the Department, will not require a(l officer
to begin a new, or to serve another, 28.<Jay waiting period.
Service as charge by a Foreign Service Reserve officer is
creditable toward the waiting period if the officer is subse
quentiy appointedas a Foreign Service officer and thereafter

W ,becomes eligible for charg~ pay.

'-'d. At New Mission

Charge pay may not be earned for any period of service
between the date a mission is first established and the date
it is first classified for salsry purposes, pursuant to section
441 of the Foreign Service Actof 1946, as·amended; howev-
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2A-2
f-FrrCTIVE DATE

March 15 1985

7 days from March 19 through March 24. S88 4 FAM 542.7
for method of computing cha~ pay.

228.1-5 R.te of Ch.~ Pay
a. Regular Ratti

The regular rate ofchB~pay shaJJ be one-haJf the differ
ence betwe6fl the basic salary (section 221)of the officsract
ing temporarily in charge and the basic sslBry provided for
the position of chief of mission at a diplomatic mission, or
tire basic salary of the principal officer most recently in
Charge at a consular post or U.S. Interests S6cti0n. At miS
sions where the chief ofmission is asslgn6d to two or more
countries, the basic salary provided for the chief of mission
for th6 country in which the offlc8r is serving as cha~ shall
be th6 baSis ofcomputatIOn; for example, If the officerssrves
in country 8 as charge and the chiefofmission has residence
in country A, the rate ofpay shaH be one-half the difference
between the basic salaryof the officerserving as cha~ and
the basic salary provided for the chief of mission position in
country 8. OffICerS entitled to charge pay shaH earn It at the
regular rate unless a special rate or a reduced rate is autho
rized or directed by the Department In accordance with sec
tion 228.1-5b or c.

b. Sptlc'-I R6ttl

(1) The Deputy Assistant Secretary for Personnel
(DGP/PER) may, upon a recommendation sUbmItted through
the Office 0' Position and Pay Management (PER/PPM) by
the appropriate regional bureau, authorize a special rate of
charg6 pay In lieu of the rate provided In section 228.1-5a
for an offICer serving in charge 01 a post In an acting capacity
and discharging 'or a continuous period of at least 90 calen
dar days, responsibilities comparable to the following: In
charge during periods of unusual political stress or carrying
out abnormally complicated coordinating responsibilities.

(2) The special rate may be determined to be either 314
of th6 difference or the full difference between the basic sala
ry of the officer temporarily in charge and the basic salary
established for the chief of mission or the basic salary of the
principal officer most recenUy in charge at the post as appro
priate.

(3) The sp8Cia1 rate shaH not be authorized unless the
offlC8f is Ct.JITfH1tly acting in charge of a post and has been
so serving for at least 90 consecutive calendar days.

(4) Ifaspecial rate ofcha~pay Is authorized, It shall
become effective at the beginning of the first pay period fol
lowing the authorization. It shall continue In effect for as long
ali the officer serves in temporary charge of the post, during
the absence 0' the principal officer.

(5) If, after the principal officer returns and ttJe acting
principal officer relinquishes charge, the latter again serves
as charg~ d'affaires ad interim or as acting principal officer
at the post, that officer will be entitled only to the regular rate
of ('.harg~pay (section 228.1-5a) If the officer again becomes
eligible in accordance with section 228.1-3.

c. Rtlductld Rettl

(1) For countries where the assigned chief of mission
(or if there be none, the former chief of mission) maintains
residence in another country to which also assigned. the ap
propriate regional bureau may recommend to the Deputy As-

sistant Secretary 'or Personnel through PER/PPM that the
charg6 pay rate be reduced by one-half of the full amount.
Such request is made when either of the following factors,
or similar factors, are present:

(a) Designation, because ofcompelling circumstances,
of a char~ d'affaires ad Interim with such junior rank that
the officer cannot carry out all of the duties and responsibili
ties of the position.

(b) Supervision of the charge d'affai~i ad interim in
the country in question by the charge d'affaires ad interim
In the country where the chief of mission maintnins residence.

(2) After considering the bureau's reque,st and the rec
ommendatIOn of PER/PPM. the Deputy Assistant Secretary
for Personnel decides whether the rate shall be reduced.

(3) Orders presa1bing a reduced rate tJf charge pay
shaH not be made effective before the beginning of the first
pay period following the date of the order. SU<:h orders shall
be valid, unless remanded, for tl'le duration of the assignment
of the officer serving as char~ d'affaires ad interim in the
country at the time the order becomes effecl~ve. A charge
pay rate reduced by one-half shall be computed by determin
ing the normal annual rate of charg~ pay (section 228.1-5a)
In accordance with 4 FAM 542.7 and dividing this rate by
one-half; daily, weekly. and biweekly rates shall then be com
puted as required. In the absence of an order reducing the
charg~ pay rate, an officer entitled to such pay shall be enti
tled to the regular rate (section 228.1-5a) or, when It is autho
rized, the special rate (section 228.1-5b).

228.1-8 Adju.lments In Chargfj Pay
Since charg{J pay Is computed as a percentage of the dif

ference between two basic salary rates, whenever either of
the rates changes, the amountofchargepay to' which an offi
cer is entitled shall change as of the effective date of the
aforementioned salary rate change, except a~1 follows:

If a principal officer at a consular post or U.S. Interests
Section receives a w/thin-elass or class promo'tion. effective
subsequent to relinquishing charge, the acting principal offi
cer shall receive a corresponding adjustment In cha~ pay
only if the first officer returns and resumes charge of the
post..

228.2 Pay for ChargiJ D'Affaires
Assigned by the President

A charge d'affair8s assigned by the President, in accor
dance with section 501(b) of the Foreign S6rv1c8 Actof 1946,
as amended, shall f'BaIive pay at the rate established for that
post in accorrJance with section 411 of the Foreign Service
Act of 1946, as amended, sJnce in fact such a cha~

d'affaires is a chief of mission as defined in s9Ctlon 121(9)
of the Foreign Service Act of 1946, as amencted (also see
sections 111 and 612.2, and 2 FAM 043.1).

End State Only Regulations.

229 (Unassigned)

'This results from B decision by the U.S. District Court for the District
of ColumbIa In the .CSS8 of AFSA vs. Halg, ~,,4. 1981.

i!; .... ;'.'V
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164.2 Temporary Tran.fer

The only formal action which the Department requires In
the CAS$ of a t9mporary transfer Is the appropriate notifica
tion prescribed in section 164.4 and any necess8lY briefing
8S prescribed In 8Gclion 164.3. This does not preclude the
ell.ecution of the certificate of tran'fer when at the discretion
of either officer ttltl circumstances warrant such action. The
procedures required for A temporary transfer i& followed at
the time tha principal officer relinquished charge .nd again
at the time that officer resumes otlarge.

164.3 Briefing of Succe••or

The officer relinquishIng charg. of an offiC4ll in aU cas.,
aNuras that the successor has been adequately bn.t&d on
aU pending or anticipated problems which require the
succeseor'a attention. The briefing llhould Include, In addl·
tion to briefing on substantl.". program activiU. and matters
of protocol at the post, a summary of po,t organization.
assignments of rasponllbillty, eupervfeory relatlon.hlps,
budget plans. llI1d lnapeolors' recommendations. ThOse
functional responeibillties vested In the principal offlcer by
regulation Of' exercited by that offleer at· the po.t are
transferred to the successor In aC<lOl'~nce with pertinent
regulation•.

164.4 Notifications to Department

184.4-1 Reporta R-aardlng Amvil and
R.cognltlon of N.w Chief of Minion

The BpprOprlSt6 ~graphic bureau and PERIFCAIPAS
in ths Department ". notified promptly of the date(a) on
which an appointed chi" of ml.sion first enters the country
of ...lgnmenl and arrIv.s at poat. The 8ame DtJpart".."t
offICeS 4f6 notJfi«l'gIl;n when the chl.f of ml,alon has been
formally r&cognized by the host government. A copy of the
notification Is aent to mi8810ns In any other countries to
which the chief of misslon Is also assigned if there are
off~re in residence there.

164.4-2 Reporta of Deplrture Under Order,

The depanure of a chief of mission from the country of
asaignment under Department ordel'8 Is reported to the
spproprl,te regional burtJ,u a1 the time of auch departure. A
copy of the notification Is sent to missIOns In any other
countries to which the chief of mia6ion Is al80 aeslgned if
there are officers In re8ldence there. A copy Of thl'
notification Is also sent to the Regionsl Finance center
servicing the poat of esllgnmtnl The report contalns the
effective date of transfer of office and the name of the
chargll d'affaires ad Int,rlm In the chief of miMion's
.,signed country of resJdence.

164.4-3 Reque.te for Penntulon to L.lve
Country (Thl. Motion appll.. 1180 to
• charg6 d"tfalra ad Interim)

A chief of mission desiring to be 8bsent fro the country
(countries) of assignment rtqUeata permission from the

tiPPfOPrlste aulstant secretary In the Department reason
ably In advance of proposed departure. Each request
contains anticipated dates of departure and return. name of
the officer who will assume charge, and addreN(ee) where
the chiet of mission may be reached in an emergency. If
permission is granted and the chief of minion proceeds as
planned. no other notification to the appropriate geographiC
bureau in th9 Department regarding tranafer of office I.
required until the chief of mission returns and resumes
eharge. A oopy 01 t~ notiflcatlon to the appropriate
geogrsphlc bur8llu In the Department of departure and
retum 18 forwarded to missions In any other countrles to
which the chief 0' mission Is also aaslgned If there are
officers In residence there.

In certain geographical areas where travel to neighboring
countries dOM not place the chief of minion beyond easy
rapld communlcatJon with the Department or poet, the chIef
Of mlaelon may request standing permieaion from the
approprlaf6l18O(Jfaphlc bureau in the Department to perform
such short trips 88 may be necessary.

164..... R.porte on Travel Within Country
(Countrte.) of Anlgnment

Absences from the capital by the chief of mlu/on traveling
within the country (countries) of assignment, which place
that officer beyond easy, rapid communlcatlon with the
Department and/or the post, are reported to the ap(Jroprlat,
geoQT8Ph1c bufNl.J I" th9 Department. If ie within the
discretion of the chief of mlt8lon whether I particular
absence fro the capital will warrant notifying the appropriate
geographic bureau In the Department. Reporta of such
absenco8 should contain the following Information al appro
Dl'late: anticipated dates of departute and return. ad
dreae(M) where the chief of mlsslon may be reached in an
emwgancy, and (If the chief of mlaalon 18 proceeding to
another country to which also accr$dited) the name of the
o"ieer who wlll assume charge In the country of residence.

183.4-5 Report, of Aeturn to Clpltal

Whenever the ohlef of mls8ton returns to the capital atter
a reported absence, the date of arrival and the effecttve date
of any transfer of office are reponed to the appropriate
090graphic bur6llu In tha Department.

184.4-8 R.port, Regarding Ttan.f.r. of
COMuiar Offlon

The approprlsre g60(}raphic bureau in the Department is
notified promptly of every permanent transfer of office
oocurrlng at a consular post (only the embassy Is notified of
a temporary trane'er of office). The notification Includes the
following data, aa appropriate: effective date of transfer of
office. nam9S and dates of arrival and/or depanure of
offlcera involved In tranafer of office, and (if temporary
absence) antlclpat4'd period of absence.

184.4-7 Method of TrlInamlulon

The notification. to the appr~t8 geographic bUfhU in
thB Department required under section 164.4-1 through
184.~ are transmitted In the manner deemed most
suitable by the post in Qach case.

.....
"" c_'
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184.4-8 R.lated Reporta

The reporta required by tt11, HCtlon are in. addition to
those preacribed In 3 FAM 482 Oaave) and 6 FAM 126
(travel menages).

TL: FIN-J04 2- t 5-87

164.6 Notification. to Holt
Government

The hOlt govemment and. III appropriate, repr.tentatlve
of third oountrle. are notified. in accord&llC8 with loeat
protocol or custom, of any trantf'r of offle..

1t1 through 1" Un....'ned

4 FAM 540 (Pg. 5 of 14)

~' •.., ... ]..•..'.'...~W

,
542.7 Charge Pay _

In computing Charg~ pay, the annual basic salary rate of the employee temporarily in charge is 'subtracted
from the annual basic salary rate provided for the position of chief of mission at missions, or the basic salary
rate of the principal officer at other posts. for whom employee is substituting. The biweekly, daily, and hourly
rates are determined by applying the rules contained in section 541.1 to one-half. three-quarH'lrs. or the full
amount of the difference in annual salaries (see 3 FAM 228).

(See section 552, Standardized Regulations, for ceiling on post differential when charge pay is payable.)
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ATTACHMENT 28
REQUEST FOR CHARGE PAY

FROM: AmEmbassy DATE:--------------- --------
{Name of Officer-in-Charge} {Social Security Number}

Left post and relinquished duties from to
(da te of departu re ) ~(d~a"rte~o""'f--:-r~e"rtu:-:-r=n)

(Name of Officer-in-Charge) (SOCial security Number)

assumed charge during this period. The 28 calendar d~s waiting period at
present post was accomplished as shown below:

FROM

CERTIFICATION

TO NlDber of D~S
Telegram Message
Reference Ntllber

{state Dept. Administrative OfflCer}

(AID Control'erlAanin. Officer)

{Date}

(Date)
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FEPCA Interim Operating Procedures

The FEPCA Interim Operating Procedures are a series of policies and
operating procedures to implement the Federal Employees Pay
Comparability Act of 1990. For nearly all of these new pay authorities,
USOPM has only issued interim regu~ations with the final regulations due
in April 1992.
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FEPCA INTERIM OPERATING PROCEDURE #1

TRAVEL EXPENSES FOR CANDIDATES;
TRAVEL AND TRANSPORTATION EXPENSES FOR NEW APPOINTEES

I. Purpose

~ This Interim Operating Procedure (lOP) provides AID's policies,
authorities, responsibilities and procedures for the payment of travel
expenses for candidates' pre-employment interviews and travel and
transportation expenses to first duty station for new appointees. These
regulations are effective until modified or otherwise superseded.

II. Authorities And References

A. The Federal Employees Pay Comparability Act of 1990--FEPCA (P.L.
lOl-509).
B. Title 5, U.S.C., 5706b "Interview Expenses."
C. Title 5, U.S.C., 5723 "Travel and Transportation Expenses of New
Appointees and Student Trainees"
D. 5 CFR, Part 572, "Expanded Authority To Pay Travel Expenses for New
Appointments and Interviews."
E. Federal Personnel Manual (FPM) Chapter 572.
F. GSA's Federal Travel Regulation (FTR) (41 CFR, Chapters 30l-304).
G. AID Handbook 22.

III. Coverage

A. This lOP covers civil service appointees and candidates (GS and
GM), Administratively Determined (AD) appointees and candidates,
Schedule C appointees and candidates, all candidates and appointees to
the Senior Executive Service and Presidential appointees and candidates.

B. This lOP does not provide coverage for:

1. Foreign Service personnel. (Travel and transportation
expenses for FS appointees and interviewees are covered in AID Handbook
22. )

2. Experts and consultants;

3. Members of National Advisory Councils or Advisory Committees;
or
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4. Individuals detailed to positions in AID under the
Intergovernmental Personnel Act (IPA).

IV. Definitions

A. "Commuting area" means the geographic area that normally is
considered one area for employment purposes. It includes any population
center (or two or more neighboring ones) and the surrounding localities
where people live and reasonably can be expected to travel back and
forth daily to work.

B. "Candidate" or "interviewee" means an individual who has applied
for (or is being considered for) a position in the competitive or
excepted service in AID who:

1. Has never worked for the Federal government;

2. Has worked for the Federal government in the past; or

3. Is currently employed by the Federal government, in an clgency
outside of the Washington, D.C. commuting area, regardless of the type
of appoi ntment.

C. "New appointee" refers to an individual who is "newly appointed" or
to whom the Agency has made a wri tten offer of employment for a nE!W
appointment. "Newly appointed" means an individual's first appointment
in the Federal Government or an appointment following a break in
service. The appointment must be such that the appointee can complete
the twelve (12) month service agreement.

D. "Involuntarily separated" means a separation initiated by the
Agency against the employee's will and without his or her consent for
reasons other than cause on charges of misconduct or delinquency. An
involuntary separation includes a separation resulting from the
employee's actual inability to do the work following genuine efforts to
do so, but does not include a separation under 5 CFR 752 or an
equivalent procedure for reasons that involve culpable wrongdoing on the
part of the employee.

E. "Service agreement" means a written agreement initiated by AID and
signed by a newly appointed employee, under which the employee agrees to
remain employed with the Federal government for twelve months in f"eturn
for payment of travel and transportation expenses.

F. "Requesting Official" means a supervisor or manager who has the
authority to select an individual to fill a vacant position.

G. "Approving Officials" are:

,L.i.·•. ·.. ·...•..•••;

V

a, ....... .....•.•:...,
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1. Chief, FA/HRDM/SCD, with the concurrence of the Chief,
FA/HRDM/RD, for all positions GS/GM-15 and below for which FA/HRDM/SCD
is recruiting (through the Merit Promotion program and other programs);

2. Chief, FA/HRDM/EMD, for all AD positions, Schedule C
positions, Senior Level positions, SES positions, and positions filled
by Presidential appointment.

V.

VI.

Policies

A. FA/HRDM may determine which candidates are eligible for payment of
pre-employment interview travel expenses. FA/HRDM may pay some, none,
or all of a candidate's pre-employment interview travel expenses.

B. FA/HRDM may determine which positions qualify for the payment of a
new appointee's travel and transportation expenses to the first post of
duty, considering the factors in VII. B., below. New appointees include
student trainees who are assigned to permanent positions upon completion
of college work. FA/HRDM may pay all or part of a new appointee's
travel and transportation expenses when it is determined that such
payment is appropriate.

C. Payment of the travel and/or transportation expenses will be in
accordance with AID Handbook 22 and Chapters 301 and 302 of the FTR.
Payment will be centrally funded and managed by FA/HRDM.

D. Payment of travel expenses for a candidate or travel and
transportation expenses for a new appointee will be at the discretion of
FA/HRDM. However, determinations concerning whether or not to pay
travel and/or transportation expenses shall be made without regard to
race, color, creed, national origin, sex, non-disqualifying handicap,
marital status, age, religious affiliation, or membership or
non-membership in a political party or employee organization.

E. A decision made in connection with one specific vacancy does not
require a like decision in connection with future vacancies.

F. Payment of candidates' travel expenses or new appointees' travel
and transportation expenses will be limited to individuals outside the
metropolitan Washington, D.C. commuting area.

Procedures To Pay Candidates' Pre-employment Interview Travel Expenses

A. Requesting officials are those supervisors who are working with
FA/HRDM to fill vacant positions. These officials will prepare a
request for payment with a short justification which addresses items 2,
3 and 4 in section VI. B. below. The request shall be sent through the
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EMS/Administrative Office to the appropriate approving official (See IV.
G., above).

B. In deciding whether to approve requests for payment of candidates'
interview travel expenses, the approving officials shall consider the
following factors:

1. Funds availability;

2. Whether the position is critical to Agency/Bureau/OfficE~ needs;

3. Prior experience in filling such positions and whether payment
of interview travel expenses would be needed to aid in recruitment;
and/or

4. Whether sufficient information for determining the cand'idate's
qualifications, or adaptability for employment in a particular arl:!a can
be obtained from information on his/her application, or by telephone
conversations with the individual and there is a reasonable expectation
of employing the candidate.

e. Travel Order Preparation--Interviews

1. Following approval, the appropriate division in FA/HRDM (SeD
or EMo) will prepare the Travel Authorization (T/A) in accordance with
the guidance in Handbook 22, and the HR. The T/A may cover the same
travel expenses to which a Government employee travelling on official
business would be entitled. Allowable expenses may include personal
transportation, meals, incidental expenses, and lodging (travel,
lodging, and per diem).

2. FA/HRoM is also responsible for communicating the relevant
portions of the Government travel rules and procedures to interviewees
(in writing).

3. In the case of disapproval, FA/HRDM must inform the requesting
official (in writing).

4. Advances of travel funds are not authorized for interviews.

D. Records of payments--candidates pre-employment interview travel
expenses

1. USOPM requires that the Agency must keep records of payments
made under this authority for each position for which interview expenses
are paid. The records shall be maintained two years or until evaluated
by USOPM (whichever comes first). Therefore, the appropriate divisions
in FA/HRoM shall establish and maintain records of all such payments.

iii .... ,';~i\I

\j.,;
'. ".,... '.
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2. These records shall be made available to USOPM upon request,
and shall contain:

a. Title, series, pay plan, and grade (or level) of the
position and how the position was filled (e.g. selection from Merit
Promotion certificate, lateral transfer, reassignment, selection from
USOPM certificate);

b. How the decision to pay expenses met the criteria in VI.
B., above; and

c. The number of candidates for whom expenses were paid and
the result of each interview (i.e., selection, nonselection).

VII. Procedures To Pay New Appointees' Travel And Transportation Expenses

A. Requesting officials are those supervisors who are working with
FA/HRDM to fill vacant positions. These officials will prepare a
request for payment with a short justification which addresses items 2
through 6 in section VII. B., below. The request shall be sent through
the EMS/Administrative Office to the appropriate approving official (See
IV. G, above).

B. In deciding whether to approve requests for payment of travel and
transportation expenses, the approving officials shall consider the
following factors:

1. The availability of funds;

2. Whether the position is critical to Agency/Bureau/Office needs
and/or is ina "shortage category";

3. Whether the appointee's qualifications are of such high value
to the Agency/Bureau/Office as to warrant payment of the expenses;

4. Prior experience in filling such positions and whether payment
of travel and transportation expenses would be needed to aid in
recruitment.

5. The desirability of offering a recruiting incentive to a
particular candidate; and/or

6. How travel and transportation payments relate to recruitment
bonuses, salary above the minimum rate, and other incentives available
and being considered for this particular appointee.

C. Since this authority is to be used as an incentive for recruitment,
when it is known in advance that travel and transportation expenses will
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likely be paid, this should be stated on the merit promotion vacancy
announcement.

D. Because new appointees usually lack experience in Government
procedures, once a decision has been made to pay travel and
transportation expenses, the appropriate Division in FA/HRDM will
prepare the T/A and provide the appointee with full information
concerning the travel and transportation benefits. Special care shall
be taken to inform appointees of the limitations on these benefits
(which expenses are allowed and which are not). This information must
be in writing.

E. In implementing this policy, actual payment must be in accordance
with chapters 301 and 302 of the FTR, and AID Handbook 22.

F. Written Service Agreement (Attached)

1. No payment for otherwise allowable expenses or for an advance
of funds shall be made unless the appointee has signed an agreement to
remain in Government service for 12 months following the effectivE! date
of appointment or assignment. If the individual violates the agreement,
the money spent by the Agency for travel and transportation expens;es is
recoverable from the individual as a debt owed the United States.
Repayment may be waived by the Director, FA/HRDM (or designee) under
circumstances set forth in Section "G" below.

2. The Standard Form 50-B (Notification of Personnel Action)
which documents the employee's appointment must also show that a 12
month service agreement was begun.

G. Separation before completing 12 months of service

1. When an employee for whom travel and transportation eXpE!nSeS
have been paid under this lOP leaves the Government service within 12
months following the date of appointment, the Director, FA/HRDM (or
designee) must determine whether repayment of these expenses is rE!quired.

2. Repayment may be waived when the employee leaves for reasons
beyond his/her control which are acceptable to the Agency. An example
of such reasons is serious personal illness.

3. Repayment shall be waived when an employee is involuntarily
separated. (See IV. D.)

4. If an employee transfers from AID to another Federal agE!ncy
before the expiration of his/her service obligation, the remainder of
the service obligation (in months) is transferred to the receiving
agency.

. tl
, ,U

y,...'.....,..',:.~. -.,-
j' :J

\.1.,..... ','.1,
i~ . : I, -;
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5. When repayment is required. it shall be on a pro rata basis.
The amount to be repaid shall be determined by providing credit for each
full month of employment completed by the employee under the service
agreement.

H. Records of payments--new appointees' travel and transportation
expenses

1. USOPM requires that the Agency must keep records of payments
made under this authority for each position for which an appointees'
travel and transportation expenses are paid. The records shall be
maintained two years or until evaluated by USOPM (whichever comes
first). Therefore. the appropriate divisions in FA/HRDM shall establish
and maintain records of all such payments.

2. These records shall be made available to USOPM upon request.
and shall contain:

a. Title. series. pay plan. and grade (or level) of the
position and how the position was filled (e.g. selection from Merit
Promotion certificate. lateral transfer. reassignment. selection from
USOPM certificate);

b. How the decision to pay expenses met the criteria in VII
B. above; and

c. A copy of the signed agreement to remain in Government
service; and

d. A copy of the approved travel authorization.

3. The employee's Official Personnel Folder (OPF) shall contain a
copy of the signed Service Agreement.
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SERVICE AGREEMENT
TRAVEL AND TRANSPORTATION EXPENSES

Title 5 U.S.C. 5723 provides for payment of travel expenses of a new appointee
to any position in the 50 States and the District of Columbia. It also
provides for transportation of immediate family and household goods and
personal effects from place of residence at the time of selection or
assignment to first duty station. These expenses may not be paid by the u·'
Government until after the individual selected signs the agreement set forth',,'
below:

NAME (Last, first, middle initial) Place of Actual Residence
at time of Appointment
(City and State)

I understand and agree that:

1. I will remain in the Government service for a period of 12 months
beginning with the effective date of my appointment, unless separated
for reasons beyond my control and acceptable to the Agency for ~. ,~

Internat iona1 Development. \I
2. If I fail to fulfill the terms of this agreement, I will repay to
the United States Government any monies expended from Federal funds for
travel, transportation, and related allowances, unless separated for
reasons beyond my control and acceptable to the Agency.

3. At the conclusion of the 12 month period of service, I will not be
eligible for return travel and transportation for myself, my dependents
and household goods to my place of residence at the time of my
appointment.

Signature of Employee Date Signed
It....•..•·••.•i

"'"
Date Reported for Duty:

(This date must be recorded by FA/HRDM on the Original)

Distribution of Copies: Original
1 copy
1 copy
1 copy

Official Personnel Folder
Employee
Travel Voucher
FA/HRDM Records for USOPM
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II.

FEPCA INTERIM OPERATING PROCEDURE #2

RECRUITMENT AND RELOCATION BONUSES

Purpose

This Interim Operating Procedure (lOP) provides the Agency's policies,
authorities, responsibilities and procedures for the payment of
recruitment and relocation bonuses.

Aythorities And References

A. Section 208 of the Federal Employees Pay Comparability Act of 1990
(FEPCA) [Public Law 101-509, November 5, 1990]
B. 5 U.S.C. 5753
C. 5 CFR Part 575 (March 28, 1991).

III. Policies

A. The Agency will:

1. Use recruitment and relocation bonuses in unusual cases when
necessary to attract high quality candidates for key positions;

2. Use the least costly incentive or combination of incentives
necessary in each case;

3. Authorize bonuses only if funds are available; and

4. Authorize these bonuses before the employee enters on duty in
the new position. (No bonuses will be approved after entry into the new
position).

B. Each determination to pay a recruitment or relocation bonus,
including the amount of such bonus, shall be reviewed and approved by an
official of the Agency who is at a higher level than the official who
made the initial decision, unless there is no official at a higher level
in the Agency.
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C. Determinations about recruitment and relocation bonuses will be
made without regard to race, color, creed, national origin, sex,
non-disqualifying handicap, marital status, age, religious affiliation,
or membership or non-membership in a political party or employee
organization.

D. Recruitment and relocation bonuses should not be viewed as a
benefit to which employees with similar duties and qualifications are
entitled.

IV. Coverage

A. The following positions are covered by this lOP:

1. General Schedule (GS) positions, including GM positions;

2. Senior Executive Service (SES) positions;

3. Law enforcement officer positions within the meaning of 5
U.S.C. 8331(20) or 8401(17) without regard to whether the position is
classified or paid under the General Schedule; and

4. Positions filled by Presidential appointment.

B. The following positions are excluded from coverage [See 5 CFR ~.•.••
575.102 (a) and (b), and 575.202 (a) and (b)]: ~

1. The Administrator or a position to which an employee is
appointed in the expectation of receiving an appointment as the
Administrator;

2. Personal Services Contractors (PSCs);

3. Foreign Service positions; and

4. Administratively Determined (AD) positions. (AID has sent a
request to the U.S. Office of Personnel Management [USOPM] for FS and AD~ '~

positions to be covered.) ...,,;,'

V. Definitions

A. Approying aythorities.
AA/FA, or Director, FA/HRDM.

The Administrator, Deputy Administrator,
(See Section VI below).

B. COmmyting area. The geographic area that normally is considered
one area for employment purposes. It includes any population center (or
two or more neighboring ones) and the surrounding localities where
people live and reasonably can be expected to travel back and forth
daily to work.
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c. Emp1Qyee .

1. FQr recruitment bQnuses--an individual who is "newly
appointed" or to whom the Agency has made a written offer of employment
for a new appointment. "Newly appointed" refers to an individual's
first appointment in the Federal Government or an appointment following
a break in service of at least one year. The appointment must be
without time limitation or for a minimum period of two (2) years or
more. This means that an employee who is given a temporary appointment
not to exceed one year may n21 receive a recruitment bonus, even if the
Agency expects to renew the appointment at the end of one year.

2. For relocation bonuses--a current emplQyee of the Federal
government in a different agency and in a commuting area outside of
metropolitan Washington, D.C., who will be appQinted or assigned,
without time limitation and without a break in service of any length, to
AID/Washington. Relocation bonuses do n21 apply to overseas
assignments.

D. InvolyntarilY separated. A separation initiated by the Agency
against the employee's will and without his or her consent for reasons
other than cause on charges of misconduct or delinquency. An
involuntary separation includes a separation resulting from the
employee's actual inability to do the wQrk following genuine efforts to
do so, but does not include a separation based on misconduct or an
equivalent procedure for reasons that involve culpable wrongdoing on the
part of the emplQyee.

E. Rate Qf basic pay. The rate of pay fixed by law or administrative
action for the position to which the employee will be newly appointed,
or to which the employee is being relocated, before deductiQns and
exclusive of additiQnal pay of any kind, such as locality-based
comparability payments under 5 USC 5304 or interim geQgraphic
adjustments under sectiQn 302 of the FEPCA.

F. Recruitment bonus. The dollar amQunt paid only to newly appointed
employees as an inducement to accept an offer of employment from the
Agency.

G. Relocation bonus. The dollar amount paid only to current Federal
employees as an inducement tQ relocate from a different agency in a
different cQmmuting area to AID/Washington (without a break in service).

H. Selecting Official. A supervisor or manager with authority to
select an individual for a new appointment or for a transfer from
another Federal agency involVing relocation.
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I. Service agreement. A written agreement between AID and a newly
appointed or relocated employee, under which the employee agrees to
remain employed with AID in the new position or at the new location for
at least twelve (12) months in return for payment of a recruitment or
relocation bonus.

U'···>·)
.."

VI. Procedures and Responsibilities

A. Selecting Official. Prepares a written request for payment of a
recruitment or relocation bonus and forwards it to the
EMS/Administrative Office for review. The request must include:

1. The name, position title, pay plan, and grade level of the
vacant position;

2. The percentage bonus requested; and

3. A complete justification for the request which, to the extent
possible, includes all of the factors in sections VII A and B below.

B. EMS/Adminjstrative Offjce:

1. Provides day-to-day advice and gUidance to managers and
supervisors on the use of recruitment and relocation bonuses and on the ~ ·.i'.
preparation of justification packages; V

2. Decides whether the selecting official's justific.ation meets
the requi rements. If requi rements are not met. returns pack:age to
selecting official for re-write.

3. Forwards complete packages to Bureau/Office Head; and

4. Serves as the Bureau/Offi ce 11 a150n to FA/HRDM. I<:eeps the
selecting official and Bureau/Office Head apprised of the status of the
request for recruitment/relocation bonuses.

C. Bureau/Office Head:

1. Reviews requests for payment of recrUitment/relocation bonuses~
for all positions;

2. Judges the merits of the requests, and

a. Disapproves unreasonable requests and returns them to the
EMS/Administrative Office, or

b. Approves reasonable requests and forwards to the
appropriate Division Chief in FA/HRDM.



D. Chief. FA/HRQM/SCD:

1. Reviews each request at GS/GM-15 and below (or equivalent) and
assures that it conforms to the regulatory requirements. Consults with
Chief, FA/HRDM/RD as appropriate;

u
AID HANDBOOK

CIRCULAR
HB
26

CHAP
3

Trans. Memo. No.
26:84

Effective Date
April 2, 1992

Page No.
15

2. Makes an initial recommendation, verifies with the Director,
FA/Budget, that funds are available, and forwards the request (including
written recommendation) to the Director, FA/HRDM, for final
approval/denial;

3. For approved requests, uses the approval letter from the
Director, FA/HRDM, together with the recruitment/relocation bonus
authorization letter from the Director, FA/Budget, to prepare the
Request for Personnel Action (SF-52). The SF-52 is the vehicle to
direct payment of the recruitment/relocation bonus.

4. Forwards all decisions back to the EMS/Administrative Office;

5. Ensures that all documentation prOVided in the justification
is forwarded to the FA/HRDM file room for inclusion in the employee's
OPF; and

6. Maintains the listing of approved bonuses (see Section XI B.)

E. Chief. FA/HRDM/EM:

1. Reviews each request above GS/GM-15 or equivalent, and assures
that it conforms to the regulatory requirements;

2. Makes an initial recommendation, verifies with the Director,
FA/Budget, that funds are available, and forwards the request through
the Director, FA/HRDM:

a. To the AA/FA, for final approval/denial of all SES (or
equivalent) positions within the FA Directorate and Operations
Directorate (except those in the immediate office of the AA/O of AA/FA) ,
or

b. Through the AA/FA, to the Deputy Administrator (or
Administrator) for final approval/denial of all positions filled by
Presidential appointment and all SES (or equivalent) positions in the
staff offices of ES, GC, XA, LEG, EOP, OSDBU, Policy Staff, and
immediate offices of AA/FA and AA/O.

3. For approved requests, uses the approval letter together with
the recruitment/relocation bonus authorization letter from the Director,
FA/Budget, to prepare the Request for Personnel Action (SF-52). The
SF-52 is the vehicle to direct payment of the recruitment/relocation
bonus.
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4. Forwards all decisions to the EMS/Administrative Office;

5. Ensures that all documentation is forwarded to thE! FA/HRDM
file room for inclusion in the employee's OPF; and

6. Maintains the listing of approved bonuses (see Section XI B.)

F. Chief. FA/HRDM/PSPE:

1. Submits reports of recruitment/relocation bonuses as part of
AID's regular submission to USOPM's Central Personnel Data File (CPDF).
(See Section XI); and ~

2. Prepares periodic Agency-wide evaluations (based cln input from- ...
FA/HRDM/SCD and FA/HRDM/EM) which discuss overall effectiveness of the
Agency's plan, and adherence to USOPM regulat ions. (See Sec:t ion XII) .

G. Director. FA/HRPM:

1. Approves/denies all requests for recruitment/relo<:ation
bonuses for GS/GM-15 and below (or equivalent) based on the "Criteria
for Payment" in Section IX.;

2. Approves/denies all requests for waiver of repayment of
recruitment/relocation bonuses (See Section X) for GS/GM-15 and below ~
(or equivalent);

3. Forwards all other requests (with recommendation) to the AA/FA
or through the AA/FA to the Deputy Administrator or Administrator, (see
VI E., above); and

4. Advises top management on appropriateness of
recrUitment/relocation bonuses.

H. pirector. fA/Bydget:

1. Determines whether funds are available to pay
recruitment/relocation bonuses.

2. Issues written notifications to the Chief, FA/HRDM/SCD or
FA/HRDM/EM for:

a. Funds available at level requested;

b. Funds available below level requested; or

c. No funds available.
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3. Where funding is less than the level requested, states amount
in terms of percent of employee's salary. HRDM then notifies
EMS/Administrative office of percentage that can be offered within
funding constraints.

4. Where funding is available, the letter will serve as the
"recruitment/relocation bonus authorization letter," and will mandate
preparation of the Request for Personnel Action (SF-52) as the vehicle
to direct payment of the recruitment/relocation bonus.

I. Administrator or Deputy Admjnistrator:

1. Approves/denies requests to grant recruitment/relocation
bonuses for employees in the Senior Executive Service, Senior Foreign
Service, Senior Level, and Presidential Appointees.

2. The Administrator shall be the requesting official and
approving official for a request for recruitment/relocation bonus for
the Deputy Administrator. The request shall be sent to FA/HRDM/EM.

VII. Criteria For payment

A. Each determination to pay a bonus shall be:

1. Made on a case-by-case basis;

2. Based on a written determination that, in the absence of such
a bonus, the Agency would encounter difficulty in filling the position
with a high-quality candidate; and

3. Made before the employee actually enters on duty in the
position for which he/she was recruited or to which he/she is being
considered for relocation.

B. In determining whether a recruitment/relocation bonus should be
paid and the a-ount to be paid, the Director, FA/HRDM, (for positions at
GS/GM-15 or equivalent and below) or the Deputy Administrator (for all
positions above G5/GM-15 or equivalent) shall consider the following
factors in the written justification:

1. The success of recent efforts to recruit high-quality
candidates for similar positions, including (to the extent available)
indicators such as offer acceptance rates, the proportion of positions
filled, and the length of time required to fill similar positions;

2. Recent turnover in similar positions;
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3. labor market factors that may affect the ability of the Agency

to recruit high-quality internal or external candidates for similar
positions now or in the future (may include such factors as salary
ranges of comparable positions, scarcity of skills, emerging technology,
etc. ) ;

4. Special qualifications needed for the position;

5. Availability of funding to pay for such bonuses;

6. Impact on the morale of current employees;

7. The percentage of recruitment/relocation bonus that would
needed as an inducement for the individual to accept an offer of
employment from the Agency;

8. The urgency of filling the position; and

9. In the case of recrYitment bonyses only, the practicality of
using an "appointment above the minimum rate" in lieu of a recruitment
bonus, or in combination with a smaller recruitment bonus.

VIII. Payment Of Bonyses

A. All recruitment or relocation bonuses will be calculated as a fUll~
percentage of the employee's rate of basic pay (not to exceed 25
percent) and will be paid in a lump-sum. In the case of a relocation
bonus for an employee entitled to grade or pay retention, the amount of
the bonus is based on the employee's retained rate of pay. Otherwise, a
relocation bonus is based on the rate of basic pay of the position 12
~ relocated. The rate of basic pay for purposes of computing a
recruitment or relocation bonus does not include additional pay of any
other kind, e.g., it does ng1 include interim geographic adjustments. A
recruitment or relocation bonus is not a part of the employee's rate of
basic pay for any purpose, (i.e,. retirement, life insurance, etc.).
Similarly, these bonuses are not used in determining an employee's
"total remuneration- and "straight time rate of pay" for purposes of the"
Fair Labor Standards Act. However, these bonuses are considered to be d,li
covered wages for purposes of the Federal Insurance Contributions Act ""
(FICA), provided the individual's employment is otherwise subject to
FICA deductions. Further, these bonuses Jrl considered lir.nings for
Federal, State and local tax purposes.

B. A law enforcement officer within the meaning of 5 USC 8331(20) or
8401(17) may receive a relocation bonus of up to $15,000 or' 25 percent
of the officer's rate of basic pay, whichever is greater.
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IX.

X.

C. Recruitment/relocation bonu~s may be authorized for an employee
(or a prospective employee) even if such a bonus will, when added to the
annual rate of all other payments (as defined in 5 CFR 530.202) to which
the employee is then entitled, cause the annual rate of all payments to
exceed the rate then payable for level I of the Executive Schedule.
Such excess, however, must be carried over to the next calendar year (5
CFR 530.203(d)).

Service Agreements

A. Recruitment bonuses. An employee may not receive a recruitment
bonus until after he/she has signed a written agreement to continue
working f2r AlQ for twelve months.

B. Relocation bonuses. An employee may not receive a relocation bonus
until after he/she has signed a written agreement to complete a
specified number of months li1h AlQ at the new duty station. Except as
provided in paragraph wC wof this section, the period of employment to
be established under a service agreement for a relocation bonus shall be
twelve months.

C. In the case of a temporary change in duty station for less than 12
months, a service agreement may provide for a shorter minimum period of
employment. The minimum period of service will not be for less than the
projected duration of the temporary relocation. Any determination made
under this paragraph shall be documented in writing and shall include a
description of the reasons for the determination. It is expected that
this provision will be used rarely in AID. It may n21 be applied to
overseas assignments.

D. The presence or absence of a service agreement in connection with a
recruitment or relocation bonus will not be a consideration in actions
under the Agency's Merit Promotion Program.

RepaYment Of Bonuses

A. An employee who fails to complete the period of employment
established under a service agreement for either a recruitment or
relocation bonus will be indebted to AID and will be required to repay
the bonus on a pro rata basis. The amount to be repaid will be
dete~ined by providing credit for each full month of employment
completed by the employee under the service agreement. For example, if
the service agreement is for 12 months and the employee leaves after 8
months, the employee is entitled to keep 8/12s of the bonus
(two-thirds). The employee must repay one-third of the bonus to AID.



Page No.
20

Effective Date
April 2, 1992

Trans. Memo. No.
., 26 ~84

AID HANDBOOK, HB
CIRCULAR 26

CHAP
3

B. Amounts owed by an employee will be recovered from the employee
under 5 U.S.C. 5514 and 5 CFR 550, Subpart K.

C. An employee is not obligated to repay a recruitment or relocation
bonus if he/she:

1. Fails to complete a period of employment established under a
service agreement because he/she is involuntarily separated; or

2. Is promoted or reassigned to a similar position in the Agency
and at the same commuting location (for relocation bonus). However, the
service agreement will be transferred with the employee and if he/she "....~.~
fails to complete the remainder of the service agreement, he/she must .
repay the Agency.

D. The ri ght of recovery of an employee's debt may be wa hred in who1e
or in part by the Administrator, Deputy Administrator, AA/F~I, or
Director FA/HRDM, if he/she determines that recovery would be against
equity and good conscience or against the public interest.

XI. Records

A. The Agency shall maintain the documentation in the OPF of each
determination on recruitment/relocation bonuses and make suc:h
documentation available for review upon request by USOPM. ~

B. The Agency shall maintain a record which includes the rlame, social
security number, percentage of salary, and date of approval for each
bonus granted.

C. FA/HRDM/PSPE shall promptly submit a report of each determination
as a part of its regular submission to USOPM's Central Personnel Data
Fi 1e.

XII. Evalyation And Reports

A. On or before December 31 of each year, FA/HRDM/PSPE Shilll prepare a
written report on the Agency's use of recruitment and relocation bonusesJ ..•~i
during the previous fiscal year. Each report shall include the ~

folloWing:

1. The number of employees to whom a bonus was offerl!d duri ng the
fiscal year;

2. The percentage of salary offered in each case;
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3. The number of employees who accepted bonus offers during the
fiscal year; and

4. An evaluation of the overall effect of the payment of
recruitment/relocation bonuses on the Agency's ability to fill key
positions with high- quality candidates.

B. FA/HRDM/PSPE shall make these reports available for review upon
request by USOPM and shall maintain such other records and submit to
USOPM such other reports and data as USOPM shall require.
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Title 5 U.S.C. 5753 provides for payment of a recruitment bonus to an
individual who is newly appointed to a position in the Federal government.
The bonus may not be paid until after the individual selected signs the
agreement set forth below:

Print Name and Address:
(First, M. I., Last)

(Street number and name)

(City, State, Zip Code)
-------u

1.

2.

understand and agree that:

I will remain in the service of the Agency for International Development
(AID) for a period of twelve (12) months beginning with the effective
date of my appointment, unless separated for reasons beyond my control
and acceptable to AID.

If I voluntarily fail to complete the twelve (12) months of service, or .'1

if I am separated from AID before completion of the twelve (12) months ~
for cause on charges of misconduct or delinquency, I shall repay the .
bonus to AID on a pro rata basis.

3. The recruitment bonus is not considered "basic pay" for any purpose
(i.e., retirement, thrift savings plan, life insurance, etc.) The bonus
is not used in determining my "total remuneration" and "straight time
rate of pay" for purposes of the Fair Labor Standards Act. The bonus is
considered to be covered wages for purposes of the Federal Insurance
Contributions Act (FICA) if my employment is subject to FICA
deductions. Further, the bonus is considered earnings for Federal,
State and local tax purposes.

Signature of Employee

Date Reported for Duty:

Date Signed

(This date must be recorded by FA/HRDM on the Original).

Distribution of Copies: Original
1 copy
1 copy
1 copy

- Official Personnel Folder
- Employee
- Travel Voucher
- FA/HRDM Records for USOPM

11. ....'..i!V
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RELOCATION BONUS
SERVICE AGREEMENT

Title 5 U.S.C. 5753 provides for payment. of a relocation bonus to a current
Federal employee who must relocate to accept a position in the Agency for
International Development (AID). The bonus may not be paid until after the
individual selected signs the agreement set forth below:

Print Name
(First, M.I., Last):

~i Old Address: New Address:

2.

I understand and agree that:

1. I will remain in the service of the AID for a period of twelve (12)
months beginning with the effective date of my appointment, unless
separated for reasons beyond my control and acceptable to AID.

If I voluntarily fail to complete the twelve (12) months of service, or
if I am separated from AID before completion of the twelve (12) months
for cause on charges of misconduct or delinquency, I shall repay the
bonus to AID on a pro rata basis.

3. The relocation bonus is not considered "basic pay" for any purpose
(i.e., retirement, thrift savings plan, life insurance, etc.) The bonus
is not used in deterMining my Itota1 remuneration l and "straight time
rate of payl for purposes of the Fair Labor Standards Act. The bonus is
considered to be covered wages for purposes of the Federal Insurance
Contributions Act (FICA) if ~ employment is subject to FICA
deductions. Further, the bonus is considered earnings for Federal,
State and local tax purposes.

Signature of Employee Date Signed

Date Reported for Duty:

(This date must be recorded by FA/HROM on the Original).

Distribution of Copies: Original
1 copy
1 copy
1 copy

- Official Personnel Folder
- Employee
- Travel Voucher
- FA/HROM Records for USOPM
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PAY U N D E R THE G ENE R A L S C H E D U L E

3A. Determining Rates of Basic Pay

1. Responsibility

The Office of Personnel and Manpower, SER/PM, makes all salary determin
ations in accordance with law, and Civil Service Commission (CSC)
regulations.

2. General Provisions

a. New Appointments

(1) General

Salary for a new appointment is made at the minimum rate of the grade to
which the employee has been appointed; or where a higher minimum rate has
been established, at the new minimum rate for the class.

(2) Superior Qualifications Appointments

A superior qualifications appointment means new appointment or reemploy
ment to a position in Grade 11 or above of the General Schedule at a
rate above the minimum rate of the appropriate grade. It must be made
only with the prior approval of the CSC because of the superior
qualifications of the candidate.

b. Position or Appointment Changes

(1) General

When an employee's position or appointment changes, the employee is to
be paid at any rate of the grade which does not exceed his highest previous
rate (except for salary retention); however, if the highest previous
rate falls between two rates of the grade, the higher rate is authorized.

(a) Highest Previous Rate

The highest previous rate refers to the highest rate of basic pay pre
viously paid to an individual while employed in a position in the
Federal Government, regardless of whether or not the position was
subject to the General Schedule.
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(1) A special mlnlmum pay rate may not exceed the maximum pay rate
prescribed by law for the grade or level.

(2) Special rates for all positions in a grade or level in a given
geographi c area may not be estab1 i shed by the CSC un1 ess the avera~le pay
rate in private enterprise for equivalent work levels in that area is at
least 10 percent above the fourth statutory rate of the grade or level and
recruitment and retention cannot be achieved without establishment of
higher rates.

3. Special Rates for Recruitment and Retention

a. Responsibility

The CSC may establish special rates of pay for one or more grades, occu
pational groups, series, or classes in one or more areas of locations when
it is considered necessary to overcome significant handicaps in the! recruit
ment and retention of well-qual ified personnel which result from pOlY rates
in private enterprise being substantially above those of General Sc:hedule
employees. The Agency may propose to the CSC the establishment of special
rates if there is a need. SER/PM will prepare the necessary documentation
to be forwarded.

c. Promotions

An employee who is promoted to a higher grade is entitled to basic pay at
the lowest rate of the higher grade which exceeds employee's existing rate
of basic pay by not less than two step increases of the grade from which
promoted.

d. Classification Appeal Decision

When a classification decision is made effective retroactively, SER/PM
shall treat the corrective personnel action affecting the employee concerned
as a cancellation or correction, as the case may be, of the origincl1 action
of demotion, and the employee is entitled to retroactive pay in acc:ordance
with the terms of the corrective action.

(2) Simultaneous

When an employee becomes entitled to two pay changes at the same time,
SER/PM wi 11 process the changes in the order whi ch gi ves the employee
the maximum benefit.

3A2b
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When a special rate is authorized all agencies must pay the rate to
employees who are working in the specific occupation, grade, and the
area or location to which it applies.

d. Travel and Transportation Expenses

(1) An appointee who is assigned to a General Schedule position
which the esc has determined, at the time of appointment, to be in a
manpower shortage category. is entitled to travel and transportation
expenses to the first post of duty in the United States. Student
trainees assigned upon completion of college work may be paid travel
and transportation expenses to their first post of duty in the United
States, if such expenses were not paid when they were appointed as
trainees.

(2) The appointee receiving travel and moving expenses must
agree, in writing, to remain in the Federal Service for 12 months
following appointment. If the employee does not fulfill this agree
ment, the expenses allowed must be repaid to the Government except
when separation is for reasons beyond the control of the employee and
is acceptable to SER/PM.

e. Determining Employee Rates

(1) When an employee is in a position to which a special rate
range becomes applicable, SER/PM fixes employee's rate in the special
rate range at the numerical rank in the special rate range for the
grade/class which corresponds to employee's existing numerical rank
in the rate range for the grade/class.

(2) When an employee is reassigned at the same grade/class
under the same pay system to a position to which special rate range
applies, SER/PM fixes employee's rate in the special rate range at
the numerical rank in the special rate range for employee's grade
which corresponds to employee's existing numerical rank in the rate
range for employee's grade/class.

(3) When an employee in a position to which ~ special rate
range does not apply is promoted to a position to which a special rate
range applies, SER/PM determines first employee's numerical rank in
the higher grade/class without regard to the special rate range and
then fixes employee's rate at the corresponding numerical rank in
the special rate range for the position to which promoted.



(2) If the employee is receiving a rate of basic pay at a rate
between two rates in the regular rate range of employee's grade/class t

the higher of the two rates is used.

(3) If the employee is receiving a rate of basic pay at a rate in
excess of the maximum rate for the regular rate range for employee's
grade/class t the existing rate of pay ;s used. The employee then is
entitled to retain this rate so long as employee remains in the position or
until employee becomes entitled to a higher rate.

38. Within-Grade Increases

, •.".'<.'.:ii.'."'

""
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1. Responsibility

SER/PM shall administer the determination of an employee's entitlement to
within-grade increases in accordance with law and CSC regulations.

f. Discontinuing Special Rates

When the special rates for a position are discontinued t SER/PM determines
the rate of basic pay for an employee as follows:

(1) If the employee is receiving a rate of basic pay equal to one
of the rates in the regular rate range for employee's grade/class t that
rate is used.

2. Employee Coverage

Within-grade increases apply to both full-time and nonfull-time employees
who occupy permanent positions subject to the General Schedule and
Administratively Determined Schedule who are paid on an annual basis.

(4) When an employee not entitled to a retained rate (salary
retention benefits) is demoted to a position to which a special rate range
applies t SER/PM determines the numerical rank in the lower grade without
regard to the special rate range and then fixes the rate at the
corresponding numerical rank in the special rate range for the pOlsition
to which demoted.

(5) SER/PM determines the rate of basic pay for an individual
receiving an initial appointment (or an appointment after a break of 1
workday) to a position to which a special rate range applies in the
grade/class of the position without regard to the special rate range
and uses the numerical rank thus determined to fix the employee's rate
at the corresponding numerical rank in the special rate range.

3A3e
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3. Waiting Period

a. A waiting period begins:

(1) Upon a new appointment in the Federal service.

-(2) After a break in service, or a nonpay status, in excess of
52 calendar weeks. For purposes of this section, a calendar week is a
period of any 7 calendar days.

(3) Upon receiving an equivalent increase. An equivalent increase
is defined as an increase or increases in basic pay equal to or greater
than the amount of the within-grade increment of the grade in which the
employee is serving. Examples are promotion, a within-grade increase,
or a change-in-pay systems.

b. For Full-time and Nonfull-time Employees with a Prearranged
Regularly Scheduled Tour of Duty

(1) Steps 2, 3 and 4 - 52 calendar weeks of creditable service.

I
(2) Steps 5, 6 and 7 - 104 calendar weeks of creditable service....,
(3) Steps 8, 9 and 10 - 156 calendar weeks of creditable service.

c. For Nonfull-time Employees without a Prearranged Regularly
Scheduled Tour of Duty

(1) Steps 2, 3 and 4 - 260 days in a pay status over a period
of not less than 52 calendar weeks.

(2) Steps 5, 6 and 7 - 520 days in a pay status over a period
'of not less than 104 calendar weeks.

(3) Steps 8, 9 and 10 - 780 days in a pay status over a period
of not less than 156 calendar weeks.

4. Creditable Service

a. Continuous creditable service in any branch of the Federal
Government is considered creditable service in the computation of
a waiting period.

b. For full-time and nonfull-time employees with a prearranged
regularly scheduled tour of duty, time in a nonpay status is
creditable service in the computation of a waiting period when it does
not exceed: .

(1) Two workweeks in the waiting period for Steps 2, 3 and 4.



(2) To award within-grade increases to employees when they do
clearly meet that standard and meet the other requirements of this
section.

(2) Four workweeks in the waiting period for steps 5, 6 and 7.

(3) Six workweeks in the waiting period for Steps 8, 9 and 10.

AID HANDBOOK 26 r-EFFECTIVE DATE TRANS. MEMO NO.
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c. When an employee has time in a nonpay status in excess of the
above, employee must make it up with creditable service before the' next
within-grade increase is effected.

d. When an employee has time in a nonpay status in excess of 52
calendar weeks creditable service begins at the t"ime employee returns to
a pay sta tu s .

5. Acceptable Level of Competence

a. An acceptable level of competence is performance of the duties and
responsibil ities of a position according to the standards understood by
the supervisor and the employee.

b. The Director, SER/PM, shall make effective use through supervisors
of his authority to stimulate optimum performance among employees and
caution supervisors:

(l) Not to award withi n-grade increases to employees who clo not g
clearly meet the statutory standard for such award, recognizing that for
these increases performance must be of sufficient level to merit a pay
increase, not just adequate for retention on the job; and

3B4b

c. Responsibility of Supervisors

(l) Approximately 90 days before the within-grade inCreaSE! is
due, supervisors will receive the SF 1126, Payroll Change Slip, to complete. ~:'~~

Attached to the SF 1126 will be a Superv{sor's Guide for Step Increase ~
Approval which outlines factors to be considered in determining whether
or not the employee meets an acceptable level of competence.

(2) The supervisor in determining whether an employee's work is
of an acceptable level of competence shall:

(a) Base the determination on the essential requirements of the
employee's position.

(b) Make the determination as of the completion of the waiting
period.
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(c) Base the determination on the employee's preformance
during the waiting period.

(3) To insure that employees are currently aware of the level of
their performance supervisors shall:

(a) Keep their employees periodically advised of their per
formance and point out any defects which should be corrected.

(b) At least 60 days in advance of the date on which an
employee will complete waiting period, shall inform the employee of any
factor that raises a question about the employee's work being of an
acceptable level of competence.

(4) A failure on the part of the supervisor to inform or timely
inform an employee under this section does not delay or otherwise affect
the determination required to be made by law.

(5) When an employee's performance meets acceptable level of
competence, the supervisor places an "XII and initials in Block 16, and
enters name and title in Block 12 of the preprinted SF 1126, Payroll
Change Slip. This slip is processed in accordance with the RAMPS
Employing Office Handbook.

(6) If the supervisor determines that an employee's work is not
of an acceptable level of competence (hereinafter referred to as a
negative determination), the supervisor shall inform the employee in
writing, not later than the completion of the waiting period:

(a) of the basis for the negative determination; and

(b) of the employee's right to secure reconsideration of
the negative determination and of the time limits within which the
employee may request reconsideration.

(7) Failure on the part of the supervisor to inform an
employee of a negative determination may not be the basis for
changing the negative determination.

(8) In order to avoid procedural errors, supervisors when they
are consldering withholding a within-grade increase will consult
Employee Relations Branch (PM/PS/ER) who will advise supervisors on
the Rroper course of action to be taken. Supervisors will furnish
to PM/PS/ER copies of all corresponsence to and from the employee.

6. Reconsideration

a. As outlined in the letter of negative determination the
employee shall be given an opportunity to reconsideration.
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~. The request is to be submitted within 15 calendar days of employee's
recelpt of the negative determination in writing and addressed to the
official who is considered to be at the second level of supervislon above
the person who made the initial determination. The employee is entiitled
to the following:

(1) A representative of choice to present the request.

(2) The opportunity to discuss the matter with the official
responsible for reconsideration and present information in writing.

(3) Freedom from restraint, interference, coercion, discrimination,
or reprisal in connection with the presentation of the request.

(4) Up to 4 hours of official time for presentation of the request.

f. When the decision sustains the original negative determination, the
notice of decision will inform the employee of right of appeal to the esc.

g. When an employee files a request for reconsideration, the official
reconsidering the case will establish an employee reconsideration file which
will contain all pertinent documents relating to the negative determination
and the request for reconsideration, including copies of the written
negative determination and the basis therefor; the employee's written
request for reconsideration; the report of investigation when an investi
gation was made; the written summary or transcript of any personal presen
tation made; and the Agency's decision on the request for reconsideration.
The file shall not contain any documents that have not been made available
to the employee or his representative with an opportunity to submit a
written exception to any summary of the employee's personal presentation.

c. The official reconsidering the case will review all information
submitted by the employee and/or employee's representative, as well as
documentary evidence (including formal and/or informal records) maintained
by the supervisor.

d. The official reconsidering the case will make a prompt review and if"a
give the employee a written decision. .,

e. If the determination is favorable to the employee, it will supersede
the earlier negative determination. Payment of the step increase will be
made as of the date of elig"ibility.

3B6
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7. Appeal to the 066~ceo6P~onnei Mana9ement COPMl

a. An employee may appeal to the OPM the decision by AID sustain
ing the negative determination. The appeal shall be in writing to the
Federal Employees Appeals Authority (FEAA). U.S. OD6~~e q6 P~onnel

Management Washington. D.C. 20415. It must be su6mltted not later
than 15 caiendar days after receipt of the AID decision.

b. The FEAA makes its decision on the record established in the
reconsideration proceedings in the Agency.

c. The decision of the FEAA is final and compliance with its
recommendations for corrective action is mandatory. See Chapter 7 of
Handbook 30 for further information on Appeals.

8. Effect of Negative Determination on Eligibility for New Determination

a. When a determination is made that an employee's work is not of
an acceptable level of competence and this determination is final.
either because the employee has not filed a timely appeal or because
appeals have been exhausted. the supervisor will make a new determin
ation within 52 calendar weeks of the end of the waiting period to
which the negative determination applied. This new determination may
be made any time during the 52-week period when the supervisor ascertains
the employee meets the required standards.

b. If the determination is favorable. the effective date of the
within-grade increase will be the first day of the first pay period
that begins on or after the date of the new determination.

c. If the determination is neqative, the procedures outlined in
385 'above wi)l be followed. .

9. Administrative Oversight. Error. or Delay

When a determination is not made on a timely basis through adminis
trative oversight. error. or delay. the determination when made:

a shall be based on the employee's performance during the
period that would have been covered had the determination been
timely made; and

b. is considered to have been made as of the date it would have
been made were it not for the administrative oversight. error. or
delay.



3B

EFFECTIVE DATE

Octob.er 28
TRANS. MEMO NO,

26:38 AID HANDBOOK 26

10. Effective Date

a. A within-grade increase is effective on the first day of thle
first pay period following completion of the required waiting period and
compliance with the other conditions of eligibility.

b. When the effective date of a within-grade increase and the
effective date of a personnel action occur at the same time, PM shall
process the actions in the order that gives the employee the maximum
benefit.

11. Corrective Action

When an improper personnel action is corrected in accordance with a
mandatory statutory or regulatory requirement, the waiting period is not
extended and begins on the date it would have begun had the improper action
not occurred.

3C. Quality Increases

~ Quality increase is an additional within-grade step increase granted in
recognition of continued high quality and meritorious performance above
that ordinarily expected of an employee in a specific position.
Handbook 29, Chapter 5, provides policy and procedural guidance for this type
of 'Increase. *

* Revised
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CHAPTER 4

PAY UNDER PREVAILING RATES SYSTEMS

".,'-'.

4A.

4B.

4C.

Purpose

This chapter outlines the policies and procedures governing pay for
prevailing rate (wage) employees. For information on performance and
special awards, see HB 29, Ch. 5, AID Awards Progra~.

Applicability

This chapter applies to AID direct hire employees who are:

- in a recognized trade or craft;
- in an unskilled, semi-skilled or skilled manual labor occupation;
- paid under "WG" and "WS" non-supervisory and supervisory wage

schedlJ 1es; and
- paid under pay plans "XP" and "XS", non-supervisory and supervisory

lithographic wage schedules (see HB 26, Chapter 5 for pay
schedules).

Authorities and References

5 USC 5341-5349, 5544-5546
5 CFR 532.101-532.801
FPM Chapter 530, Supplement 532-1

4D. Po 1icies

1. Rates of pay are fixed and adjusted in accordance with 5 USC 5341.

2. An employee detailed to a position other than that to which
appointed shall be paid at the rate of the position to which appointed.

3. The Agency·s prevailing rate policy will be implemented without
regard to race, sex, color, religion, age and mental or physical
handicap.

4£. Responsibilities

1. Position Management and Classification Division (M/PM/PMC)

a. Classifies positions;

b. Reviews all positions on a periodic basis to assure
classification standards are current;
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c. Processes classification appeals; and

d. Maintains a record of all classification appeals.

2. Civil Service Personnel Division (M/PM/CSP)

a. Assesses qualifications of candidates and refers
well-qualified candidates for selection consideration;

b. Establishes rates of pay; and

c. Processes all personnel actions related to wage employees.

3. Supervisor

a. Establishes and maintains an effective position structure
consistent with approved authorities;

b. Assigns duties to positions, discusses work assiqnments with
employees, prepares position descriptions, and certifies the accu,-acy of
position descriptions for which accountable;

c. Initiates position actions when siqnificant changes have been
made in duties, responsibilities or supervisory relationships; and

d. Advises employees of their right to review position
classification standards and to appeal a classification decision.

tL ".W

4. Emp loyee

a. Submits to M/PM/PMC a written reauest for review if the
employee believes the position is erroneously graded; and

b. Furnishes such facts as may be requested by M/PM/PMC to ensure "...::J..\
that a request for review is processed in a timely manner. '..

";.; i'···

4F. Establishing Rates of Pay

1. A new appointment is made at the minimum rate of the authori;~ed

grade. A new appointment at a rate above the minimum rate may be made
in recognition of special qualifications, e.g., skills and experil~nce of
an exceptional or highly specialized nature, or for hard to fill
positions.

2. An authorization to appoint above the minimum rate is automatically
cancelled when a new regular wage schedule for the area is issued unless
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4G.

the conditions that warrant the authorization continue and the new
schedule continues that authorization. Before any authorization is
cancelled, discussions must be held with the employee representative
(see HB 24, Ch. 4, Labor-Management Relations).

3. Subject to sections 4Gl and 4H, an employee who is reemployed,
reassigned, transferred, promoted or changed to a lower grade is paid at
a rate that does not exceed the employee's highest previous rate. If
the employee's highest rate falls between two step rates of the new
grade, the higher rate is paid.

4. When an employee's type of appointment is chan~ed in the same job,
pay may be continued at the existing scheduled rate or may be paid at
any higher rate of the grade which does not exceed the employee's
highest previous rate. If the highest previous rate falls between two
step rates of the grade, the higher rate is paid.

The highest previous rate is based on a regular tour of duty under an
appointment of 90 days or more, or for a continuous period of at least
90 days under one or more appointments without a break in service. The
highest previous rate may be based on pay received durin~ a temporary
promotion provided it is not used to circumvent the required period for
within-grade pay increases.

Pay Adjustments

1. Promotion

An employee who is pro~oted will be paid at the lowest scheduled
rate of the grade to which promoted which exceeds the employee's
existing rate by at least four percent; or, if this exceeds the maximum
rate of the grade to which promoted, to the existing rate of payor the
maximum scheduled rate of the grade to which promoted, whichever is
higher.

2. Multiple Pay Changes

If an employee is entitled to more than one pay change at the same
time, the changes will be processed in the order most beneficial to the
employee.

3. Within-Grade Increases

An employee with a performance rating of satisfactory or better
will be automatically advanced to the next higher rate within the qrade
at the beginning uf the first applicable pay period on completion of the
following required waiting periods:
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8. To rate 2: 26 calendar weeks of creditable service in rate 1.
b. To rate 3: 78 calendar weeks of creditable service in rate 2.
c. To rates 4 and 5: 104 calendar weeks of creditable service in

each of rates 3 and 4.

4H. Grade and Pay Retention

Grade and pay retention prOV1Slons apply to waqe employees placed in a gi'. \~.
lower grade as a result of reduction-in-force procedures or whose ~

positions are reduced in pay and who otherwise meet the provisions of 5
USC 5361-5366 and 5 CFR Part 536 (also see HB 26, Ch. 9, Salary
Retention).

41. Job Grading Review and Appeal Process

1. An employee may at any time appeal, throuqh a written request for
review, the occupational series, grade or title to which assiqned. The
request for review should be submitted to M/PM/PMC throuqh the
employee's supervisor. M/PM/PMC will process the request for review and
advise the employee in writing of the outcome of the review, includino
an analysis of the job. ~

2. The employee may appeal a decision by M/PM/PMC to the U.S. Office
of Personnel Management (OPM). The appeal must be filed within 15
calendar days after receipt of M/PM/PMC's decision.

3. The employee has the right to be represented and advised by a
representative of his/her choosing durinq the appeal process.

~
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CHAPTER 5

PAY S C H E D UL E S

5A. GENERAL

This chapter provides the current p~ rates for the Agency's various
compensation systems (Att. 5A).

56. TYPES OF PAY SCHEDULES

1. General Schedule (GS)

The GS Schedule applies to all positions covered by 5 U.S.C.
Chapter 53, Subchapter III (Att. 5A).

2. Administratively Determined (AD)

The AD Schedule applies to positions established in accordance with
section 625(b), Foreign Assistance Act of 1961, as amended. AD
employees are appointed and removed by the Administrator, without regard
to the provisions of a~ other law and are compensated at rates of pay
found in the GS (Att. 5A).

3. Senior Executive Service (SES)

The SES Schedule applies to positions covered by 5 U.S.C. Chapter
53, Subchapter VIII. The SES is a gradeless system with six rates of
pay, ES-l through ES-6. The lowest rate of p~ is not to be less than
the minimum rate of p~ for GS-16, and the highest rate does not exceed
the rate for Level IV of the Executive schedule. P~ment of these rates
is not subject to the p~ limitations imposed on the GS and Foreign
Service schedules or the limitations on p~ fixed by administrative
action (Att. 56).

4. Foreign Service (FS)

The Foreign Service Schedule applies to positions covered by
section 403, Foreign Service Act of 1980, as amended. The maximum
sala~ rate for the highest class is designated FS-l and m~ not exceed
the maximum rate of basic p~ prescribed for GS-15 (Att. 5A).
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5. Seni or Foreign Service (SFS)

The SFS Schedule appl i es to posi ti ons covered by section 402,
Foreign service Act of 1980, as amended. SFS p~ levels are equiv,1l1ent
to those authorized for the SES, E$-l through ES-6, and is compris1ed of
three classes: Career M"inister (FECM); Minister Counselor (FEMe); and
Counselor (FEOC) (Att. 58).

6. Executive (EX)

The EX schedule applies to positions covered by 5 U.S.C. Chapter
53, Subchapter II. An Executive Level position is any 0lffice or ~~.. ';
position in the Civil Service having a rate of p~ equa to or grelllter , ...
than the rate of basic pay p~able for position under 5 U.S.C. 5316.
The EX schedule consists of five p~ levels, Level I through Level V.
The legislatively established Executive Level positions in the Agency
are: Administrator, A.I.D., Level II; Deputy Administrator, Level III;
and the various Assistant Administrators, Level IV (Att. 58).

7. Foreign Compensati on (FC)

The Forei gn Compensati on schedule appl i es to posi tions covered by
section 625(d), Foreign Assistance Act of 1961, as amended.
Compensation is tied to the GS schedule, as follows: FC-l is equh'alent
to GS-4; FC-2 is equivalent to GS-5; FC-3 is equivalent to GS-6; and so
forth with FC-14 being equivalent to GS-17 (Att. SA).

8. Expert and Consul tant Pay Rates

The Expert and Consultant P~ Rates apply to positions authorized
by 5 U.S.C. 3109. P~ment of daily rates are as specified in Chapter 14
of this handbook. Normally, the work to be performed must be equi1la1ent
to the grade-level of the rate selected, as detennined by reference to
applicable or related position classification standards, and must
warrant grade-level equivalent of at least GS-13 (Att. 5C).
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10. Federal Wage System Schedules

a. Prevail irlg Rate Schedule (WG) (WL) (WS)

The Prevailing Rate Schedules apply to positions covered by 5 U.S.C.
Chapter 53, Subchapter IV. Positions under these schedules 'include
any recognized trade or craft, or other skilled mechanical craft, or
those in an unsk ill ed, semi sk ill ed, or sk ill ed manual 1abor
occupation. Pay rates are fixed ana adjusted from time to time to be
as near prevailing rates of pay in the local area as is consistent
with the public interest. (See Attachment 5F.)

b. Special schedules for Printing and Lithographic occupation in
the D.C. Area: (XP) (XL) (XS) (XD) (XN)

The Printing and Lithographic Wage Rate Schedules apply to all
positions covered by 5 U.S.C. Chapter 53, Subchapter IV, and
administered in accordance with FPI~ Letter 532-119. (See Attach-
ment 5G.)

Attachments: 5A - 5G
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Grad. or Clus _STEP~TES VUtll" GRADLLMLORCLASS
GS/AP fS fC 1 2 3 4 5 6 7 8 9' 10 11 12 13 14

~8L519 ~.404 92.288 ~11~.056

13 75.335 77 .846 80.357 82.868_ 84.815 86.170 88.633 91.096 93.558
15 12_64.~~74 -'8.515~.6~7Z.JflL j4.938 ~7.O~ 79.220 ~L361. 83.S02

1 64 233 66.160 68.145 70.189 72.295 74.464 76.698 78.998 81.3~83--50L _83.502. _ 83.502. 83.502. 83.502
14 11 54.M7 --.56.42~8.2.~60.067 61.887_ 63.llI7 65.527 _67.34~ 69.167 70.987

2 52.048 53.609 55.218 56.874 58.580 60,338 62..148 64.012. 65.933 67 911 69.948 72.047 74.208 76.434
13 10_46.2.~47~~ ~290 ~0.830 52.370 53.910 _ 55.450 56.990 58.530 60.070

3 42 174 43.439 44.742 46.085 41.467 48.891 SO 358 51 869 53 425 55.028 56.678 S8.3~ 6O..J30 _61.934
12 ~3lW161 40.156 41.451 42..L~ -.A4.04~ 45.336 46.631 _47.926 49.221 50.516

4 34.174 35.199 36,2.55 37.343 38.463 39.617 40.806 42.030 43.291 44.5~5~4L305 ~.7Z"----- 50.186
11 8----.3Z.423 33.504 34.585 35.~ 36.147 37.82.8 --..-38.909 39.990 _41.071 42.152
10 _ 7 29.511 30.495 31.479 32.463 33.447 ~4.4~35~ ~~9 ---.37.383 38.367
! 5 27.691 2.8.522 29.377 30.259 31.166 32.101 33.065 34.056 35078 36.130 37,214 38,331 39.481 40.665
9 L ..26.798---..2.Z.1i9~ll.584 .-ZL.477---..30.37J) 3U63 -.-32.156_ 33.0"~ 33.942 _34.835

6 24.755 25.498 26.263 27.050 27.862 28.698 29,559 30.446 31.359 32.300 33,269 34.267 35.295 36.354
8 ~24~25.071 25.1l8II 26.689 27.498..-..28.J0L---.2.9~.lL9~0.7~3~

7 22.130 --.2Z.7~ 23.418 2A.I82 --.24.90~ 2.5.655 26.424 _ 27.21~ 28.D34 28.875 --.--Z9.7~ 30..633 .JL552 _ 32.499

EXECUTIVE LEVEL I, $143,800: II, $129,500: III, $119,300: IV, $112,100: v, $104,800. SENIOR EXECUTIVE SERVICE: E5-1, $90.000: E5-2, $94,400; E5-3,
$98,600: E5-4, $104,000; E5-5, $108,300: E5-6, $112,100. SENIOR fOREIGN SERVICE: COUNSELOR, E5-1, $90,000; ES-2, $94,400: E5-3, $98,600: MINISTER
COUNSELOR, E5-4, $104,000: E5-5, $108,300: CAREER MINISTER, E5-6. $112,100. The Senior Level Pay 8and (SL) created by CDngress has replaced GS grades 16
through 18. Th. aini~ SL pa, is $77,080. Maxiaua SL pay is $112,100. A.I.D. pay rates within the SL band will be published at a later date.
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ATTACHMENT 58

SENIOR EXECUTIVE SERVICE AND SENIOR FOREIGN SERVICE PAY SCHEDULE

Senior Executive Senior Foreign Rate
Service Service Payable

ES-1 FE-1 OC $ 90,000
ES-2 FE-2 OC $ 94,400
ES-3 FE-3 OC $ 98,600
ES-4 FE-4 OC/MC $104,000
ES-5 FE-5 MC $108,300
ES-6 FE-6 CM $112,100

EXECUTIVE SCHEDULE PAY RATES

Pay Levels Payabl e Rates

Level I $143,800

Level II $129,500

Level III $119,300

Level IV $112,100

Level V $104,800

Executive Order 12786 was signed on December 24, 1991. These rates of
pay became the rates for positions in the Executive Schedule (or
positions paid at rates equal to the rates for Executive Schedule
positions) .
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ATTACHMENT 5C

EXPERT AND CONSULTANT PAY RATES

__0 GS-15/10
GS-15/09
GS-15/08
GS-15/07
GS-15/06
GS-15/05
GS-15/04

GS-15/03
GS-15/02
GS-15/01
GS-14/10
GS-14/09
GS-14/08
GS-14/07
GS-14/06
GS-14/05

GS-14/04
GS-14/03
GS-14/02
GS-14/01
GS-13/10
GS-13/09

RECOMMENDED RATE

$273 per day
$266 per day
$259 per day
$252 per day
$245 per day
$238 per day
$231 per day

$224 per day
$217 per day

$210 per day
$232 per day
$226 per day
$220 per day
$214 per day
$208 per day
$202 per day

$196 per day
$190 per day
$184 per day
$178 per day
$196 per day
$191 per day

• o'-.......---
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EXPERT AND CONSULTANT PAY RATES (Cant.)

,

--
GS-13j08
GS-13j07
GS-13j06
GS-13j05
GS-13j04
GS-13j03
GS-13j02
GS-13j01

RECOMMENDED RATE

$186 per day
$181 per day
~176 per day
$171 per day
$166 per day
$161 per day
$156 per day
$151 per day

Due to budget constraints and until further notice, the pay rates for
experts and consultants are fixed at the rates indicated above. This is
in accordance with the authority provided 5 U.S.C. 5307 and FPM Ch. 304 .

."
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EXPERT AND CONSULTANT PAY RATES

GS-15 equivalent - highest $250.00 per day
- mid level $231. 00 per day
- lowest $211.00 per day

~: GS-14 equivalent - highest $212.00 per day
- mid level $196.00 per day
- lowest $180.00 per day

GS-13 equivalent - highest $180.00 per day
- mid level $166.00 per day
- lowest $152.00 per day

Due to budget constraints and until further notice, the pay rates
for experts and consultants are fixed at the rates indicated above.
This is in accordance with the authority provided by 5 U.S.C. 5307
and PPM Chapter 304.
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FOREIGN AFFAIRS SCHEDULE

Effective January 6, 1985, the payable rates for Chiefs of Missions
were established as follows:

Chief of Mission at Class I Missions $75,100

Chief of Mission at Class II Missions $73,600.

Chief of Mission at Class III Missions $72,300

Chief of Mission at Class IV Missions $68,700

Except as provided in Section 302(b) of the Foreign Service Act of
1980, Chiefs of Missions receive salaries, as determined by the
President, at one of the annual rates payable for Levels II through V
of the Executive Schedule as defined under Sections 5313 through 5316
of Title 5, U.S.C.



FEDERAL WAGE SYSTaLWAGE RATE SCllEDULES FOR TIlE
WAGE AREA OF WASHINGTON, DISTRICT OF COLUMBIA

( ( (~

ATTACllMENf 5F
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~

N
0'1

lie liD-liN
"l-IIS "G-RAT[S IIL-ftA'[S liS-liD-liN RAT[S PAY
&AAOE I 2 3 4 5 I 2 3 4 5 I 2 3 4 5 LEVEL

I 5.69 5.93 6.16 6.40 6.64 6.26 6.52 6.17 7.03 7.30 9.12 9.51 9.88 10.21 10.65 ~

::D

2 6.31 6.57 6.84 7.11 1.36 6.93 7.22 7.51 7.81 8.11 9.62 10.02 10.42 10.82 11.24 >
) 6.81 7.10 1.37 7.65 7.94 7.48 7.81 8.13 8.43 8.1. 1'.12 '0.54 10.96 11.38 11.80 I

z
!'l

4 7.42 7.72 8.02 8.35 8.65 19.16 8.49 8.83 '9.18 9.53 1'.12 11.16 11.62 12.06 12.51 2 N~

5 8.00 19.35 8.69 9••1 9.35 ".81 9.18 9.55 9.91 10.28 11.33 11.19 12.26 12.75 13.22 3 O'I~
00 0

6 8.6l 8.98 9.34 9.69 10.07 9.48 9.88 1'.28 1'.68 11.01 11.93.12.43 12.92 13.43 13.92 4
O'I z1--'0

7 9.21 9.60 9.98 1'.38 10.76 10.'4 10.56 1'.99 11.40 11.84 12.51 13.03 13.54 14.07 14.59 5 I
8 9.79 10.18 10.59 11.01 11.4' 10.18 11.21 11.66 12.13 12.56 13.0S-{3.58 14.12 14.68 15.22 6 2
9 10.30 10.74 11.16 11.6' 12.03 11.34 11.80 12.21 12.76 13.23 13.51 14.13 .4.10 .5.21 15.83 1 3

II 10.84 11.31 11.16 12.21 12.66 11.93 12.43 12.92 IJ.~3 IJ59l '4.10 14.69 15.l1 15.8S 16.45 .~

r-
II ·11.3" 11.81 12.34 12.81 13.29 12.52 13.15 13.51 14.'9 14.62 14.49 15.09 15.69 16.3' 16.90 9 5 I m

. 'ft

12 11.93 12.43 12.92 13.43 13.92 13.1' 13.65 14.21 14.14 15.29 14••9 15.61 16.23 16.86 11.48 10 6
'ft

c... m

IJ 12.46 12.91 13.49 14.'2 14.53 13.7. 14.28 14.85 15.42 15.99 J5.61 16.26 16.91 11.56 18.21 11 , DIn
~~

14 12.99 13.53 14••7 14.61 15.17 14.3. 14.9' 15.49 16.'8 16.69 16.35 17.0J 17.11 18.J9 19.01 8 c: <
15 13.53 14.'9 14.66 15.22 15.78 14.91 15.52 16.15 16.16 Il.39 '17.20 17.9l 18.64 19.35 20.07

DIm
9· "'1 0'<>

IIS-16 18.17 18.93 19.69 2'.44 21.20 0'I;;l
"5-11 19.i7 2'.07 l'.87 2*.68 22.4~

..
115-18 l'.48 21.33 l2.1' l3.'4 23.89 I--'

I.C

115-19 11.8' 22.11 23.61 14.53 15.44 CO
CJ1

The schedules have been established under authority of DOD Directive 5120.39, dated April 24, 1980, '11

subject to the limitations contained in PPM Bulletin 532-61, dated December 10, 1984. Effective the >
(;)

first day of the first pay period beginning on or after January 12, 1985. (JIm
.."z
10
1--'"
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FEDERAL WAGE SYSTEM SPECIAL PRINTING SG-lEDULES I~
FOR PRINTING AND LI1HOGRAPHIC OCQJPATIONS

IN 1HE WAGE ARf:A OF WASHINGTON, DISTRICf OF COLUMBIA
,~

.
1.P XD-1.H

1.L-XS XP-RATES XL-RATES XS-XD-1.N RATES PAY
GRADE 1 2 3 1 2 3 1 2 3 LEVEL

1 6.12 6.38 6.64 6.74 7.02 7.30 9.82 10.23 10.65
2 6.80 7.08 7.36 7.48 7.80 8.11 10.37 10.80 11.24 -4
3 7.32 7.63 7.94 8.06 8.40 8.74 10.89 11.35 11.80 I :II,.
4 7.97 8.31 8.65 8.79 9.16 9.53 11.54 12.02 12.51 2 z

!'l
5 8.63 8.99 9.35 9.48 9.88 10.20 12.21 12.72 13.22 3 ~Nm

6 9.29 9.68 10.07 10.20 10.63 11.07 12.97 13.51 14.05 4 I~~
7 10.06 10.48 10.90 11.06 11.52 11.99 14.13 14.72 15.31 5 I

C'l z
8 11.22 11.70 12.17 12.35 12.87 13.JCJ 15.29 15.93 16.57 6 2

-p

9 12.38 12.89 13.41 13.62 14.18 14.75 16.4~ 17.12 17.82 7 3
10 13.52 14.08 14.64 14.81 15.49 16.11 17.59 18.31 19.04 8 4

11 14.66 15.27 15.89 16.14 16.80 17.47 17 e 79 18.53 19.21 9 5 m
""12 15.81 16.47 17.12 17.39 18.12 18.04 10.07 18.82 19.57 10 6 c....""Clm

13 16.96 17.66 18.38 18.66 19.43 20.21 18.40 19.17 19.94 11 7 :::In
c~

14 18.11 18.86 19.61 19.92 ZO.75 21.51 18.81 19.59 20.37 8 CI<
~m

IS 19.24 20.04 20.85 21.16 22.04 22.93 19.28 20.08 20.88 9 '<0
C'I~

XS-16 19.81 20.64 21.47 .. m

1.5-17 20.76 21.62 22.48 -ID
1.5-18 22.05 22.97 2J.tl9 00

(Jl

1.5-19 23.48 24.46 25."4

The schedules have been established under authority of DOD Directive 5120.39, dated
Apri124, 1980, subject to the limitations contained in FPM Bulletin 532-61, dated
December 10, 1984. Effective the first day of the first pay period beginning on or
altc'I" January 12, 1985.

'11,.
(JlCl
G)m
I Z
-p



AID HANDBOOK 26
TRANS. MEMO NO.

26:68
EFFECTIVE DATE

May 11, 1987

6A. Schedules

CHAPTER 6

SCHEDULE OF PAY PERIODS

Attachment 6A shows the beginning and ending dates for each payroll
period for the 1987 through 1994 leave years.

68. Paydays

For A.I.D. the date for making payment for each payroll period (payday)
is generally established as the second Tuesday following the ending date
of the payroll period. When the regular payday falls on a U.S. holiday,
salary allotment of paychecks are released the day before the holiday.

6C. Extra Leave Accruals

Employees who are in the 6-hour annual leave category will be credited
with 10 hours for the last biweekly pay period in the year.

~ 60. Annual Leave Reduction

An employee's annual leave balance is fixed at close of business of the
last weekday of pay period 26, when a determination is made that excess
accrued annual leave will be forfeited. Forfeited annual leave will be
reflected in the Statement of Earnings and Leave of the first pay period
of the new leave year.
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V
ATTACHMENT 6A

samJLE OF PAYROLL mucm
ppfl Begin/Date Fnd!Date ppg Begin/Date Fnd/Date

._----------------------------------------------------------------------------------
leave Year 1987 Leave Year 1988

1 January 4 -- January 17 1 January 3 -- January 16
2 January 18 -- JanJary 31 2 J8IU18.ry 17 -- January 30
3 February 1 -- February 14 3 January 31 -- February 13
4 February 15 -- February 28 4 February 14 -- February 27
5 March 1 -- March 14 5 February 28 -- March 12
6 March 15 -- March 28 6 March 13 -- March 26
7 March 29 -- April 11 7 March 27 -- April 9
8 April 12 -- April 25 8 April 10 -- April 23
9 April 26 -- May 9 9 April 24 -- May 7

\.;1 10 May 10 -- May 23 10 May 8 -- May 21
11 May 24 -- June 6 11 May 22 -- June 4
12 ~ 7 -- June 20 12 June 5 -- June 18
13 June 21 -- July 4 13 June 19 -- July 2
14 July 5 -- July 18 14 July 3 -- July 16
15 July 19 -- August 1 15 July 17 -- July 30
16 August 2 -- August 15 16 July 31 -- August 13
17 August 16 -- August 29 17 August: 14 -- August 27
18 August 30 -- September 12 18 August: 28 -- September 10
19 September 13 -- September 26 19 Septerilier 11 -- September 24
20 September 27 -- October 10 20 Septerilier 25 -- October 8
21 October 11 -- October 24 21 October 9 -- October 22
22 October 25 -- lbveuber 7 22 October 23 -- November 5
23 November 8 -- November 21 23 Novemher 6 -- November 19

U 24 Noveuber 22 -- December 5 24 NovemlJer 20 -- December 3
25 December 6 -- December 19 25 December 4 -- December 17
26 December 20 -- January 2 26 December 18 -- December 31

Leave Year 1989 Leave Year 1990
1 January 1 -- January 14 1 January 14 -- January 27
2 January 15 -- January 28 2 January 28 -- February 10
3 January 29 -- February 11 3 February 11 -- February 24
4 February 12 -- February 25 4 February 25 -- March 10
5 February 26 -- March 11 5 March 11 -- March 24
6 March 12 -- March 25 6 March 25 -- April 7
7 March 26 -- April 8 7 April 8 -- April 21
8 April 09 -- April 22 8 April 22 -- May 5
9 April 23 -- May 6 9 May 6 -- May 19

V 10 May 7 -- May 20 10 May 20 -- June 2
11 May 21 -- June 3 11 ~ 3 -- June 16
12 June 4 -- June 17 12 June 17 -- June 30
13 June 18 -- July 1 13 July 1 -- July 14
14 July 2 -- July 15 14 July 15 -- July 28
15 July 16 -- July 29 15 July 29 -- August 11
16 July 30 -- August 12 16 August 12 -- August 25
17 August 13 -- August 26 17 August 26 -- September 8
18 August 27 -- September 9 18 September 9 -- September 22
19 September 10 -- September 23 19 September 23 -- October 6
20 September 24 -- October 7 20 October 7 -- October 20
21 October 8 -- October 21 21 October 21 -- November 3
22 October 22 -- November 4 22 November 4 -- November 17

V
23 November 5 -- November 18 23 November 18 -- December 1
24 November 19 -- December 2 24 December 2 -- December 15
25 December 3 -- December 16 25 December 16 -- December 29
26 December 17 -- December 30 26 December 30 -- J:muary 12

'Irk 27 December 31 -- January 13
'Irk In 1989 there are 27 "leave accrual periods." PP 27 is for leave only, rot pay.
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samu: OF" PAYROLL PmI<ns 0ppl Begin/Date Erd/Date PPII Beglri/Date Etxi/Date
----------------------------------------------------------------------------------

lBaw Year 1991 Leave Year 1992
1 Jamsry 13 -- JaBJary 26 1 January 12 -- January 25
2 Febroary 27 -- February 9 2 January 26 -- February 8
3 Febroary 10 -- Febroary 23 3 February 9 -- February 22
4 February 24 -- March 9 4 February 23 -- March 7
5 March 10 -- March 23 5 March 8 -- March 21
6 March 24 -- April 6 6 March 22 -- April 4
7 April 7 -- April 20 7 April 5 -- April 18
8 April 21 -- May 4 8 April 19 -- May 2
9 May 5 -- May 18 9 May 3 -- May 16

10 May 19 -- J\me 1 10 May 17 -- May 30

U11 June 2 -- J\me 15 11 May 31 -- J\me 13
12 June 16 -- June 29 12 June 14 -- June 27
13 June 30 -- July 13 13 June 28 -- July 11
14 July 14 -- July 27 14 July 12 -- July 25
15 July 28 -- August 10 15 July 26 -- August 8
16 August 11 -- August 24 16 August 9 -- August 22
17 August 25 -- SepteJiDer 7 17 August 23 -- September 5
18 September 8 -- September 21 18 September 6 -- September 19
19 September 22 -- October 5 19 September 20 -- October 3
20 October 6 -- October 19 20 October 4 -- October 17
21 October 20 -- Novenber 2 21 October 18 -- October 31
22 November 3 -- November 16 22 November 1 -- November 14
23 NaYeniler 17 -- Novenber 30 23 Noven:ber 15 -- November 28
2A December 1 -- December 14 24 November 29 -- December 12 y25 Decedler 15 -- December 28 25 December 13 -- December 26
26 Deceaber 29 -- Jamsry 11 26 December 27 -- January 9

leave Year 1993 Leave Year 1994
1 Jaruary 10 -- January 23 1 January 9 -- January 22
2 JanJary 24 -- February 6 2 January 23 -- February 5
3 February 7 -- February 20 3 February 6 -- February 19
4 February 21 -- March 6 4 Febroary 20 -- March 5
S March 7 -- March 20 5 March 5 -- March 19
6 March 21 -- April 3 6 March 20 -- April 2
7 April 4 -- April 17 7 April 3 -- April 16
8 April 18 -- May 1 8 April 17 -- April 30
9 May 2 -- May 15 9 May 1 -- May 14

-10 . May 16 -- May 29 10 May 15 -- May ·28

U11 Hay 30 -- June 12 11 May 29 -- June 11
12 June 13 -- June 26 12 June 12 -- June 25
13 June 27 -- July 10 13 June 26 -- July 9
14 July 11 -- July 24 14 July 10 -- July 23
15 July 25 -- August 7 15 July 24 -- August 6
16 August 8 -- August 21 16 August 7 -- August 20
17 August 22 -- September 4 17 August 21 -- September 3
18 September 5 -- Septe.uber 18 18 September 4 -- September 17
19 September 19 -- October 2 19 September 18 -- October 1
20 October 3 -- October 16 20 October 2 -- October 15
21 October 17 -- October 30 21 October 16 -- October 29
22 October 31 -- Novenber 13 22 October 30 -- November 12
23 Noveober 14 -- November 27 23 November 13 -- November 26
24 tbYeDber 28 -- December 11 24 NoveuDer 27 -- December 10 U-'c' .

25 December 12 -- December 25 25 December 11 -- December 24 '... ,:.'

26 December 26 -- JSl1lUlry 8 26 December 25 -- January 7
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CHAPTER 7

SALARY ALLOTMENTS AND DEDUCTIONS

7A.

7B.

Purpose

This chapter outlines salary allotment and deduction procedures for all
AID employees. The attached 4 FAM 556 (Attachment 70), which is a
Uniform State/AID/USIA Regulation, sets forth the policy and procedures
for Allotments of Pay -- Foreign Service.

Definitions

For the purpose of this chapter, the following terms are defined as
follows:

1. Allottee

2. Allotter
made payable.

the person or institution to whom an allotment is paid.

the employee from whose compensation the allotment is

3. Allotment -- voluntary authorization for the recurring payment of
all or a portion of the compensation of a civilian employee to an
allottee. Unless otherwise specified, allotments are revocable at the
will of the allotter. Allotment records will not be disclosed without
the written consent of the employee, unless disclosure is required on an
official basis, such as by the IRS or a court order.

4. Deduction -- mandatory or voluntary item that reduces the net
amount paid to an employee, e.g. Civil or Foreign Service retirement,
tax withholdings, purchase of U.S. Savings Bonds (see 4 FAM 551).

5. Basic Salary for Foreign Service National (FSN) employees -- that
portion of gross salary shown on the approved local compensation plan
which is considered to be exclusive of the value of all fringe benefits
(offsets for local government welfare programs, severance pay, family
allowance, bonuses, etc.) included in the gross rate.

6. Combined Federal Campaign -- the collective term for an
organization of voluntary health and welfare agencies authorized under
the provisions of Executive Order 10927 to solicit charitable
contributions in a local area.
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7. ComDensat ion -- (l) for Ameri can employees: the net salary due an
employee after all mandatory deductions (such as retirement or FICA, and
Federal tax withholding) have been made; (2) for FSN employees: the
basic salary due an employee less any mandatory deductions (for e)(ample,
retirement contributions under a mandatory program).

8. Exclusive Employee Representatives -- the American Federation of
Government employees (AFGE) for nonsupervisory Civil Service employees,
the American Foreign Service Association (AFSA) for Foreign Service
employees.

9. Net Pay -- the salary or wages due an employee after all paYlroll
deduct ions and authori zed allotments. It may include allowances ,and
other expenses paid through the payroll system or otherwise included in
the employee's paycheck.

7C. Purposes for Which Allotments May Be Made*

1. By American Employees Stationed Overseas

Employees who are serving under appointments of more than si:x
months may make (without charge) biweekly allotments of all or a portion
of their net compensation. Form FS-479, Allotment of Pay, Application
and Authorization to Make, Change, or Discontinue (see copy in 4 FAM
556), is used to authorize these allotments:

a. For the support of relatives or dependents of the allotter.

b. For fixed amounts to checking and/or saving accounts (an
allotment of net pay need not indicate a specific amount).

c. For payment of insurance premiums.

d. For installment payments on the purchase of an automobile.

e. For payment to the State Department Federal Credit Union
(SDFCU), the Lafayette Federal Credit Union (LFCU), and the American
Foreign Service Protective Association (AFSPA).

*Allotments are not required for mandatory deductions such as retirement
contributions and/or FICA (or Medicare portion).
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f. For payment to lawfully appointed attorneys.

g. For the purchase of prior years of service credit in the
Foreign Service or Civil Service Retirement Systems.

h. For allotments delineated in 7C3b.

i. For other similar purposes, not specifically prohibited and
when approved by the authorized certifying officer.

~ 2. By FSN Employees

a. For checking and savings accounts.

b. For the support of relatives or dependents of the allotter.

c. For group insurance in a private company underwritten by an
American insurance company or one not underwritten by an American
insurance company when approved by the post administrative officer.

d. For purchase of prior years of service credit under the Civil
Service Retirement System.

e. For any purpose approved jointly by the heads of agencies in a
country and authorized jointly by headquarters agencies participating in
the interagency compensation agreement published in 3 FAM 931.3.

3. By Employees in the United States (Foreign Service and Civil
Service)

a. For credit to savings accounts with financial organizations.
The Department of the Treasury prescribes a service charge of 6 cents
for each payroll deduction plus 12 cents for each payment. The service
charge is deducted from the amount paid to each financial organization.
SF 1198, Request by Employee for Allotment of Pay for Credit to Savings
Account with a Financial Organization (Attachment 7A), is used to
authorize this allotment.

b. For Combined Federal Campaigns, dues for exclusive employees
representatives (AFGE and AFSA), United States Savings Bonds, state or
D.C. income tax withholdings (see 7H6), and others under basic authority
in 4 FAM 556.2-1.

c. For net pay to a checking account. (See 7H2.)

~!
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70. Purpose for Which Allotments May Not Be Made

1. By American Employees (Foreign Service and Civil Service)

a. For contributions to charities other than through the Combined
Federal Campaign.

b. For payment of dues to civic, fraternal, or other organizations
except AFGE or AFSA.

c. For payment of indebtedness, except as specifically provided
in 7Cl.

2. By FSN Employees

a. For contribution to charities.

b. For payment of dues to civic, fraternal, or other similar
organizations.

~.....•.. ';:..~..

W

c. For purchase of URited States SaVings Bonds.

d. For payment of indebtedness, except as specifically provided y
in 7C2.

e. For payment of taxes or other assessments 1evi ed by fored gn
governments against FSN employees except where authorized by U.S.
Statute, Treaty, or Executive Agreement.

f. For any other purposes for which a payroll deduction is
prohibited.

7E. Authorized Allottees

An allotment may be made to any allottee specifically designated iin
writing by the allotter within the limitations set forth in 7C.
Allotters make all necessary arrangements with their banks or othE~r

allottees prior to making an application for an allotment of pay.

7F. Limitations on All Allotments

1. Allotments will be made on a pay period basis only.

2. Allotments must be for four or more pay periods, with the exception
that an employee may have an allotment of pay for a lesser period to
make final interest payments in connection with the purchase of pl"ior
service credit under the Civil Service or Foreign Service Retirement
Systems.

V·

'·'···'·"··'~ .

1~ .r
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3. Not more than three allotments of pay of the types described in 7Cl
or 7C3a, whichever is applicable, will be permitted to run
simultaneously for an employee.

4. An employee may not have more than one allotment of pay payable to
the same allottee at the same time. (Exception--allotment to a bank for
credit to a savings account, and allotment to same bank for credit to a
checking account.)

7G. Cancellation or Discontinuance of Allotments

1. Upon Change of Assignment

When a Foreign Service employee enters on rotational assignment in
Washington, or otherwise becomes ineligible to authorize allotments
under authority of the Foreign Service Act of 1980, as amended, allot
ments of pay for purposes other than those described in 7C3 must be
canceled. Allotments of pay for credit to savings accounts with finan
cial organizations become subject to the service charge described in 7C3.

2. At Request of Allotter

An allotment of pay will be discontinued upon written application
on FS 479 or in the form of a memorandum from the allotter to M/FM/ESD.
The employee is responsible for notifying the financial organization.

3. By Certifying Officer

Allotments may be discontinued by the certifying officer who
possesses the employee's pay records, without the signature of the
allotter, under the following circumstances:

a. On the retirement, death, or separation from the services of
the allotter.

b. On the death of the allottee or when allottee's whereabouts
becomes unknown.

c. On instructions from the principal officer of the applicable
agency.

d. When the circumstances under which the allotments are
permitted (7C) no longer exist.

e. When, for any reason, such as leave without pay, the next pay
due the employee for a biweekly pay period is less than the amount of
employee's allotment for the same period (allotment resumes
automatically when sufficient pay is available unless allotment has been
cancelled).
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f. The allotments of an employee in a "missing status," as
defined in 5 U.S.C. 5561, may be continued, suspended, and/or othe!rwise
modified as provided in 5 U.S.C. 5563.

7H. Special Allotments and Deductions

1. Upon Evacuation

Allotments may be authorized, for one of the purposes permitted by
7C, to become effective when an order of evacuation is issued. Pclyment \ .._~.(
of allotments so authori zed may not be made until the issuance of such .
evacuation order.

2. Net Pay

a. To Financial Institutions

An employee may elect to receive full net pay, on a regular
recurring basis, by deposit in a financial institution of choice for
credit to the employee's account, in lieu of a check drawn to the
employee's order. The account to be credited may be any account {single
or joint), the title of which includes the name of the employee. The
employee prepares SF 1199A, Authorization for Deposit of Federal IRecur
ring Payments, in triplicate, obtains the signature of an authori:zed
employee or official of the financial institution to whom the check will
be mailed, and forwards the original to M/FM/ESD. The employee and the
financial institution each retain a copy. (See copy in 4 FAM 556.)

b. To Designated Mailing Address

An employee may elect to receive full net pay on a regular
recurring basis in the form of a check drawn to employee's order and
mailed to a designated mailing address. The employee sends a signed
memorandum to M/FM/ESD authorizing the mailing of the check to the
designated address.

3. Allotment of Pay for Credit to Savings Account

a. Eligibility

An employee whose place of employment is within the United
States may authorize an allotment of pay for a savings account, provided:

(1) the allotment is a fixed amount, in whole dollars (no
cents), to be deducted in each successive payroll.
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(2) not more than two such specific allotments (to savings
accounts) for the employee are in effect at any time. (Employee may
also have a net pay allotment to a checking account.)

(3) allotments of pay are not otherwise available to the
employee under Subchapter III of Chapter 55 of Title 5 of the United
States Code.

b. Procedure

(1) The employee provides a written request on SF 1198 for an
allotment of pay for a savings account. SF 1198 serves as the required
written authorization and evidence (by endorsement thereon by the
financial organization), that the financial organization is willing to
act in this respect as agent of the employee and to accept, at its
expense, the related service charge.

(2) The name of the employee must be exactly the same as it
appears on the Statement of Earnings and Leave. The title of the
savings account to be credited must include the name of the authorizing
employee. A financial organization may credit an account which carries
the employee's name with minor differences from the name on the payments
record (e.g., one or the other does not contain a middle initial). The
employee's depositor account number is required on SF 1198.

(3) The financial organization identification number (a nine
digit employer identification number assigned by the Internal Revenue
Service) is inserted in Block 5B on SF 1198 by the financial
organization. If the financial organization requires payments at
individual branch offices, a three-digit branch code uniformly applic
able to each branch office is shown as a parenthetical suffix to the
established nine-digit employer identification number.

4. Exclusive Employee Representatives (AFGE and AFSA)

a. An employee who is a member of the bargaining unit and is
identified to the Agency by AFGE or AFSA as a member of the organization
in good standing may make an allotment for dues to that organization.

b. An employee who wishes to make this allotment must complete
and submit to the organization SF 1187, Request for Payroll Deductions
for Labor Organization Dues. Dues withholding will be effective at the
beginning of the first full pay period after the SF 1187 is received in
the payroll office. SF 1187 can be obtained from AFGE or AFSA.
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c. An employee who wishes to revoke this allotment must submit to
the organization a memorandum or SF 1188, Cancellation of Payroll
Deductions for Labor Organization Dues. Revocation of the allotment
will be effective the first full pay period following March 1 or
September I, whichever date occurs first after the revocation is
received in the payroll office.

d. The Agency shall discontinue paying an allotment when the dues
withholding agreement between AID and the organization is terminated or
ceases to be applicable to the employee.

5. Combined Federal Campaign

a. An employee may make an allotment for charitable purposes only
to the Combined Federal Campaign.

b. The allotment shall be made for a term of one year beginn'ing
the first pay period which begins in January and ending the last pay
period which begins in December.

c. An equal amount of not less than 50 cents may be deducted each
pay period. The amount to be deducted may not be changed during the
term of the allotment but may be voluntarily discontinued by the
employee by sending a memorandum to M/FM/ESD. The discontinued
allotment may not be reinstated.

d. Allotments will be discontinued automatically upon expiration
of the one year withholding period or upon termination of Federal
Service. If an allotter transfers to another federal agency during the
term of allotment, the allotment authorization will be transferred
unless canceled.

6. State or District of Columbia Income Tax Allotment/Deduction

a. An employee may make an allotment for the payment of Statl~ or
District of Columbia income taxes when employed outside of, but is an
official resident of a State (or the District of Columbia) with which
the Secretary of the Treasury has entered into an agreement to withhold
such taxes (Attachment 7B). If an employee's official residence and
regular place of employment is in the same State (or in the District of
Columbia) and if the above referenced agreement has been entered into,
such taxes will be a mandatory deduction.
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b. Deduction for Maryland or Virginia State Income Taxes

Employees who are official residents of Maryland or Virginia
and who complete Form MW 507, Employee's Maryland Withholding
Certificate, or Form VA.-4, Virginia Exemption Certificate, as
appropriate, thereby indicate the number of exemptions claimed. Once
filed, a withholding exemption certificate takes effect immediately and
remains in effect until an amended certificate is furnished. A new
certificate may be filed at any time if the number of withholding
exemptions to which the employee is entitled changes. Instructions for
completion of Form MW 507 and Form VA.-4 are printed on the back of the
forms. Withholding of taxes pursuant to agreements between the
Secretary of the Treasury and the States and D.C. is a mandatory
deduction. Maryland and Virginia taxes will be deducted on the basis of
one exemption until the withholding certificate is received.

c. Allotments of Compensation for District of Columbia Income
Taxes

Employees who are residents of the District of Columbia but
are employed outside of the District of Columbia may voluntarily agree
to have D.C. taxes withheld.

d. Every AID/W employee who is not a resident of D. C. and is not
having State tax withheld, must file Form D-4-A, Certificate of
Non-Residence in the District of Columbia. Otherwise, D.C. taxes will
be withheld as a mandatory deduction from the employee's earnings.

7. United States Savings Bonds

a. Authorization

A U.S. citizen employee wishing to begin, change or cancel
participation in the Payroll Savings Plan completes SF 1192, Authori
z~tion for Purchase and Request for Change, United States Series EE
Savings Bonds, (Attachment 7C). A separate form must be completed for
each bond of a different denomination or registration (ownership,
beneficiary, etc.). The completed form is to be forwarded to M/FM/ESD,
Room 506, SA-12, AID/W. Authorizations to initiate, cancel, or change
bond purchases may be made at any time.

b. Amounts of Deductions

(1) Deductions are made on a pay period basis and are
authorized in amounts which, in a given number of pay periods, will
exactly eQual the purchase price of the bond.

~i
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(2) Payroll deductions each pay period may be app1 ied to up
to five separate bonds. The minimum amount deductible is $3.75 pe!r bond.

c. Registrations

(I) The employee may name another person as owner of any or
all bonds. However, the employee may not alternate bond registrations
from one pay period to the next. An employee wishing to have bonds with
different registrations should authorize the purchase of more bonds with
smaller deductions. Four types of bond registrations are possiblE!.

(a) Sole owner -- no co-owner or beneficiary designated;
e.g., John A. Smith.

(b) Co-owner; e.g., John A. Smith and Mary E. Smith.

(c) Beneficiary -- party to whom the bond is payable on
death of the owner; e.g., John A. Smith, payable on death to Mary E.
Smith.

'1''.1;.,.'-' ".

\: ' "

U"d; '. }
~ - ..'

The Treasurer of the United States may be designated as co-owner or
beneficiary of a savings bond for the purpose of making a gift to the
United States.

(d) Fiduciary, private or pub1ic--treated as sole owner ~
in that no co-owner or beneficiary can be named; e.g., National Multiple
Sclerosis Society.

NOTE: A married woman must show her given name in all cases; e.g., Mary
E. Smith, not Mrs. John A. Smith. .

(2) Bonds of all employees payrolled by AID/Ware del ivered
by mail. Employees should assure that the mail ing address is correct.
All new and revised bond authorizations by overseas employees must
provide the address in one of the following forms:

(a) The employee's name followed by a complete U.S. £,1
address in conventional form including a Zip code. This is the ""
recommended alternative due to potential delays in receipt or loss of
time when transferring to another post;

(b) The employee's name followed by the address as
prescribed by the Agency for personal mail (see Handbook 21, Part II,
App. lA) at the employee's post.

Missions shall remind newly arrived personnel of the need to promptly
update addresses by filing new SF 1192 forms if they are to receive
bonds at post.

~.•.,."',".."..·.'I'!.'~

W
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{c} Protecting Against Loss

As the employee receives the bonds from the
Department of the Treasury. the employee should keep a record of the
bond's denomination, serial number, and issue date. The SF 1192,
"Authorization for Purchase and Request for Change, United States Series
EE Savings Bonds," has a detachable record for this purpose {see
Attachment 7C}. In the event a bond is lost, damaged, stolen, or
incorrect, the employee should advise the Department of the Treasury in
a letter, stating the situation and providing the above information. If
the serial number of the missing bond cannot be established {with the
help of M/FM/ESD}, the employee's social security number should be
provided. If the bond has been mutilated or defaced, all available
pieces or parts of the bond, in whatever form, should be included in the
letter as supporting evidence. The letter should be mailed to:

Bureau of the Public Debt.
200 Third Street
Parkersburg, West Virginia 26101

A copy of the letter should be sent to M/FM/ESD.

A substitute bond bearing the original issue date will be issued by the
Department of the Treasury in approximately six months.

Cd} Disposition of Unapplied Bond Balance

When a bond authorization is canceled by an
employee, any unapplied balance remaining in the bond account is
refunded on a current payroll. In those cases where the employee
separates from the Agency, or is terminated, the balance remaining in
the employee's bond account is included in the employee's final check.

{e} Cashing Bonds Overseas

Mission employees may present their savings bonds
for cashing through the appropriate U.S. Embassy, to the Disbursing
Officer serving the Mission.

8. United States Federal Income Tax Withholding Deduction

Attachment 7E sets forth the policy and procedure for the Federal
Income Tax Withholding Deduction.
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9. FICA (Social Security) Tax

a. Employees excluded from the Foreign Service Retirement a.nd
Disability System (FSRDS) or the Civil Service Retirement
System (CSR), but subject to FICA Tax

The employer's contribution and the deduction made from the
employee's compensation for the full FICA tax are computed at the
percentages shown below on compensation paid up to the wage ceiling.

Calendar Employer
Year Contributions

Employee FICA Wage
Deduction Ceiling

Maximum
Annual

Deduction
•

1984 7.00% 6.70% $37,800 $2,532.60

b. Employees hired on or after January 1, 1984, Subject to FICA
(Social Security) and Modified CSR or FSRDS.

All active employees not subject to the FICA tax are subject
to the medicare portion of the FICA tax. If eligible for either the
Foreign Service or Civil Service Retirement System, the following ~.·~a

percentages of basic salary paid beginning January 1, 1984, are 4.,j,
contributed and deducted respectively.

Calendar
Year

1984

Employer
Contribution

7.00%

Employee FICA
Deduction

6.70%

Employee
FSRDS or CSR
Deduction

1.30%

The employee FICA deduction is limited by the wage ceiling and
resulting maximum annual deduction set forth in a, above.

c. Employees Hired before January 1, 1984, and Serving Under
Civil or Foreign Service Retirement Systems, Hospital
Insurance Portion of FICA Tax (Medicare)

On compensation paid on or after January 1, 1983, the
employer's contributions and the employee's deductions for FSRDS or CSR,
and for the Hospital Insurance portion of the FICA tax, are as follows:
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Medicare Maximum Annual
Calendar FSRDS Tax Wage Deduction or
Year or CSR Rate Ceiling Contribution

1983 7% 1.3% $35,700 $464.10

1984 7% 1.3% 37,800 491.40

1985 7% 1.35% (To be determined)

d. Appl icabil itv - Active Employees

The above rates are applicable to compensation paid each
employee or Personal Services Contractor subject to the tax within each
calendar year. When the wages taxable limitation has been reached (that
is, when the maximum annual tax has been deducted for each employee in
each calendar year) no further deductions are made. Taxable compen
sation consists of basic salary, premium pay, language incentive
payments, differentials, danger pay, physicians' comparability, and
awards paid in a calendar year. Also taxable are lump-sum annual leave
payments made to employees who have FICA withholding at time of separa
tion for leave earned after calendar year 1950.

e. Separating Employees

FICA tax is deducted from lump-sum annual leave payments made
to employees subject to FICA withholding at time of separation, for
leave earned after January 1, 1951, within the ceilings specified above.

f. Deceased Employees - Final Payment

~ 1. Authority

5 CFR 581, Processing Garnishment Orders for Child Support and/or
Alimony. eft

u 71.

The unpaid salary and unused annual leave of deceased
employees are subject to FICA taxes within the amounts specified above,
if paid in the same calendar year. If paid after the year of death,
FICA taxes are not applicable.

Garnishment

-1C Revised
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* 2. Policies

.'", "",I,',ill

""'"
a. Employees, excluding personal services contractors, can have

their pay garnished for child support or alimony; a court order or other
legal process must be provided.

b. Requests for garnishment of retirement or similar benefits to
former or retired employees must be served on the Agency administ,~ring

the benefit program (for Foreign Service employees, Department of State;
for Civil Servi ce employees, u. S. Offi ce of Personnel Management) o'

3. Moneys Subject to Garnishment

Generally speaking only base, overtime and danger pay are subject
to garnishment. Post differentials and allowances are not subject to
garnishment. Certain moneys normally withheld from amounts paid to an
employee, such as social security, retirement, health and basic life
insurance premiums, and Federal, state and local taxes, also are
excluded.

4. Procedures

a. The court order or other legal process via certified or
registered mail, return receipt requested, or by personal service, to
Assistant General Counsel, Employees &Public Affairs, NS 6892,
Washington, DC 20523.

b. If known, the legal process should be accompanied by the full
name of employee; employee's date of birth; employee's social security
number; and employee's official duty station.

c. Within 15 days of receipt, GC/EPA will send to the employee at
his/her duty station or last known address, a written notice:

--that such process has been served, including a copy of all
documents served on the agency;

--of the maximum garnishment limitations with a request that
the employee submit supporting affidavits or other documentation
necessar~ for determining the applicable percentage limitation;

--that by submitting supporting affidavits or other necessary
documentation, the employee consents to the disclosure of such
information to he garnisher;

--of the percentage that will be deducted if he/she fails to
submit the documentation; and ~

~ Revi sed

J:"" ,,',.W
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--that the Agency does not represent the interest of the
employee in the pending legal proceeding.

Attachments:

7A.

7B.
7e.

-.. 70.
7L

SF 1198, Request by Employee for Allotment of Pay for Credit to Savings
Account with a Financial Organization
State Tax Withholding Agreement List
SF 1192, U.S. Savings Bond Accounts regulations
SF 1199A, Allotments of Pay
Form W-4, Income Tax Withholding ~

'Ie Revi sed
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REQUEST BY EllPLOYEE FOR ALLOTIIENT OF PAY
FOR CREDITTO SAYINGS ACCOUNT WIlH A FlNANCIALORGANIZAnON

(TO BE SUBIIIIIW BY a.LOYEE TO a.LO""; AGENCY)

S1M..... Fann ..
(IIelr. SeI*w 19lIIt
DtipMb••1II 01 TI8IiSUIY
I TRW 38IIIJ

,
TO BE ..-nA"tED BY EllPLOYEE (IN TRIPl.ICA"IE) AIm ca.L.ETED BY THE FINANCIAL ORGANIZA"IlON (see ne. """1)

(I)-=OF EM'l.O¥EE (IlSSJAlED ON PA'IRlU) 12) SOCIAL SECURITY ..-.en (OR 01HER EMPI..OYEE INUIIBER
lJSB) BY AGENCY)

PlHDIIE~

M iiI_""""" ..._......... iiodIId.... _ Suc8I SeI:uriIy Aa:uod
___.-,.is___ -31IlJ.S.c. GZ: 31 CFR
21118...,...:lI1t _ EO DR'.TJoe 1inIIoA......... is ......__is
_1D",-",1IIiiIIIu: 1I......._lII5fl1_~~

(CI AGEIEY (N:LUDE BUIlEAU. DIIVISlION. &.,...~ OR 01HER DESIGNATION)
____IIJy_~~.TIle iimfoonnIIlIIIi_be_
ID .....- _...,.- _ '"- _ G<Neo.....II....." ID_
1Iiir8IcimI~__--.FaiiluRID...-_~..... ,...-..,.....,.-_.. IIID_ .........

You are hereby authorized. in accordance with 31 em Part 209. subject to all the conditionsstated on this document. to take the action re-
quested below with respect to deduct,ons from salariescwwagesduemein theamountspecified belowwhichareforR!fOittanceto thefinan-
ciaI C?'9iIniza!ion designated below. 'or credit to my savings account. Action will beeffectivewith 1henext full pay periodand deductionswiH
continue until canceled by me in writing. .

C5J RNIINCIIILOHGIINZATION IlESIGNAlED (TO JRB:EIVE 1lEImTANCE)

~)NM£ (58) EIoIPl.OYER IDENTlFJCAllON
NUIIBER

(5C) ADDRESS

161 EJoIPLOYEES ACCOUNT NUMBER
IN THE FINANCIAL ORGANIZJl.TION

(1) ACTION REOUESTED (CHECK ONE)

NEW INCREASE
D~~

CAHCELo AllOTUENT o AllOTMENT o AllOTMENT

(8) AMOUNT OF AllOTMENT

An authorization for a newordecreased allotment must becompleted by the financial organization. An au- sthoriZation to increase or cancel an allotment should be submitted directly to employing agency.

(lilt SlGNAlURE OF EIoFLOYEE lM) 00\1£ StJIlIiITlH)10 ItGEHCV

TO BE COMPLETED BY FINANCIAL ORGANIZATION (lor relurn of original and copy to employee and retention 0' a copy)

We. the above-designated financial organization. hereby agree to act as agent of the above-named Goverr:ment employee in the capacity
indicated and to accept. as our expense. such servicecharge, at the rate established in regulations of The Department ofthe Treasury. as will
be deducted from the amount remi«ed to us. Ourcomplete account number for the savings account to becredited is inserted in Block No.(6).
so as to be included on records accompanying remittances.

THE FINANCIAL ORGANIZATION Will. CHECK WHICHEVER OF THE FOU.OWlNG PROVISIONS IS APPUCABLE:
The admess in Block No. (5C) is the single point in this financial organization which is to receive remitIances for all aIIoImenIs of pay ofo Government~ designating this financial organizatiaR. CU "employer identiIication number'" is inserted in Block No. (58).

o We can 8!J8e to act as agent of the atxMH1amed person in the capacily ildcated only if remiIIaneeS are foIwarded to OW" respective branch
ofIices where the savings accounts are mainIained. The related branch office for Ihis aIoIment of pay is identified by the palenlhelical suItix
inserIIE!d willi ow"~ identification ruIlber'" in Block No. (58). c:oonIinafe willi the adchss shown in Block No. (5C).

AUIHCIRIZED SlGNAlUIlE mu: DATE

FOR SPECIAL ATIENTION OF EMPLOYEE (AND FOR INFORMATION OF THE ANANQAL ORGANIZATION)

Agency..,.al ofIices mid cisIIUIsing oIIices operaIe.... rigid time scheIlJIes to~ timely delivery of c:hecks for net pay on the established
paJday fnllhere wiI be no change in tis ell......;... As~ abDlle, the amount aIIoIIed wiI be dedllCIied fnlm yo..- salaries ell' wages and
wiI be RlIIliIIed by the cisIIUIsing ofIice. as soon as pra........ 1b the designated financial 0Ig8flizaIi0n. " should be IMJdeIsIDod that such
.eniIIaEe".",be teceiIJed.. the tit&ICiaI tJI!jtJ#'kwIbIltIIer".., the regularpayday possI!Iy 3 or41Jusjyess dl]Is IaIer.

11__11K
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STATE TAX WIrnHCLDING AGREBENT LIST

36 Oregon
37 Pennsylvania
38 Rhode Island
39 South Carol ina
43 Utah
44 Vennont
45 Virginia
47 West Virginia
48 Wisconsin
52 Hawaii

17 louisiana
18 Maine
19 Maryland
20 Massachusetts
21 Michigan
22 Minnesota
23 Mississippi
24 Missouri
25 Montana
26 Nebraska
30 New Mexico
31 New York
32 North

Carolina
34 Ohio
35 Oklahoma

Section 5517 of Title 5 of the United States Code, and Executive Order 10407,
dated Novellber 6, 1952, provide for withholding State and Territorial incoae
taxes fl'Oll the ~nsation of Federal Bllployees if an agreeEnt has been
entered into between the Secretary of the Treasrry and the proper offical
of the State or Territory. Pursuant to Section 5516 of Title 5 of the
United States Code (47 D.t. Code l~) and Executive Order 10672, dated
July 9, 1956, the Secretary of the Treasury and the CoInnissioners of the
District of Colillbia entered into an agreement for the withholding of the
District of Co11111bia (D.C.) incOllle taxes from the conapensation of Federal
~loyees. Up to Decenber 1971, agreements have been reached with each of
the following states for the withholding of State incone tax by Federal
agencies from the canpensation of etnp10yees of the United States Mhose
regular place of employment is w!thin the State:

STATE CODE
01 Alabama
50 Alaska
02 Arizona
03 Arkansas
04 California
05 Colorado
07 Delaware
08 District of

CollDbia
10 Georgia
11 Idaho
12 Illinois
13 Indiana
14 Iowa
15 Kansas
16 Kentucky

The agreements entered into by the Secretary of the Treasury and the
respective States constitute the basis on which Federal agencies, including
AID, withhold the State income tax from the compensation of their employees.
The agreements contain the general provisions required by Executive Orders
10407 and 10672 as Nell as certain specific provisions providing confonnity,
as·nearly as practicable, with usual fiscal practices of Federal agencies.

The heads of agencies or their designees c(Jllply, subject to the provisions in
the agreement, with the State laws with respect to withholding the tax, filing
the returns, and paying the tax. Agencies deal directly with the respective
tax authorities, obtaining from the appropriate authority the neededfonns,
instructions, etc., making returns, and paying the ux.
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UNIFOlUI ffrATE/AID/USICA REGULATIONS

5Si1.2

554

5~.1

'DIe:f~ Ii_jtat=jons amI
cond!itiODS c •••·e..Ming t:be jscpaanc:e of
0.5. EDeCfD' 5aY.ioC)S IkJDds .ast be 1Iet::

(2) Coc:Nner; e_CJ-. JabD A.. Sllitil
or Miley E. saitla-

(31 BeDeficiaEY: e.CJ-. JobD A.
Slli.t:h. payable on death to IIaI:y E..
SIIit:h-

a. One of the follmriac.l fOOlS of
regist:ratioD Jmst be elected:

(11 SOle c:.mer: e.g_. JQJm A.
s.i.til.

0..s. J!Dexgy Silriags BDIIds

E!Ipl.orees Elicri.ble to
Pilrt.i.ci.pid:e

TIle pilyDJll. ded1lcti.oo plan for t:be
purchase of G. S. Energy Savi.Dcjs BoDds
i.s .vai.l.ab1e b) eBployees o£ t:be
United ~es. BoIIiiewe: ill EDerqy
savings BoDds liar not:. be issued b)

ci.riJ jan e.pl.oyees o£ the ODi.ted
Sl:at:es wbD are D01: citizeDS o£ t:be
UDit:ed Sl:ates amd who reside in •
cOllllt:xy clesiCjDil.ted as an eJtCleSS or
neaE-eJtcess carreacy C!O'Vl~ by tile
secretary of the T.reasa.Ey.

a. Pxeparation of SF-1192

b. Bond I)enoainatioos

DIe purchase pcices and llaturity
values of series EE .boods tihich aMy be
purchased tbrouCjh the payrol.l
dedocti.OD plan are as foll.ovs:

All requests to ini.ti.ate, c:bancje, or
caooel. a bond dedaetiOD are docu en4:ed
on FOEa SF-1192. AutbaE"ization For
Purchase aDd Request for Cbange 0Di.~

SQtes series EE F.nerV saYinCJS Boods.
'Tbe fana is pz:epaEed in an oriCJi.Dal.
oaly .by the e.ployee aad Slilbai.tted 1:0
tbe payxoll office havinq custody of
tbe- e.ployee*s pay :r:ecord. (see
Ezhibit 55•• 2 for additiona.l
instruc:t:i.ons. J

Pw:cbase Price

S 25.00
37.50
50.00

100.00
250.00
SOO.OO

2,500.00
5.000.00

Maturi.ty vaI.ue

S 50.00
75.00

100.00
200.00
580.00

1.000••
5,000.00

10,000.00

(., Xn t:he a.bo1Ie eya'lp1es. IIary
E. 5ai.th is the cuu.ect i.nscriptioo.
TIle .iDsc:ri.pl:.iOll -fIrS. JobD Slli.th
voald be:inc:oa'ect. .Issaaoc::es sbou.ld
be IUde in t:be ua.es of natural
persons in tbei.r OIID ri.gbt..

b. Purchasers lIilye1ect ODe of tbe
f~ .etlIods foe tile dispositiOll
of their boods:

(11 Deli.veq to t:hea at t:hei.r
~ of assi«jDW!'d:.

(2) Delivery by .u.~ to any
desiqnat:ed indiridaal.. c:oocern. or
ac1dEess in the ODited St:at:es.

c. 'The SF-1192 II1ISt cont=ain tile
SOCial. security iiiiiPiier of the 0IIDer
and should cout"ain t:be Social secucity
R.-bee of any cac.ner or beoeficiaq
of 1:he bonds to be pmcbased_ '11a:is
infor-atiOll will. appear OIl aay hcBd
issued aDd .is applicabl.e m IIi.Docs Iibo
II1ISt ba-..e aa SSB pE'ior to bei.Dq naped
as QIIIIIIer.

c. PeEmSSible Bond Deducti.oa IwJaIwb;

An a1lo~ sbf:uJd be an aliqaot: part
Cao awo-d: 1IIhi.c:h dirides equally i.aI:o
tJJe IIbole vitboal: a c i nderl of t:be
tC*al paE'CbaSe price of a sincjl.e boad
or a COIIbi.Did:.icJ of two or -xe boDcJs~ I

Sabject to the _aj-- a.l..lot:-eat,
i..e_. 0.75. a1.lot:8elrt:s i.a vIaol.e
dol Jar iIIIIIII_tos ..y he 8ade..
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UR.IFORM snTE/AID/!!SICA REGULAfiORS Exhibit .554.2 (p.I)

EFFECTIVE DATE

DecBlber 20:1 1984
TRANS. 1&:110 NO..

26:56 AID ItAIlDKJOK 26" At~
j·i ~.

"'"SP-1l92 AD".I'BORIZATIOIi FOR PURCIIASE AIID REQmtS~ FOR CllAllGE
0IIrl'ED STATES SERIES BE SAVDlGS BORDS -
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fi·.. '..···.i.'
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_ m _ M.lDITID EM:II PA"~ __~

Sow .._ ..J I.~~~~ S5ll11 $15 [J P. D sa. 0

soc.. SEC. OR~_.~

123-45-6782.&

Bolivia

(,--.
B.

_R£AU OR OFFICE LOCATION

Foreign Service La Paz,

...--.- .- ..-:HASE __ ....-sr .- CHIlIICE

UNIIB) STATES SEIIIES EE: SAVINGS BOIIDS

......... 11PE

AU..OTltEIIT 0 Co ~_TJOIlI 0 Do INSCRIPnOII 0

_ _(IIJIII ae ........
(lnil .....) « __ «.Ii ....._

Ralph B. Sims

(ZIP 61d

234-56-789~

(.-..
Bolivia, . ,.r-_.

M. Sims
(r_B_.

osephine

{
( .

American Embassy

___......~I_- ..-

(See page 3 of Exhibit for Item 0" )
t I \!J
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I
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The furnishing of social security numbers is requirm bythe regulations governing savings bonds" Department of theTreasury
Circular. Public Debt: Series. Number 3--80 (31 eFR 353). The numbers are used to maintain ownership records of the bonds.
0ItJer information requested by this form is also required under the above regulations to establish the rights. authority and/or
entiUement of the signeIs. Failure to furnish any of the requirm information may prevent completion of the transaction.

E. OTHER ACTION (Explain)

AVERAGE DATING:
Bonds of $75 or greater denomination will be cIab!d as of the first day of the month in which the end of a pay period falls

and at least half of the pun:hase price is accumulated.

I hen!by auIharia! the fan!&Ioing aIabDent fnIIII my~ the .....stallling that u.s. SniIlBs Bands will be isSUI!d as
...'I!5Ied. Diis iutian is to ...... in etIed until by me in wiIing....minlltian ..........e.uplujlnent.

&fEL111E ... FalSI' I'EBJD~6-..1 .. .._...
EiIi4IIo».iJs $iiDIIlIIUn! (IIust be _ -.5 st..n _ gIIIIynIIQ

t I
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Exhibit 554.2 (p. 2)

GU:IDB FOR PREPARAfiOlI OF SF-1192

Mr., MrS., Miss desicpsation DOt
required.

R_ of -.ployee as it appears on_
the payroll.

Regular post of assiCJDllleDt.

Check appropriate box to indicate
action required.

Show address where bonds are to be
delivered. :If bonds are to be
mailed to some address in the
United States, indicate -By Mail
in Block E Other Action on reverse
side and show the place to which
the employee wishes the bonds
mailed, e.CJ., -c/o Josephine M.
Sims, 6839 Selkirk. Drive,
Bethesda, Maryland 20014.-

o
G)

o

:Indicate the CJiven. name at all
times (e.CJ., Josephine M. Sims,
DOt Mrs. Ralph B. Sim,s).

Date -.JSt be the same or subse
quent to the date shown at top.

Show social security number of
owner and of coowner or beneficiary.

~i

ADD:IT:IONAL DlS"rROC"r:IONS
A. Bond authorizations JDay be canceled bY:

1. SF-1192 prepared by the employee;

2. Letter fram the employee; or

3. Death, retirelleDt, separation f~ the Service, or for administrative
reasons.

~,.,;

'-"

B.

4. Cable, foll.oved by SF-1192 or confi:naation letter.

'The boDd authorization (SF-1192) is filed with the paYroll records so lonCJ as
it r ...iDs ill effect. When en .-ployee transfers to a post serriced by
enother paYroll office or to the DepaJ:'aleDt, bond iDfo:naation will be forwarded
to the new payroll office via telegraphic "'DS.

( I
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EFFECTIVE DATE
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Exhibit 554.2 (p. 3)
UIIIFORII srDE/lUD/OSICA REGOLAfi(llS

SP-U92. AInBORID~J:(. FOR PUlICIIASE MD lIEQUES'I' FOR aJ:ARGE
OlIrmD SftmS SERIES BE SiviiGS BmIDS -

(Reverse)

AftRAGE DAnNG:

Bands 01 $75 CII' gNiIIIer denomination ..... dIIlIld lIS 01 the first day 01 the ....,. in whidllIIe ... 01 a !SlY ...... faIs
... at Il!IiISt half 01 the pun:IuIse price is iICXUIIIUIaIBd.

-. I ~-=-a:.::..'::::=::I:ct":.-:':"-:=iII_:':=~L..a..:--::--:- lIS

'£j:;;::'::;'.--'..n 1__-==~~~~~7_~"s~SiIi~_~JJ~e~;..~#~~~~m..~_~-<J~e~~_~"~~IJIfIIIIJ~!:==
PURCHASE PRICE OF BOND $25 I $37-50 I $SO I $100 I $250 I S500

FACE VALUE OF BOND $50 $75 $100 I $200 I $500 $1000

AIIaIm8It EadI PlIY Period Number '" MaImenIs RequiNd to Pun:hase Bands
S 3..75 • · - · · · · 10 I I~

5.00 • · e· · · · 5 10 2D
6.25- • · - · · · · 4 6 8 16
7-50 _ · e· · e· 5

10.00 . - · · · · e 5 10
12.50 . - · · · e Z 3 4 8 -
18.75 • e· · · - · .2

~
2D.OO • · - · · - · 5
25.00 • · · - · · e 1 2 4 2D
31.25 • e· · · · · 16
37.50 • · · · · · · 1
!iII.OD • · · · · · · 1 2 : i 10
6Z.5D • · · · · · · 8

lDO.OD • · · e· · · 1 5
l25JIO • · · · · · · 2 i

4
2!iO.OO • · e- · · · I 2
500.00 • · - · · · · I

..___ AlI.DIIEIII" lUI l1IOSE a.'UJftES IWD ......y
. .

I l

t. '.1

'"
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EFFECTIVE DATE

December 20 19R4

UNIFORM STATE/AID/USICA REGULATIONS

The SF-1183 and accompanyinq
Inscription Data List are forwarded
under cover of the SF-1166 (see
section 5S~.Sc) to the disbursinq
officer.

Unapplied bond balances at the end of
the calendar year are consolidated in
the Department of St:ate or respective
a-gency and this consolidated cmount is
compared with the Department of
Treasury balance in the General Ledger
Accounting Branch or in the
administrative accounting office of
the other agencies. Any differences
are then identified and reconciled.

Supporting each SF-1183 will be a
listing (Inscription Data List)
cont:ain.ing complete inscription data
for each bond to be issued. (see
Exhibit 55~.Sb (pp. 3 and ~».

:Issuance of bonds !DaY be an automated
proc~ss " howe-r-::::= ~ the .5F-; j BJ and t.'1e
Inscription Data List should ~
prepared to support action by tl1e
disbursing officer.

b. SF-1183, Subscriber List for
Issuance of U. S. Savings
Bonds and Accompanying
Inscription Data Lists

At the close of each ~yroll period, a
review of individual bond accounts
determines to whom bonds are to be
issued. This review may be a manual
or automated operation. An SF-1183,
manual or automated. (Exhibit 554.5b
(pp. 1 and 2) is prepared for each
bond denomination and issue I8OIlth.

Issuance of Bonds554.5

a. Dating of Bonds

A $50.00 u.S. Energy savings Bond is
dated as of the first day of the month
in which total deductions equal the
purchase price of the bond (that is,
$25.00). If the denomination is
$15.00 or larger (purchase price of
$31.50 or more). the bonds are dated
as of the first day of the month in
which one-half or more of the purchase
price is accumulated in the employee's
account.

Adequate internal controls to assure a
balance between payroll vouchers, bond
vouchers. and individual accounts,
must be a part of the automated
system. Predetermined controls of
unapplied balances beginning and end
of period, current pay period
deductions, bond issuances and
refunds, must be established.
(Exhibit 554.4b). This record will be
used to assure the overall accuracy of
the data shown in the Individual Bond
Account Record (SS4.4a(p. 1».

554.4 Maintenance of Individual
Bond Accounts

b. Controls

c. Year-End Reporting

In order that proper cauntrol may be
exercised by the Department and other
agencies over deductions made from the
salary of employees for the purchase
of U. S. Energy savings Bonds and the
issuance of those bonds, each payroll
center making bond deductions and
issuances is requ.ired to report
annually on such activity. Reporting
must include the unapplied bollance
~i ·:.al~r:.;.::t: f cr~a:;;d f.::orn cb.e .?.i: i:!vicus
calendar year, current year net
deductions (deductions less refunds),
issuances and the unapplied balance at
the end of the current calendar year.
(see Exhibit 554.11c for sample
report. ) This report is to be
transmitted to the headquarters office
of each serviced agency. For State:
MI'COMPI'FO.

a. Form Used and Manner of posting

The payroll office is responsible for
maintaining an Individual Bond Account
Record for each employee participating
in the payroll deduction plan for the
purchase of U. S. Energy Savings Bonds.
All deductions for bonds, bond
issuances, unapplied balances and
refunds must be shown in this record.
While this data may "be maintained in
automated files, a printout similar to
that shown in Exhib~t 55~.4a (p. 1)
must be produced biweekly at the time
the bond voucher is prepared.
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INDIVIDUAL BOND ACCOUNT RECORD

Employee Unapplied
Name SSN Ba1 B/F

John ~e1 111-22-3333 25.00

Mary Baker 222-33-4444 18.75

Carl Cain 333-44-5555 6.25

Mark Dee 444-55-6666 12.50

TOTAL 112. 50 0

12/3 TO: 12/16/78
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50.00 (2)

12.50

Unapplied Ba1
End of Period

12.50

12.50

Refunds

RAMC, Paris

100.00

100.00

Issuances

PAYROLL OFFICE:

6.25

50.00

25.00

18.75

FROM:

Withho1dings

'-/
(1)S tate 0 BUREAU:

PAY PERIOD It 25

AGENCY:

· C' C , C
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EFFECTIVE DATE

December 20, 1984

UNIFORM STATE/AID/USICA REGULATIONS

GUIDE FOR PREPARATION OF INDIVIDUAL
BOND ACCOUNT RECORD

A separate Record must be main
tained for each Agency/Bureau.

This amount must agree with the
Unapplied Bal End of Period figure
shown on the Individual Bond Account
Record for the immediate prior pay
period.

This amount must equal the Ending
Unapplied Balance on the Pre
determined Bond Control Record
for the same pay period.

u ,



PREDETElUlINED u. S. ENERGY SAVINGS BONDS CONTROL RECORD

1.175.00 _ 1,200.00
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Signature/Initials

of Verifier

CALENDAR YEAR: 1978

75.008

50.00

31.25

50.000

50.00

Ending
Unapplied
Balance

75.00

18.75

100.00

3850

3712

4213

PAYROLL OFFICE: RAMC, Paris

Issuances
SF-1166
Sch No Amount

75.00

50.00

37.50

Net Deductim
SF-1166 2
Sch No Ani

80101

80201

82501

State 0 BUREAU; W

02

01

25

AGENCY:

Balance Forward From 1977

Pay Period
No.

C" c: c.. c.-
\-" _ -. "'"":..".')

'. ,.;,-.~;..' ',. -
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EFFECTIVE DATE

D~cember 20 1984

Exhibit 554.4b (p. 2)

GUIDE FOR PREPARATION OF PREDETERMINED
U.S. ENERGY SAVINGS BONDS CONTROL RECORD

8
o

A separate Control Record must be
maintained for each Agency/Bureau.

Amounts in this column are taken
from the payroll voucher (SF-ll66).
Amounts shown are deductions less
refunds. The amount should equal
the Withholdings minus Refunds
amounts shown on the total line of
the related Individual Bond
Account Record for the corresponding
pay period. (See figures in Exhibit
554.4a(p. 1).)

Unapplied Bond balance brought
forward from previous year.

I I

•

Amount must agree with the Total
line Unapplied Balance End of
Period column of the related
Individual fond Account Record
'produced by the automated system.

Verifier will sign or initial
opposite each pay period's
Ending Unapplied Balance after
verification. Any discrepancy
must be reconciled. Signature
or initials certifies that the
automated Individual Bond Account
Record is in agreement with the
manually prepared Predetermined
Bond Control Record.
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UNIFORM STATE/AID/USICA REGULATIONS Exhi bit 554.4C

SAMPLE FORMAT U.S. ENERGY SAVINGS BONDS
YEAR END SUMMARY REPORT

U.S. ENERGY SAVINGS BONDS YEAR END SUMMARY REPORT

AGENCY: State

CALENDAR YEAR: 1977

BUREAU: PAYROLL OFFICE: RAMC, Paris

Unapplied Bond Bal. Beg. of 1977:

Net Deductions (Deductions less Refunds):

Issuances:

Unapplied Bond Bal. End of 1977:

$75.00

$1,175.00

$1,200.00

$50.00

Note: Figures shown must agree with verified totals from Predetermined U.S.
Energy Savings Bonds Control Report.

r )
J',.lt

.... , .. .~.

!
i
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:x:libit 554.5b (p. 1) UNIFORM STATE!AID/USICA REGULATIONS

SAMPLE FORMAT FOR SF-1183 SUBSCRIBER LIST
FOR ISSUANCE OF UNITED STATES SAVINGS BONDS

IAYTNOI nO:'fDI laOULD •• I.loaD DiIf' AceOBDAHca w.."a lHPOR...."ION a ••aOH.....HD OK.,..& A'rrACSSo-

o UaUJ>s 01 ...bocribor Dum"be.. (or i....riplioD dala). f::\
o "Find.'" _110 lapa R<Orda 0' puD<hod UrdL \!..J
a Bond luu.noe magnetic tap4 record. or punched carda.

PROW

D'O.8J'111:G) Y"'UD"Trfrrfc D..T.3 (r-_ MAr)

6207 4

-!..M... tII"",• • ~. '-ue IDQIIl~ .IIIaduW ••
1IlaIM'" las- f'IiiIllW4a.

o Oat of .-qDMIc. .. rrt.a ud T." AliDbMi
.-... n .......

.uauv oa op'le.
AmEmba~s London

JTLI. AND ADD....

IUBSCIUBBII LIST FOR ISSUIINC& 0'
UNITED STATItS SAVINGS BONDS

1

_ F_ Ho.l1l13
IR".12179)
Deot. of tta. Tre.uury
I TFRMJ.6QOO

Psr...at'J.u
State

D••IOJ'li'AT&D "OatiT. NA

John Doe, USDO
RAMC, Paris

• •.• .......... "11"'1" 0-'1(1, 1__'_11' ....,

I

L.--__----- .J
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UNIFORM STATE/AID/USICA REGULATIONS

GUIDE FOR PREPARATION OF SF-1183

8
o
o

Separate requests are prepared for
each agency/bureau.

Leave blank.

Enter symbol of the Regional Dis
bursing Officer or the checking
account symbol of the bond center.

For use of the Disbursing Officer
issuing the bonds.

Enter the number of the covering
SF-1166. (See Exhibit 554.5c.)

Subscriber List numbers begin with
No. 1 and run consecutively through
out the fiscal year for each agency/
bureau.

.. )

A separate schedule is prepared for
each denomination of bon.ds; that is,
$?O.OO and $75.00 bonds may not be ~.' ........•.;a'

l~sted on the same schedule. ...,

Separate forms SF-1183 prepared when
bonds are to be dated fc)r different
months. (See section 554.5a.)

Check box indicating media by which
issuance data is being provided.
Where disbursing officer is a part
of the payroll center and bond
issuances are an automa·ted process,
the media will be the Inscription
Data Lists that accompany the
SF-1183 and the first box will be
checked.



TRANS. MEMO NO. 
AID HANDBOOK 26, Att 7C 26:56 

EFFECTIVE OATE 

December 20 1984 

4 fAM 554 
PAGE NO. 

7C-13 

Exhibit 554.5b (p. 3) UNIFORM STATE/AID/USlCA REGULATIONS 

SAMPLE FORMAT FOR INSCRIPTION DATA LISTING 

BOND DENOMINATION: C±) 50.00 

ISSUE MONTH: (3) July 19XX 

William T. Brown 
American Embassy 
London, England 

or Martha N. Brown @ 
Richard A. Jones 
1215 Skyline Drive 
Harrisonburg, Virginia 22835 

~ p.o.d. Jane L. Jones 

John A. Lawrence 
c/o Jacob Lawrence 
4465 16th Street 
Winchester, Virginia 22164 

~ ~ or Marian P. Lawrence 

Cheryl L. Potter 
c/o Miss Rose A. Lee 
145 Butte Avenue 
Denver, Colorado 80203 

p.o.d. Rose A. Lee 

Andrew B. Struther 
American Embassy 
London, England 

p.o.d. Jacob A. Struther 

Ruby M. Roberts 
4020 North Sixth Street 
Wildwood, New Jersey 08332 

p.o.d. Mary A. Roberts 

.. 

SCHEDULE NO~ 

SUB LIST NO: ~ 

NUMBER OF BONDS: ~ 
PAGE 1 OF 2 - -
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Exhibit 554.5b (p. 4)

UNIFORM STATE/AID/USICA REGULATIONS

GUIDE FOR PREPARATION OF INSCRIPTION DATA LISTING

ATTACHMENT TO SF-1183 SUBSCRIBER LIST FOR
ISSUANCE OF UNITED STATES ENERGY SAVINGS BONDS

o

A separate listing is prepared for
each Bond Denomination of bonds;
that is, $50.00 and $75.00 bonds
may not be on the same listing.

A separate listing is prepared for
each Issue Month within a Bond
Denomination for those denomina
tions of $75.00 or more.

Enter the number of the covering
SF-1166. (See Exhibit 554.5c.)

Subscriber List numbers begin with
No. 1 and run consecutively
throughout the fiscal year for each
agency/bureau.

Show number of bonds to be issued
as shown by data inscriptions
listed.

Name of Owner.

I ,

ffi
G)
G
0)
@

o
G

Name of Coowner, if applicable.

Social Security Number of Coowner,
if applicable.

Name of Beneficiary, if applicable.

Social Security Number of Beneficiary,
if applicable.

Coowner is designated by "or". U
A married woman's own given name is
used, not that of her husband. For
example, "Marian P. Lawrence" not
"Mrs. John 1,. Lawrence". Mr., Mrs.,
or Miss are not to be shown on the
bond inscription.
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u UNIFORM STATE/AID/USICA REGULATIONS

\ I

a. Transfer of Employee

d. Action by the Disbursing Officer

Instructions regarding the cashing of
u.s. Energy Savings Bonds are
contained in section 823 and in 1 FAM
255.

Missing or Damaged Bonds554.8

b. Cancellation of Bond Deductions

b. Nonreceipt of Bond

The following procedures ar~ followeQ
when bonds are missing:

a. Receipt of Bonds in Multilated or
Defaced Condition

More than one bond may be listed on a
single TFS-258, when the bonds are to
be canceled, or when they are
registered to one owner and are to be
reissued. (See Exhibit 5:~4. 6a.)

(1) When u.S. Enerqy Savi.r'9~>

Bonds are missing, the ~nuividual or
post writes directly to the disbursing
office which issued the bonds giVing
as much information as possible about
the missing bonds. This communication
includes the name of the bond owner
and the authorized inscription. In
addition, the serial number of the
bond, if known, is given.

c. Deceased Employees

When an employee discontinues bond
deduction or is being separated from
the agency, any unapplied balance
remaining in employee's bond account
is refunded. If the amount of the
refund exceedz the amount of the
deductions for the agency for the
period, the transaction is recorded as
a payment on SF-1221.

Refund of unapplied bond balances due
the estates of deceased American
employees is handled in accordance
with the instructions in section 482.
The estate of a Foreign Service
National eBlfloyee will receive
unapplied balances due in accordance
with local law.

If the U. S. Energy savings Bonds
returned to the post by the issuing
office are in u.utilated or defaced
condition when received by the post,
the bonds are returned t.,:; the issuing
office supported by Treasury
Department Form TFS-258, Re~uest ~or

Reissuance or Cancellation of u.s.
Energy savings Bonds.

SF-1166, Voucher and Schedule
of Payments

Disposition of Unapplied Bond
Balance

cashing of u.s. Energy
savings Bonds

c.

Upon receipt of a properly certified
SY-1166 with supporting SF-1183 and
Inscription Data List, the disbursing
officer will issue and distribute
bonds in accordance with this
documentation.

554.1

554.6

Form SF-1166, Voucher and Schedule of
Payments, is prepared for each
agency/bureau reflecting issuances for
the pay period (Exhibit 55_.Sc). This
SF-1166 with related SF-1183's and
Inscription Data lists is forwarded to
the disbursing officer for processing.

The disbursing officer should receive
the original and ale copy of the SF
1166 and the payroll office should
retain one copy for control and record
purposes. Additional copies as
required by the center's internal
control are to be determined and
documented by the center.

When an employee has been reassigned
to another post, the Department, or
other agency the current SF-1192
authorizing bond deductions continues
in effect unless the employee requests
cancellation. If employee does not
request cancellation, the bond
information will l::e transmitted to the
new payroll center telegraphically
along with other data contained in the
transfer of authority to pay. Any
unapplied balance remaining in the
employee's bond account is refunded on
a current payroll voucher.
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AID HANDBOOK 26, Att 7C

REGULATIONS

Standard Form No. 1160
1 GAO 5000

1166·118

SAMPLE FORMAT FOR SF-1166 VOUCHER AND SCHEDULE OF PAYMENTS

VOUCHER AND SCHEDULE OF PAYMENTS G) 140 ~~_f.M~~~~._.9_f.._§~k.!~_. . . s:s::~~U,I,.:o. -1-'-----
(llD'ARTMUlT OR ESTAIUSHIIIJlTl Oft, OJ ---........------

Payroll Period: 7/16/78 - 7/29/78 0
VOUCHER NO. PAYEE. AND IF NECESSARY. ADDRESS. INVOICE NO.

AIIOUHT D.O. CHECK NO.OR OTHER IDENTIFICATION

r >-

0 Federal Reserve Bank of Richmond, VA

Bonds - Series EE

Bond Schedule Amount
r

19 $225.00
20 337.50
21 250.00
22 250.00

r - -806.25

8UIl£AU OR OfFICI

American Embassy
I.Oc:ATlOH or TRANSMITTING OFfiCI

RAMC, Paris
'tPI\Ol'ltlATION SUMMARY

19X6050

r

r

-I.AG1NCY SYATlOH NO. (3
119-00-6207 ~

$806.25

-

PAil) BY

J "'•...•

"
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Exhibit 554.5c (p. Z)

UNIFORM STATE/AID/USICA REGULATIONS

Show pay period inclusive dates.

All bond vouchers will show "Fede:cal
Reserve Bank of Richmond, Virgin:'~a,"

except those for issuance by the
Treasury Regional Disbursing Office,
Manila, which will use "Federal
Reserve Bank of San Francisco,
California".

GUIDE FOR PREPARATION OF SF-1166

~ To be completed by the disbursing
~ officer issuing the bonds.

Separate schedules in accordance
with payroll center's procedures
are prepared for each agency/bureau.~

Number consecutively in accordance 5
with payroll center's voucher
numbering system.

Each agency/bureau serviced has
been assigned an 8-digit accounting
station sYmbol which is to be shown
here. The number shown here must
agree with the number shown on the
related payroll SF-ll66.

o
(2)

ADDITIONAL INSTRUCTIONS

Only one SF-ll66 need be prepared covering all SF-1183's for the agency/bureau
by pay period.

L...... ;.
~

u
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TREASURY DEPARTMENT TFS-258, REQUEST FOR REISSUANC:E ~
OR CANCELLATION OF U.S. ENERGY SAVINGS BONDS -

OEP"RTMENT OF THE TRE"SURY
F'SC"L !iERV'CE

BUREAU OF GOVERNMENT FIN"NC'''L OPER"TIONS
DIV'SION ()F OISBU RSEM EN T
FORM N0

TFS
'258 (REV. 6'74)

Date September 4, 1971

REQUEST FOR REISSUANCE OR CANCELLATION OF U. S. SAVINGS BO'IDS

TO: [) ISRURS ING OFFICER

(Lot'" t I on) RAMC, Paris

CXXJ~SSlJE:

D~EL:
Reason No.

Reason No.

(see reverse) List below for reissue only bonds registered to oeer.

(see reverse) For cancellation bonds for different owners may be hsted.

BONO SERIAL NUMBER ISSUE MONTH VALIDATION
DATE

BUREAU
SCH.NO.

SUBSCRI BER
LIST NO.

I F REI SSUED INSERT SERI AL
NUMBER OF REISSUE

K 14 297 129 E
K 14 389 141 E

July 1971
Ju1 1971

July 9, 19 1
Au . 7 19 1

20
21

31
34

REISSUE THE ABOVE LISTED BOND(s) WITH THE FOLLOWING REGI~TRATION

William T. Brown
American Embassy
Ottawa, Canada

P.O.D. Martha M. Brown

(Bureau)

serial number only)

Agency Station Code

(0

(Li s t

U. S. SAVINGS BONDS

CANCEL BO'IDS

Credit to:

(DepHt.e.t)

~d send certificate of deposit to:

(FOR USE: OF DISBURSING OFFICE ONLY)

This request 15 WI thin the
scope of the regula tions and
the information given is
correct. Credit Checking
Ac coun t Symbol:

James Schmidt
.---------

(Authoriled Certifying Officer)

Department of State
(Deput" •• t)

AmEmbassy, Ottawa
(Bu re au)

(OVER)
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UNIFORM STATE/AID/USICA REGULATIONS

GUIDE FOR PREPARATION OF TFS-258

t.·... .",-i

Show location of issuing disbursing
officer.

Check appropriate box to indicate
action to be taken.

Insert applicable agency code when
action is cancellation of bond.

Leave blank.

See section 554.9b(3) for method of
recording the amount refunded for a
canceled bond into the payroll and
disbursing records.

\' I

More than one bond may be listed on
the same form under conditions
specified here.

When action to be taken is re
issuance, show the correct registra
tion here.

If the cancellation action is taken
for another agency, show here the
name of the Department and bureau
being serviced.
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TFS-258, REQUEST FOR REISSUANCE OR
CANCELLATION OF U.S. ENERGY SAVINGS BONDS

(Reverse) .~
i

AID HANDBOOK 26, At~
TRANS. MEMO NO.EFFECTIVE DATE

De~ember 20. 1984 26:56

Exhibit 554.8a (P. 3) UNIFORM STATE/AID/USICA REGULATIONS

REASONS FOR REQUESTED ACTION

o REISSUE

(1) Issue month inscribed C As Certified
C Enor of Issuing Office

Correct issue month is, _

(2) To correct an error in registration.
(Please submit S.F. No. 1177 to correct addressograph plate)

(3) Inconect plate was prill ted due to:

o (a) Agency certified incorrect employee lIumber.

r= (b) Disbursing office pulled incorrer.t plate.

D CAl':CEL

(4) Purchase price has not been accumulated and bOlld allotment has been callcel!d.

(5) Purchase price will not be accumulated untH pay period

ending _

(6) OWller requested bonds of a differellt denomination.

If reason for reissue or cancellation of bond
is not listed, add to list shown here; e.g.
"(7) Bond received in mutilated condition."
(See section 554.8a.)

~
I
I

I
I

I
1

SUB~nT THE ORIGINAL AND TWO (~) COPIES
f I)
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a. Reasons for Incorrect or
Erroneously Issued Bonds

Incorrect issuance of bonds may occur
in three general ways: (1) the bond
may contain dr: error made by the
issuing officer~ (2) the SF-1183 may
have incorrect information; and (3)
the inforrGtion printed on the bond
may have become incorrect after
printing and before delivery to the
employee due to some chanqe in the
status of the person or persons who
are designated as owner, coowner, or
oeneficiary.

(2) If the issuing disbursing
office determines that the bond was
inscribed and then lost prior to
receipt by the owner, Treasury
Department Form PD-3062, Claim for
Relief On Account of Inscribed United
States savings Bonds Lost, Stolen or
Destroyed Prior to Receipt by owner,
Coowner or Eeneficiary, is forwarded
to the individual or post for
completion and returned to the
disbursing office. A substitute bond
bearing the original issue date will
be issued in approximately 6 months
after receipt of the notice of loss.
The substitute bond will be delivered
in accordance with the instructions on
Form PD-3062. (See Exhibit 554.8b.)

554.9 Incorrect or Erroneously
Issued Bond

c. 130nds Which are Missing or
Damaged After Delivery to
~

If a u.S. Energy savings Bond is lost,
stolen, or damaged after delivery to
the employee, the employee should
notify the Bureau of the Public Debt.
The authorized registration, the
serial number of the bond, and all
pertinent facts which may be of
assistance in sup~orting and
processing the case should be
included. If the serial number of the
missing bond cannoc be established
with the help of the payroll office,
it will be necessary to list all bonds
(by serial number) which have been
issued to the employee and all bonds
(by serial number) which the employee
still has in employee's possession.
From this information, the Bureau of
the Public Debt can establish the
serial number of the missing bond. If
the bond has been mutilated or
defaced, all available pieces or parts
of the bond, in whatever form, should
also be submitted as supporting
evidence. "Ihe notification should be
addressed to:

Bureau of Public Debt
200 "Ibird Street
Parkersburg, west Virginia 26101

Upon receipt of the notification, the
Bureau of Public Debt will supply the
necessary application form for
completion by the employee. A
substitute bond bearing the origInal
issue date will bE: issued by the 1: ,

Treasury Department in approximately 6
lIlonths after receipt of the
notification.

.1-

b. Action Required by the Post

( 1) If the only error on the bond
is the address of the owner, the bond
need not be rettrrned for xeissuance.
The owner should be advised to
indicate the owner's curr~~t address
w~n requesting payment.

(2) Erroneouf:.1.y issued bonds are
returned to the issuing officer
supported by TFS-258, eitner for
cancellation or reissue, depend.ing on
the nature of tb.e et'rar.

(3) If the action required by
item (2) above involves canceV.ation
of the bonds, the entries 1.1. ti...:
payroll records, ,bond records and SF
1221 should reflp.~~ credit Gr
reduction entries of the bond
issuances.

555 Commissary an.!!,J~~~iC!:
Deductions

When posts are specifically authorized
to render commissary or meS3 s~Lvic~

financed from approtlria~d iur,c:..s, o.'€
means of making paylllent far ~ie.rvices

rendered will be by payroll
deductions. In such im;tanct':::'1
written authority to make deductivn~

is obtained from the employees
concerned before any charges are
incurred.
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UNIFORM STATE/AID/USICA REGULATIONSExhibit 554.80 (P. 1)
".

FORM PD-3062

FORM PO 3062 CLAIM FOR RELIEF ON ACCOUNT OF INSCRIBED UNITED STATESOept. of the Treasury
Bur. of tnlt PUblic Debt SAVINGS BONDS LOST, STOLEN OR DESTROYED PRIOR TO(Re•. Feb. 1977)

RECEIPT BY OWNER, COOWNER OR BENEFICIARY

IIMPORTANT : Any person who makes a claim or "atement on this lorm which he knows ~
be 101.., fictitious, or Iraudulent may be fined S10,000 ar imprisoned for fi.~ years, or both.

To: Federal Reserve Bank or Branch at
(Emer name at FRS whict- .uppliea yOUI' stock of bone")

PART I - TO BE COMPLETED BY ISSUING AGENT

The undersigned issuing agent reports the loss, theft or destruction of the following-described iUnlted States Saving

B d h" h { 0 inscubed, validated and accounted foe :
on s w IC were 0 properly inscribed but not validated:

INSCRI PTION
SERIES OENOMINA TIONS SERIAL NUMBER~ ISSUE OATE

(Name or names with cann_cting words and addre.s .xactly
(Face Amount) G. in.cribod on band. _ USE SEI'ARATE FORMS

WHENEVER INSCRIPTIONS DIFFER)

I

I

I I

The above-described bonds were issued on , 19 __ , upon appliication

of , for deli"ery
(Name of pu:rch••er)

to
(Name)

Address
(Number .nd .tI'eet or rural ,?ute) (City 01" town) (State) (ZIP code)

The circumstances of the custody, handling and dispatch of the bond(s) are as follows:

(

(Note to Issuing Agent: Part /I and, if pertinent, Part /II/Part IV must be completed oefore the
following recommendation for replacement bonds is completed.)

The undersigned issuing agent, on the basis of the above statements and the certifications, requests and agreements
in Part II and, if pertinent, Part !II/Pact IV, recommends that bonds in replacement of those described above be issued an

deIi vered to
(Name)

Address "-(Number and .t,.e~t ar rural route) (City or town) (Sf.te) (ZIP code)

The undersi~ned issuing allent allrees that should the missing bonds ever come into its posses~;ion, it will surrender
such bonds to the Bureau of the Public Debt, 200 Third Street, Parkersburg, West Virginia 26101.

(SEAL OR (NamfO of i.. aUln&: -cent) ;

ISSUING AGENT'S
VALIDATING STAMP) ,

) (AddreslII)

Date By
(Slcnature U1ICI title of otfic.r)



,

AID HANDBOOK 26, Att 7C
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26·56
EFFECTIVE DATE

December 20. 1984

Exhibit 554.8b (p. 2)

u

A.

B.

UNIFORM STATE/AID/USlCA REGULATIONS

GUIDE FOR PREPARATION OF PD-3062

Part I will be completed by the issuing disbursing officer
and signed by the Issuing Agent upon receipt of this form
with Part II and, if pertinent, Part III/Part IV completed
and signed by the required individuals.

Data required is self-explanatory.
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REVERSE OF FORM PD-3062 (PARTS II, III AND IV)

UNIFORM STATE/AID/USICA REGULATIONS

AID HANDBOOK 26,
TRANS. MEMO NO.

26:561984
EFFECTIVE DATE

December 20.
554.8b (p. 3)

PART II - TO BE COMPLETED BY OWNER, COOWNERS OR BENEFICIARY

Each of the undersigned certifies that the United States Savings Bonds described in Part I of thi.s form have not been
received by him, that to the best of ~IS knowledge and belief the bonds have not bee'" received by anyone for his account,
and that he does not know what happened to them. If the address of the owner, coowner or benefici.ary to whom delivery
was requested has changed since delivery instructions were given, that person further certifies that he has inquired at
his former address to which delivery was requested, and that he was unable to locate the bonds. Each of the undersigned
requests that other bonds, Inscribed in the same manner, be issued to replace the Land. described in Part I and, in cVr"'.'"
slderation of the grantlnl/. of such request, Bl/.reeS that should the missinl1. bonds ever come into his possession, he .,'
surrender them to the Bureau of thl' Public Debt, 200 Third Street, Parkersburg, West Virginia 26101. "

(Signature of Own~r or one of c:oawnen) (Sicn8ture of other c:oowner Or ben.ficiary)

(Numbf'r and street or rurill route)

(City or town) (Stat e) (ZIP code) (City Or town) (State) (ZIP cOde)

(Complete Part fr ,{ one of the persons named on the bond is a minur not under legal F,lwrdianship and not
of suffIcient competency and understanding to sign this fonn and comprehend the nature cf tht~ transaction.) \J-------_._---------------------------------"
PART "' - TO BE COMPLETED BY CONSIGNEE (OTHER THAN OWNER, COOWNER OR BEt-iEFICIARY)

The undersigned consignee certJfies that it has not received the United States Savings Bonds described in Part I of
this form, that it has no knowledge that the bonds were received by anyone for its acc('~nL and that it has no information
as to the disposition of the bonds. The undersigned consignee aRrees that should the: lill"sinj/, I:oncis ever cvme into its
possession, it will slirrender such bonds to the Bureau of the Public Debt, 200 Third St:eet; Parkersburg, West Virginia

,26101.

(N.me of i:nd1vi.duQl or orc..uzatlon)

(Addre•• )

Date _

PART IV - CERTIFICATION ON BEHALF OF MINOR NOT UNDER GUARDIANSHIP

To be executed by both parents if living, and in the event the minor d,'es not
reside with either parent, also by the person who furnishes ~is el;ic( ,"'pi,ort.

!/We certify that __._, age ,

on whose behalf !/we are signing, is not of sufficient competency and understanding to sign this form and that

Ch k [' bl bl -k) {D he (she) is my child and resides with me.
( ec app lea e o~. 0 he (she) does not reside with either parent and receives his (her) chief support from me.

(Sis;naturo of tether) (Sicn_ture of moth ef')

(Slcn_ture of penon who (urniahea minOr'. chief aupport)
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For the purposes of this section, the following
ternlS have the nleanin~s a,; statrd.

a. "Allottee" is the person or institution to
\~Thon1 t.he allotrl1t-'nt is rn':;ldl' payahJI.-'.

1), "Allotter' is the officl'r or employc·e from

whose compensation tllc' al:~,in1ent i~ n1ade.

d. "Continental t'nitecl Slat<'~' nwans the
.,.everal States and tlw District of C')lurnbia,
but excluding Alaska awl Hi'wa<.

Meaning and Effect of Allotments
of~.i-·-----·-'----·-

556.2-2

The regulations prescri.bed :n this sect1o'1 ".':)1

govern allotnlents of pay unc;"~r the bas lC

authority in 5 U. S. C. 5525; l'eguJaLor13 ls~·.led

in the Federal Personnel Manual (Basicl
chapter 550, subchapter 3, aCld in Federal
Personnel Manual Supplpment 990-1, book III.
part 550, subpart C, pursuant to Executiv,·
Order 10982, Decprn!:.Jcr 25, 1961; and

Treasury Fiscal Eequiren,ents Manual, ;Jart
III, chapters bOOO and ~(JOO.

556.2 Gene!al P~~C'I

556.2-1 Authority for_~l!?tn~nts o~~'~L

UNIFORM STATE/AID/UStA/REGULATIONS
-- ." .. '-r;-ons. For purposes uf the uniform procedure

for deposit of net pay in banks in the United States,
using the S:1"-'-11 ;,'),'!1"t pay" herein means

the net amount -on the payroll due the employee
after all payroll deductions and allotments of
pay for savings accounts and other purposes
(for which overseas employees may n1ake
allotments) are subtracted frorn gross an,ount
due. It 111ay includl' allowances and other ex
penses paid through the payroll system or
otherwise included in the en1plnyee's paycheck.

Definitions

Allotments of Pay

e. "Conlpensation' 11" f,»)' An1"rican employ
ees is the n':,t salary ,Jell an employee after all

authorized deduction" i such as rc·tiremcnt or
FICA, Federal withholding tax, and others,
when applicablej ha\'C' been c,ade; uncl (L) for
local elnployees is the basic salary Clue an em

ployee less any alltho,'izeci deductions (for

eYan,ple, Civil Service retlrementl.

Co "Allotment' is an a'lotnwnt of all or a
portion of the c'-,l11pen"ation of a civilian em
ployee which is aut.h'Hi7.cd tn be paid to an
allottee.

556.1

556

"Basic salary" for local employees is that
Dortion of gross salary it,,,.' i'ate S!1'.)wn on

the approved local comp' r~3ation plan) which is
considered to b" exclusive of the value of all
frlnge benefits (oifse~ ~ for .CJcal l:!overnment

w~'lfare progran,s, severance pay. fan,ily
2.'lowance. bonusl~s, etc.) ir.eluded in the gross

rate shown otl the aoprovt'd lo,,:a; l'on1pensatlon

pl:=tn.

!vlaking an allotrnent 0' pay is ,1 vt)luntary act
of an employee which cdrril's [In c(Jrrespntld In~

obligations on thi~ par' of ·.h~ l' S. C;uvernlTlPnt
and requires no admin,"tr' ~tlVl' a.u.iu,~i,cation

to becornt"_· effecti\--l~. ~'\_j]otn1.ents ::lre revc,cab-:e

at the ,,,,ill of the al]uUc'l and i;;vcst '10 l-'r(J

perty rii'ht.s in tLe a:!ottee u'1less a~ld until
they have been patel en the aj~ott,(-. )\.Ill,trnent

records are tor official 'lse C)nly anrl arc not

to b<.' disclosed ,.... ithout lhe '.Vri1tl~n l"nS""lt
of the employee.

Cr,)ss rate. 1,000 local currency uaits

F"lnge b'~nefits 200 units (25"10 of base
salary in area as
determined in local
sa~ a ry survey)

B.ise pay ,. 800 units (maximum
a 1l0tment if no othe I'

a utho r ized deduc
tions)

g. "Net pay" is defined by the Department of
the Treasury as the net anlounts of salaries or
wages due employees aft('r a~] payroll deduc-

556.3 Regulations Govprning Allotm"nts
of Pay -------.-------
~---

5S6.3-1 Authorized Allotters

Employees who arc' BC"'''';''';': uncleI' appointTnel'ts
not limited to 6 months or 1E'~S and who are

stationed In foreign il rcu<' n,ay lllake biweeki'
allotnlents of al! Of' portions of their nr'! CUlT'

pensation and may provide for payment 0'

amounts so allotte~ to designated payees,
Employees dpsiring to allo~ their entire net

salary need not indicate a specific amount.
(See Exhibit <;%.,1-[ (p. 2. it.em R).)
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556.3-2 Purposes for Which Allotments
MayBe Ma de -----------..-

c. By Employees in the United States
JWashington)

Allotrnents may be mack fOl' the following
purpo se s:

II) For credIt to :iavings accounts with
financial organizations (use SF-1198).

a. By A1Ylerican Enlplovet:s Overseas

il) For the support of r,'lativvs or depen
dents of the allotte(·s.

(2) For fixed amounts to du'cking and
savings account lother than nd pay to banks).

(3) For pavment of insuran,'v prl'miums.

14) For lnstallment payments on the pur

chase of an automobile.

(2) For Combined Federal Campaigns;

dues for labor orgalliz'ltions or associations
of management offic 'a] s and supervisors,

with which the agency has agreed in writing to
deduct allotments for payrnent of members'

dues; State or D. C. income tax withholdings;

and other under basic authority in section U
556.2-1.

556.3-3 Purposes for Which Allotments
May Not Be Made

15) For payment to the State Department
Federal Credit Union. the Lafavette Credit
Union, and the Amencan Foreign Service Pro

tective Association IAFSPAi.

Allotments may not be made for the following

purposes:

a. By American Em~ees

(6) For payn-,ent to lawfully appointed
attorneys.

(I) For contributions to charities, except
through a Combined Fe(~eral Car'lpaign.

(7) For the purchase of priOr years of
service credit in the ForeigCl Service Retirement

Systenl.

(8) For other silnilar purposes, not spe

cifically prohibited and when approved by the
authorized certifying offiCt,r.

(2) For payrr,ent ()f dues to civic, frater
nal, or other organizations, except to labor
organizations or associations of management

officials and supervisors, with which the
agency has agreed in writing to (ieduct allot

ments [or payment of :""'n1bers' dues.

(3) For payment of indebtedness, except

as specifically provid"d in section 556. 3-2a.
b. By Local Employees

(1 \ For checking and savings acco"Jnts.
(4) For any otber purpose for which a

payroll deduction is prohibited.

12) For the support of relatives or depen
dents of the allotter.

b. By Local Employees

(3) For group lnsurance in a private

company underwritten by an Anoerican insurance
company.

(I) For contribution to charities.

(2) For payment of dues to civic, frater

nal, or other simila r organizations.

(4) For group insurance in a private

company not underwritten by an American

insurance company, when approved by the

post a:lministrative offlcer.

(5) For purchase of prior years of
service credit under the Civil Service Retire

ment System. (See section 573 for method

of payment. )

(6) For any purpose approved jointly by
the heads of agencies in a country and authbr- I )

ized jointly by headquarters agencies partici'.
pating in the interagency compensation agree
ment published in 3 FAM Exhibit 931. 3.

(3) For payment of indebtedness, except

as specifically provided in section 556. )-2b.

(4) For payment of taxes or other as

sessments levied by foreign governmerrts
aga ins t local employee s except whe re author
ized by U. S. statute, treaty. or Exetutive

agreement.

(5) For any other purpose for which a

payroll deduction is prohibited.
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556.3-4 Authorized Allottees

So long a s an allotment 11 for one of the pur
pOleS permitted by section 556. 3-, it may be
made to any allottee specifically duignated in
writing by the allotter. Application for allot
ments of pay are made on FS-479, Allotment _
of Pay, Application and Authorization to Make,
Change, or Discontinue. Allotters make all
necessary arrangements with their banks or
other allottees for the disposition of allotment
checks prior to making an application for an
allotment of pay.

556.3-5 Limitations on Allotments

The following limitations apply to the making
or approving of allotments:

a. Allotments of pay will be made on a pay
period basis only.

b. Allotments of pay must be for four or more
pay periods ,with exception that an
employee may have an allotment of pay for
less than four pay periods to make final
interest payments in connection with the pur
chase of prior service credit under the Civil
Service or Foreign Service Retirement
System, as applicable.

c. Not more than three allotments of pay will
be permitted to run simultaneously for an em
ployee.

d. An employee may not have more ihan one
allotment of pay payable to the same allottee
at the same time.

556.3-6 Discontinuance of Allotment

An allotment of pay will be discontinued at the
request of the allotter upon written application
on FS-479. Allotments may be discontinued by
the certifying officer who possesses the employ
ee's pay card, without the signaturl!! of the
allotter, under the follOWing circumstances:

a. On the retirement, death, or separation
from the service of the allotter.

b. On the death of the allottee or when allott
ee's whereabouts becomes unknown.

c. On instructions from the Department, other
agency, or the principal officer of the applicable
agency.

d. When the circumstance. under which allot
ment. are permitted under ..ction 556. 3-1 no
longer exist.

e. When, for any reason, .ueh as leave
without pay, the net pay due the employee for
a biweekly pay period is less than the amount
of employee's allotment for the same period.
Exception to this provision is made in the
case of "Total Net Pay Balance" allotments
of pay (see section 556.3-1).

556.3-7 Special Allotments

Allotments may be authorized, for one of the
purposes permitted by section 556.3-2, to
become effective when an order of evacuation
is issued. Payment of allotments so authorized.
may not be made until the issuance of such
evacuation order.

556,4 Guide for Employees, Cert ifying
Officers, and Payroll Offices

556.4-1 Application to Make, Change, or
Discontinue an Allotment of Pay

FS-479, Allotment of Pay, Application and
Authorization to Make, Change, or Discontinue.
is used for employees stationed at a post over
seas. It is completed as illustrated in Exhibit
556.4-1. If executed by the employee whe:1
employee is absent from post of assignmex;,
the white, green, and blue copies are forwa:';:tQ
to the post which is payrolling employee. T.iis
form may be executed by the certifying officer
to discontinue an allotment of pay under the
circumstances outlined in section 556.3-6.

556,4-2 Recording Allotments of Pay

After the FS-479 has been approved and dis
tributed, the payroll office should record ~he

information contained thereon, in the space
provided on the employee's pay card, if opera;ir,g
under a manual system, or as provided ir, the
post operating manual, if under a mechanized
system. All subsequent changes in allotments
are recorded when effective. Allotments of
local employees may be recorded on the re
verse of the employee's pay card, or as oth,"~'

wise provided by the payrolling post.

556.4-3 Vouchering Allotments of Pay
..

FS-480, Foreign Service List for Allotment
of Pay, will be used for vouchering allotments
of pay. (See Exhibits 556. 4-3a and b. \
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FS-479, ALLOTMENT OF PAY

Exhibit 556.4-1 (p. 1)

_ 8. ADMINISTRATIVE ACTION

41.: ••~

""

._--

--

(leave blank)

2. BUREAU OR SERVICE

NAME AND I
ADDRESS

ALL~~TEE I

I

Dorothy R. Becker
79 East 102 St.

Nev York. N. Y. 10021 . ~

,---------------~----

ACCOUN~
6E CRED~~~~I®
IF PAYABLE I 11

A ;~NK I

D. COUNTERSIGNED BY (Allott., - Admini'e;)lIIc.,r--

DEPARTMENT OF STATE
FOREIGN SERViCE OF THE UNITED STATES OF AMERICA

ALLOTMENT OF PAY
APPLICATION AND AUTHORIZATION TO MAKE, CHANGE, OR DISCONTINUE

Rev Delhi~ India

(IDBert Dame ot ageDCY)

Jmuar)" 5. 1971

7. AUTHORIZATION 8Y ALLOTTER l12L-.
I hereby reGuesc and authorize a regular allotment to be CXJ made, 0 d~, 0 discontinue.:!, subject to

approval. [0 be effective as indicated above until altered by me in wridng; oc, an 0 emergency evacuation allotment
to be effective when countersigned by me, or if absent from the Post at time of evacuation, by the Post Administrative
Officer; and I hereby release whatever claim to paymenr of salary I would otherwise have for the amount of this aflot
ment and I also relinquish all right, privilege, and power co make a further allotment of the amount presented by this
allotment once the United States has issued a check payable to the allottee for this allotment.

1. U. S. DEPARTMENT OR AGENCY

Form approved b,
Compo Gen., U. S.

Oeceftl.b"f' 9. 195'

A. fPPAOfAIA TlON lB. OA TE

\. 6) 1910113 2099-100128-00O-lll2 JBnuary 6. 1971
- APPROVED, RECORDED, AND FORWARDED --

C. TI)Tt7)LEOF' O.FFICER RESPONSIBl.E FOR PREPARATION OF PAY-10' SIGNATURE OF OFFICER RESPONSIBLE FOR PREPARA'tfiHC3F
ftO -~OLL (Type 118me 8nd .1'11 .11 cop/e_) ~~

7 Bu4get md Fiscal Officer l15) Harry Holmes~~O:/~, --'

P_lauo Edhi_. aN Oboal.,. ORIGINAL - '1'0 be used .&8 Bupport documentati'~n for
the DiBbursing Otticer's monthly I!l.ccounts..

C. DATE

f-A·.---';OC;;A'T"'E~------------------_·_----'·.;-.-;S"'I-G-;:NC;;A'T'7U'"'R"'EOF ALLOTTER IN FUI.-L(SiSn oriQinal only)

...11~n.~~ F::\
He1'lll8Z1 A. Becker \ '3 )

Becker. He1'llllll1 A. L FSS-4
7- au TV STATTo-N-~·---------H(C-t;y)----·._-~----- - ("C~~;"-;~y)--------~'----
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Exhibit 550_ -1- ~ (p.. Z)

GUIDE FOR. PR.EPARATlai OF FS-47«J

(!) Check appropriate block.

(!) When applicatiou. is made to change or
discontiaue an allobllent. state the aDlOUDt
of present allotment in U. S. dollars or
local currency, as applicable..

o When applicatiou. is JIIilde to change or
diSCCJl1t1nue an aUobllent, indicate the
ending date of present allotnlent as "after
pay period (inclush-e dates)".o When allotment is discontinued show
allottee here; if there is a change show
old name and address.

® When there is a change 111 the account to
be credited, show old account here.

o Account structure will be the SaJJle as
for regular salary of employee.

(1) Indicate post of appro"-ing officl"r beneath
the title when a post other than the re
gular post of assigmnent of the employee
effects a change in an allotment of pay.

Indicate the amount of the new allounenl
in U. S. dollars or local currency as
applicable. If approved for net salary,
insert "Net salary, aftrr all other autho
rized deductions, including any other
allotments, have been made."

@

®

Indicate the beginning date for the new
allotment as ''with pay period (inclusive
dates)". Leave blank. if allotnu'nt is
for eDlergency evacatuillll purposes.
CoDlplete when allounat becOPle5
eHective.

Indicate discCJl1t1nuance datI" as "'upon
notificatiCJl1" or "after pay p"riod
(illclusivr dates)".

If allounent is to a bank be sur I" to
indicate the account to br crL·dit..d.

Indicate action with an "X" in thL'
appropriate place and aDlend hilL"
5 of the authorization as indicated,

Signature of emplo}'ee Blust appear on
the application for allotment. When
signature cannot be obtained, citr the
regulation authorizing the discontinuancr.

Countersign when emergenc)" e,.-acuation
is ordered if allotment is to become
effective.

Original FS-479 will be signed by the
payroll certifying officer who possesses
the eDlployee's pay and allowance card.
Copies of FS-479 may be stamped with
the signature of the certifying officer.

ADDITIONAL INSTR.UCTIONS

A. Distributillll of FS-479

Original (white) - For GAO. Suhlnit to the Department or other agency with mou.tbly
accounts.

Duplicate (green) - For office preparing ~ollB.

Triplicate (blue) - For certifying officer.
Quadruplicate (pink) - For the eDlployee.

Quintuplicate (white) - For payroll office DJaking paJDlenl of special eDlergency
evacuatiou. allotment.

" '

.....a
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EKhibil 55&.4-J(p_ i)

B. Whrn allut1inc fwuls for lhe purchase of prior years' service credit ill lhe For49p Service
r."tireDlent systelD lhe followiq will be indicated ill the allottee blocJc

DepartDlent 01 State
Cr: (-.ne of e.rnployre)
Purchase of F. S. R. prior service credits.

C. When a State DepartDleDt or USIA eDlployee is traasferred frClUl mae pod to anl:Jther. a
copy of each AllotDlent of Pay (FS-479) which cGDtiDues in effect _ill be attachl~ to lhe
DSL-941. Aulhority to Pay DocUDleat. for traasmissiOil to the saiaiDc post.

D. When a State Departlneat eDlployee is transferred to lhe DepartDleDt payroll. all
allotDleDts of pay will be canceled.

Eo When II USIA eDlployee is transferred to Washington or to a post in the COiltiaeataJ
United States. all allObneats of pay will be caaceled.

F. When aa AID elDplo)"ee is transferred to aaother post or to Washington. all a.1Jlotlneats
of pay will be caaceled.

, ,

.i,,'.i.'V
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FOREIGN SERVICE LIST FOR ALLOTMENT OF PAY-FS-480
(When Used to Voucher AIlobDeats Other Than for Third-eau.ntry Nationals)

--- ___.........._SY.~
.-.. _...... ....... --..cE.. ..-: ...YRDeY...........IC•

~.. __._~u.• ~ AGEIICY (~ - ~ ...-.:.r) p_-.lor 1_.......- FOUICII SEnICE LIST ... aLCnIIEIIT OF PAY
...."

I
_. I-_·A..-.L A.__

~ .....p+'Uca) .. DalJd. IIdIa 1 16 -1119/6] i'::'\. 15
____.LLorrEE ._-~ ....... Il"-.r:a-.

0 Sta_~ FedIInl Credit CD$170.00
ow.

... l827
v.eh1ngt;ca, D.C. 1IeD8D.&. Beck8r 10.00

..... I. F1e1dII 100.00

.bert .... 1IO.oo :
1'70.00

Do~ ll. IIecbr ..... A. Bec:br 90.00 0
79 -..rt. 102 st•

0
... Yom, 8.Y.

IfoYchJ.. BomJring Corp. 'Victor E. sUes so.oo
ca 'Victor E. sUes
10 I: G Stel., 8.V.
VeshiDgtoD, D.C.

lUIP .u.e-l IIuIt Hobert B. Hoe 120.00
CR .bert ll. Hoe or

0 .l.... A. Hoe
17 I: G ste., 8.V.
v..b1ngtoa, D.C.

SeclriV'- BoD8ll I. Fields 100.00
CJl.~ I. F1eldaI
9Ua I: G stre8te. 8.V••
VesbfJWtGa, D.C.

lUIP .u.e-l ... .bert" V...,. 100.00

CD ca .bert Jl. V...,.
17 I: G Su., 8.V.
Vesb1ngtaD, D.C.

mm.® $660.00

I, __1'_

.....-..... ..._a
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EUibit 556. 4-hCp. Z)

GUIDE FOR PREPARATION OF FS-48O
(When Used to Voucher A1lobnenls Other Than for Third-Country N;l.tional~

CD Delete all entries eJ[cept the ones for this
allobnent. on the estra copy.

o ODe check lDay br prepared to cover thr
total aDlOUllt of all allobnents to the State
Deparbnent Federal Credit Union; the
ADlerican Foreign Service Protectivr
Association;or the Lafayette Credit Union.

(!)All entries on the list covering Anlerican

payrolls .ill br in U. S. dollars.

0FS-480 will br typed with each allottee's

DaDle and address being separated by one
space as illustrated. Under a Olechanized
payroll systeOl a DlachiDe listing Olay be
substituted for the FS-480.

(!)When payroll voucher is paid insert
applicable checlr. nUDlbrrs. Each check
will show DaDle and address of the

allottee as recorded on the FS-480.

® Special care IDUSt br esercis,ed to

prevent error or OOJissions in the DaDles
and addresses of alIottees.1D each in
stance where the allottee is .1 banlr..
corporation. association. or other
siJDilar concern. the BalDe o:r the alIotter
or other identification of the accOUllt to

br credited OlUSt br she-n alS a part of
the allottee's address.o Abbreviate and shorten addrl~ss and
other infonnation when possii.ble (i. e ••
17 for 17th. CR for credit. e~tc.).

Ii" Total of all alIobnent payJDeJllls for State
~DepartInent and USIA elDplO}'ees will br

transcribed to line two of the~ SUDlJDary

section of the corresponding payroll
youchers. Total allotment paJlDents
for AID elDployees will br transcribrd
to the applicabed SF-II66. lroucher
and Schedule of PaJIDents.

ADDITIONAL INSTRUCTIONS

A. Prepared frOID inforlllatiOll recorded on ADlerican eDlployee pay cards; frOID
the FS-479 sulunitted by local elDployees; or froBl the file of allottee cards under the
Jnechanized systelD.

B. When two or Blore allotments are payable to the State DepartInent Federal Credit Union.
the Anlerican Foreign Service Protective Ass"n. or the Lafayette Credit Union. ii1LDd one
c~eclr. is bring written for the total aDlOUDt payable to each. they shall constitute il separate
entry as shown. List allotters alphabrtically and show the aJDOUDt of their individual
alIobnents. Ami eJ[lra copy of FS-480 shaD br prepared and tranSDlitted to the allonee .ith
the Treasury check (see section 556.4-4). Entries on the estra copy .hich do Dot apply to
the dotter will be deleted. ft preferable. such allotments lllay be entered 0lIl se:parate

~es.

Ji.\'~

\ItJI

C. When alIobnents of pay are apprcwed for local eDIpIoyees payable to the saDJe all.llIItre. the
FS-480 for 5UbaUssion with tine mCIBtblIy accOllDls:may br prepared as ilIIIIBii.cakd UJltder
ItaD B above. ...ith aJDOIIlDts shCIIWD m local! curreJllCY waits. lllldiiriduall arraugem.ents
may be JDade between the USDO iUIld tIu: allol!lee relative to the furDishiDg of
additional mforJDabCD..

)
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v

D. WIarD alIobDrots are appr_ed for local rJDPIoyees payable to alIattres in aoatlarr cGUDtry.
the FS-480 should be prepared in accor~ewith E1daibit 556.4-Jb.

E.. Prepare in as many copies as rrfluirrd. 'I'hr origiDal _ill be a~ed to the origiDal
payroll voucher and a copy to the duplicate payroll _cher. Additiaaal capies. a.
applicable. will he suhlniUrd to the Slate DepartmeDt Federal Credit Uoi.... the Lafayette
Credit UBi.... and the AnlericaD Forei.. Service Pratectiye Assoclati....

........
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- .....unTElE l~

' .
__.... lor 1

~.__.......TE__~_~ a~__a( .. _-'I )
MOEIICY ~ II ,.. ...-sr

FOftKII SEllWlCEUsr..... M.LDIIIEIIT OF PAY
~. ' ....

(:r--t. .....pet.fa.) I IaIDl. Ali - --

..-au ........
c__,,~., ..

.......... t_

'i\
~ Total U~ • 1610.00 ~;'\

Total E'q1Ib.' )5.00 ~~

IDilba Delr
))~.e..d

Rev Delhi. IndJa

State .... or IIIIJJa
Ql .sc. .th IfeDDD
~.C1rcle
Rev De1b1. India

f'i\ UgImi ~ 690.00
~ E'qat.'W'.' 15.00

.If'gImi • 920.00
Fqllt:W'.' 20.00
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GUIDE FaI. PREPAIlATlai OF FS-480
(Whea Used to V...c:brr AIlolmeJd& of Pay for 'Ihird-CUIIIltry Ikti...us)

o FS-48O will be typed with e~ ~CJItee·.
Dame aDd address beiDe separ~tedby CIIIe

sJ8Ce ~s iIlustr~ted. UDder ~ Blechanized
plyraU system ~ _chiae listiDe Dlay be
substituted for the FS-480.

® PayrolliJla office inserts the aDIOUDt of
the ~OIIDeat ia.I~ curreDCY and the
u. S. dollilr equiY.l1eaL

o PayiDJ office ia.serts the I~ depositary
check DUlDber and ~ount (ia. waits of the
curreDCY of the country where politi) (See
para. 556.4--le). Each locu depositary
check dr~_will show Dalne and address
of allottee ~s recorded 011 FS-480.

o Spec:w ~re Blust be exercised to preyeal
error or ODlJIlisiOll& in the DaInes aDd
~ddressesof aIlottees. In e~ iDstaDce
where the allottee is ~ bank. the Dalne of
the ~otter or other idenlifi~tiODof the
~ccount to be credited must be shown ~s

~ plrt of the aIlottee's ~ess.

Tggi locu curreucy ~ount should be
ia. ~greanealwida tggI ~ount iDdi~ted

OIl plyraU or plyraU cOlllroi register.
Tggi of all ~obneat&of ply for State
.DeparbDeal and USIA anployees will be
tra.D&cribed to JiDe two of the sUDIIIary
SectiOll of the correspGHli.Dg plyroll
vouchers. Total ~otDIeDlplYJDeats for
AID anployees will be tr......cribed to the
OIpplicable SF-116ft. Voucher and Schedule
of P~YJDeats.

PapalliD& Office dr~ws OIle~ check.
ply~ble to the Tr~surer of the _U. S. for
e~ country to which ~ remittauce is to
be lllade.

ADDITlOiAL INSTRUCTlOiS

Prepare ia. ~s JDa.Dy copies as required. ~r~te FS-480's will be prepared for e~ch country
to which ~ reDlittaDce is to be Blade. In ~ch iDstaDce origiDal will be ~ttached to the origiDal
plyraU voucher and ~ copy to the dupli~teplyroll voucher. Two copies of FS-480 will be
forw~ded to the USDO ia. the country in which plYJDeDt is to be _de with the covering
Tre~rycheck (see para. 556.4--le)•

......... ..._a



4 EM 556/=- _

I
PAGE .... 1EFFECTIVE DATE [TRAIIS.IIIIEIm....
70-12Decellber 20, 1984 26:56

556.4-44

d. Checks RequiriDa Special Handli.
When the address of the allottee is oilier

than the. UDitrd ~tes. its Territories or
p06sessions. thr allobnrnt chrck is enclosed
in a regular Fur~ip Service envelope. Fraaked
Treasury Department envelopes will not be
usrd. Tht;· post deterulIlles the proper method
of forwarding tu tbt;. addressee. In case of
doubt. instructions mal br rrquested frClDl
the Department or USIA by OM. suhjrct;
COMMUNICATIONS (Courier and Pouch) or
from AID. byairgram. The post makes sure
that restrictions placed by Treasury in 31 CFR
Zll on lDailing cbecb to certain specified
countries (Albania. Bulgaria. Couu:1unist
controlled China. Czrchoslo\:"akia. Estonia.
Hungary. Latvia. t he Union of Soviet Socialist
Republics. the Russian Zone of Occupation of
GerJDany. the Russion Section of Occupation of
Berlin. GerlDany. and North Korea) are ob
served. In addition. checks are not lDailed to
any other country where the postal transporta
tion. banking facilities. or local conditions in
general are such that the post believes there is
not a reasonable assurance that a payee in those
areas will actually recei\:"e thl" check and be able
to negotiate the same for full value.

lAID...... 26, Att 70 I
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UNIFORM STATE/AID/USIA REGULATIONS

556.6 Deposit of Net Pay in U. S. Banks

550.;) Union/Organization Membership
Dues Withholdin::;
(To ·oe published)

For an employee overseas wishing direct
credit to an account in a financial organization
within the United States, the for~ (partially
executed by the employee) may be sent with the
first check with a request that the financial
organization complete it and return it to the
agency payrolling office.

In addition to making allotments of pay, an
employee may have employee's net salary and
allowance check (if drawn in U.S. dollars)
deposited in a bank of employee's choice in
the United States. This will be done on a
uniform basis which will eliminate the need of
preparing additional authorizing forms when
the employee moves to another post or to the
United States.

Determination of Amount
To Be Deposited.

Forwarding of Indi7idual C}-,ecks
or a Deposit List to ~anks

556.6-2

556.6-3

(3) The name of the employee to be
credited. which should be stated in exactly
the same way as carried in the agency's
payroll records; and

(2) The addres s of the financial organi
zation' which can be any branch office as
stated on the SF-1189;

(1) The name of the financial organiza
tion as the payee;

a. If individual checks are prepared for each
depositor, such checks in the net amount due
the employee shall be inscribed with the fol
lowing information in the order indicated (as
provided by the SF-1189):

The amount to be deposited will be the gross
pay and allowances, less the deductions for
retirement, life insurance, health insurance,
taxes. savings bonds, and allotments of pay.
Should the net pay vary because of salary
increases, chan!?,>s in tax withholdings, or
other variables ~ net amount of pay will
continue to bp Fon,,; -ded for deposit. It
will not be necessary to exeC:.lte a new SF
1189 because of 'hese changes.

The employee may cancel the authorization
at any time by so advising employee's payroll
office in writing. No special cancellation
form is prescribed; it may be accomplished
by memorandum from the employee. Any
question as to cancellation advice to the finan
cial organization is a matter between the em
ployee and the financial organization. If the
employee moves to another location, the
financial institution should be furnished the
new address.

(4) The employee I s (depositor) account
number at the financial organization.

b. It is possible that there may be some
variance in the format of the depositor's
name as it appears on the check, when com
pared to the name appearing in the records
of the financial organization. It is essential,
therefore. that the account number, as stated
on the check, be accurate .

Request by Employee for Payment
of Salaries or Wages :.>y Credit to
Account at a Financial Organization

556.6-1

The RFC-338 and WFC-338, Mailing of Net
Salary and Allowances Check, will continue to
be used for those employees presently using
them for deposit of net pay and allowances in
banks in the United States. The RFC/WFC-338
will also be transferred with the DSL-941,
Authority to Pay, when the employee is trans
ferred to a post not serviced by the Finance
Center or to Washington. At the new station,
the employee may be asked to execute the
uniform SF-1189 to replace the RFC/WFC-338
at the earliest practicable time. For new
employees and those employees having their
net pay and allowances deposited in bClfl\;s in)
the United States 'for the first time, the SF
1189 will be used.

Form SF-1189, Request by Employee for
Payment of Salaries or Wages by Credit to
Acc.ount at a Financial Organization, will be
used worldwide for requesting and authorizing
the deposit of an employee's net salary and
allowances in the bank of employee's choice.
See Exhibit 556. 6 -1 for illu stration of the
three-part form. Form SF-1189 may be re
quisitioned from the appropriate GSA Regional
Office listed in 6 FAH, Appendix A, following
the procedures outlined in 6 FAH H-212.

v

./
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c. In those cases where several employees on
the same payroll have designated the same
financial organization, a single (composite)
check may be prepared in favor of the financial
organization, accompanied by a remittance
record which indicates:

(1) The name and address of the remitting
post and payroll office;

(2) The name and address of the financial
organization; followed by

(3) A listing of payees showing:

(a) The name of the depositor;

(b) The depositor's account number;

(c) The amount to be credited to the
depositor's account; and

(d) At the end of the listing, the total
of all deposits, which must agree with the
attached composite check.

In addition to the remittance record and ac
companying check, a cover sheet entitled
"Summary Sheet--Remittance Record for Net
Pay to Financial Organization" is prepared for
Washington Departmental and WFC payrolls.
Until such time as the summary sheet is pre
scribed as a standard form, the payroll office
will reproduc e the form locally.

Checks drawn in favor of financial organizations
pursuant to this section will be released by
disbursing offices under the same policy
applicable to checks drawn in favor of the
employees; namely, sufficiently in advance of
the check-issue date to have reasonable assur
ance of delivery to the financial organization
on the check-issue date.

~..'"~
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4 TCIIaI f1I.. ,.. _ c8IaIIia8 (II-. IiIIII F f1I ..._1_1-1. ........2) . • • • •

5 AdrMiauI if~. JOG dedul:IIIII frmD -=II pay • . • • . • • • • • • • • _ _ • • •
6 I daina _ •••• fnJnI wiIIIII IIIause (_ insIrudiaas aad dIeck IIlDes ...... 1hIIl apply):

'" 0 Last JRr I did__~ FedIInII ....._ aad '" riBbtto '" fill refund f1I AU. iaaIme _ wiiUIbI!td,. AM)

II U This,... I cID -at ...-:t to _ ., FedBiII iaaIme and aped to '- '" riBbt to '" fill n!fund af I· Y....
AU. wiIhheId. If baIb '" aad b apply. enb!r till! ,... eIrI!c:tNe ar.d ""EXEIIPJ"".... . ~ L...__=-=,---=

C If JIDU -EXEJIPJ"' .. line~ are JOU '" ........ sludent? . . • . • • . • . ... . . - U Yes u ...:-::-.:=.::::. -=.'.:::' _,__.. .,_ olI ;I -.. _

EiIIp!!!!e"s. • po .- ~ • 19

_7_~-__.._alI6IlIs .........., ClIIIII* 1._'_.._'_....__il_....__le_- I·=- •_ -- '--
----------_... . __olI--..-.......-_.. ---------
.... lit Ad.. RdI catI!8IlJrY explained ....... EIIIeI' tile D. Ak ICI!S.............. ___"'-If,. ,...~" aIliIiaIe. filial ... line 4. tiaas.---U you aped: to itemize cIE· -.

,. as " _ If JOG are sift&le and hokf mare ..... one tions. JOG can claim adIlitiDnal w:tho"1ddil18
~ *-as as lit lIE...... jab. JOG may _ daim tile same....... alowallces. See Schedt:... A (Form 1(40)
3a(I) .. ltOl(e} lIIis.......... ances with mare than _ employer at tile for deductions JOG can itemae..
Ie em, ...... .-...ae-Iae fII \IIIiled same time. If JOG an ..-ried and baIb You can also count deduc:tillle amour.&>'
II*s. • .., ............. ID DIIrL fII yau and your __ an! empkJJed. JOG JOU pay ior (1) aiinMxJy (2) q"",iified retire-
JIIIIir:e ciIiII • criIIiIIaI~ .. Ie lIIe may _ baIb daim tile same a11cManc:es ment c:ontriIrutions including i(eogh (H.R.
SI*s IIisnI fII~ ..... ill.... with baIb fill your empIaJeIs at tile same 10) plans (3} IIIIJIring expenses (4) ......
....... IIIeir .. .... time. To ... tile~ amount f1I _ ...,.... business expenses (Part I fill Form

...........De .. R!lIIIIires .. ,.......... withheIIrI. daim 'V" nces ... line 4. 2106) (5) tile deduction for two-earn«
r.. IJ-4 ,.......,.. ............ felJ. A. ....... ... es 'Iou can daim married couples. (6) net iosses sh<Mn ...
.... -- "'" ,... PlY. y- r.. IJ-4 • the faIIuwing pssonaI allowances: Sc!Il!duIes C. O. E. and F (Form 1040). the
.... io eIrKI_,.~it~, II,. erIIeIelII 1 for JOGrseIf. 1 if JOU are 65 01" aide. last line of Part ;1 of Form 4797. and the
"'UEMPr' • IiIIe &It *-. FeMa.y 15 fII and 1 if JOG an! blind net~ kJss carryover. (1) penalty
.. JUl. IIr ....., lIIis ..... ,.. If JOG are married and your spouse ... earty withd.--al of savings. and (8)
.... lit .... - fII '- ""IIIII!S eitIw" does _ warI< or is _ daiminc his direct charitable contributions. Nabo: Check
ID JlIW"'"~- or Ie- allowances 011 " separale W--t JIDU with JOGr emplafer to see if any ..... is

If ,. ... " IlIII JUl. ,. ...,. ... IIIlIY also claim tile fuIcMing~ being withheld ... IIIIJIIing expenses 01" IRA
IIaIiIII: IDa~ ""' If..,.. ...,...Ie 1 for your spouse. 1 if JOGr spouse is 65 contributions. Do _ inClude UIese
.............. fII ,... IiIIe 4 or aide. and 1 if your __ is bIincL amounts if ..... is not being withheld: atMr-
lit~ _ ,.. 1lItilIIII1D. B. ~ IlilNwlA.....-.- wi¥-~ IIIlIY be underwithheld. For de-
De IIiIIrIs fII~ ID ..... Caim u;;-special wiIhhoIding..ua-nce tHs ,."., PubIicIItion 505-
... eIlIIIaiIIeI ill if T1Ie deduction allowed two-eamer :nar-If,.. _ _ fII tall till _.,.. . you ..... single and have one job ar you
_ IIaIiIII: ""' If .. ,.. an! married. have _ job. and your__ lied couples is 10% of tl... Ie5ser of S30•.
.... • line 4, OR does nat work. Y... IIIlIY stiU daim this aI- 000 01" tile qualified earned income of the
....... _ 1Ie1lillllrolol • IiIIe 5 1IalIL Iowance so long as tile loIaI wages earned spouse with tile IcMer inaIme. Once JOG

If fII~ ,.. .... ... atMr jobs by JOG ar JIDUI __ (01" ... detennined UIese deductions. enter
lIIIiiIIIlIlD __ ID less _ ,.. ... _ boUI) is 10% or less 01 tile combined filial tile filial ... line 01 of the worksheet
....... ,.. _ file " _ W-4 willi _ __ WBgI!S. Use Uris special withholding......... ... ..... 2 and figure the number af with-

......... wiIIIIiIIIO "nee only lD filpJre JOUr withholding. Do haIding allowances for them.
De iIIsbmiIIIIS erpIaiII'" ID iii ill ftnI - claim it when JOG file JOUr tetum. E. ,...••ICI!S .... esIiaIabd _ cred-

W-4• .....,.,... _ _ ~. c. ......__ .... ..._.... You iIs.---UJOG exped:to taIIe credits Iilre those
il'1 I .... ,.. it _ IllS aIIiI:es. may claim _ aIIooIance .... each depend- -.. on li~ 41~ 48 on the 1982
.. _ lJIIIIiIia as,... ent you will be able to daim 011 your Fed- Form 1O'!G (child care. residential energy•

..................,................. era! incometaz reIum. eII:.). use tile table ... tile lop af page 2 to

.. aeMs ,. ........ _ .... r.. lIMO ... NIIIIr: If JIDU are nat c:IaimiIIg IIIty cIedue- fiRure tile number of additional~

...... lions 01" crediIs. siip D and E. add lines A, :U...:u'if~;..._~~~.
l.ine-BJ-~ InsIructians B. and C. enter tfIe fDmI 011 line F and ,--~ .~._-...----.

FiI in - idelltiNil- =_____ ·,n carry tfIe fDmI _ to fine 4 01 W4_ .,-r of it,. and IIIty I!IID!SS FICA ..... 'IIit/I-u_ • _ _._..- <>...<...- • under 0 held.. Also. if JOG aped lD -- _.
IIlDes 1 and 2. If JOG are married and want - JOG cIa_ --- a&e. include tile __ of tile reduc!ion in
..... wiIhIIeId at tile ........ nile far .....Died ;etlte~fDmI~--:..==:: tax becauSe af aftfaging __ using the
persons. c:I-=k -1Iaried"' in boil: 3. If JOG c:anw. eII:.) and subtract this amount fnJnI table.
an! .-lied and .... _ wiIIrheId at tile ----...-. .0-0.--""- _. _ ....~

...... SiIJBIe nile (bel:aBe baIb JIDU and _.---...,- - ...~- liIIe 5 f1I Farm w.-4
,.... spouse for eaaopIe). dIeck the enter in 01. If your ......... inaJme is •• m· if _. _ .-It de-
... - butwilhhaldat"-'-"~ .-eo- than tile ....-.t f1I estimlIled de- " • - - - -, c.-
aliri!" in 3. ....~ -...... ducIions. JOG cannat claim 1IIty. darcas dacIIIIII ..... IIlIdI ..,..---U JOG are -

....... O. Moreowr. JIDU sIKmkI taIrI!...... ...... enough - withheld from,..... pay.
l.irIe4 f1I Farm.... third af tile ea:ess (--...... inaJme _ JOG IIIlIY ask your~ to with!IaId

TCIIaI '" ... _.--use tile esIlInated cIeductiDas) and aid this to tile _ by Ming in .. additional .......m ...
_1ISIIeet 2 to JIDUI ....... appo_iab: -,.~ ....... in Table 1 if deIer- line 5. Often married mupIes. boIb fill
~.~....~~Ildd~~tIIe~!-~~....~~f1I~~D~~c~es~far~~m~....~~.!.-V..:UIICIfr=!:.:E.::::.. --.:...=-=.::.I..:are::.:...:...:::.:..=·:::tg.=...;and~:....:.pa.......;,.........;,iS:..wiIh__-_
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553.6-2 Percent:a~ w.i:t:bhol.dillllg I!Iet:hod

'!here are t:vo met:lnods of COIIIPUllt:ation:
the wage bracket vitlD!noJl.dillllg method.
and the percent:age vitlD!noJl.di.Dg met:hod.

553.6-1 Wage Bracket Vi.t:!Dho1dillllg
I!Iethod

Posts use the wage bracket vit;hho1ding
method for al.I biweekJl.y Pa.yJlllelllts lIIlilde
to reCj1lll1.ar or contract elllllp10yees with
the exception provided in paragraph d
of this section. (See Exhibit 546 (pp.
14 t:hrougb. Jl.7) for the t:ax vit:hho1ding
tab1es. )

a. Requl.ar or Partial. Biveek1y Period

Tax withho1ding deductions fromm
sa1aries paid for a fu11 or partia1
pay period are detenmined from the bi
week1y t:ax withho1ding tab1es.

b. Two or More Regu1ar lBiweek1y
Periods

When a payment of regu1ar sa1ary is
being made for tvo or more pay periods,
tax withho1ding deductions are com
puted individua11y for each pay period
or partia1 pay period and combined into
a sing1e amount of tax withho1ding for
the combined periods.

c. Additiona1 Compensation with
Regu1ar Pay

Tax withho1ding deductions from ad-
ditiona1 compensation (see section 542)
paid as a part of the biweek1y sa1ary,
are computed on the aggregate gross
payment for the pay period.

d. Additiona1 Compensation separate
From Regu1ar Pay

Tax withho1ding deductions, from ad-
di tiona1 compensation (see section 542)
paid separate1y from the regu1ar bi
week1y sa1ary, are computed at the f1at
rate of 20 percent, without a110vance
for exeJIIPtions and without reference to
any regu1ar pay of wages.

.if~re payrolls are prepared by the use
of dat:a processing equip1lll!llt, t:ax
vitbho1diDCJs will be ca1cWl.ated by 1lISe
of the foXWll1as given illll Exh.ibit
553.6-2. Posts not prepariDCJ payro1ls
through the use of dat:a processing
equi~t wi11 use the pereent:age
lllethod for a11 payments other than bi
weeJt.1y, usiDCJ the fonrm1as ilIlI Exhibit
553.6-2. In onusua1 cirC1llllllllS1:aJllces,
wage bracket tables may be used as ex
p1ained in section 553.6-2d.

a. Wit:hho1ding Exe!ptiOllll VaJl.ues

The for-ulas given in Exh.ibit 553.6-2
are for use after an e~1oyee"s gross
sa1ary (wages) has been reduced by the
fo11owing app1icab1e amount for each
exemption c1aimed:

Amount of One With-
Payro11 Period ho1ding Exemption
week1y•••••••••••••••••••••••• *$19.23*
Biweek1y•••••.•••••••••••••••• *38.46*
semimonth1y••••••••••••••••••• *41.66*
Month1y••••••••••••••••••••••• *83.33*
Dai1y or misce11aneous (per

day of such period) ••••••••• *2.74*

b. Steps in Computing Tax

The steps in computing the income tax
to be withhe1d are:

(1) Mu1tip1y the amount of one
withho1ding exemption (see section
553.6-2a) by the number of exemptions
c1aimed by the emp1oyee.

(2) Subtract the amount thus
determined from the emp10yee I s gross
t:axab1e compensation.

(3) Determine amount to be with
he1d from appropriate tab1e (see
Exh.ibit 553.6-2).

1',.
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c. EIa!p1e

AD UlllliU'ried e.pl.oyee bas a biveek1y
payro11 period for vbich be is paid
$250.00, and has in effect a with
ho1cli.nq exe.ption certificate c1ail11i.ng
one exeaption and the special. vith
h01di.Dg a11owance:

(1) Tota1 vage payment••••• $250.00
(2) ADount of one exeaption.$38.46

( 3) lI!IUllber of exeJllllPtiollls
clailllled on £0= .4
(inc1uding the specia1
vithho1cling a110l11'ance).... 2

(4) Line 2 mu1tip1ied. by --
1ine 3 •••••••••••••••••• $76.92

(5) ADount subject to
vitbh01ding (1ine 1
minus 1ine 4) ••••••••••$173.08

(6) Tax to be vithhe1d. on
$173.08 from tab1e 2,
Exhibit 553.6-2: Tax
on first $127.00 •••••••• $10.80

Tax on remainder
$46.80 at 18\•••••••••• $8.29

Tota1 to be vithhe1d•••••••• $19.09·

d. Exception

It is assumed few payments vi11 be made
on a veek1y basis. If, however, a post
has a 1arge vo1ume of taxab1e payments
~ther than biveek1y, the appropriate
vage bracket tab1es contained in
Treasury Department, Interna1 Revenue
Service, Pub1ication No. 15, EuF1oyer" s
Tax Guide (Circu1ar E) Rev November
1978, shou1d be requested from the De
partment (BF/OF).

553.7 Wage and Tax Statement

Each post is responsih1e for preparing
a Treasury Department Form tf-2, Wage
and Tax Statement, for Federa1 taxes
vit:bhe1d from compensation paid by the
post. (see Exhibit 553.7 for detai1s.)

l:.. ' '•.
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(Revi sed for AI D
purposes)

TABLE I-If the Payroll Period with Respect to an Employee is Weekly
(a) SINGLE person-including head of household: (b) MARRIED person-

" the amount The amount of income tax " the amount The amount of income tax
of wages is: to be wlfhhelJ shall be: of wages is: to be withheld shall be:

Not over $27 0 Not over $46 0

Ovor- Slit nor ov.r- of eJilce.. over- Ov.r- But nof owert-- of ••e••• over_
$27 -$79 12% -$27 $46 -$185 12% -$46
$79 -$183 $6.24 plus 15% -$79 $185 -$369 .. $16.68 plus 17% -$185
$183 -$277 $2184 plus 1990 -$183 $369 -$454 $47.96 plus 22% -$369
$277 -$423 $39.70 pIuS 25% -$277 $454 -$556 $66.66 plus 25% -$454
$423 -$535 $7620 plus 30% --$423 $556 -$658 $92.16 plus 28% -$556
$535 -$637 510980 plus 34% -$535 $658 -$862 . $120.72 plus 33% -5658
$637 $14~.48 plus 37% -$637 $862 $188.04 plus 37% -5862

TABLE 2-lf the Payroll Period With Respect to an Employee is Biweekly
(a) SINGLE person-including head of household: I (b) MARRIED person-

"tho amount
01 wages is:

Not over $54

The amount of income tax
to be Withheld shall be:

o

" tho amount
of wages is:

Not over $92

The amount of income tax
to be Withheld shail be:

o
OYer- But not over- ", ....c:e•• ow~ Ovor- 8utnatowr- of ••c••• Qver-

$54 -$15S 12% -$54 $92 -$369. .12% -$92
$158 -$365 512.48 plus 15% -$158 $369 -$738 ... .$33.24 plus 17% -$369
$365 -$554 $43.53 plus 19% -$365 $738 -$908 $95.97 plus 22% -$738
$554 -$846. $79.44 pluS 25% -$554 $908 -$1,112 $133.37 plus 25 % -$908
$846 -$1,069 5152.44 plus 3.0% -$846 $1,112 -$1,315 $184.37 plus 28% -$1.112
$1,069 -$1,273 .. 5219.34 plus 34% -$1,069 $1,315 -$1,723 . . . $241.21 plLJ~ 33% -$1.J 15
$1,273 $288.70 plus 37% -$1,273 $1,723 $375.85 plus 37% -$1.723

TABLE 3---lf the Payroll Period With Respect to an Employee is Semimonthly
(a) SINGLE person--including head of household: (b) MARRIED person-

" tho amount
of wages ;s:

Not over $58

The amount of income tax
to be withheld shall t-e:

o

It the amount
of wages ;s;

Not over $100

The amount of income tax
to be withheld shail be:

.0

0.
$58
$171
$396
$600
5917
$1,158
$1,379

But nof over
--5171
-$396
-$600
-5917
-$1,158
-$1,379

12 %
$13.56 plus 15%

· .$47.31 plus 19%
· .~86 07 plus 25 %
· . $165.32 plus 30 %

$237.62 plus 34%
$312.76 plus 37%

01 exe... oyer-
-$58
-$171
-$396
-$600
-$917
-51,158
-$1,379

O.,.r- Sut not owr-
$100 -$400.
$400 -5799
$799 -5983
5983 -$1,204
$1,204 -$1,425
$1,425 -$1,867 ..
$1,867 .

12% -S100
.$36.00 plus 17% -$400
$103.83 plus 22% -$799
5144.31 plus 25% -$983
$199.56 plus 28"{, -~1.2J4

$261.44 pluS 33 ')0 --$1.425
5407 .30 p\u~ 3_7..:..%::-'_-_-$c.1 '1.,'

TABLE 4--lf the Payroll Period With Respect to an Employee is Monthly
(a) SINGLE person-including heed of household: (b) MARRIED person-

It the amount
of wages Is:

Not over $11 7

The amount of income tax
to be withheld shall be:

o

It the amount
of wages Is:

Not over $200

The amOL:.,t of ;ncC'me fa);
to be w,thhel<J sllall be'

o
av- aut not ov_
$117 -$34212%
$342 -$792 .$27.00 plus 15%
$792 -$1,200 594.50 plus 19%
$1,200 -$1,833 $172.02 plus 25%
$1,833 -$2,317 $330.27 plus jb%
$2.317 -$2,758. .$475.47 pluS 34%
12.758 . . . . $62541 plus 37%

01 eIl'G'" O¥er-
-$117
-$342
-$792
-$1,200
-$1,833
-$2,317
-$2,7S8

Oy.~ But nor over-
$200 -$800. . 12 ~/O

$800 -$1,598 .. $72 00 plus 17'"1"
$1,598 -$1,967 .. $;?CJ7 66 pius 22~;'

$1,967 -$2.408. . $288.84 pillS 25 %
$2,408 -$2,850 ... $399.09 pl"s 28 %
$2,850 -$3,733 $522.85 plus 33 %
$3,733 $814.24 plus 37%

of ('.-,("SI over--
-~;:'(,G

--$800
-$1.598
-$19(·7
_$2,408
_$2,850
-$3,733
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TABLE 5. QU;':lT~~LY :'uii'u:: ~,}riod

(a) SINGLE person-includin~ head of household: (b) MARRIED person-

If the amount
ot wages is:

Not over $355

The amount ot income tax
to be withheld shall be:

... 0

It the amount
ot waees is:

Not over $600

The amount ot Income talc
to be withheld shall be:

.0

O¥er- Bur not 0".'-
$355 -$825
$825 -$1.700
$1,700 ---,$2.550.
$2.550 -$3.550
$3,550 -$4,300.
$4.300 -$5.625
$5,625 ...

01 e.cess over--
.15% -$355
·$70.50 plus 18% -$825
$228.00 plus 21 % -$1,700
$406.50 plus 26% -$2.550
$666.50 plus 30% -$3,550

·~891.50 plus 34 % -$4,300
$1,342.00 plus 39% -$5.625

Over- But not 0".'- ct ••c... 0"'-
$600 -$1.650 15% --$600
$1,650 -$2,725 $157.50 plus 18% --$1.650
$2,725 -$3,750 $351.00 plus 21 % --$2,725
$3,750 -$4,800 .. $566.25 plus 24% --$3,750
$4,800 -$5,900 $818.25 plus 28% --$4,800
$5,900 -$7.225 $1,126.25 plus 32% --$5,900
$7.225 $1.550.25 plus 37% --$7.225

TABLE 6. SEMIANNUAL Payroll Period
{a) SINGLE person-including head of household: (b) MARRIED person-
If the amount The amount at income tex It the amount The amount of Income ta.~

of wages Is: to be withheld shall be: ofwa,es Is: to be Withheld shall be:

Not over $710 .0 Not over $1,200 .. O·

Over- But not 0".'- of ._C.I. over-- Owr- 8l1tnofov.r- elf ellce.. over-
$710 -$1.650. . . 15% -$710 $1,200 -$3,300 . .. 15% --$1.200
$1,650 -$3,400 .. $141.00 plus 18% -$1,650 $3,300 -$5,450. $315.00 plus 18% --$3.300
$3,400 -$5,100. ·$456.00 plus 21% -$3,400 $5,450 -$7.500. :,u2.00 plus 21% --$5,450
$5.100 . -$7,100 .. $813.00 plus 26% -$5.100 $7,500 -$9,600 . .$1.132.50 plus 24% --$7,500

U$7,100 -$8,600. $1,333.00 plus 30% -$7.100 $9,600 -$11,800. .$1.636.50 plus 28% --$9,600 ) 't

$8,600 -$11,250. .$1,783.00 plus 34% -$8,600 $11,800 -$14,450. ~;:,252.50 plus 32% --$11.800
~;,'

$11,250 .. $2,684.00 plus 39% -$11.250 $14,450 . . . . . . . . . .~,.JO.50 plus 37% --$14,450 .

TABLE 7. ANNUAL Payroll Period
(a) SINGLE person-including head of household: (b) MARRIED person-

It the amount
of wages Is:

Not over $1,420

The amount of income tax
to be withheld shall be:

.0

If the amount
of wages is:

Not over $2,400 .

T~e amount of income tax
to oJe withheld shall be:

o

$2,400 -$6,600 15% --$2,400
$6,600 -$10,900. $630.00 plus 18% --$6,600
$10,900 -$15,000. $1,404.00 plus 21 % --$10,900
$15,000 -$19.200. $2,265.00 plus 24% --$15,000
$19,200 -$23,600 .$3,273.00 plus 28% --$19.200
$23.600 -$28.900 .. $4.505.00 plus 32 % --$23,600
$28.900 $6,201.00 plus 37% --$28,900

Over- But not over- of exce•• Over-
$1,420 -$3,300. 15% -$1,420
$3,300 -$6.800 $282.00 plus 18% -$3,300
$6,800 -$10,200 $912.00 plus 21 % -$6,800
$10,200 -$14,200. $1,626.00 plus 26% -$10,200
$14,200 -$17,200. $2,666.00 plus 30% -$14,200
$17,200 -$22,500. $3.566.00 plus 34% -$17.200
$22,500 .......... .$5,368.00 plus 39% -$22,500

Over- But not over- l'Jt excess ovel"-----

TABLE 8. DAILY or MISCElLANEOUS Payroll Period
(a) SINGLE person-Including head of househoid: (b) MARRIED person-

If the wages divided by
the number of days in
such period are:

The amount of income tax to be
withheld shall be the following
amount multiplied by the
number of days in such period:

It the wages divided by
the number of days in
such period are:

T~~ amount of income tax to be
withheld shall be the foll,)wing
amount multiplied by the,
number of days in such period:

Not over $5.50 . .. ..0

Over- But not over--
$5.50 -$12.70 ... 15%
$12.70 -$26.20 .. $1.08 plus 18%
$26.20 -$39.20 $3.51 plus 21%
$39.20 -$54.60 $6.24 plus 26%
$54.60 ---,$66.20 $10.24 plus 30%
$66.20 -$86.50 .. $13.72 plus 34%
$86.50 $20.62 plus 39%

of e..cell over-
-$5.50
-$12.70
-$26.20
-$39.20
-$54.60
-$66.20
-$86.50

Not over $9.20 0

Over- But not over--
$9.20 -$25.40. ; .15%
$25.40 -$41,90 $2.43 plus 18%
$41.90 -$57.70 $5.40 plus 21%
$57.70 -$73.80 $8.72 plus 24%
$73.80 -$90.80 $12.58 plus 28%
$90.80 -$111.20 .. $17.34 plus 32%
$111.20 $23.87 plus 37 %

0' exce.. ow-.r--
--$9.20
·-$25.40
.-$41.90
·-$57.70
--$73.80
--$90.80
--$111.20
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W-2, WAGE AND TAX STATEMENT

Exhibit 553.7 (p.1)

(Revi sed for Po.! D
purposes)

1Control number

I IOMS No. 154f>.0008

2 Employer's name, address, and ZIP code 3 Employer's identification number 4 tmployer's Slate number

5 SlIttm- Do- ltgal "" s,.. Void

~- " .... ~. .m, lotll

0 0 0 0 C 0
6 Allocated lips 7 Advance EIG payment I

8 Employee's social security number 19 Federal income lax withheld 10 Wages, tips, other compensation '1 Social seCt;r1lY tax wlthtleld

'12 Employee's name. address, and ZIP code 13 Social security wages 14 Social security tiPS I

16

17 State income tax 18 Stat. wages. tips .•te 19 Na'TIe of State

20 Local income tax 21 Local wages, tips, .tc. 22 Name of lucallty

Wage and Tax Statement 1983

II
~

)
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UNIFORM STATE/AID/USIA REGULATIONS """

ADDITIONAL INSTRUCTIONS FOR W-2

Correction:

Reissue:

To Employee:

To Employing

~i:ency:

To Post:

A W - 2 is prepared during the calendar year for each employee
removed from the payrolls by transfer or termination. A W-,~ is
prepared at the end of the calendar year for each employee on the
post payrolls at that time.

If it becomes necessary to correct a W-2 after it has been given to an
employee. a new statement must be issued. Corrected W-2's are
dearly marked "Corrected by Employer."

In case a withholding st.~trnent is lost or destroyed. a substitute copy
clearly marked "Reissued by Employer" is furnished to the ernployee.

DISTRIBUTION

Copies B. C. and one copy of Earnings Statement are furnished to the
employee: (1) within 30 days, when the form is issued during the
calendar year; (2) by January 31 of the following year, when the form
is issued at the end of a calendar year.

Copy A and one copy of Earnings Statement are forwarded to the
appropriate agency annually, in accordance with section 590.

Copy D is retained in tlce post files

If no need: R found locally for the remaining copy. the post de~l:roYB it.

/ ~
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liJ... .. d·.··,..i'

Collect:i01llls an,) &djUllSt:JJIIeotS
at: Salary OVeq>apents

a_ Prior Fiscal Ypa~

- :;IIhpn a payroll deductiolll cann3t: be
IIllCirlle t:rom the compensation ot: an
e""'PIoyee to recover a sa1.ary
OVPrpaymment, a cash collection is
afieet:ecl_ Slum r&:overy for a sa.lary
iodebte«hless inCUllrred durin") a prior
f isca1. year is ban1led in the lIIIl::llllrMer
illustcated in ExJr.ioit 0;,57_ Ja, it..- 5_
In r.akinq such ri"COveries tt-.e net
overpayllllll"nt is recovered frOllll the
~.p.1o~e direet:_ The 04c"t recavery
frolll the emp.loyee is entered on FS-1i6"i
and reported on SF-1221 as a cre~it to
t~ appropriation cbar=Jed with the
origina.l ~ynents_ (se~ section
]2]_1-1_) The balance of the
overpayment is recoverE"d on a current
payroll by adjust:~nt (i.e_, credit
entries) in the deduction columns in
which the overdeductions occurred-
The total of these credit adjustments
is recorded as a debit entry in the
-other deduction- col~~ of FS-275,
and included in the payroll deduction
portion of the certification and
sl.L"'IImary section of FS-275 as a credit
to the appropriation ~hich ~s charged
with the original payments. Such
credits are taken up as collections on
FS-'65 and reported on SF-1221.

b_ 5amp Fiscal Year

dhen a collection is made from an
employee for salary overpayment
incurred. during the sallie fiscal year,
the net: recovery from the employee is
entered on FS-'65 and reported on SF
1221 as a credit to t~~ appropriation
~hich was charged with the original
payments. (see section ]2].1-1.) The
balance of the overpayment is
recovered by adjusting the appropriate
deduction accounts, and thereby
reducing the gross charge to the
appcor-riation_ (see Exhibit SS7_3a,
i telll 7_)

IJ1]icOlJlle Tax: Levies SPrvpl!ii ?y
llJJ_S_ Dist.rict :Ilirec\t:ors of: t.Jhe
Int:e:cna.l ~evenue service

a_ Authority

SectiOlll 6331 ot: the Int:ernal PeVellll1111e
Code of 195- (26 ~S_C_ 6331) sltdtes
in part that a tax levy IJIldy l:e mmari)\e
upon t.he salary or wages of: an
elllp1.=»yee of Ue IlJnited States by
serviJruq a notice at: 1.evy 0Ill ~

e-.pl~~r at such eiillp~oyee_ !:rue 1tenll
-levy· as lIJSed in Un s col11e 1I.a:-c JLUlldf":- 
the power of distraint and seJl.Z1lJIre oy
any lJIl4c"aDS_ The c~issioner of
Int..;!'coal "5evemJe service has
established a policy that, in the
al::sence of specific instructions to
the contrary, ~ax levies will be ~de

against tbe -take-home pay,- that 1S,
the net wages due after lllllail:ing
~eductions for normal payroll
purposes_ Allowances are not t~ .be
construed as salarips ar wagps 10
cOllllputing ~e C!ll!!IOUlit for net wages
(ta~e-home pay) for tax levy purposes;
however, any ~30unts due tel' pmployee
may be withheld to apply on tl~ levy_
.I. l~vy on wages or salary is .
continuous from the date of levy unt11
the liability out of which the .levy
arase is sat.isfied_ The levy attaches
to both salary or wages earned but not
yet paid at the time of levy, an~

salary or wages earned and becom1ng
payable subsequent to th~ date of. the
levy, until the levy is released uy
the Internal Pevenue 5ervice_

b_ Service of Tax Levy

A notice of levy, Internal Revenue
Service Form 668-&, is served upon and
receipted by a designated official at
Department or agency headquarters_
The Department or agency i~~diately

notifies the post and payroll office,
usually by telegram, to initiate
collection action and gives the name
of the employee, the amount an-i date
of receipt of the levy, as well as the
address of the District Dir-ect:or of
Internal Revenue, and forwards the
levy notice to the post_ After a
notice of levy has been served, take-

) hane pay is not: to be decreased by the
'device of increasing allotments (such
as those for bonds and allotm~nts of
pay) in an effort to avoid tax levy on
the net wage_
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c_ Dependent EJre~ion

Cerbain CDOunts payable to or received
by a taJrpayer as waqes salary or
other inca.e are exeaF~ fro. levy.
Wage and salary ammunts eXelipt fra.
levy are det:enained by the nWllber of
persons cla~ by the taxpayer as

dependents. 110 almunt prescribed as
being exe.-pt: frOlllll levy for each person
who is clai.ed as a dependent: vil1 be
so eXelllpt:, unlf"sS a clai. for
dependent exe-.ption is subaitted to
tbe e~l~r. A clailll for a dependent
e~lIIption 1S ..de by the taxpayer in a
Vr1tten statelllllPnt to t-he payroll
office, identifying, I:y name and
relationship, each person for v~ an
exeaption is cicrillled. The state.ent
~s signed by the taxpayer and .ust
1nclude a declaration clause that it
is .ade under the penalties of
perjury.

A dependent for the purrose of an
exe-ption from thf" levy IIIUSt ~et: too
same requirements caS one used for
nonaa.1 inc<De tax pxemption with too
exception i:ha.t there viII t=e no
addi~ion~l.exemptions allowed for age
or d1sab1lx.ty. The t-axpayer is not
counte« as dependent for this purpose.

Tbe taxpayer lIIlust submit the clai. for
dl"pendent exelllption so that it reaches
the payro11 office at least: three
vor~days pr~or to the end of the pay
per10d. Th1S may require telegraphic
notification to the payro1l office
vith the signed stat:e~nt to follow.
Failure on the part of the taxpayer to
submit a tu.e1y claim for dependent
exemption will result in the loss of
the dependent exemption for the
applicable pay period. If none of the
salary or vaqes of a t:axpayer are
exe8pt from 1evy, the District
Director of the Internal Revenue
service shal1 notify the employer.

d_ Det:er.,ination of I'XE~1!Ipt: lnoumt:

A~1Dlts payable to the tcuqJilyer as
VClq€"-s and sa1ary for eac:h payro1.1
period are exe8pt froll! l.evy as
follows:

1) If: the payroll period is
biveeJtl.y: $100, pl.us 5]0 for
each person vbo is clailllled as
a dependent_

2) If the payroll oeriod is not
biveek1y, a proportionate
aJIIOunt: based upon the sum of
an annual exe.pt.ion of $2,600
plus a proilortiooate aiRount of
annua1 eXeDlptior;1 of "180 for
each person who is claimed as
a dependent.

e_ Collection of Tax Ll~

After establishing the ,1_Ount to he
recovered and paid to tItle u.s. .,--s,
District: Cirector of Initernal Rev~nd...·.
co11ection of this amowlt may be mad""
by any of the usual iJK>1:1t1ods of
recovery of indebtednes~i to the United
Sutes Isee Exhibit: 557.• 5d (pp. 1 - Ii)
such as payroll deductions, voluntary
cash payment, and inscr:iption of
undf"livered checks as ~~1l as
deductions freD amounts otherwise
payable to the elRp1oyee.. If directed
by the Interna1 Pevenue Service that
the entire proceeds of it check are ~o

be used to pay the 1evy. the face of
the check, directly below the payee's
naae, is inscribed as follows: -

;:~s~q~:~eD~~~~~~;f ~~~e!J
Revenue, pursuant to le'l7Y under the
Internal Revenue Code.-

A check whicb exceeds the dmount to he
recovered lllay be CdncellO!d and separate
checks drawn for de-liveJry to the
eaployee and too tLS- District
DirecbJr of Internal Pe1lrenUe as shown
in Exhibit 551.5d Ipp. '~ and 6).

------------~~-.J------------
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f. Remittances to U.S. Jistrict
Directors of Internal ReV~lue

Any remittance in 3atisfaction of a
tax levy is made ~y means of a
TrE>dSury check drawn to the order of
or inscribed for payment to a u.s.
Dis tr ict Oi rector a fIn te rna 1 Revenue.
Upon recei9t of volllntary cash (or
personal check) payment to satisfy a
tax levy, the post t.a~es up the amount
in its accounts and draws a Treasury
check to the order of t~e u.s.
DistrictCireccor of Internal Revenue.

Checks in satisfaction of d tax levy
are sent ty letter to the Jistrict
Director of Internal Revenue shown on
the tax levy notice. A copy of the
letter is sent to tLe Department,
Attention: t'1/C01'!fl/FO. (See Exhibit
551.5e.)

If voluntary cash or personal check
payment method is select~ed ~y the
employee, the ~ontrollpr at post
should cable ESD of the action to be
taken by the employee so that net pay
will not be garnished. AID/W
employees should notify E3D in writing
of intent to satisfy debt by voluntary
cash or personal check. ESD should
then forward a copy of the cable or
written notice to the u.s. District
Director of Internal Revenue.

Checks in satisfaction of a tax levy
are drawn to tl.e order of dnd are
accompanied ry letter to the District
Director of Internal Revenue shown on
the tax levy notice. A copy of the
letter is sent to AID/F:V ESD. (See
Exhibit 551. 5e.)

t
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CHAPTER 8

PREMIUM COMPENSATION

8A. Purpose

This chapter and accompanying 3 FAM 230, Premium Compensation, uniform
State/AID/USIA/Agriculture/Commerce regulations, provide the policies,
authorities, regulations and procedures for premium compensation,
including premium pay and overtime compensation.

~ 8B. Applicability

This chapter applies to most U.S. citizen, direct-hire Foreign Service
and Civil Service employees, except as specified in 3 FAM 230.

8C. Authorities and References

1. 5 U.S.Code Ch. 55, Subch. V, Premium Pay; Ch. 61, Subch. 1, General
Provisions

2. CFR 550, Pay Administration, and 610, Hours of Duty

3. FPM 550, Pay Administration (General), and 610, Hours of Duty

4. Foreign Service Act of 1980, as amended, sec. 408

5.. Fair Labors Standards Act of 1938, as amended

80. Definition

Authorizing Officer. The Executive Management Staff or Administrative
Office representative or Executive Officer responsible for approving
overtime work and for overseeing other technical aspects of premium
compensation.

~ 8E. Policies

1. Irregular or occasional overtime work may be authorized only as an
emergency measure to avoid unusual backlogging of regular work or to
meet unforeseen circumstances.

2. Overtime payor compensatory time off will be authorized for
employees, as appropriate, for hours of work officially ordered or
approved in excess of eights hours in a day or 40 hours in any regularly
scheduled administrative workweek.

3. Overtime payor compensatory time off may NOT be authorized for an
employee who has used paid time off during the week that was scheduled
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and approved in advance until additional actual work exceeds paid hours
of nonwork and is in excess of eight hours in a day or 40 hours of
actual work, as appropriate, in the workweek. Paid time off includes
holidays, annual or sick leave, compensatory time or other excused
absence of pay.

8E. Responsibilities

1. Supervisors

a. Make certain that work assignments are accomplished on ii
timely basis through the efficient management of assigned personnel
without the use of premium compensation unless absolutely essential.

b. Submits a written request, including justification, for
overtime (AID 430-3) to the authorizing officer prior to order"ing an
employee to work overtime.

c. Makes certain that nonexempt (see 3 FAM 230) employees work
only during their scheduled tour of duty if he/she does not intend for
overtime work to be performed.

2. Authorizing Officers

a. Determine whether requested overtime is fully justified, that
the request is in compliance with Agency policy and that overtime costs
can be met within the requesting office's or post's budget.

b. Authorize compensatory time off in lieu of overtime pay to the
maximum extent feasible.

c. Determine whether basic and administrative workweeks tha:t
differ from those specified in Handbook 27 should be authorized when
there is a continuing need for overtime.

d. May issue, revise or terminate an overtime order without
consulting the affected employee in advance, but must promptly notify
the employee of any change.

e. Establish and enforce procedures to authorize, record, monitor
and control the use of overtime.

f. Provide timekeeper with signed originals of approved overtime
documents.
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g. Alert employee's supervisor when advised by a nonexempt
employee that overtime work has been performed.

3. Ti mekeepers

a. Maintain documentation that the overtime work was ordered and
approved, and obtains instruction from the requesting supervisor for
preparation of time and attendance report of participating employee.
Documentation must remain on file for six years for audit purposes.

b. Review emergency overtime orders issued by supervisor.

4. Emp1oyees

a. Recognize the circumstances that require overtime work when in
a position for which additional hours of work cannot be administratively
controlled.

b. Maintain overtime records for each pay period and submit to
supervisor for certification and transmittal to timekeeper.

5. Office of Personnel Management (PFM/PM)

8F.

Advises bureau and office administrative staffs of the status
(exempt or nonexempt) of their employees.

Attachments

App. A, 3 FAM 230, Premium Compensation
Att. A, AID 430-3, Overtime Authorization and Report
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230
PREMIUM COMPENSATION

for substantial amounts of extra work under 3 FAM
238. (See 230, Appendix A.)

a. - Administrative workweek· means 8 period ot
7 consecutive calend~r days beginning on a day and
hour established in advance under 3 FAM 400, At
tendance and Leave.

b. -Basic rate of pay· means the rate of pay
fixed by law or administrative action for the position
or rank held by an employee before any deductions
and exclusive of additional pay of any kind.

c. - Basic workweek· for full-time employees
means the 4Q-hour workweek established under 3
FAM 400 within each administrative workweek (for
example, Monday through Friday, 8:15 a.m. to 5:00
p.m., with a 45-minute meal period).

d. "CFW means the Gode of Federal Regulations.
e. "Compensatory time oW means, generally.

the granting of time off instead of payment for an
equal amount of time spent performing irregular or
occasional overtime work. Under this ~ubchapter.

there are four kinds of compensatory time off:
(1) Regular compensatory time off;
(2) Special compensatory time off at isolated
posts and certain other designated posts in for
eign areas;
(3) Special compensatory time off for Foreign
Service officers; and
(4) Special compensatory time off for religious
observances.
f. "CG· is used to cite published decisions of the

Comptroller General of the United States.
g. "Camp. Gen. - is used to cite unpublished de

cisions of the Comptroller General of the United
States.

h. "Exempt employee- means an employee not
covered by FLSA.

I. .. FLSA" means the Fair Labor Standards Act of
1938. as amended (29 U.S.C. 201 et seq.). FLSA
applies to overtime work performed in the United
States and in certain nonforeign areas only. A non
exempt employee is covered by FLSA while an ex
empt employee is not covered by FLSA. Nonexempt
employees are usually covered by title 5 premium
pay and if so must be paid the greater of the two
overtime benefits.

231 GENERAL POLICY
TL:PER-16 2-15-85)
(Effective date: 3-31-85)
(Uniform State/AIDIUS/A/Commercel
Agriculture)

231.1 Applicability
This subchapter governs premium compensation

for most members of the Foreign Service (FS) In
State, AID, USIA, Commerce and USDA both In the
United States and abroad but does not apply to For
eign Service National employees. It also governs
premium compensation for General Schedule (GS)
and most other domestic employees of State with
the exceptions listed in section 231.2.

United States-based employees of USIA, both
Foreign Service and domestic, should also refer to
USIA's Manual of Operations and Administration,
V-A and V-B, for regulations on premium compen
sation.

231.2 Eligibility for Premium Pay
All employees of the foreign affairs agencies are

eligible for the premium pay established under sub
chapter V. chapter 55. title 5. United States Code.
unless otherwise stated In this subchapter. except:

8. An employe.e whose rate of basic pay equals
or exceeds the maximum payable rate of basic pay
for GS-15 (for example, chiefs of mission, ambas
sadors, Executive Schedule officials);

b. A member of the Senior Foreign Service;
c. A member of the Senior Executive Service;
d. Commissioned Foreign Service officers;
e. Foreign Service National employees (see 3

FAM 935);
f. Experts and consultants (see 3 FAM 231.5-3

and 3 FAM 1514);
g. Consular agents (see 3 FAM 990); and
h. Federal Wage System and other employees

whose pay is fixed by prevailing rates (see 3 FAM
1234).

Although commissioned Foreign Service officers
are excluded from premium pay under title 5. United
States Code. they may qualify for three types of
special compensatory time off under 3 FAM 232.6.
and for a special allowance in lieu of overtime pay

231.3 Definitions
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Authorizing and Recording
Work

231.4-1 Authorization
a. An authorizing official as defined below has th8

full authority and responsibility to order overtime.
night, holiday, and Sunday work per10rmed by em
ployees in tho official's organization within the limits
of funds available for premium pay under published
agency policies. The following ere authorizing offi
cials: a principal officer of a Foreign SEtrvice post, an
executive director of a bureau and designated com
parable or higher officials in headquarters offices,
an allottee responsible for administering funds of a
foreign affairs agency, and a desig~~ of any of the
above.

b. Overtime, night. holiday, and Sunday work

should be ordered and scheduled in advance of an
administrative workweek to the elCtent possible.
Authorizirtg officials and supervisors should consider
the personal circumstances and wishes of affected
employees but when necessary due to an unusual or
unforeseen business necessity may issue, revise. or
terminate such an order without consulting the em
ployee. However. the employee must be notified
promptly of any chanoe. These chanoes in schedule
should not occur on a routine basis.

c. In emergencies, a supervisor who is not an
authorizing official may order an employee to per
form up to 8 hours per pay period of premium com
pensation work. That order must subsequently be
reviewed and signed by the authoriZing offiCial as
soon as possible. Supervisors who order overtime

work on a continuing basis shall consult with their
authorizing official for a delegation of authority to ap
prove such overtime within limits established by the

authorizing official. -
d. To be paid under 5 U.S.C., all overtime. night.

holiday, Sunday, and standby duty work must.
among other things, be ordered or approved in writ
ing by an authorizing official. The signed original of

tho approved document shall be furnished to the

timekeeper who shall retain it for audit purposes

(see section 232.7).

231.4

u. -Tour of duty- means the hoU~1 of a day (a
daily tour of duty) and the days of an fldministrative
workweek (a weekly tour of duty) that make up an
employee's regularly scheduled administrative work
week.

v. "U.S.C. - means United States Code.
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J. -Foreign Service oHlcer- or -FSO- means a

member commissioned by the President and holding
an -FO- pay plan designation.

k. -FPM- means the Federal Personnei Manual

published by the U.S. Office of Personnel Manage

ment (OPM).
I. -Irregular or occasionaJ overtime WOIk- means

overtime work that Is not scheduled in advance as a
part of an employee's regularly scheduled adminis

trative workweek.
m. -Nonexempt employee- means an employee

covered by FlSA..
n. -Post- means any Foreign Service establish

ment abroad of State, AID, USIA, Commerce, or Ag
riculture.

o. -Premium pay- means additional pay author

ized under chapter 55 of title 5, United States Code,

for o"ertime, night, holiday, or Sunday work and for
standby duty or administratively uncontrollable WOIk.

p. -Regular rato- is an FlSA employee's hourly

rate of pay that Is used only for calculating FLSA

overtime entitlements. The regular rate is calculated

by dividing the total Includable remuneration paid to
an employee in a w()(l(week by the total number of

hours of work in the workweek for which such remu

neration was paid. (See section 232.4-2b for further

details.)
q. MRegularly scheduled administrative work-

week - means the time period employees are regu
larly scheduled to work within tho administrative

workweek.

(1) For full-time employees, it includes the ba

sic workweek plus regular overtime work, if any.
that is required (for example. Monday through

Saturday, 8:15 a.m. to 5:00 p.m., with a 45
minute meal period); or

(2) For part-time employees. it includes the of
ficially prescribed days and hours during which

they are regularly scheduled to work.

r. - Regularly scheduled overtime - moans over

time work that is scheduled in advance as part of an

umployee's regularly scheduled administrative work

weok.
s. - Regularly scheduled work - moans work that

is scheduled in advance of an admioistrative work

week pursuant to 3 FAM 400.
t. -Title 5- when used in this subchapter without

reference to a specific chapter or section of the law

and unless otherwise specified means the premium

pey benefits provided by 5 U.S.C., chapter 55. sub

chapter V, as opposed to the overtime benefits pro

vided by the Fair Labor Standards Act.
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231.4-2 Recording Work
a. The Time and Attendance Handbook Issued by

the payroll office serving the organization contains
detailed Instructions for recording overtime, night,
holiday, snd Sundsywork, snd regular compensa
tory time off. Also, see section 232.7 for spproval
and recording procedures applicable to overtime
work and regular compensatory time off as well as 4
FAM, Financial Management. (For AID, see Hand
book 26, chapter 8.) Authorizing officials shall as
suro thot detailed records are maintained of all pre
mium pay work performed by employees In their re
spoctlve organizations. Soe soctlon 232.7-3 for spe
cial responsiblllties of employees for recording and
reporting overtime work they perform.

b. Supervisors who approve Time and Atten
dance Reports shall follow tho Instructions of the
Time and Attendance Handbook to assure accuracy
and to prevent fraud or abuse.

tation, regular compensatory time off cannot be
granted for any overtime worked which, if compen
sated. wouid cause the employee's.aggregate rate
of pay to exceed the maximum payable basic rate of
pay for GS-15.

b. OvertIme Under FLSA
Although overtime Is calculated under both title 5

and FLSA for nonexempt employees, the title 5
maximum limitation does not apply to overtime pay
earned by 8 nonexempt employee under FLSA. Em
ployees covered by both title 5 and FLSA are entitled
to the greater overtime entitlement but may not be
paid twice for tDe same work. Any FLSA overtime
actually paid during a pay period is not counted
when determining the maximum amount of premium
pay an employee may receive under title 5 for addi
tional non-FSLA overtime work and for Sunday, holi
day, night work, and standby duty during that pay
period.

231.5~1 Maximum Limitation on
Compensation

231.4-3 Verification
Executive directors and designated comparable

officials shall Inform managers of overtime and other
promium pay charged to their respective organiza
tions as reflected In periodic manaooment reports to
ensure It is for work property authorized as required
undor this subchapter.

Compensation for overtime work is provided un
dor two statutes: title 5 of the United Stotos Code
and the Fair Labor Standards Act (FLSA). Some om
ployees may bo covered by both, one or nono of
these statutes. Tho definition and calculation of
overtime work and pay are different under each stat

ute and tho following rules and procedures should
be followed. (See also section 232.1-1 for further
information. )

•. Overtime Under Tltlo 5
An employee may receive premium pay under ti

tle 5 only to tho extent that the premium pay doos
not cause the employee's aggregate rate of pay
(that Is. basic rate of pay plus premium pay) for any
biweekly pay poriod to exceed the biwookly maxi
mum payllble basic rate of pay for GS-15 ( 5 U.S.C.
5547). This maximum limitation applies to any eligi

ble employee, oven if that employee is subject to a
pay schedule other than the General Schedule, such

as the Foreign Service pay schedule. Under this limi-

231.5-2 Counting Certain Periods as
Work Under Title 5

(TL:PER-114 10-26-88)
(Uniform State/AlDlUS/A/Commercel

Agriculture)

8. Applicability
This section explains rules common to overtime,

night. Sunday, and holiday premium pay calculations
under 5 U.S.C. (The rules in this section do not ap
ply to computations of payor hours of work under
FLSA except as specifically stated.)

b. TraIning
Premium pay under title 5 is not authorized for an

employee engaged in training by, in, or through

Government facilities or non-Government facilities
except as specifically authorized by the U.S. Office
of Personnel Management (OPM) by regulation. The
following are the authorized exceptions which are
stated in the Code of Federal Regulations (CFR)

published by OPM in 5 CFR 410.602:
(1) An employee given training during a period
of duty for which the employee is already receiv
ing premium pay for regularly scheduled over
time. night. holiday, or Sunday work. However,
this exception does not apply to an employee
assigned to full-time training at institutions of
highor learning;
(2) An employee given training at night because
situations which the employee must learn to

handle occur only at night;
(3) An employee given training on overtime, on
a holiday, or on a Sunday because the costs of

General Rules231.5
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the training. premium pay incfuded. are less
than the C09ts of the same training confined to

regular work hours:
(4) An employee receiving premium pay on an

annual basis for standby duty or administratively

uncontrollable overtime may continue to be paid
premium pay on an annual basis:

(a) For a period of not more than 10 c0n

secutive prescribed workdays on temporary

assignment to other duties in which conditions
do not warrant payment of premium pay on an
annual basis. and for a total of not more than
30 workdays in a calendar year while on such
a temporary assignment: and

(b) For an aggregated period of not more

than 60 prescribed workdays on temporary
assignment to a formally approved program

for advanced training duty directly related to
duties for which premium pay on an annual
basis is payable.

(5) When a special exception on a

case-by-case basis is authorized by OPM.
(see 5 CFR 55O.162(c) and 3 FAM 232.5-9 for

rules governing payment of overtime under FLSA for

a period of training.)

c. Travel Away From Duty Station
This section explains when time spent traveling

away from a duty station outside of the basic work

week is counted as work for determining eligibility for
premium pay under title 5. When possible, travel
should be scheduled within an employee's regulnr

work hours. However. situations will develop when
travel away from the official duty station will be re
quired outside of an employee's regular work hours.

If the travel meets the criteria for one of the four
conditions described below. the travel time will be
considered hours of work and payable at premium
pay rates. If not. the travel time is not payable and
the rsasoos for requiring the travel during those

hours (that is. outside of the basic workweek) must
be r8CC)(dod.

Any trave! which forms a basis for overtime payor

other premium pay under title 5 must be ordered or

approved by an authorizing official. Time in travel

status away from the official duty station of an em

ployee is cO!Jnted as hours of work for purposes of

overtime, night, and Sunday premium pay when it is

within the employee'S regularly scheduled adminis

trative workweek. Time in a travel stotus during on

employee's regularly scheduled administrativo
workweek is not counted for purposes of holiduy

premium pay unless the travel rneet3 one of the four

conditions specified below.·
Actual time spent traveling Is counted as work for

purposes of overtime. night, Sunday. and holiday

premium pay when the travel (1) involves the per
formance of work while traveling. (2) Immediatefy

precodes or follows travel that Involves the perform
ance of work while traveling. (3) Is carried cXJt under

such arduous and unusual cond"rtlons that lthe travel

Is Inseparable from wor1c.. or (4) results from an
event which could not be scheduled or controlled
administratively Including travel by an employee to

such an event and the retum of such empll'Jyee from

such event to his or her offle/al duty station (S USC
SS42(b)(2)). Examples of these four types: of activi

ties are as follows:

(1) Work while traveling generally rTl68J'lS the

type of work which can be pertormed only while

traveling, such as a courier troveling with a

pouch--but not some other employee carrying a

pouch or documents as an incidental part of a

trip. the primary purpose of which is for a differ

ent reason (51 CG 727). Other eX8mpl~lof work

while traveling would be an employee who is es

corting foreign dignitaries or a security officer

who is escorting a prisoner to a distant prison.

Performance of work which is ordinarily per

formed at the office or other wQr1( site but which

is officially ordered or epprovod in advnnce and

in writing by an authorizing officiel to be per

formod while traveling is also counted as hours

of work. Premium pay. if othorwise warrented. is
limitod to pay for the timo actually spent per

forming such work. Thorofore, performing such

work while traveling does not convert the entire

poriod of travol and waiting time to worktime.

(2) Trovel thot immediately precedes or follows

travel that involves the performance of work

while travoling is deodhead travel which must be

compensated as hours of employmont. Dead

head travel moans either traveling to ft destina

tion to board a mode of transportation upon

which the employee will be performing work

whilo traveling. or, having performed work while

travohng, returning to tho employee's official

duty stolion. Entitlornent under this condition is

limitod to the situation whore tho work per

formod whilo trovoling is work which CUrt bo per

formed only whilo trovoling. This tro....uling still

must bo fl roquirOlTlont of Doing IlW'ly from tho

~...•. ;.,~\,I
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·1
official duty station to be counted as hours of
employment.

Examples of travel meeting this condition are a
courier traveling on a return trip back to the offi
cial duty station Immediately after having per
formed work while traveling (and which could
have been performed only while traveling) or a
truck driver traveling away from the official duty
station to a certain destination to obtain a truck
which the employee would then drive to another
destination.

A.n example of travel not meeting this condition
would be initial travel of an employee to a certain
destination to hold a hearing when on the return
trip, the employee is required to review the
hearing transcript. Although the work performed
on the return trip would be compensable as
overtime work. it would not be the kind of work
which can only be performed while traveling.
Thus, the travel time of the initial trip would not
be paid as overtime.
(3) Travel unCier arduous conditions means
travel under such unusual conditions that it is in
separable from work such as travel by other
than a common carrier over unusually adverse
terrain or during severe weather conditions--as
distinguished from travel over hard-surfaced
roads or when no unusually adverse' weather
conditions are encountered (4\ CG 82). In addi
tion. the time of travel (whether to be performed
during day or. night), distance traveled. or
amount of time in a travel status. is not ordinarily
considered in determining whether the travel is
performed under arduous conditions.
(4) An event which cannot be scheduled or
controlled administratively means an event out
side the control of the foreign affairs agencies or
any Executive Branch agency. Travel to such an
event outside the employee's rogularly sched
uled workweek, inclUding return travel after the
event, counts as hours of work for premium pay
when it cannot be scheduled during the regularly
scheduled basic workweek because emergen
cies occur. or when events cannot be controlled
realistically by authoriZing officials.
Although an "event· Is anything which necess/
lal.~ an employee's travel. an employee's pres
enc. ., ths distant work site Is normally not con
ak:Jer.cJ an uncontrollable event. (Comp. Gen.
B-ItS3654. April 19, 1968. and 59 CG 95.) Travel
outside the regularly schedulod basic workweek
merely to avoid B layover of 2 days or more Is
not. by Itself. an uncontrollable event that would

r

permit countIng the travel tIme a3 worktlme.
(Comp. Gen. 8-198385, 8-198386, and
8-198400, September 10. 1981.) If, for reasons
of economy, an employee Is dIrected to travel by
military aircraft, boat, etc., although commercial
transportation Is available withIn the employee's
regularly scheduled basic workweek, the hours of
travel are not hours of work. Thus, the availability
or /Imitation on travel funds doos not constitute
an admInIstratively uncontrollable event.
For further details, see FPM Supplement 990-2.
Book 550, Subchapter 51-3, ·Overtime Pay, ~
but note that some decisions of the Comptroller
General are of more recent date than pages of
the FPM and are thus controlling,

d. Traveling Tlme
When deciding the amount of time in a travel

status which counts as hours of employment for pre
mium pay, an employee is in a travel status only for
those hours actually traveling between the official
duty station and the point of destination. or between
two temporary duty points, and for usual waiting
time which interrupts the travel.

Generally. when travelino by common carrier,
time in travel status begins with the scheduled time
of departure from the common carrier terminal, and
ends upon arrival at the common carrier terminal lo
cated at the destination. Thus, travel from station.
wharf. or other common carrier terminal to either
place of business or residence (includino temporary
place of business or residence) and from either
place or business or residence to station, wharf, or
other common terminal does not count as time in
travel status. An exception to this rule is when the
employee spends 1 hour or more in travel between
the common carrier terminal and place of business
or residence; then the entire time traveling between
tho carrier terminal and place of business or resi
dence (that is. actual time traveling. exclusive of
waiting time at the terminal prior to the scheduled
departure time) counts as hours of employment
when the travel meets one of the 4 criteria in section
231.5-2c above.

e, Waiting Time
When travel away from the duty station is com

pensable, usual waiting time between segments of a
trip or at common carrier terminals which occurs
outside the regularly scheduled basic workweek un
dor section 231. 5-2c counts as worktime for pre
mium pay up to the following maximums: up to 3
hours in unusually adverse circumstances (for ex
ample. holiday air traffic. severe weather). except

,..
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that employees with split workdays. such as dip1o
matic couriers. may count up to 6 haws between
atrivaI and departure on split workdays when two
separate trips or trip segments are schedlded on the
same day (SO CO 519: 57 CO 43: Comp. Gen.
8-170409. October 15. 1970).

All time waiting to travel during the regularly
scheduled basic wor1tweek counts as worktiIlt8 for
premium pay. except waiting time on a horeday does
not count as work for horlday premitm pay unless
the travel meets one of the four COIdtioilS stated in
section 231.5-2. In any event. waiting time credit
able for hoI"lday premium pay is limited to the 3 and
6 hour maximum stated above.

f. Eating and Sleeping T1me
Bona fide eating and sleeping periods do not

count as hours of wori<. for calculating overtime.
night. hoflday. or Sunday premium pay under title 5
or overtime under FlSA. However. an emp&oyee in
standby duty status under section 236.2 may eat or
Sleep when not required to perlorm actual wor1t.

When an employee is required to be on duty (traveJ
ing continuously) for 24 hours or more. authorized
sleeping periods of not more than 8 hours may be
deducted from hours worked. provided adequate
sleeping facilities are furnished and the employee
can usually enjoy en uninterrupted periOd of sleep.
However. if the sleeping period is interrupted by a
call to duty, the interruption counts as hours wor1ted.
and if the employee cannot get at least 5 hours' to
tal sleep during the sleeping period, the entire time
is working time. When an empiOyOO Is completely
relieved from duty long enough to use the time ef
fectivefy for the empk>yee·s own purpose, this
'off-duty period does not count as hour.s W()(1(ed. For
'example: a driver of an automobile ends travel at 6
p.m. to obtain lodging for the night and begins travol
'at 8 a.m. the next morning; or a security specialist
guarding classified equipment in transit aboard a
train is relieved from duty at 6 p.m. and is nol

'scheduled to report for duty until 6 a.m. the next
morning.

g. AbMnce on Court. Military, or Funeral Leave
Under title 5, paid absence from a period of regu

Iwty IlCheduied overtime night or Sunday work on
court. military, or funeral leave authprized by 5
U.S.C. 6321, 6322, 6323, end 6326 counts as work

lind peid at the same rate as if the employee had
WOftIed. (27 CO 353; 49 CG 233.) (See also 3 FAM
48t.4-4 and 462.3-7.)

"

231.5-3 Experts and Consultants
TL:PER-16 2-15-85)
(EHectlve date: 3-31-85)
(UnifomJ StaleIAlO/USWCommen;;e1
~ut8)

Experts and consultants are not entitled to avetf

time or other premium pay. Abo. as a general rule,
experts and consultants do not receNe pay for hoi
days when they do not work on such days. However.
agencies may authorize pay for nonworked holidays
for experts and consultants on a regular telU' 01 duty
when such en arrangement Is specifically' provided
for in the contrad of employment. Elcpert:!i and c0n

sultants receive straight time pay for work on~
days. (Comp. Gen. 8-131259. Jenuety 23" 1976; 28
CG 727; see also 3 FAM 1514.)

231.5-4 OffIclal TIme Change
When time is offtd8Jly changed (as horn standard

to dayftght saving) during an empIoyee·s wortOng

hOurs, the employee shall be credited with the ac
tual amount of overtime. night, holiday, and Sunday
wor1t. if any, perlormed during that period. If the

employee loses a nonovertime hour, the employee
shall be charged leave unless the auth0ri2ing olflCi8l
approves an employee·s request to wor1lt an extra
hour to avoid the Involuntary charge to Iellve. (See

57 CG 429 and 53 CG 292.)

231.5-5 Special Tours of Duty felf
Educational Purposes

Premium pay is not payable to an employee on a
special tour of duty for educational purposes (see 5
U.S.C. 6101 (a)(4» solely because the special tour
of duty results in the empk>yee working on a day or
at a time 01 day for which premium pay is otherwise
paY8ble. An official authorizod to esteblis.h hours 01

work under 3 FAM 400 (Altendance and l.oovo) may
ostablish a speciel tour of duty of not Ie,ss than 40
hours to permit an employee to tako one or more
courses in a collage. university. or other educational
institution when it is dotonninod that:

a. The courses being taken are not training under
chepter 41 of title 5, United States Code:

b. The rearrangemont 01 the emploYE18'S tour of
duty will not appreciably intorfore with the accom
plishment of the work roquired to be performed;

C. Additional costs for personal sorv~cos will not
be incurred; and

d. Completion of the courses will equip tho em
ployee for mora affective work in the a<)loncy.

,,, ... '':"
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231.6 Claims for Unpaid

Compensation
Employees who have claIms for premium com

pensation may submit such claims to their authoriz
Ing officials for adJudication. If there are questions
about the. validity of the claims. they should be for
warded wfth fuJI documentation to the Committee on
Compensation Claims. Office of the Comptroller.
M/COMP. for State; M/FM/ESD for AID; M/PPS or
B/PS for USIA; FCS Personnel Officer. OP/ITA. for
DOC; and FAS Personnel Division tor OOA.

231.7 Waiver For Overpayments
Rules for waiver of claims of overpayment of sal

ary, premium pay. and recoupment of excess com
pensatory time off are In 5 U.S.C. 5584 and Part 91.
title 4. Code of Federal Regulations.

232 OVERTIME'

232.1 General Overtime
ProvisIons

232.1-1 Authorities and Concepts
Compensation for overtime Is provided under two

statutes: section 5542 of title 5 of the United States
Code and the Fair Labor Standards Act of 1938. as
amended. (FLSA) as codified In 29 U.S.C. 201 at
seq. FLSA overtime benefits do not apply to employ
ees in foreign aroas and. generally, not to Foreign
Service officer-level personnel. The definition and
calculation of overtime wort< and pay are different
under each law, and this fact greatly complicatos
overtime rules and procedures. One major differ
ence is that overtime work is not payable l;lnder title
5 unless it is ordered or approved by an authorizing
oHicial, whereas under FlSA. overtime work is pay
able if it is • suffered or permitted· by the employ
N'S supervisor. (See section 231.3 for definitions
end sections 232.1-2 and 232.1-3 for further in
euuctions.)

An employee eligible for ovortime pay under FlSA
Ie termed -nonexempt-. An employee not eligiblo

rc. oYertlme under FLSA is tormed -exempt-. ROQu
'-doria on overtime Issued by OPM undor htlo 5 oro

In 5 CfR Part 550 and under FlSA are in 5 CFR Part
561 . In the event of a conflict betwoen rooulations
IMued by OPM and tho uniform rogulations of this
subchapter. those issued by OPM shall take proco
donee.

232.1-2 Definitions

e. Overtime Under Title 5
Under title 5. overtime work is work performed by

a covered employee in excess of 8 hours in a day or
40 hours In an administrative workweek. that is offi
cially ordered or approved in writing by an authoriz
Ing official. To avoid duplication of payment. hours
of work. in excess of 8 in a day are not included again
In computing hours of work In excess of 40 hours in
an administrative workweek. Employees with
part-time. intermittent. or temporary (PH) appoint
ments may also be eligible for overtime pay for work
performed in excess of 8 hours in a day or 40 hours
in an administrative workweek. For example. an em
ployee who usually works 8 hours on Monday,
Wednesday, and Friday. for a total of 24 hours.
would not be paid overtime for 8 additional hours of
work performed on Tuesday. However, if that em
ployee worked 10 hours on Tuesday. the last 2 hours
would qualify as overtime work.

An exception exists tor those few designated em
ployees for whom the first 40 hours of duty in an
administrative workweek is the basic workweek and

whose basic pay exceeds the minimum rate for
GS-10 or who are engaged in professional or techni
cal engineering or scientific activities. Such employ
ees are eligible for overtime compensation only for
work in excess of 40 hours in an administrative work
week; that is, they are not eligible for overtime com
pensation for work in excess of 8 hours in a day un
loss they complete more than 40 hours that week.

b. Overtime Under FLSA
Under FlSA, overtime work is work .. suffered or

permitted" to be performed by the employee's su
pervisor in excess of 40 hours in an administrative
workweek.

c. Suffered or Permitted
- Suffered or permitted' work means any work

performed by an employee for the benefit of an
agency. whether requested or not. provided the em
ployee's supervisor knows or has reason to believe
that work is being performed and has an opportunity
to prevent the work from being performed.

d. Work
Rules on the activities and periods that count as

work whon calculating whether 40 hours of work
havo beon performed in an administrative workweek
dillor undor title 5 and FlSA. For example. absences
on paid leave or holiday count under title 5. but do
not count undor FlSA. (See sections 231.5-2 and
232.5.)
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232.2

232.3-1 General Policy
Under title 5, a distinction is made betweon over

time WOfk which is (8) rogularly scheduled 8nd (b)

irrogular or occask>nal. It is nocossary to distinguish
between - regularly scheduled· and - irregular or oc
c8si0naJ. overtime because different rulos apply.

For oXllmpln. rooulHr componsatOf'( timo off may be

account employeas' rights under the law and man
agement'. obIigetion to opend8the Deplrtment and
the agencies efficiendy end wiIhout ~tsSiwI cost.
Managers and~ peraoI•• should be jucI
cious in their ... 01 O'treilil,. end ...k to deville
eII8InetiYe meIhods 01 dse'ng ..... II recurring need
for work beyorKt .co hours • week or 8 hours II dey.
SpecIfic menegement r.pon.b.1es Include:

II. Rescheduling the workweek to melee more effi
cient ... 01 an ernpIaJee•• lime. Howe..... em
ployee'. beaic work hc:u'a IIhouId not JOe ch8l1ged
from week to week. except on ,otating Shifts. unless
there is II genuine need for the~·sservices
outside the empIoyee's normal WOiking ton and.
conversely. thete is no requirement forlhe employ
ee·s services during normal woriana hours.

b. EJimina.ting nonessential aetMties and improy
ing~ planning and scheduling 01 Mn dur
ing regular WOf1Qng hour.'t;

c. Scheduling leave during nonnaI or slack work

periods to avoid leave and 0Y8rtime en the same
day;

d. Informing employees of their righ1ts as well as
the conditions and limitations of overtime auth0riza
tion and compec asation:

e. Preserving manaoement options i'l authorizing
0Yertime WOf1( and resultant compeusatiion. Supervi
sors should exercise care not to -suttee- or permit

flOO8)lI)Il1pl employees to perform ·wert which is
payable under fl.SA without obtaining authorization
under section 231.4-1 (see section 232.1-2c):

f. Facilitating suporvisory decisions on overtime

in emergency WOf1t situations:
g. AesoMog difforencos botweon supervisor's and

empIoyeos or betwoon supervisors andl 811 authoriz
ing official:

h. Recognizing supervisors' efforts Illild results by

a post, bureau. or office in the offec1tive manago

mont of employee working time: and
i. Recognizing supervisc)nl' 8CCOImplishments,

particulat1y those resulting from an exEmpt employ

ee's choice to voluntarily devote extra time and ef

fort without additional compensation.

(j.
<.•••.•• '.'•• l;";
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Types of Overtime Work232.3

Objective. and
RMponsIbilltles

It .naI be the ob;ective of the foreign affairs agen

cies when managing employoo WOfktime to tako into

232.1-3 EligibIlity for Overtime
Compensation

232.1-4 Mandatory Compensation
Eligible empk)yees who perlorm overtime WOf1t

which is payable under title 5 of FlSA are required

by law to be paid in one of the ways specifl6d in this

subchapter. An FLSA - nonexempt· employee is
~ eligible for overtime pay under title 5 and so

must be paid under the statute which provides the

gr«Mlt8f' overtime pay entitlement for the wor1<week

(5 em 551.513).

L TItle 5
AI employees 01 the foreign affairs agencies r...

eluding pert-tme. illll8lmitlsllt. and temporary) who
are eligible for pren*Jm pay under section 231.2 are
eIigi)Ie for 0WliI1ime pay under tide 5 as provided in
.this section.

b. FtIIr Lebar~ Ad
AI empIo)ees 01 the Depertment and agBIdes

are eligible for OWliItiI•• pay under A..SA except for
the fclawing groups who are scempt:

(1) Those who work for the entire worbeek in II

foreign area or in II llI!itIl itoIY under the jurisdic
tion 01 the United States. adler than the major
terTitories and 8I8ftS listed in 5 CFR 551.204 are
exempt (that is. II State 01 the United States. the
District 01 Columbia. Puerto Rico. the V.-gin b
lands. Outer CoIltir~Shelf l:sIands as defined
... the Outer CoII1:inentai SheI Lands Ad (67
Stat. 462). American Samoa. Guam. Wake b

land. Eniwetok Aiol. KwajaIein AloI. and
JoMston 1sIand).
(2) ExecutiYe. administrative. and professional
employees who meet the criteria ... Subpart B of

Part 551. 5 a=R. are permanently exempt. Both
employees covered by the Fair Labor Standards
Act (nonexempt employees) and employees not
covered (exempt employees) are designated by
their personnel office- PERIPPM for State. The
designation is included on the employee's p0si

tion description. pec-sorvl8& actions focing salary
(for example. SF-SO. Notification of Personnel
Action), the Statement of Earnings and l.e8ve
(05-1216) and except for AID. on the Time and

Attendance Card.
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232.3-5 Unpaid OvertIme
Unpaid overtime is (1) work performed outside an

employee's basic workweek by an employee Ineligi
ble fOf overtime pay; or (2) work performed by an
employee exempt from FLSA which Is not officially
ordered or approved; or (3) work which for any
other reason does not meet the definition of over
time work in section 232.1-2.

232.4-1 Overtime Payor RegUlar
Compensatory TIme Off

Eligible employees are entitled to overtime pay for
all regularly scheduled overtime work they perform
which is payable under this subchapter. If the over·
time work is irregular or occasional, eligible employ
ees are entitled to either overtime payor regular
compensatory time oH. This section describes when
an eligible employee may choose overtime payor
compensatory time off, when an agency may
choose to grant compensatory time off instead of
overtime pay. and when there is no choice so that
overtime pay must be paid .

ft. Overtime Pay at Option of Employee
An employee eligible for title 5 overtime pay who

performs irregular or occasional overtime work
which meets the definition of overtime and whose
basic pay is at or below the maximum rate for GS-IO
may choose either overtime payor regular compen
satory time off under section 232.6-1. An exception
occurs for an employee covered by FLSA when the
overtime pay entitlement for a workweek under
FLSA is greater than under title 5. In such a case,
regular compensatory lime off is not authorized for a
nonexempt employee and overtime pay is manda
tory.

b. Regular Componsatory Time Off at Option of
Agoncy

Consistent with 5 U.S.C. 5543(a) (2), it is the pol
icy of the foreign allairs agencies that an employee
oligible for title 5 overtime pay, who performs irregu
lar or occasional overtime work that meets the defi
nition of title 5 overtime. and whose basic pay ex
ceeds the maximum rate for GS-l0, shall be
granted regular compensatory time off under sec
tion 232.6-1 instead of overtime pay. However. in a
rare circumstance if the same employee is also cov
ered by FLSA, and the FLSA overtime entitlement
for a workweek is greater than title 5, regular com-

~J

~I

v

granted under title 5 only for Irregular or occasional
overtime work, but not for regularly scheduled over
time work. Also, time spent In e trllvel status during
regularly scheduled overtime periods, but not Irregu
lar periods, Is automatically payable et overtime

rates.

232.3-2 Regularly Scheduled Overtime
a. Regularly scheduled overtime work means

overtime work that Is scheduled in advance as part
of an employee's regulariy scheduled administrative
workweek under an agency's procedures for estab
lishing workweeks (see 3 FAM 400). Under the defi
nition of the term "regularly scheduled,· it Is the
employee who must be scheduled to perform the
work, including nightwork, end the work must be
scheduled in advance of the administrative work
week as part of the employee's regularly scheduled
administrative workweek to be considered "regularly
scheduled - .

b. Omitting regular overtime from the scheduled
tours of duty does not automatically make such
overtime occasional or irrogular. Failure to schedule
employees In a way that realistically reflects the ac
tual work requirements is a violation of title 5 regula
tions warranting a payment of· premium pay for
.. regularly scheduled - work. Before any corrective
payment may be made. 5 CFR 610.121 requires 8 •

determination that the authorizing official: (1) Had
knowledge of the specific days and hours of the
work requirement in advance of the administrative
workweek and (2) had the opportunity to determine
which employee had to be scheduled, or resched
uled, to moet tho specific days and hours of that
work requirement.

232.3-3 Irrogular or Occasional Overtime
Irregular or occasional ovortime is overtime work

that is not sChedulod in advance as part of an em
ployee's regularly sChedulod administrative work
.....eek.

232.3-4 "Outy Overtime"
- Duty Overtime. - an informal term. is the hours

an employeo Is roquired to report to the office or
other work place outside the employee's basic
WOfkweek on n periodic basis, such as every fourth
Saturday morning. "Duty overtime- is considered
regularly schoduled if it is scheduled in advance of
the administrative workweek as a part of an employ
M'. reoulnrly scheduled administrative workweek. If
not ~hoduted In advance for a particular employee,
it is treatod 6S occasional overtime.

232.4 Compensation for Overtime
Work



b. FLSA
Overtime pay under FlSA is computed as f~:
(1 ) Work Exceeds 40 Hours per WeE.
Overtime entitlement under FlSA doeRS not begin

until the employee has completed 40 hours of actual
. work in a workweek. FO( example, an employee who

has any paid time off during the weetl: (holiday, an
nual leave, sick leave, compensataty 1time oH. or
other excused absence with pay) will not receive any
entitlement to overtime P8Y under FLSJ!I, until addi
tional ectual work exceeds the paid hours of non
work. end is in excess of 40 hours of actual worX in
the week.

(2) FLSA Overtime Hourly Rate

If e nonexempt employee performs rnore than 40

hours of work in the administrative workweek, the
employoo's overtime hourty rete under IFLSA equals

one end one half times the employoo's hourly regu
lar rete. The title 5, GS-10, step 1 hourl'~ rate limite

tion does not epply to FLSA. (Seo section

232 A-2b(3). bolow, for instructions on ~alculating

the FLSA regular rete.)

(3) Regular Rate

Tho regular rate, which is usod es thtt nonoxompt

employee's ovortimo hourly rete undor FLSA. is de

tormined in accordanco with 5 CFR 551.511. (Aoon-

Overtime Pay Rates

8. Tltle 5
Overtime pay under title 5 is calculated as follows

(see 4 FAM 540, Computation of Pay and Allow
ances, for further instructions and examples of cal
cu18tions) :

(1) Basic Pay at the Minimum Rate of GS-10 or

Less
FO( employees whose basic pay is at a rete not in

eacea ofGS-1 O. step 1, the overtime hourly rate is
one and one-hatf times their basic hourty rete of

pay, rounded to the nearest cent.
(2) Basic Pay Over the Minimum Rate of GS-10

For emp&oyees whose basic P8Y is et a rete in ex

ceu of GS-10, step 1. but less then the maximum
peyebIe rate of basic pay for GS-15. the hourly
overtime rate of pay is the same es the hourty over

time n!lte fO( GS-10, step 1(that is, one and

one-hd times the basic rete of basic pay of GS-10,

sc.p1).
(3) Basic Pay Equal To or Greater Than the Maxi

mum Payable Rate for GS-15.
For employees whose basic P8Y is et e rete equal

to or greater then the maximum P8Y8ble basic rete

232.4-2

c. Overtime Pay Mandatory
FO( employees eligible f()( title 5 overtime, over

time pay is rnandatOf'Y and regular compensatOf'Y
time off may not be granted under section 232.~I
fO( (1) regularty scheduled overtime work, including
-duty overtime- which qualifteS as regular1y sched
uled: (2) overtime work f()( which an employee is
entitled to more pay under FlSA than under title 5;
and (3) any type of work that qualifteS as overtime

work under FLSA but does not so quardy under title 5
(for example, certain time traveling as described in

section 231.5-2c).
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pensatexy time off is not mandatOf'Y, and overtime of pay fO( 65-15,5 U.S.C. 5547 prohibitsany.addi-

must be paid. tionaI salary for any overtime work perfcnned.
In extraordinary circumstances, and when greater (4) Maximum Umitatlons

FtSA overtime benefItS do not apply. an exception Even though employees may. be eliQltie f()( an
to mandatory regular compensatOf'Y time off may be overtime hourly rate In paragraphs (11) and (2)
made by an authorizing offICial with reasons stated in above. overtime pay under title 5 is limited to the
writing end att8Ched to Form Jf-58. AuthortzatJon amount which can be paJd under the maldmum Iirnl-
and Compensation fO( Irregular 0( 0ccasJ0naI Over- tation rules on premium pay stated In section
time. 0( attached to a comparable form (see section 231.5-1 (that is. the aggregate rate of bl!Sic pay fO(
232.7). For State. an exception to this policy may any biweekly pay period may not mo:MKJ the bi-
also be authorized by M/COMP/FO at the request of weekly IT\8Ximum payable besic rate of pay fO(
an Executive Director for specific units whose per- . ~15).
sonnel are frequentty required to perform irregular (5) Special Rule fO( TO\KS of Duty In IExcess of 8
overtime work. For AID, there are no exceptions to Hours a Day

this pOOcy. In rare circumstances when not COV'ered by an
- Alternative Work Schedule- (see Book 620 of FPM
Supplement 990-2), if an employee's bElSic 40 hour
workweek includes a daily tour of duty of mote than
8 hours in a day (thus qualifying fO( regular1y sched
uled overtime within the basic 40 hour worbteek)
and the employee's hourty rate of basic pay is
higher than the corresponding hourty nlte of over

time pay, the employee must be paid thEt hourty n!lte
of basic pay fO( each hour of the daily tour within the
employee's basic 40 hour workweek that exceeds 8
hours per day. (Ref: 5 a=R 550..111 (e»
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c. Reemployed Civil Service Annuitants

Overtime pay calculations for reemployed Civil
Service annuitants use basic salary rate for the posi
tion. even though the rate paid to the annuitant is
reduced because of the employee's annuity.

Calculation of Overtime
Hours

EFFECTIVE DATE

March 31 1985 8A-I!

232.5-3 Leave Without Pay
For leave without pay (LWOP), the same rule ap

plios under title 5 and FLSA. For any period of leave
without pay taken during an employee's basic
40-hour workweek or a-hour workday, an equal
amount of work must be performed during the same
administrative workweek or workday and paid for at
the nanovertime rate of pay before any remaining
work can be paid lor at the overtime rate or be cred
ited toward compensatory time off. Example: An
employee on leave without pay for the first 2 hours
of the day, who works the remaining 6 hours of the
workday. plus 2 additional hours. is entitled only to
straight time pay for 8 hours.

232.5-4 Credit Hours
Credit hours earned under an alternative work

schedule are not overtime hours under title 5 or
FLSA. (See • Alternative Work Schedul~s.· Book
620. FPM Supplement 990-2.)

232.5-2 Absence During Basic
Workweek

a. Under title 5, holiday, or compensatory time
off, during the basic workweek Is counted as em
ployment and does not reduce entitlement to pay for
overtime work performed during the same adminis
trative workweek.

b. Under FLSA. overtime pay is not paid until
more than 40 hours of actual work have been per
formed in the emPT9yee's administrative workweek.
That is, an equal amount of work outside an employ
ee's basic 40-hour workweek must be substituted at
straight time rates for all absences on leave, holi
days, compensatory time off, or other time off dur
ing the 4Q-hour basic workweek before overtime pay
is due.

232.5-1 General Polley
Rules on whether an activity counts as work for

purposes of deciding whether 8 hours in a day or 40
hours of work have been performed in an adminis
trative workweek (and consequently, whether over
time pay Is due) differ under title 5 and FLSA. The
differing rules and criteria are explained below.

232.5
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cies should also consult FPM Leiter 551-1, attach

ment 5, as revised by FPM Letter 551-2 of May
1974, for guidance and examples of this calcula
tion.) An FLSA employee's houny regular rate of
pay Is calculated by dMdlng the total remuneration
paid to an employee In a workweek by the total num
ber of hours of work In the workweek for which such
pay was received.

For purposes of FLSA, remuneration Is a legal

term meaning the basic rate of pay; night shift differ
ential: Sunday premium pay: environmental differen
tial (for Federal Wage System employees); hazard
pay differential authorized by 5 CFR 550.901 (for
General Schedule employees): and certain other
pay in rare circumstances. Examples of typical pay
ments not Included as remuneration are: additional
pay under title 5 for overtime work In excess of 8
hours In a day or 40 hours per week; payments for
periods of nonwork such as sick, annual. or other
paid leave; payments for periods of nonwork on a
holiday (do not include pay for not working on the
holiday; if an employee works on a holiday, include

onty tI",e straight-time pay); cash awards; travel and

per diem expenses; clothing or uniform allowances;
call-back overtime payments for hours not actually
worked (for example, if an employee Is guaranteed
2 hours' pay for call-back work, but works only I
hour, include 'only the I hour's pay. at straight time,
in the FLSA regular rate); and any other payments
which are not for actual hours of employment.

(4) No Maximum Umitation

Ove~'me pay under FLSA is not governed by the

GS-: 5 maximum premium pay limitation stated in

section 231.5-1. A nonexempt employee who per

forms overtime work that meets the criteria in both
section 232. 1-2a and b is entitled to overtime pay
under title 5 or FLSA. whichever is higher. This is
true even when the entitlement is higher under FLSA
solely because the maximum premium pay limitation
in section 231.5-1 applies to title 5 and not to FLSA.

232.5-5 Call-Back Overtime
a. Under title 5. any unscheduled overtime per

formed by an employee on a day when no work was
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scheduled, or for which the employee is required to
retum to the work site (call-b8ck overtime). shall be
treated as at least 2 hours In duration for pay pur
poses or for regular compensatory time off. The
2-hour minimum applies to each period of overtime
performed under the above circumstances, even if
the employee is caJled back again within 2 hours
from the time the employee was fltSt called back.

b. FLSA does not have a call-back overtime pro
vision. Only time actually worked counts under
FLSA.

232.5-6 Absence During Overtime
Periods

a. Under title 5. except as stated In sections
232.5-7, 232.5-8, and 232.5-9, a time period
counts as overtime work only when the employee is
engaged in activity counted as work during the time
period or is taking special compensatory time off un
der section 232.6 from a regularty scheduled over
time period.

b. Under FLSA, with the exceptions stated in sec
tions 232.5-8 and 232.5-9, a period counts as ovor
time work only when the employee is engaged in an
activity counted as work during the period.

232.5-7 Absence on Court. Military, or
Funeral Leave

a. Under title 5, absence from a period of regu
larly scheduled overtime work on court. military or
funeral leave counts as work (see 3 FAM 231.5-2f,
461.4-4, and 462.3-7).

b. Under FLSA, such absences do not count as
WOf1(.

232.5-8 Travel
a. Under title 5, travel under certain circum

8tanoes counts as work for premium pay. Rules for
making this determination under title 5 are in sec
tion. 231.5-2c and 231.5-2d. When any portion of
travel time outside the regularly scheduled basic
workweek of an employee otherwise eligible for
overtime pay will not be payable as overtime work,
the authorizing oHicial, if the employee so requests,
must explain the reasons for scheduling such travel
outside of the workweek in writing and give the em
pk)yee a copy. (See 5 CFR 610.123 and 51 CG 727.)

b. Under FLSA, all time traveling for official pur
poses during the employee's regularly schodulod
basic workweek counts as work. In addition, tho fol
lowing periods count as work: (1) Time trl;tveling
either as a driver or as a passenger within the limits
of the official duty station before or after regular

working hours which Is directly associated with the
performance of a given job asslgnmen1t; and (2)
time traveling away from the official duty station (a)
when the travel involves the performanc::e of wOf'1(

(and under FLSA. driving a vehicle Is considered
work). (b) as a passenger on a public or private
conveyance on a one day trip. or (e) during regular
working hours on workdays and during oorrespond
ing hours on nonwork days as a passenger on a pub

lic or private conveyance on a trip whk:h requires
spending at least one night away from home. Travel
during other hours as a passenger on OVEmlght trips
does not count as work. Normal waiting time at c0m

mon carrIer terminals counts as worktlms.
The following periods do not count as worktime

under FlSA: (1) normal home to work and retum
travel time; (2) bona fide eating and sleeping peri
ods (see section 231.5-2e); and (3) time outside
the regularty scheduled administrative workweek
while an employee is in official travel status, not ac
tually traveling. and is completely relieved from duty
for 8 period long enough to enable the empk)yee to
use the time effectively on personal activities. (For
furthor information. see 5 CFR 551, Subpart 0; FPM
Letter 551-10 of April 30. 1976; and FPM Letter
551-11 of October 4, 1977.)

232.5-9 Training
8. Under title 5, the limited circumsteances when

overtime may be paid for a period of Itraining are
explained in section 231.5-2b.

b. Under FLSA, ovortime may be paid for a pe-
riod of training only as authorized below:

(1) Time in training by a nonexempt employee
counts as hours of work if it (a) falls within the
employee's regularly scheduled basic workweek
or (b) outside such workweek provid~ad, (i) the
employee is directed to participate in tho training
by the employing agency, and (ii) the purpose
of the training is to improve the employee's por
formanco 01 the duties and responsibilities of the
employeo's current position .

• Dirocted to participate - means that the Irain
ing is roquired by the agency and the employ
ee's perlormllnco or continued retention in the
employee's current position will be adversely af
fected by nonenrollment in such training.

Training -to improve the employee's perlorm
ance ...of tho employoo's current position- is
distingulshod from upward mobility training or
development training to provide 8n employee
the knowlodge of skills needod for a subsequent
poSition in the samo career field.

~:." .....,.~

.""
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(2) TIme spent In apprenticeship or other entry
level training, internship, or other career-related
work study training, or training under the Veter
ans ReadJustmont Act (5 CFR Pert 307) outside
reguJar wor1<ing hours shall not count as hours of
work. provided 1'10 productive work Is performed
for the agency during such periods.
(3) Time spent performing work for the agency
during a period of training shall count as hours of
work.
(See 5 CPA 561.423 "nd FPM letter 551-17 of
January 28. 1981. for further information.)

232.5-10 Night, Sunday, and Holiday
Work

Under both title 5 and FlSA. hours of night, Sun
day, and holiday work for which premium pay is re
ceived shall also bo included In determining the total
hours of work In the same administrative workweek
or workday. Work on It Sunday or holiday during
hours other than those 9Clieduled in the employee's
40-hour basic workweek is overtime work and is
paid the same as overtime work on other days.

232.5-11 Work When Others Are Excused
Nonovertime work performed by an employee

during basic workweek hours at times when other

employees are excused, such 8S during bad
weather or on local holidays, Is not overtime work
for that employee.

232.5-12 Other Rules
See ~ection 231.5 for general rules on the exclu

~ion of eating and sleeping time (section 231.5-20)
and effect of official time changes (section
231.5-4). For the epp/lcallon of FLSA overtime prin
ciples domestically for time spent (1) attending a
lecture, meeting. or conference: (2) adjusting griov
ances or porforminQ roprusentationol functions; (3)
receiving medical attontlon: (4) in charitable activi
ties: and (5) on ~tandby dUly or in an on-call status.
see 5 eFR Port 551. Subp"rt D. Also soe FPM Let
ters and 8ulletin~ in tho 551 SOl ios publighod from
time to time by tho Office 01 Pmsonnel Management
(OPM) .

232.6 Compensatory Time Off

232.6~1 Rogu'ar Compensatory Time Off

8. Definillon

Regular compen5<ltory time ott undor 5 U.S.C
5543 means time oft from work during tho employ
eo's basic workweek, including during rogularly

scheduled overtime periods, in exchange for per
forming an equal amount of irregular or occasional
overtime work which is officially ordered or approved
(see sections 232.6-2. 232.6-3. and 232.6-4 for

other types of special compensatory time off). Since
the law authoriZes regular compensatory time off for
Irregular or occasional overtime work only, regular
compensatory time off may not be granted for regu
lar1y scheduled overtime work.

b. Eligibility
All employees of the foreign affairs agencies are

eligible for regular compensatory time off under sub
chapter 230 except:

(1) Commissioned Foreign Service officers;
(2) An employee whose actual rate of basic pay
equals or exceeds the maximum payable rate
for GS-1S (for example, chiefs of mission, am
bassadors, Executive Schedule officials):
(3) Members of the Senior Foreign Service:
(4) Members of the Senior Executive Service;
(5) Foreign Service National employees (see 3
FAM 935.2d);
(6) Experts or consultants:
(7) Federal Wage System employees;
(8) Consular agents: and
(9) Non-exempt FLSA employees (if the FLSA
overtime entitlement is greater than ,he title 5
entillement: see subsection Md Mbelow).

c. Regular Compensatory Time Off or Overtime

Pay
Whon eligible employees perform irregular or oc

casional overtime work that meets the title 5 defini
tion of work (for example. ordered and approved),
they are entitled to either overtime payor regular
compensatory time oft. See section 232.4-1 for
rules on when (1) employees whose basic pay is at
or below the maximum rote for GS-10 may choose
either overtime pay or regular compensatory time
oft; (2) employees whose basic pay exceeds the
maximum rate of GS-t 0 are required to take regular
compensatory time ott Instead of overtime pay. and:
(3) employoos who perform regularly scheduled
ovortime must be paid overtime and may not be
granted regUlar compensatory time otf.

d. FlSA
If for 8 nonexempt employee the FLSA overtime

entitlement is greater than the title 5 ?vertime enti

tlement. compensatory time ott may not be substi

tuted for overtime pay (see FPM Letter 551-6 of
June 12, 1975).
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e. MaxImum UmitatJon
Because of the maximum limitation on premium

pay imposed by 5 U.S.C. 5547 (that is, the GS-15,
limitation), regular compensatory time off cannot be
granted for eny overtime worked which. if paid,
would cause en employee's aggregate rate 01 basic
pay for any biweeldy pay period to exceed the bi
weekly maximum payable basic rate of pay for
GS-15. (See section 231.5-1.)

f. Requlrementa for Use
An employee who is eligible to receive regular

compensatory time off and who requests to perform
overtime WQI1( in mchange for regular compensatory
time oH, may not later demand overtime pay Instead
of regular compensatory time off (58 CG 1). (See
section 232.6-1h for time limit and liquidation rules.)

g. Scheduling
Tme periods granted as compensatory time off

are those requested by the employee and approved
by the employee's supervisor. Employees must re
quest compensatory time off by submitting Form
SF-71 , ApprlC8tion for Leave. SupeMsors must en
sure that, to the extent possible, an compensatory
time off requested by employees is granted and
taken within the l6-week~ described in section
232.6-11 or liquidated as prescribed below.

h. TIme Umit and Uquldatlon Rules
Regular compensatory time off must be used

within 16 weeks from the end of the pay period during
which it is earned, or liquidated as follows:

(1) For employees exempt from FLSA:
(a) Regular compensatOfY time off remaining to

the credit of 8n employee 8t the end of the l6-week
period. or at the time of resignation or transfer to
another agency during the 16-week period. shall be
forfeited if the employee has not requested the timo .
off prior to such date by submitting Form SF 71. Ap
plication for Le8ve; or

(b) Regular compensatory time oft rem8ining to
the credit of 8n employee at the end of the 16 week
period. or at the time of resignation or transfor to
another agency within such period, shall be liqui
dated by payment at overtime rates determined un
der section 232.4-2. if (i) the employee originally
requested and was authorized compensatory time
off under section 232.4-1, through the use of a
Form SF-71 , Application for Leave; or (ii) the Form
Sf-71 requesting regular compensatOfY time off had
been disapproved by the employee's supervisor,
and the supetVisor had not subsequently schedulod
the time off. If it is necessary to disapprove a Form
SF-71 , a copy showing tho disapproval shall be pro-

vided the timekeeper to support a payrnElnt for the
overtime If the compensatory time off Is not subse
quentty rescheduled or used during the remainder of
the 16 week period.

(2) For employees not 8lC8I1'1Pt from FlLSA:Com
pensatory time off for which they had any entitle
ment to pay under FlSA may not be forfeited. If for
eny reason such compensatory time off bs not used
within the 16-week period, It shaI be Dquidated by
payment at title 5 rates (see section 232.4-2).

I. Transf.....
The liquidation of regular compensatory time off

at the time of transfer is subject to thEt following
rules:

(1) Unless an exception is granted under para
graph 2 below. accumulated regular compensa
tory time off must be used or be liquidated ba
fore the effective date of an employee'ls transfer
to another post, to the United States, or domes
tically to another organization within an employ
ee's agency, or it win be forfeited. llnless an
exception is granted, regular compensatory time
off requested by the employee but f'IO'l granted
before an employee's transfer must b4:t paid;
(2) When an employee transfers from one post
to another, or to or within the United States, ac
cumulated credit for regular compensa.tory time
off is usually liquidated but may be tran:sferred in
exceptional circumstances if specifically author
ized by the personnel office of the agency head
quarters (the organization Qaining the 4itmployee
for State, with review at the request 0·1 the em
ployee by PER/PPM; M/PM/OS for AID, M/PF or
B/PF in USIA). The authorization requost must
set forth tho pertinent circumstances and must
be accompanied by a certification by the author
Izing official at the post of the hours of overtime
worked, on a pay poriod basis. A copy of this
certification must be attached to the individual
leave card. For AID, a copy of the cElrtification
should be forwarded to the new post of assign
ment.

J. Use While on Home Leave
If an employee has credit for unused regular com

pensatory time off under this paragraph ,at the time
of deParture from the post on home lealve orders,
such compansatory time off may be granted in lieu
of annual loave if specifically authorized lOy the per
sonnel office of tho agoncy headquarters .. Approvals
are granted by PER/FCA for State; M/PM/OS for AID;
M/PF or B/PF for USIA; and by FCS/OPA lor Com·
morce. As a gonorol rulo, the period of combinud

("j'., '.,">'
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leave and compensatory time off will not exceed the
amount cited In 3 FAM 454.

232.6-2 Special Compensatory Time Off
at Isolated Posts and Certain
Other Designated Posts In
Foreign Areas

a. Definition
• Special compensatory time off at Isolated posts

and certain other designated posts In foreign areas·
means time off from work during the employee's ba
sic workweek, Including a regularly scheduled over
time period, for an equal amount of regularly sched
uled overtime work et specified foreign posts. (See
section 232.6-1 concerning the regular type of com
pensatory time off for performance of Irregular or
occasional overtime.)

b. Authority and Background
5 U.S.C. 5926 permits U.S. Government employ

ees who are U.S. citizens to be granted. at their re
Quest. special compen:53tory time off insteod of
overtime pay for regularly scheduled overtimo work
in certain limited situations abroad. Chopter BOO.
Standardized Regulations (Government Civilians,
Foreign Areas) implements this provision.

c. Eligibility
Any Individual employed In the civilian service of

the foreign affairs agencies who is a citizon of the
United Status; officially stationed in 0 foreign aroo on
a full-timo. port-time. or temporary duty status; and
receiving basic compensation. including FSN/AFM
employees and USIA resident secretaries, is eligible
for special compensatory time off at isolated posts
and certain other posts In foreign areas.

Thus, ambassadors, Senior Foreign Survice
members, Foreign Servico officers and others who
are exempt from title 5 premium pay, including rogu
lar componsatory time off. may recoive special
compensatory timo off under this pUfllgroph.

d. Special Compllnsatory Time Off at Isolutod
Posts

Employees serving at designated isolated posts
are allowed special compensatory time off as fol
lows:

(1) Benefit: On request of an employee serving at
an isolatad post who performs functions required to
be maintained on a substantially continuous basis (at
least 16 hours a day, 7 days a week). an authorizing
official may grant the employee special compensa
tory timo off for an eQuol amount of time spont in
rogularly schoduled overtime work.

(2) Purpose: This benefit permits employees as
signed to Isolated posts an opportunity to use accu
mulated special compensatory time off to travel to
places which offer relief from the harsh conditions of
the assignment.

(3) Designation of Isolated Post:
(a) To qualify as an -isolated post- for this pur
pose, a post must be a remote and desolate
erea and operate as a self-contained commu
nity, where access to altematlve sources of so
cial contect Is limited by physical barriers of dis
tance andlor restrictions of the post, and where
some or all functions are required to be main
tained on a substantially continuous basis-at
least 16 hours per day, 7 days a week.
(b) The chief of the diplomatic mission, or head
of a special purpose mission or oHice. in consul
tation with representatives of other foreign af
fairs agencies at the post, may recommend to
the State Bureau of Pers9nnel (~lIDGP), through
the appropriate State regional bureau, that the
post be designated as an isolated post. The Bu
reau sends its recommendation, together with
the post's justification, through the Office of Po
sition and Pay Management (PER/PPM) to the
Deputy Assistant Secretary for Personnel
(DGP/PER) for decision. That official, after clear
ing with other foreig~ affairs agencies with em
ployees stationed at the post. and acting for
them, makes the decision to approve the desig
nation of an isolated post.
(4) Limitations:
(a) Special compensatory time off earned at an
isolated post shall be for use only while the em
ployee is assigned to the post where it is
earned. Any such compensatory time off not
used at the time the employee is reassigned to
another post shall be forfeited. The date of reas
signment to another post for this purpose shall
be the date of the employee's arrival at that
post.
(b) If an employee has unused special compen
satory time off credited at the time of departure
from post on home leave orders, such compen
satory time off may be approved for use during
home leave, if authorized by the personnel of
fice of the agency headQuarters. PER/FCA for
State; M/PF or B/PF for USIA,
(5) Payment for Regularly Scheduled Overtime:
Employees as defined in section 231.2 who are
eligible for overtime pay and who perform regu
larly scheduled overtime work under this para
graph may elect to recei\le compensation under
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the overtime rates prescribed In section 232.4-2
Instead of special compensatory time off. If they
so choose in writing during the pay period In
which such overtime is scheduled. The choice
for that pay period may not be later changed.

e. Special Compensatory Time Off at Certain
Other Designated Posta

(1) Benefit: On request of en employee serving at
a post in a Iocarrty that customanly observes irregu
lar hours of work, or where other special conditions
are present. an authorizjng official may grant the
employee speciaJ compensatory time off for an
equal amount of time spent In regular1y scheduled
overtime work for use during the pay period in which
it is earned.

(2) Purpose: This benefit applies at designated
posts in foreign areas where special local conditions
make it desirable to schedule the workweek on other
than the usual fIVe 8-hour days. Such scheduling will
permit closer conformity to local practices. It should
also Fprove morale by allowing the scheduling of
alternative~ks.where dictates of the Service
permit. in conformity with the wishes of employees.
The following example is included in the legislative
histOlY of this provision:

In countries where stores are open only a few
days each week and where one must go to a half
dozen or more speciality stores to obtain the week's
groceries, it may be desirable to allow employees
one afternoon off each week to do their shopping in
order to avoid the necessity to queue up in long lines
at numerous stores every Saturday morning. This
benefit permits the agencies to address such special
probkMns by scheduling alternative workweeks con
siating, for example. of four 9-hour days and one
4-hour day. or some similar schedule using com
pensatOlY time off in lieu of premium pay.

(3) Authority for Implementation: The principal of
ficial at each post abroad approves the scheduling
of workweeks involving the use of this provision.

(4) Umitations: The law (5 U.S.C. 5926) provides
that credit for special compensatory time off earned
undef this paragraph shall not be converted to over
*"- pey. This is because special compensatOlY
~ off tJOde( this paragraph only amounts to a re
ac:heduing of the 4O-hour basic wor1<week and over
~ pey • not warranted. In addition. special com
penMtOry time off eemed under this paragraph shall
be for UN criy wtlie the employee is assigned to
the poet where it is earned and must be used during
the pay period in which it is earned. Any such spEt

cial compensatory time off not usod at tho time tho

employee is reassigned to another post shall be for
feited.

f. Exemption From Mulmum Urnttatlon
There is no ceiling on the amount of special c0m

pensatory time off that may be aedited to an em
ployee under this paragraph (that i:!s, section
232.6-2) because the limitation on regular compen
satory time off stated in section 232.6-1d. based on
5 U.S.C. 5547, does not apply.

g. Scheduling
(1 ) Both management and employees have re

sponsibility for the planning and effective scheduling
of special compensatory time off to avoid its· loss at
the end of an assignment to an IsoIatedl post (see
section 232.6-2d) or at the end of the ~IYperiod in
which earned for assignment at certain l)ther posts
(see section 232.6-2e).

(2) An employee does not have the riight to take
special compensatory time off without regard to the
needs of the Service. but on the other hand. a su
pervisor may not arbitrarily deny such time off.

(3) Supervisors should plan work sctledules well
in advance to include employees' plans for use of
special compensatory time off with the scheduling
and use of other leave and absences from duty.

(4) Employees at an isolated post shclUld ask su
pervisors for special compensatory time ,C)ff as far In
advance as possible of it3 proPosed use as possible
to enable supervisors to minimize problems in grant
ing such time off and to aVoid its possib~e loss.

h. Tlme and Attendance Recorda
When employees earn special compensatory time

off at isolated posts or certain other posts under this
paragraph, the following rules shall apptv:

( 1) Timekeepers shall maintain a record of spe
cial compensatory time off earned and l:aken under
section 232.6-2. This record. however. \llfill be sepa
rate from the normal time and attendance rocording
and reporting process and will not be tr81nsmitted to
payroll offices. Administration of the two types of
special compensatory time off authorized under this
paragraph will be the responsibility of the post. Ap
proval and certification required of normal time and
attendance data are also required on these special
compensatory time off (worked and used) records.

(2) Actual hours worked. annual leave. sick
leave. and other absences now reported•.for which
regular eamings aro paid, will continUl1t to be re
ported to the payroll conters. Also. any premium
payor rogular compensatory time earned under the
othor premium componsation regulations in soction

. 230 will continulJ to bo roportod throuuh tho normal

,.•............:..'V
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time and attendance reporting procedures and pro
vided to payroll offices.

(3) The appropriate payroll office will provide-de
tailed Instructions to timekeepers at Isolated posts
regarding maintenance of records and reporting pro
cedures.

(4) For timekeepers at posts scheduling Irregular
wor1tweeks (see section 232.6-2e) the following ex
ample Is provided: If an employee works 9 hours on
Monday. Tuesday. Thursday. and Friday. and 4
hours on Wednesday. the post should report 8 hours
regular duty wor1ted on each day. Monday through
Friday. to the payroll office. with a total of 80 regular
duty hours for the pay period. The time and atton
dance report to the payroll center will not show any
special compensatory time hours. The special com
pensatory time record maintained at the post will
show the earning of I hour of compensatory time off
on 4 days and the use of 4 hours of compensatory
time on Wednesday.

(5) For full-time employoes. if the total time
worked is less than 80 hours In any pay period. the
difference shall be chargod to leave or componsa
tory time off (if available). as the caso may be. At
posts using Irregular workweeks under section
232.6-2e, if earned special compensatory time off
is not taken when echeduled under these rogula
tions. work performed during the schedulod time-off
period may be reported 88 overtime work for which
regular compensatory time off or overtime pay is
due if the employee qualifies for titlo 5 ovortlme un
der 3 FAM 232.1-3a; or with rospoct to Foreign
Service Officers such work may be roported as ovor
time work for which special componsatory time off
for FSO's is due under section 232.6-3.

I. Availability of Fund.
Funds do not have to be made available to cover

monetary compensation for overtime worked under
thCs paragraph unless eligible employees elect to re
ceive premium pay in lieu of special compensatory
time off under section 232.6-2d(5) or unless the
post does not grant the special compensatory time
off. (See section 232.6-2h(5).) .

232.6-3 Special Compensatory Time Off
for Foreign Service Officers

a. o.naral Policy
Special compensatory time off for Foreign Sorvico

officer. means time off from work during tho basic
workweek in exchange for porforming an equal
amount of overtime work or holiday work which is
officially ordored or approvod in writing on Form

JF-56 by an authorizing official. Special compensa
tory time off is recorded on an agency authorized
time and attendance report form. submitted to pay
roll and later used for time off from work at the re
quest of the officer and with the approval of the su
pervlsor. After 26 weeks following the pay period in
which the overtime was wor1ted. any unused special
compensatory time off is forfeited since the law
does not permit converting such compensatory time
off to salary.

b. Authority
Section 412 (c) of the Foreign Service Act of 1980

(22 U.S.C. 3972) provides authority for granting
compensatory time off to FSO's assigned in the
United States or abroad notwithstanding the provi
sions of 5 U.S.C. 5541 (2)(xiv) and (xv) which pro
hibit FSO's and members of the Senior Foreign
Service from receiving premium pay, including com- .
pensatory time off. under the authority of title 5 (as
described elsewhere for other employees in the pre
mium pay regulations of this subchapter).

c. Eligibility
FSO's who perform regular or irregular overtime

work that meets the definition of overtime work un
der title 5 as described in section 232.1-2a (that is·,
officially ordered and approved in writing by an
authorizing official) but who themselves are ineligible
for overtime payor regular compensatory time off
under title 5, or perform officially ordered or ap
proved work on an American holiday for which they
ore also ineligible for holiday premium pay under title
5. shall be approved to take an equal amount of
special compensatory time off, subject to the limita
tions of subparagraphs (d) and (e) below. However.
the following are not authorized special compensa
tory time off under this paragraph:

(1) Senior Foreign Service members are not eligi
ble for special compensatory time off;

(2) FSO·s. who are authorized the special allow
ance for regular overtime work in substantial excess
of normal hours under section 238 may not earn
special compensatory time off nor be granted spe
cial compensatory time off under this paragraph
while authorized to receive a special allowance,
even if the overtime hours worked are in excess of
those required to meet the minimum criteria for the
special allowance; or

(3) If it should occur that an FSO in the United
States (and certain of its territories) is entitled to
overtime pay under FLSA, that FSO shall be paid for
the overtime work performed and will thus not be
eligible for special compensatory time off. (Informa-
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tion on FlSA overtime is in section 232.1. Item 10

of Standard Form SO, NotifICation of Personnel Ac
tion, Indicates an employee's FlSA coverage

status.)

d. Umltations
(1) Special compensatory time off for Foo's

granted under this paragraph must be used within 26
weeI<s foUowing the pay period in which it is earned.
There are no exceptions to the 26--~ limitation.

(2) Special compensatory time off earned by
Foo's must be used or it sh8II be forfeited; such
compensatory time off shaD not be converted to S8J
ary.

(3) SpeciaJ compensatory time off for FSC's may
be earned only to the extent that if the work per
formed were compensable under title 5, the addi
tional overtime payment would not cause 80 0ffi
cer's aggregate rate of pay (that is, basic pay plus
overtime) for any 2-week pay period to exceed the
maximum payable rate of basic pay for GS-15.

(Stated another way, special compensatory time off
under this paragraph can not be granted for any
overtime work which, if compensable .in salary,

would cause an offteer's 8ggregate rate of pay to
exceed the maximum payable rate of basic pay for

GS-15.)
(4) Special compensatory time off for FSO's may

not be granted in exchange for overtime work for
which an officer has been credited with another type
of special compensatory time off such as at isolatod
posts or for religious observances. (See sections

232.6-2 and 232.6-4.)

•• Crediting and Scheduling Requirement.
Both management and Foo's have responsibility

fO( the planning and effective scheduling of special
compelleatory time off to avoid its forfeiture. An
FSO doee not have the right to take special compen
.-ory time off without regard to the needs of the
~, but on ~ other hand, 8 supervisor may
not erbitnlrlty deny such time off. SWCifically, For

eign~ offic«a and their supervisors have the

foIow6ng reeponsiblitiea:
(1) Cteclt for 8P8ciaI compensatory time off

eemed undlW thia peragraph must be documented

by Form ..IF-56 at the time the covored overtime

wort!. .. per1omled.
(2) The FSO must initiate the request to schedule

~ c:ompeI..tory time off based on available
Cf'8dIt by ~ing Form SF-71. Application for
l.eeYe. (FOf" USIA empk>yees assignod in the Unitod

~, ... MOA VI 520 for instructions on the sub
mtssioo of the SF-71 with tho Time and Attondanco

Report.) Requests to take time off should b9 made
as far as posSible in advance of Its prc>po:sed use to

enable supervisors to minimize problems iln granting

such time off and to avoid Its possible loss.
(3) Supervisors should plan WOf1( schEtdules well

In advance to include employees' plans for use of
special compensatory time off In conjunction with
the scheduflng and use of other leave anc:ll absences
from duty.

(4) The supervisor should approve the time off to

be granted or propose a time period off that Is mutu
ally acceptable to the FSO and the SUJ)EWnsor. Spe
cial compensatory time off must not be unreason
ably withheld and normally should be approved, if
requested, prior to the date of Its forfeiture. If a mu
tually acceptable time cannot be agreed upon. the
supervisor may direct when the special c::ompensa
tory time off must be taken. If time off cannot be
scheduled during the 26-week period due to work
requirements, such time off shaD be forl,aited.

f. Tlme and Attendanc:e Record.

Authorizing officials must order and 8pp(OVe regu
lar and irregular or occasional overtime wor1( and
any holiday work in writing using Form JF-56 at the
time the work is perfocmed in order for the overtime
or holiday work to qualify fOf" special compensatory
time off for FSO·s. The supefVisor is responsible for
complying with the limitations associated in the regu
lations with the granting of special compensatory
time off and shall assure that timekeepers report
spocial compensatory time off on the official time
and attendance card which is submitted to payroll.

(For State. timekeepers must rOCOfd the number of
overtime hours worked to the ·CT WK- (Compensa
tory Time Worked) column on the OS-1194. When
the special compensotory time is used. the time
keeper must record the numbor of hours usod to tho
·CT USED- (Compensatory time used) column of
the OS-1194.) After 13 pay periods (26 weoks), tho
special compensatory time off will automatically bo

dropped from the payroll records. nmeke,epors shall
not request and supervisors shall not approve the
conversion of special compensatory time, off to sal

ary in order to provent forfeiture after the 26-woek

period.

g. Transfers

Special componsatory timo off for FSO's that is

still availablo for uso bocauso tho 26-wook limit has

not oxpirod trunsfors automatically with tho Foo to
tho noxt post or assignment through tho payroll sys

tom in the sume mannor as annual and sick loavo. If
nn urnployo{l has crodit for unusod spocial cornp41n

u·····
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satory time off under this paragraph at the time of
departure from the post on home loave orders, such
compensatory time off may be granted in addition to
home leave to extend the employoe's stay In the
United States if specifically authorized by the per
sonnel office of the agency headquarters, and ap
proved by the supervisor if the employee is returning
to the same post. Approvals are granted by
PER/FCA for State; M/PM/OS for AID; M/PF or B/PF
tor USIA; and FCS/OPA for Commerce. As a general
rule, the period of continued leave and special com
pensatory time off will not exceed the amount cited
in 3 FAM 454.

232.6-4 Special Compensatory Time Off
for Religious Observances

I. Definition

Special Compensatory timo off for roliglous obser
vances is time off from work during the omployee's
basic workweek (which Includes rogularly schedulod
overtime) for religioUS reasons In exchange for per
forming an equal amount of irregular or occasional
overtime work.

b. Authority
The legal authority for this provision Is 5 U.S.C.

5550a 8S implemented by OPM regulations In 5 CFR
550.1001-1002.

c. Eligibility
All employees covered by thi3 subchapter (see

soction 231.2) and all other employoos of the for
eign altairs agencies excopt Foroign Service Na
tional employoes and consular ooont3 oro eligible for
spocial compensatory time ort for roligious obsor
vances.

d. Scheduling Requirement
The schedulino ot special compensatory timo ott

lor religIOUS observancos is subject to the tollowing
schedulinO requirements:

(1) To the ex,ent that changos in work schedules
necessary to accommodato employeos do nol inter
fere with the efficiont accomplishment at Service re
quirements. the supervisor shall in euch instance
give the employee the opportunity to work compen
~tory overtime and in each instanco shall grant
special compenslltory time off to an omployee re
questing such timo oft for roligious observancos
whon the omployoo's porsonal roliOious boliefs ro
quire that tho employoo abstain tram work during

certain poriods of tho workduy or workwonk. If no
productive ovortimo is available to be workod ot tho

timo on employoe muy initially roquost. altornative

times should be arranged for the performance of the
compensatory overtime work.

(2) With the approval of the supervisor, employ

ees may work compensatory overtime before or af
ter actually taking the special compensatory time

off.
(3) If it is necessary to disapprove an employee's

request for special compensatory time off for relig
ious observances, that decision shall be made in
writing by an authorizing official stating the reasons
for the refusal.

(4) Employees should request special compen
satory time oU for relioious observances from their
supervisors more than 1 week in advance to permit
$Choduling the compensatory overtime work, when.

over possible, during the same pay period as the
timo oft is taken.

e. Limitations
Special compensatory time oft for religious obser

vances is subject to the following limitations:
(1) Special compensatory overtime work per

formed under this paragraph may not be converted
to overtime pay or any other type of compensatory
time oft;

(2) Special compensatory overtime work should
be completed, if possible, during the same adminis
trative workweek. and in any event, within a reason
ablo poriod before or after the time off is taken; and

(3) The limitation on the amount of regular com
pensatory time off thai may be earned under section
232.6-1d or on the amount of special compensatory
time off tor FSO's in section 232.6-3 does not apply
to special compensatory time off for religious obser
vances.

f. Time and Attendance Recorda
Timekeepers shall maintain a record ot special

compensatory time off for religious observances
earned and used. This record. however. will be kept
soparate from the normal time and attendance re
cording and reporting process and will not be trans
mitted to payroll offices. For AID. refer to Handbook
27. Appendix 27-8.

232.7 Recording Overtime

232.7-1 Forms
Form JF-56. Authorization and Compensation tor

Irrogular or Occasional Overtime. is used by State
worldwide and by USIA abroad to record the authori
zation and liquidation of irrogular or occasional over

time. USIA uses Form lA-101 in the United Stares
and AID usos Form AID 430-3 worldwido tor this pur
poso.
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233 HOLIDAY PAY

232.7-4 Other References
See section 231 .4-2 for references to other in

structions.

233.1 Authority
Holiday premium pay is authorized by 5 U.S.C

5546. Governing regulations are in 5 CFR
550.131-132 and 5 CFR Part 610, Subpart B.

232.7-2 ResponsIbility of Supervisors
Supervisors are responsible for maintaining re

cords of overtime and special compensatory time
off and for reporting on liquidation of compensatory
time off on Form JF-56.

Special Eligibility Rules

233.4 Payment Rules and
Limitations

233.4-1 Eight-Hour Umit
An employee may not be paid holiday premium

pay for more than 8 hours even if the employee's
basic work day is longer than 8 hours.

233.4-2 MaxImum limitation di:~

In determining the amount of holiday premium '"
pay. all employees ar~ subject to th,e GS-15 maxi-
mum premium pay limitation in sectkm 231.5-1.

233.3-1 Experts and Consultants
Experts and consultants are generally not entitled

to holiday premium pay (see section :231.5-3).

233.3-2 Arst 4O-Hour EmployE!eS
The holiday for a full-time emploYeE~whose basic

workweek Is the first 40 hours of duty performed on
6 out of 7 days of the admlnistrativEI workweek is
determined as follows: ~i ••

a. If a holiday occurs on Sunday, the authoriZing""
official shall designate In advance either the Sunday
or Monday as the employee's holiday.

b. If a holiday occurs on Saturday. the authorizing
official shall designate in advance the Saturday or
the preceding Friday as the emplOYeEf s holiday.

c. If a holiday occurs on any other day of the
week. that day shall be the emp/oyeEI's holiday.

Such an employee's basic workweek 4O-hour tour
of duty shall be deemed to include El hours on the
designated holiday and pay entitlemElnt is then de- .

termlned under section 233.2 (s.ee FPM Supplement U
990-2. Book 6/0. Chapter S2. and E:I(8Cutive Order
11582 of February 11.1971).

233.3

hours of the tour that fall on the holiday «("..amp.
Gen. 8-194035, June 18, 1979).

Pay Entitlement233.2

233.2-1 Absence on Holiday
Employees to whom this subchapter applies (see

section 231.2) who have a scheduled tour of duty
but who are excused from duty because of a holiday
falling within their basic workweek are entitled to ba
sic compensation for basic work hours off provided
they are in a pay status immediately preceding or
following the holiday. Employees may be excused
during their entire tour of duty that falls within any
24-hour period. whether falling entirely within the
calendar day of the hOliday or not. (Distinguish this
from the rule in section 233.2-2 for shift work on
holidays.)

232.7-3 Responsibility of Employees
Each employee is responsible for maintaining an

individual record of the overtime work the employee
performs during each pay period and submitting It to
the employee's supervisor for certification and
transmittal to the administrative officer.

233.2-2 Work on Holiday
An employee eligible for premium pay (see sec

tion 231-2) who performs work authorized under
section 231.4 on an American holiday or day desig
nated to be observed as a holiday under 3 FAM 414
(Holidays) is entitled to (a) pay at the employee's
basic rate of pay plus (b) additional holiday premium
pay at a rate equal to the rate of basic pay for work
during basic work hours that fall on the holiday. If an
employee's daily tour of duty (shift) spans the hour
of midnight on a holiday, the employee is only enti
tled to holiday premium pay for work during tho

233.4-3 Overtime Work on Holiday
Work performed outside of basic workweek hours

on a holiday is overtime work and is paid under sec
tion 232.

233.4-4 Two-Hour Minimum
An oligible omployee who perform~~ any work on a

holiday is entitled to pay for 8t 108s't 2 hours even :if ,a.
though the actual duty poriod is shorter. If call-back ..,
duty on a holiday overlaps the beginning or ending of
basic work hours. tho omployoo shflll bo pnid a mini-
mum of 2 hours ovortimo pay undor soctlon
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232.5-5, and holiday premium pay for work thai falls
during basic work hours on the holiday (37 CG 1).

233.4-5 Travel
Eligible employees who are In an official travel

status on a holiday during basic workweek hours are
entitled to holiday premium pay while traveling and
for usual waiting time provided the travel (a) In
volves the performance of work while traveling, (b)
Immediately precedes or follows travel that Involves
th~ performance of work while traveling, (c) Is car
ried out under arduous conditions, or (d) results
from .an event which could not be scheduled or con
trolled administratively, and provided the travel and
related work are approved under section 231.4-1.
See sections 231.5-2c and 231.5-2d for elaboration
of these rules (50 CG 519).

233.4-6 Relationship to Overtime, Night,
and Sunday Pay

Holiday premium pay is in addition to overtime,
night. and Sunday premium pay. Overtime. night.
and Sunday pay shall not be Included in the rate of
basic pay in calculating premium pay for holiday
duty, except in the case of Federal Wage Systom
employees. For tho latter, soe 3 FAM 1243.

233.4-7 Local Holidays
American personnel are not entitled to holiday

premium pay for work performed on local holidays.

233.5 Compensatory Time Off
FSO's are eligible for special compensatory time

off under section 232.6-3 for holiday work author
ized undor the procedures outlined In soction
231.4-1. No othor type of compensatory limo off
may bo grllntod to any employoe for holiday work.

234 NIGHT-PAY DIFFERENTIAL

p.m. and 6 a.m. Nightwork includes any nightwork
performed by an employee as part of a regularly
scheduled administrative workweek. It is the em
ployee who must be scheduled to perform the
nlghtwork and the nightwork must be scheduled In
advance of the administrative workweek 8S part of
the employee's regularty scheduled administrative
workweek to be considered ·regularly· scheduled.

b. Authorizing officials may specify by written or~

der a time aher 6 p.m. and a time before 6 a.m. as
the beginning and ending, respectively, of nightwork
at a post abroad where the- customary hours of busi
ness extend Into the hours between 6 p.m. and 6
a.m. Times designated shall correspond reasonably
with the customary hours of business in the locality.

c. An employee is entitled to a night pay differen
tial when temporarily assigned during the administra
tive work~eek to a new daily tour of duty that in
cludes nightwork. This temporary change in a daily
tour of duty within the employee's regularly sched
uled administrative workweek is distinguished from a
period of irregular or occasional overtime work in
addition to the employee's regUlarly scheduled basic
workweek (see 5 CFR 550.122).

d. For a change in tour of duty. OPM regulations
(5 CFR 610.121 (b» require that the head of the
agency. as delegated. notify an employee of a
change in tour of duty and annotate the employee's
time card or document the change on other internal
agency forms for recording worK. The change of an
omployee's regularly scheduled admini~trativework
weok to meet a different work requirement in an en

suing workweek need not be documented on an
SF-50. Notification of Personnel Action (unless the
employoe's work schedule is changed from
part-time to full-time. or vice versa, or the total
number of hours that a part-time employee will work
is changing). (See FPM Bulletin 61-37. of February
17, 1983. for further information.)

234.1 Definition and Authority
Night-pay differential is premium pay for night

work al the rate of 10 percent of the employee's
basic rate of pay. It is authorized by 5 U.S.C.
5645(a) and (b). Governing regulations are in 5 CFR
550.121-122.

234.2 Hours Constituting NIght
Work

234.3 Eligibility
All employees of the foreign affairs agencies eligi

ble for premium pay under section 231 .2 are entitled
to nighl-pay differenlial when assigned to a tour of

duty that includes hours constituting night work as

described above.

a. Nightwork is regularly schoduled work per
formed by on omployoe betweon Iho hours of 6
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234.4-1 UmltaUon
Payment of nlght-pay differential Is subject to the

GS-15 maximum premium pay limitation in section
231.5-1.

234.4-2 Absence on Holidays or In
Travel Status

Payment of nlght-pay differential Is authorized
during periods when the employee Is excused from
night wor1< on a holiday or another nonworkdav, and
for an night hours of the employee's regularty
scheduled administrative workweek while In official
travel status, whether performing actual duty or not.

234.4--4 Relation to Overtime, Holiday,
and Sunday Pay

An eligible employee whose hours of duty include
night work shall receive night-pay differential in addi
tion to any overtime. holiday, or Sunday premium
~ to wnich the employee may be entitled. The
night-pay differential shall not be included In the rate
01 buic pay in computing any overtime, Sunday, or
holiday premium pay to which an employee may be
entitJed. except in the case of Federal Wage System
employees (see 3 FAM 1243).

234.4-3 Absence on Leave or
Compensatory Tlme Off

Payment of night-pay differential is not authorized
during periods when an employee Is on leave, ex
cept that an employee may be paid a night-pay dif
ferential for periods of paid leave during any pay pe
riod In which the employee's total paid leave, Includ
ing both night and day hours, is less than 8 hours.
However, when an employee's hours of duty permit
payment of night-pay differential 83 part of the regu
larty scheduled administrative workweek, the em
ployee is entitled to night-pay differential during pe
riods that the employee is on military leave, court
leave, or funeral leave as described in section
231 .5-21. Night-pay differential is not authorized
during periods an employee is absent on any type of
compensatory time off.

Ii·.· ....!l..".....~
V

{ - 'l.'.l~..

Maximum Limitation
Sunday premium pay is subject to the GS-15

maximum promium pay limitation in section
231.5-1).

235.4 Absence

235.3

235.4-1 Absence on Annual or Sick
Leave, Holiday, Nonworkday, or
Compensatory TIme Off

Sunday premium pay is not payable for any por
tion of the day that an employee is on annual or sick
leave. taking compensatory time off. or is excused
on a holiday or other nonworkday. E)(amples: An
employee has an 8-hour day which begins at 8 p.m.
on Sunday and ends at 5 a.m. on Monday with 1
hour off at 2 a.m. tor omina.

a. If on leave tor the ontire day. tho omployee is
not entitled to promium pay tor Sunday sinco no
work was portormttd on Sunday.

235.2 Pay Entitlement
Any full-time employee eligible for premium pay

under section 231.2 whose basic workweerk includes
any worktirne on Sunday Is entitled to pay .at the em
ployee's rate of basic pay plus premium pay at a
rate equal to 25 percent of the rate of ba~sic pay for
each hour of Sunday work whictl is nett overtime
work and which is not in excess of 8 hours for each
regularty scheduled tour of duty which begins Of

ends on Sunday. Examples: (1) an employee whose
basic 40-h0ur wor1<week includes work b4:!tween the
hours of 8 a.m. and 1 p.m. on Sundey is entitled to
5 hours of Sunday premium pay; (2) en employee
whose basic 40-hour woncweek includes WQ(1( from
11 p.m. Sunday to 8 8.m. Monday, with 1 hour for
eating at 3 a.m., is entitled to B hours of Sunday
premium pay; and (3) when an emploYI~ has two
separate tours of duty on Sunday (such l1S a tour of
duty that begins on Saturday and ends on Sunday
and another tour of duty that begins on Sunday and
ends on Monday). the employee is entrtled to pra
mlum pay for Sunday wOf1( not to exceed 8 hours fO(
each tour of duty. (Comp. Gen. B-189040. July 7.
1978.)

235.1 Authority
Sunday premium pay is authorized by 5 U.S.C.

5546. Governing regulations published by (lPM are In
5 CFR 550.171.

235 SUNDAY PAYComputation of Night-Pay
Differential

234.4
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Standby Duty

b. Definitions
(1) ·Regularly scheduled standby duty· means a

requirement for standby duty on a fixed schedule
over a 3-month cycle.

(2) ·Standby pay· means premium pay on an
annual basis for regularly s<.-heduled standby duty.

(3) • Standby status· means a state of readiness
to immediately answer a call to work. during which
the member is free to eat. sleep, listen to the radio,
or engage in similar pursuits. The member's where

abouts are narrowly limited and activities are sub
stantially restricted. The member is not free to leave
the designated duiy station except in an emergency.

(4) • Regularly scheduled weekly tour· means the
basic non-overtime workday not exceeding 8 hours

which are scheduled for 5 days during the adminis
trative workweek.

8. Authority

Premium pay is authorized for standby duty under
5 U.S.C. 5545.

c. Eligibility

Full-time U.S. citizen members of the Service In
Slato, AID. USIA. and Commerce. assigned abroad
are eligible for standby pay under this subchapter
230 subjoct to premIum pay regulations in section
231.2. FSO's, FSO career candidates, and medical
officers eligible for the speCial physiCIans allowance
under 5 U.S.C. 5948 are not eligible for standby
pay.

d. Approval
(1) Criteria:

The administrative officer or other designatf:d
authorizing ofhcer at post must ;:ertify:

(a) That there is a current pest need to place a
membor in standby status;

(b) That there is an expectation the need will
continue for at least 3 months: and

236.2

236.1 Authority

The authority for payment of premium pay on an
annual basis for standby duty or for administratively
uncontrollable overtime is 5 U.S.C 5545(c). Govern
Ing regulations issued by OPM are in· 5 CFR
550.141-164.

236 PREMIUM PAY ON AN
ANNUAL BASIS

Special Eligibility235.5

235.6

235.5-2 Nonstandard Tours
Sunday premium pay is not payablo for more than

8 hours of anyone tour of duty. A full-time em
ployee with a tour of duty of less thim 8 hours of
basic work hours. any part of which falls on Sunday.
is entitled to Sunday premium pay for the hours of
that tour (Comp. Gon. 8-159950. October 19.
1966) .

235.5-1 First 40-Hour Employees
An employee whose basic workweek consists of

the first 40 hours of work on 6 of 7 days of the ad
ministrative workweek. who works on Sunday as one
of the 6 days, is entitled to Sunday premium pay for
up to 8 hours of such work which is not overtime
work (57 CG 43).

Relation to Overtime, Night,
and Holiday Pay

Premium pay for Sunday work is in addition to pre
mium pay for holiday, overtime, or night work and is

not included in the rate of basic pay used to calcu

late the pay for holiday, overtime, or night work.

235.4-2 AbSence on Court, Mflltary, or
Funeral leave

When on employee's hours of duty pern.:t pay
ment of Sunday premium pay on a regular basis, the
employee is entitled to Sunday pay while excused on
military, court. or funeral leave as described in sec
tion 231.5-2g (Comp. Gon. 8-160622. January 13.
1967) .

b. If the employee is on leave from 8 p.m. to mid
night Sunday and works from midnight Sunday to 5
8.m. Monday (the remainder of tour), the employee
Is not entitled to premium pay for Sunday work
since no work was performed on Sunday.

c. If the employee Is on leave from 8 p.m. to 11
p.m. and works from 11 p.m. to 5 a.m. with an hour
off at 2 a.m. (the remainder of the tour), the em
ployee Is entitled to SundRy premium pay for 5
hours, since work was performed on Sunday.
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(e) That the post's requirements caIVlOt be met
by placing the member In on-caI status under
section 237.
(2) ProcedJwe:
(a) The administrative offK::ef' or other desig

nated authorizing officer at post who wishes to

establish regularly scheduled standby duty must
request approval from:

(I) State: The executive director of the appro
priate regional bureau:
(ii) AI): The Assistant Adminisb stor for the
appropriate regional bureau:
(Mi) USIA: The Director, OffICe of Personnel
(MGT/P): or

(iv) Commerce: The Director. Office of Per
sonnel Administration. FCS.

(b) The request for approval must contain:
(i) The name and position of the member:
(ii) A detailed justifICation for the standby re

quirement. e>epIaining why circumstances at

the post meet the criteria in section
236.2-d(1) .
(iii) The member's regular duty hours, Indod
log regularty scheduled overtime and Sunday

work. if any;
(iv) Tho momber's regularty schoduled weekly

standby duty schedule:
(v) The anticipated total number of hours of
scheduled standby duty during the period that

will not be served bocause of leave or other

absoncos. and, in requests for reappf"OvBl,

the actuol number of such hours in the previ
ous 6--month period;
(vi) The percentoge of premium pay sought;

and
(vii) The nome of the outhorizing officer ot
post.

(c) A ~r's premium pay on on annuol ba
_ beQtna on the date thut member begins duty

for~ pay purposes, ond ends on the date

\he m.mllO( ct)a~ to be paid basic pay in thot

poMiofl.
(d) The appfo"Jing official in parograph (1) obove

mekee the decision and notifies the post by tele

gram. Such approval shall be valid for up to 6

months.

•. ~nt.
To ....bllsh roguhuly schedulod standby duty, the

loIowtoQ ruquiromollts must bo mot:

(1) A mombor must be officially ordered to re

I1\lSin within tho conllnes of the momber's duty sta-

tiara in a standby status. The duty station may be
designated as:

(a) The member's regular or temporary duty

station:
(b) Quarter'S prov;ded by the agency: or
(e) The member's living quarter'S.

The member cannot IeaYe the designated duty
station and arrange to be cont8Cted by telephone,

radio, or beeper system during the standby duty,

sccept In emergency:
(2) The hours of standby duty must bt:t stated in

writing:
(3) The requirement for standby duty must be

associated with the regularly assigned duties of the

membor's jobs. This includes seeremrios who as
part of their work requirements perform standby

duty as back-up communicator: and
(4) The member must have a basic workweek

requiring fuD-time performance of actual work and

be required. in addition. to perform standby duty on

certain nights or on certain days not included in the

member's b8sic WOf1tweek.

f. Hours of Duty and Rat.. of Pay
(1) Duty Schedule

A member may receive premium pay on an on
nual basis at one of the foUowing percentlltges of that
part of the member's rate of basic pay. lhe total of

such pay received may not. however, 1:tXCeed the

minimum rate of basic pay for GS-10 if:
(0) The member is ossigned to a position in

which the member has 0 bosic workweek requir
ing full-time performance of octual work, and is

required, odditionally. to remain in stondby
stotus on regular workdays or extending into 0

non-wOf1<.doy in continuation of 0 period of duty
within the basic workweek for on overoQO over
the entire period, toking anticipated leave and all

other obsences into account, of:
(i) 14 to 18 hours per week: 15 percent;

(ii) 19 to 27 hours per week: 20 percent; or

(iii) 26 or more hours per week: 2S percent.

(b) The member is assigned to a position in

which the member has a basic workwelOk requir

ing full-time performance of actuol work, and is

required, additionally, to remain in standby

stotus on one or more of the membelr's regular

weekly non-workdays for on averagE' over the

entire period, taking anticipated leave ond all

other absences into account, of:

(i) 7 to 9 hours per week: 15 percent;

(il) 10 to 13 hours per week: 20 percent; or

Q'.. "','1,'
1-",: ,..';

'<",; ,.'~

~"""" .'~..'.V
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g. Relationship to Other Type. of Premium Pay
A member receiving additional pay on an annual

basis as described herein for regularly scheduled
standby duty may not be paid any other premium
payor compensatory time oH for night, Sunday,
holiday, or regularly scheduled overtime under this
soetion during pay periods the member receives
standby pay. However, the member may be paid
additional premium pay for Irregular or unscheduled
overtime duty in excess of the member's regularly
scheduled weekly tour, including, hut not limited to
call-back duty, which occurs outside the standby
duty hours.

h. Umltatlon.
(1) Two members with the same specialization at

" post will not be scheduled for standby duty simul
tanoously to perform tho same function except in ex
traordinary circumstances.

(2) Standby duty premium pay may be paid o~ly

if that premium pay. over a period appropriate to
reflect the full cycle of the member's duties and the
full range of conditions in the member's position,

would be:
(a) More than the premium pay which would
otherwise be payablo for the hours of actual
work customarily required in the position, ex
cluding standby time during which the member
porforms no work; and
(b) Loss than the promium pay which would
othorwise be payablo fOf the hours of duty re
quired in the position. including standby duty

of scheduled duty. The number of scheduled
standby duty hours that it is estimated will not be
performed due to leave or other absence during any
3-month period shaH not be less than the actual
number of such hours during the previous 3-month
period. The post shall immediately notify the appro
priate payroll office of any change in the standby pay
rate In order to avoid over-payment or under-pay
ment to the member. Posts shall obtain approval
from the appropriate executive director's office un
der section 236.2d to continue standby pay for each
6-month penod.

(5) TOY Assignment
" the post has established 8 standby duty posi

tion, and the incumbent of that position leaves post
and Is replaced temporarily by a member sent on
tomporary detail duty (TOY) to the post to fill the
position, the member in TOY status may receive the
same standby duty pay as the normal incumbent if
that member works the same standby duty hours as
were established for the regular incumbent.

AID HANDBOOK 26, A

(iii) 14 or moro hours per wook: 25 porcont.
(c) The membor Is assigned to a position In
which the momber hos a basic workweok requir
Ing full-time performance of actual wor1<, and is
required, additionally, to remain In standby
status 00 a combination of regular wor1<d8ys or
regular non-workdays each week, a number of
hours which considered together qualify for one
of the annual premium pay percentages de
scribed In paragraph 1 above. In making this
calculation, 1 hour of standby duty worked on 8

regular non-workday Is equivalent to 2 hours of
standby duty worked on a regular wor1<day un
less the hours worked on the non-wor1<day fall
within paragraph (a).
(2) Adjustment for Sunday Work
When a member recoivos one of the rates author

ized in section 236.2f(1)(a) or (b), the rate shall be
increased by adding:

(a) Two and ono-half porcent of tho rato whon
the member is roquirod to perform Sunday work
on an average of 20 to 40 Sundays over a
1-year period; or
(b) Five percont to tho rate when tho member is
required to perform Sunday work on an avorage
of 41 or more Sundays ovor a year's period.
However, tho mnximum rate, Including any in
crease adjustmont for Sunday work, Is 25 per
cent.
(3) Approval of Alternate Duty Schedule
Other schedules may be establlshod which require

more or less than 40 hours per week of regular work
coupled with additional hours 01 standby duty. Such
schedulos may not be established without prior ap
proval from the Director General of the Foroign Serv
ice (M/DGP) for State: tho Director, Offico of Per
sonnol (M/PM). for AID: or the Dirf'Ctor, Offico of
Foreign Sorvice Personnel for Commerce. Those of
liCOfS will consult and obtain prior approval from tho
Office of Personnol Management for any altornate
.chedule.

(4) Rec.lculatlon
At the end of each J-month period during which a

member has roceived standby duty pay, or whon
ever the roquiroment for standby duty changos,
whichovor occurs first, the administrative officor at
tho post shull recalculato the requiremonts for
standby duty to determine whother standby pay
ahouId be continuod and, if so, at what rato. Tho
r8to of standby pay is based on tho avorago numbor
of hours of standby duty performod per wook during
tho entire poriod, tilking into account anticipated
leave and other absoncus that prevent performanco
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time during which the member performs no
wor1t.
(3) The principle behind paragraph (1) above is

that the member must not earn less by performing

standby duty within the designated standby duty
timeframe than the member would earn through pre
mium pay (that is, Sunday, night, hoI"lday, overtime)
when actuaUy WOf1cing during any hotn within the
same tlmeframe. The principle behind paragraph (2)
above is the standby duty pay on a percentege basis
must be less than other forms of hourty premium
pay (that is, night. Sunday, overtime, holiday) would
be if other forms of premium pay were paid for aI
the hours when the member is assigned to standby
duty.

For example: A member at an annual salary rate
of $13,721 is placed on standby duty an average of
30 hours par week on regularty scheduled workdays.
This schedule qualiflBS for the 25 percent rate.
Twenty-five percent of $13,721 is $3,430. 1hef'e
was no irregular overtime WOf1( outside the standby

duty period. Overtime wor1t during the standby duty
period averages 5 hours per week.

The overtime rate is approximately $9.90 par
hour. Two questions have to be answered In the af
firmative (prospectively) before standby duty pay
applies:

(a) Is $3,430 more than the annuallzation of 5
hours of overtime per week (5 x $9.90 x 52
weeks - $2,574)1 Answer: yes.
(b) Is $3,430 loss than the annualization of 30
hours standby duty per weak (30 x $9.90 x 52
weeks - $15,444)1 Answer: yes.
Thus, both ossential conditions above are met

and standby premium pay may be applied to the up
coming period of service. The member will make
S868 ($3,430 minus $2,574) more per year under
the 8tandby formula approach than if receiving pay
for 5 hour. overtime per weak. The example illus
trat.. that the premium pay formula is determined

and epp6ied prospectively. If, during the period of

OOi~tedservice under that arrangement, it be

comee dear that standby pay will no longer give the
member greater income than the regular approach,

the post must terminate standby duty, allowing the

member to receive regular premium pay for those

hours actually wor1<.ed. In such event, posts should

follow procedures in section 236.2i(3). Posts should

not, however, recalculate prior weaks and amend

standby duty pay status or overtime status retroac

tively.

I. AccounUng and Payment

(1) After receiving approval from headquarters

under sectk>n 236.2d(2), the post will immediately

notify the appropriate payroIt office via telegram of a

member's eligibility for standby duty pay. Included in

this telegram win be the member's name. employee

number or social security number. effective date.

and standby duty pay percentage rate. The effective

date In the telegraphic notification to thEl payroll of
fice must be the flf'St day of that pay period. The

American Salaries allotment wiH not be charged with
these costs. Rather, standby duty pay wiD be

charged to the appropriate post allotmMlt symbol.

For State, the sub-<>bject class to be charged is
1137, Other Premium Pay; for USIA, the Washing

ton-held allotment 1006, Function Code 'L-OOOO, Re

source Code 11034.

(2) Eligibility for standby duty pay al8S8S when:

(a) The member leaves the post:

(b) The member is reassigned to othElr duties at

that post or another post other than temporarily

for less than 10 days: or

(c) Conditions warranting standby duty pay

cease to exist with respect to the member's p0

sition. The post shall relieve the member of

standby duty at the end of the pay period prior

to any of the above events, except In emergen

cies.
(3) The post is rosponsible for notifying the ap

propriate payroll offico that a member is no longer

eligible for standby duty pay. This notification will be
via telegram and must contain the member's name,

employee numbor or social security number, and

ending eligibility date. This notification must be

timely to avoid overpayment.

(4) Timekeepers are required to maintain a re

cord of the member's hours on regularly scheduled

standby duty, including hours spend in regularly

scheduled overtime. night. holiday, or Sunday won<..

This record. however, will be kept separate by the

post and not transmitted to the payroU oHice. Nor

mal time and attendance recording andl reporting for

the basic workweek, including annUl'lll leave, sick

leave, and other absences, and any irregular, un

scheduled overtime duty, including call-back duty,

outside of standby duty hours will continue to be

processed by the appropriate payroll office.
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236,3-3 Authorization
Payment of premium pay under section 236.3

(administratively uncontrollable work) may not be
used unless procedures have been specifically

236.3-1 Requirement
An agency may pay premium pay on an annual

basis. instead of overtime pay for Irregular or occa
sional overtime work under section 232 (overtime),
to an employee eligible for premium p8y under 3
FAM 231.2 in a position In which the hours of duty
cannot be controlled administratively and which re
quires substantial amounts of irregular or occasional
overtime work with the employee generally being re
sponsible for recognizing. without supervision. cir
cumstances which require the employee to remain
on duty. Premium pay under this section is deter
mined as an appropriate percentage. not less than
10 percent nor more than 25 percent, of that part of
the employee's rate of basic pay which does not ex
ceed the minimum rate of basic pay for GS-10.

236.3-2 Umltatlon
An agency may pay premium pay only if that pre

mium pay, over a period appropriate to reflect the
full cycle of the employee's duties and the full range
of conditions of the position, would be less than the
premium pay which would otherwise be payable un
der this subchapter for the hours of duty required in
the employee's position, exclusive of regular over
time work. The requirement in OPM regulations, 5
CFR 550.151, that a position be one in which the
hours of duty cannot be controlled.administratively is
inhorent in the nature of such a position. A typical
example of a position which meets this requirement
is that of an investigator of criminal activities whose
hours of duty are governed by what criminals do and
when they do it. The hours on duty and place of
work depend on the behavior of the criminals or sus
pected criminals and cannot be controlled adminis
tratively. In such a situation. the hours of duty can
not be controlled by such administrative devices as
hiring additional personnol; rescheduling the hours
of duty (which can be done when, for example, a
type of work occurs primarily at certain times of the
day); or granting compensatory time off from duty
to offset overtime hours required. (For further infor
mation, see 5 CFR 550.151-154.)

e. Definition
·On-cail status· means a requirement to be avail

able to return to duty on short notice during off-duty
hours.

ON-CALL STATUS

c. Not Mandatory
A declination to volunteer will not be considered in

the annual member evaluation report, acceptable
level of competence determination, and the em
ployer will not impose any restraint or coercion on
the basis that a member did not volunteer.

d. Extra Pay Not Authorized
A member is not entitled to premium or other ex

tra pay for on-eall availability, under either title 5,
U.S. Code, or the Fair Labor Standards Act (see
FPM Letter 551.14, dated May 15,1978). When a
member is called to return to duty, the member is
entitled to premium payor compensatory time off
for the duty period. if eligible under this subchapter
230.

e. Authorizing On-Call Status
An administrative officer or other authorizing offi

cer shall request volunteers for on-call availability
status. In the absence of sufficient volunteers in the
requisite functions. the administrative officer or
other authorizing officer may assign on-call status
and it will be on a rotating basis among members
who have the requisite skills.

(End Uniform State/AIDIUSIAICommerce/Agricul
ture Regulations)

b. Criteria
The restrictions on the member's freedom of

movement are not as constraining as .. standby
status· (see section 236.2). While in on-call status,
a member may move about so long as the member
can be reached by telephone, electronic beeper, or
similar device and, if so ordered, return within 1
hour to the office or duty station to perform urgent
work.

237

authorized for a p8rticular office or post by the Di
rector General of the Foreign Service (M/DGP). Of
fices or posts wishing to initiate such a program
should submit a request to M/DGP through the Office
of Position and Pay Management (PER/PPM).

Administratively
Uncontrollable Work

236.3

~I
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238.1 Purpose
The section provides regulations and Pf'ocedures

for granting a special differential to certain Foreign
5ervice officers (FSOs) In recognition of require
ments to perform additional work on a regular basis
In substantial excess of normal requirement.» and
the faet that FSOs are not eligible to receive pre
mium pay. The special differential is not Intended to
cover voluntary or occasionally required additional
work.

1 ...!\

fill8. FSOs in class F()-{)l;
b. FSOs of any class working in tho immediate

offICe of principal officers in thf3 Depelrtment. the
United States Information A~ (USIA) or the
Agency for international Development (AID) paid at
Executive Levels I. U. or III. Chiefs of M~lSion are not
principal offICers of the Department within the mean
Ing of this section:

c. FSOs eligible to receive over1irTH:t pay under
the Fair Labor Standards Act (FlSA).as Indicated
on their SF-SO. Notification of Personnel Action. Eli
gibility under FlSA is restricted to junior officers dur
Ing assignments to positions In the United States
which primarily are intended to providEl on-the-job
training:

d. Foreign Service employees In ch!SS8S FP-ol
through FP-09;

e. Senior Foreign Service member's; and
f. Civil Service employees.

SPECIAL DIFFERENTIAL FOR
SUeSTANTJAL AMOUNTS OF
EXTRA WORK
(TL:PER-103 7-11-88)
(ENect/ve Dete: 6-19-88)
(Un/form Stata/USIA)

238

a. legal Authority
Sec1lon 412 of the Foreign Service Act of 1980. as

amended. provides that -The Secretary may pay
special differentials. in addition to compensation
otherwise authorized. to Foreign Service Officers
who are required because of the nature of their as
signments to perform additlooal work on a regular
basis in substantial excess of normal requirements.•

b. To Certify Po.ltIon.
The following officials are authorized to certify po

sitions to which the special differential applies:
(1) (State) The Director General of the Foreign

Service and Director of Personnel (M/DGP) (hereaf
ter referred to as the Director General) or designee;

(2) (USIA) The Director, Office of Personnel
(M/P) l)f d4l:,iUnoo.

To meet the minimum requirement~l to perform
additionaJ work on a regular basis in substantial ex
cess of normal requirements. an officer in class
FQ-02 through FO-06 must be assigned or detailed
to a position which requires one of the, following:

a. Hours
Requires an average of at least 55 hou~ of work

per week for a period of 6 consecutivl:t months; or

b. Combination Shift Work and Hours
Require3 for a period of 6 consecutive months

work performed. lor reasons 01 convenience to the
Government. on a rotational 24-hour shift basis. in
cluding evenings. Sundays, and holidays. (State
Only) or a rotational duty schedule combining 16
hour shilt coverage in the Department with 24 hour
shift. coverage overseas (End State Only). plus an
average of at least 45 hours 01 work per week as
necessary to meet the operational neElds 01 Ihe unil

to which assigned; or

238.2

238.3

238.4

(Deleted)

Authority

Applicability

238.6 Requirements

II. . .•.'\'

""

Thili suction opplios to eligible FSOs in classes
to O:l throuuh ro -06, who oro required by their su
pot\llsor~ to pmlOlm additiollal work on a regular

contlnulnu b":iis in substllntiol Oll.cess of normal re
QUIlOlllont~, llndm tho roquilOments and criteria 01

thIS suction, whon occupying a position which has

~ certlliod lor tho spacial dillerentiol.

231.5
ThlI lollowlllg mnployoos tUO not oligible to re

C81ve lilt! gpucil\l dillur onlinl:

c. Shift Work
Requires lor a period 01 6 consecutive months

worK performed. for reasons of conv4~nience 10 the
Government, on a shift basis. with over 50 percent
01 the hours scheduled on workdays between 6:00
p.m. and 6:00 a.m .. or on Sundays and holidays.

An officer working in an isolaled post entitled to
compensatory time off pursuant to s4:x;tion 232.6-2
can earn special compensatory time off only lor
hours worKed in excess 01 the minimum hours pre

scribed in sec\IOn 238.6a and b.
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238.10 Administrative Procedures

•. Information To Be Submitted
Each recommendation must contain the following

information on a special format to be furnished to all

a. The Depal1ment will certily up to approximately
100 positions at anyone time in which incumbent
FSOs will receive the special differential. plus up to
12 positions for the Multinational Force Organization
(formerly the Sinai Field Mission).

b. USIA will certify up to approximately 30 posi
tions at anyone time in which incumbent FSOs will
receive the special differential. piuS up to 2 positions
for the Multinational Force Organization (formerly the
Sinai Field Mission).

238.8 Relation to Taxes,
Retirement Contributions
and Lump-Sum Payments

The special differential is taxable income for Fed
eral, State. and other U.S. locality purposes. It Is not
used for retirement or Thrift Savings Plan (TSP) pur
poses. An FSO who receives a special differential at
the time of separation from the Foreign Service may
have the special differential included in the
lump-sum annual leave payment. The inclusion of
special differential as part of the lump-sum payment
is not limited to 21 days because of the provisions of
section 238.10g. (Comptroller General Decision
B-227716. dated March 23, 1988)

Executive Directors (State) and Executive Officers
(USIA):

(1) Position title. class level. and number; name
and class of present Incumbent;

(2) The required working hours scheduled or an
ticipated for an Incumbent in the position during the
6 consecutive months following the date of submis
sion: and

(3) A justification that these work requirements
are essential for the conduct of official business. Ex
ecutive Directors (State) and Executive Officers
(USIA) must rank all recommendations which they
submit in an order of priority for positions within their
jurisdiction.

b. Recertification or New Certifications
Every· position certified for the special differential

must be reviewed semi-annually for recertification.
Recommendations for recertifications and certifica
tions for new positions shall be submitted by Execu
tive Directors (State) and Executive Officers (USIA)
in time to be received in M/DGP and M/P respec
tively by September 1 and March 1. Recommenda
tions for recertifications shall be accompanied by a
statement of the average number of hours worked in
the positions during the past 6 months. (See section
238. 109 concerning treatment of leave in computing
average hours for purposes of the special differen
tial.)

c. Effective Dates
Effective dates for 6-month certification and

recertification periods are as follows:
(1) The beginning of the first full pay period com

mencing on or after April 1 through the last pay pe
riod commencing in September; and

(2) The beginning of the first full pay period com
mencing on or after October 1 through the last pay
period commencing in March.

Officers assigned to a position certified for a spe
cial differential during the 6-month period may begin
to receive the special differential for the first full pay
period after entry on duty in the pOSition. The spe
cial differential will be terminated tor otticers reas
signed out of a special differential position or pro
moted to class FO-01 during the 6-month period at
the end of the pay period during which the officer
departed duty or the promotion became effective.

d. Review Panel
(1) (State) M/DGP will forward all proposed posi

tions to a Review Panel composed of the Deputy Di
rector of Management Operations (M/MO); Director,
Office of Budget and Planning (M/COMP/BP): and
the Director of Foreign Service Career Development

Maximum Number of
Positions Certified

238.9

238.7 Rate of Special Differential
a. The rate of special differential to be paid for

the three categories of requirements listed In sec
tion 238.6 Is as follows:

Category A: 18 percent of the basic compensa
tion earned during the pey period;

Category B: 13 percent of the basic compensa
tion earned during the pay period; and

Category C: 10 percent of the basic compensa
tion earned during the pay period.
b. The special differential is not subject to the

following limitations:
(1) Section 552, Standardized Regulations (Gov

ernment Civilians, Foreign Areas) which limits post
differential payments to employees; and

(2) 5 U.S.C. 5547, which places the maximum
limitation on premium pay, at GS-15. step 10.
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and Assignments (PERlFCA). The review panel will
establish a list of positions on a priority basis recom
mended for certification by the Director General.
The Director General may certify up to approximately
100 positions at any one time.

(2) (USIA) M/P will forward all proposed positions
to a Review Panel composed of the Chief, Office of
Program Coordination and Development (PID) ;
Chief, Budget Operations Division (M/CB) ; and
Chief, Foreign Service Personnel Division (M/PF).
The review panel will establish a list of positions on a
priority basis recommended for certification by the
DirActor, Office of Personnel (M/P). The Director
may certify up to approximately 30 positions at any
one time.

e. CrIteria
In determining recommondations and priorities for

certification. the Review Panel will consider:
(1) Congressional intent In establishing the spe

cial differer:'tial:
(2) The extent of excess work requirements be

yond normal requirements;
(3) The operational requirements of the Depart

ment or USIA: and
(4) The noed to assure that all eligible FSOs as"

slgnad to the same positions and performing the
same excess work requirements within an office or
oro~niz8tion receive similar treatment.

f. Notification.
(1) The Director General (State) and the Director,

Office of Personnel (USIA) will forward to Exocutive
Directors (State) and Executive Officers (USIA) as
ftp()ropriate til copy of all certifications and docer
tifications of positions In their Jurisdiction.

(2) Executive Directors and Officers and Adminis
trative Officers in the field will be responsible for no
Ilfylng tIIpproprillle Payroll Offices or Cenlers of the
fWlIl~:\ Ind S, ,,:11\1 Socurily numbors 01 employees
wUf",IIlU In CCJf\lliod poSitions who tHe eligible for the

apectnl (htlt","'tll\l, nnd tho penod of entitlement.
(J) EXllcutlvo Directors and OffictJ~ ond Adminis

trative Otficors in tho field will also be responsible for

notifying ftpproprlate Poyron Offices or Centers of

dec.rtlflcatloos and termination dates of special dil·

f....'tltlt I>8Ylmmts. All notifications must include the

IlAfrlll arKt Socil\1 $ucurity number of affectod indi

vtduala. All notlficotions should be prOVIded to Pay

101 OHICttS Of Cenlttrs In advance of effoctive dotes

to eMow for timely procos~ing.

(4) Any t1ocroose in working roquirements of a

Cllllliiod position duri"Q the certifiod period will be

promptly reported by the Executive Directors
(State) and Executive Officers (USIA) to:

(a) The Director General (State) or the Director,
Office of Personnel (USIA) who will dece1rtify the
position, and
(b) To the Payroll Office or Center which will
terminate the special differential.
(5) When extraordinary circumstance~; impose

additional work requirements for a position not certi
fied for a special differential, Executive Directors
(State) or Executive Officers (USIA) may submit rec
ommendations under the above procedures and re
quirements at any time during a certificatkm period
for consideration by the Review Panel. If approved
by M/DGP (State) or M/P (USIA), the positions will
be certified only for the remainder of the c€lrtification
period in which they were submitted.

g. Suspension or Forfeiture of Special
Differential

(1) An officer drawing the special diffen:3ntial who
expects to take leave from a designated position for
any reason for more than 21 consecutive calendar
days. or who for reasons of emergency or illness
was absent beyond 21 calendar days, should imme
diately notify the appropriate Executive Director or
Officer or Administrative Officer in the field. The Ex
ecutive Director. Officer. or Administrative Officer in
the field will then notify the appropriate Payroll Office
or Center to suspend or forfeit the special differen
tial for periods of absence in excess of 21 calendar
days and to continue the suspension unltil notified
that the officer has returned to duty.

(2) In the event that a position is decertified dur
ing a 6-month period because of a change in the
work requirements of the position, the incumbent
will not forfeit any special differential alre,ady paid.
even if average requirements were not melt over the
6-month period.

h. Record., Auditing, and Inspection.
(1) (State) Time and Attendance repofts sent to

Payroll Centers will not record special cjifferential
hours. However, time and attendance clerks Will

maintain for all officers drawing the special differen
tial a record of work hours performed on a duplicate
copy of the officer's Time and Attendance Report,
which Will be certified by the supervisor. These Time
and Attendance reports will be audited periodically

by Executive Directors and Administrative Officers to
assure that all requirements for entitlement to the
spocial differential have been or will be l:ulfilled. In
cluding the average work hours and st:litt wof1<. re
quirements. Hours and shift wof1<. scheduled during
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periods of leave will be considered as having been
performed for the purpose of computing whether av
erage requirements over a 6-month period have
been or will be met.

During its Domestic and Full Conduct-of-Relations
Inspections of bureaus and posts. the Office of the
Inspector General (OIG) will review the necessity of
excess requirements and make recommendations,
as appropriate, for the decertification and certifica
tion of positions, and the efficiency of procedures
for administering the special differential.

(2) (USIA) TIme and attendance clerks will main
tain for all officers drawing the special differential a
record of work hours performed on a duplicate copy
of the officer's Time and Attendance Report. These
Time and Attendance reports will be audited periodi
cally by Executive Officers and Administrative Offi
cers to assure that all requirements for entitlement
to the special differential have been or will be ful
filled. including the average work hours and shift
work requirements. Hours and shift work scheduled
during periods of le8ve will be considered as having
been performed for the purpose of computing
whether average requirements over a 6-month pe
riod have been or will be met.

During its Inspections of overseas posts. the Of
fice of Inspections (MIl) will review the necessity of

excess requirements and make recommendations.
as appropriate. for decertification and certification of
positions. and the efficiency of procedures for ad
ministering the special differential.

238.11 Accounting for Special
Differential Costs

e. (State)
Special differential costs will be charged to the ap

propriate domestic office or post allotment symbol.
The American Salaries allotment will not be charged
with these costs. The sub-object class to be
charged for special differential costs is 1136-Spe
cial Differential for Foreign Service Officers.

b. (USIA)
The cost of the special differential for personnel

assigned to overseas mission posts will be charged
to Washington-held allotment 1006. Function Code
LOOOO. American salaries. Resource Code 11020.
Special Differential for Foreign Service Officers.
Costs for all other USIA personnel will be charged to
the appropriate domestic allotment.

End Uniform StatelUS/A Reaulatlons.

239 (Unaaaigned)
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ATTACHt1ENT 8A
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v
OVERTIME AUTHORIZATION AND REPORT

1. TO (Mlrhorizing offie"r· Di"l.iOll (;hwf or Admini.rrati".
OfficerJ

INSTRUCTIONS:
1. S" HB 26. Chap. B for instructions.

2. Prepare an original and 2 copies.
3. Timekeeper is to relain compleled
form for6 vears for audil purposes.
3. OFFICE SYMBOL

5. This wo,1e is to be performed from

v

4. I hereby request M.nhorlzallon for ov.ni,"e not to exceed hours. to accomplish lhe following ('liI~ relMon and naturt: of work to be ptlrformedJ.

(daleJ to --'(.u-'-re-:'"J by lhe following employeelsI.

NO TE: Show. in it.m 6. anI' Mljultmenrr to irem 5 BEFORE ctlnifying in ift!m 8.

NAME OF EMPLOYEEIS)

6 COMMENTS

FLSA" GRADEISI

HOURS TO BE

PAID OVERTIME

COMPENSATORY HOURS

(equ/wllenr ro hOUr! workedl

7. I CEnTiFY that the work 10 be perfo,med is cuenlialand that lundsare O. I CERTIFY lhallhe overtime wo,k as slaled above e,e lhe aelual hours
ava,lable to cover lhe overtime wo,k he,eby Nlho,izt.'d. wo,ked under lhis aUlho,izallon.

All) 4JO·J 110·UOI

(Darel {Sigmllure 01 SupuvisorJ
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SAL A R Y RET E N T ION

n Service or

.' "

9A. Purpose

This chapter outlines the procedures to be followed administering and
computing salary retention benefits for employees whose demotions in
General Schedule or Wage Board positions are without personal cause,
not at their own request, and not in a reduction-in-force due to lack
of funds or curtailment of work .

9B. Entitlement

1. Between General Schedule (GS) Grades

An employee who is demoted from one GS grade to another and also meets
the criteria listed under 9C of this chapter.

2. From a Non enera1 Schedule Pa
Prevailing Rates

An employee who is demoted from a grade, class, or position in a pay
system other than the General Schedule to a GS grade for which the
representative rate of the GS grade is lower than the representative
r.ate in the grade, class, or position from which demoted and also
meets the criteria listed under 9C:

a. Who holds a career or career-conditional appointment in the
competitive service or an appointment of equivalent tenure in the
excepted service (Foreign Service).

b. Each employee in the excepted service having an appo·intment
not limited to 1 year or less is deemed to have tenure equivalent
to a career conditional or career appointment in the competitive
service.

~ 9C. Eligibility Criteria

In addition to 9B, the employee must meet the following criteria.

1. The reduction in grade must not have been:

a. For personal cause.

b. At the employee's request.
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2. Representative rate means the fourth step rate in the range f01r a
grade under the General Schedule or Foreign Compensation Schedule or
a class under the Foreign Service Reserve or Staff schedules; the
prevailing rate for a position under the Federal Wage System; and for
other positions, the rate designated by the Office of Personnel and
Manpower (SER/PM) as representative of the pos iti on.

3. Salary retention period means the period of not to exceed 2
continuous years during which an employee is entitled to salary
retention under the law.

1. Rate of basic pay means the scheduled rate of pay fixed by law or
administrative action for the position held by an employee before .any
deductions and exclusive of separately stated pay of any kind.

4. Retained rate is the rate of pay established after following the
procedures outlined in 9E.

5.. Eguivalent GS Grade is the lowest grade in the General Schedule in
Whlch.the representative rate is equal to or exceeds the representative
rate ln the grade, class, or position from which the employee is dl~oted.

6. Continuous Service is that period of 2 continuous years of service
immediately prior to a demotion and includes any period or periods of
nonpay status occurring in the 2-year period. Similarly, the salary
retention period after demotion includes any period or periods in at
nonpay status.

c. Effected in a reduction-in-force due to lack of funds or
curtailment of work.

d. With respect to a temporary promotion to a higher grade.

2. Immediately before the reduction in grade the employee must have
served with AID for 2 continuous years:

a. In one or more positions under the same pay system for which
the grade, class, or pay level is higher than the one to which employee
is demoted~ or ~

b. In one or more grades, classes, or positions for which the
representative rate during the 2-year period was greater than the
representative rate in the GS grade to which demoted.

3. Work performance during the 2-year period is satisfactory or better.

9D. Definitions

9Cl



AID HANDBOOK 26

~ 90

TRANS. MEMO NO. EFFECTIVE DATE

26:1 Oecember 16, 1974

9E.

Note: The reader should become familiar with the definitions under
90 of this chapter prior to reading the contents of 9E and 9F.

Establishing Retained Rate Under the General Schedule

1. Except as provided in 9E2, the rate of basic pay to which an employee
is entitled is the nearest rate in the equivalent GS grade which is
equal to or exceeds employee's existing rate of basic pay (or employee's
existing rate if that rate is above the maximum rate in the equivalent
GS grade). At the time of any GS pay increase retained rates will be
adjusted.

Example:

A Foreign Service Officer, FSR-3, Step 6, $30,100 p.a., is reduced to
GS-14. The equivalent GS grade for an FSR-3 is GS-15. Step 3 in
GS-15, $30,147 is the employee's retained rate of basic pay because
employee's salary as an FSR-3 falls between Step 2 ($29,205) and
Step 3 ($30,147) of the GS-15.

2. When an employee is demoted the equivalent of three grades or more
under the General Schedule, employee's retained rate of basic pay is the
lesser of:

a. Employee's existing rate of basic pay as determined under 9El; or

b. The sum of--

(1) The minimum rate in the GS grade to which employee is
demoted under each reduction in grade to which this subpart
applies, and

(2) The difference between employee's rate of basic pay and
the minimum rate in the GS grade which is three grades lower than
the grade from which employee was reduced under the first of the
reduction in grade.

Exampk:

A Foreign Service Officer, FSR-3, Step 6, $30,100 p.a.,
is reduced to GS-ll. Retained rate is $27,321:

GS -15, Step 3
GS-12, Step 1

GS-ll, Step 1

$30,147
-17 ,497
12,650

+14,671
-$27,321
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b. Reduction More Than Three Grades

When the maximum scheduled rate of pay is less than the employeets

, ~•.,,,!.ii"i.i:.••.,

$4.71 p. h.

3.71 p.h.

1. 00 p. h.

3.49 p.h.

4.49 p.h.

WG-5, rate

WG-8, rate 3

Retained rate

WG-4, rate 1

Difference

Example:

Employee in WG-8, Rate 3, reduced to WG-4:

(a) The existing scheduled rate immediately prior to
demotion, or

2. Under Different Types of Wage Schedules

a. Reduction Three Grades Or Less

(b) The sum of the minimum scheduled rate of the grade to
which employee is reduced under each reduction in grade and the
difference between employee's scheduled rate immediately before the
first reduction in grade and the minimum scheduled rate of that grade
which is three grades lower than the grade from which the employee is
reduced under the first of the reductions in grade.

An employee's scheduled rate of pay is retained when employee is
changed to a lower grade or reassigned to a wage schedule position
having an established maximum rate of pay which is less than the
employee's existing scheduled rate of pay.

(1) When the maximum scheduled rate of pay is less than the
employee's existing scheduled rate of pay, employee shall receive the
1esser of --

9F. Establishing Retained Rate Under Prevailing Rates System

1. Under Same Wage Schedules

a. Reduction Three Grades or Less
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scheduled rate of pay then the nearest rate in the applicable wage
schedule grade that is equivalent to the grade from which the employee
is demoted which equals or exceeds employee's existing rate of pay.

b. Reduction More Than Three Grades

The employee's retained rate is the lesser of:

(1) Employee's existing scheduled rate of pay; or

(2) The minimum rate of the applicable wage schedule grade to
which the employee is reduced under each reduction in grade; and the
difference between employee1s existing scheduled rate of pay and the
minimum rate of the applicable wage schedule grade which is three
grades lower than the grade from which employee is reduced under the
first reductions in grade.

Example:

Employee in WS-7, Rate 5, is reduced to WG-10--

WS-7, rate 5 $5.98 p.h.

WG-14, rate 3 5.98 p.h.
(WG-14 is the equivalent

WG grade and $5.74 p.h. is the nearest rate in
the equivalent WG grade to that from which employee
was demoted.)

WG-ll, rate 1 4.68 p.h.
(WG-ll is the grade in the wage schedule
which is three grades lower than the highest
grade in which the representative rate equals or
exceeds the representattve rate in the grade from
which employee was demoted.)

Difference

WG-10, rate 1

Reta i ned Ra te

$1 .30 p. h.

4.46 p.h.

$5.76 p.h.

3. Further Demotion or Reassignment

When, during the retention period, an employee is further demoted
under conditions entitl i.ng the employee to pay retention, the
employee continues for the remainder of the 2-year period tp receive
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2. When an employee is reassigned to another position at employee's
current grade for personal cause, at employee's request, or in a
reduction-in-force due to lack of funds or curtailment of work, the
reassignment terminates employee's retained rate.

3. When an employee's retained rate is terminated by reassignment, SERjPM
shall furnish employee with a written notification of the effective date
of the termination of the retained rate and of employee's right to appeal.

91. Within-Grade or Within-Class Increases

An employee with a retained rate is eligible for within-grade or within
class increases, only in the grade in which employee is serving and at
the rate selected in accordance with 9E and 9F.

1. At the time of an employee's demotion or reassignment, SER/PM shall
select a rate in the grade to which the employee is demoted which would
have been the employee's rate of basic pay if employee were not
entitled to a retained rate.

2. At the time of the employee's demotion or reassignment, SER/PM shall
record in the employee's Official Personnel Folder the rate selected
in accordance with 9Gl and make all determinations of within-grade
increases on this rate during the salary retention period and record
these determinations in the employee's Official Personnel Folder.

9H. Retention Period Reassignment

1. When an employee is reassigned to another position at employee's
current grade, the reassignment does not terminate employee's retained
rate, except as provided in 9H2.

9F3

the same retained rate. At the time, however, of the second demotion
a record is made of the retained rate the employee would have been
entitled to on the basis of the demotion if the employee had not then
been in a retained pay status. At the expiration of the original 2-year
period, this new rate is used as the retained pay rate for the remainder
of a 2-year period beginning on the date of the second demotion.

4. Termination of Maximum Pay Retention Period

Upon termination of the 2-year period for which pay retention is
provided, the employee's rate of pay is adjusted to the maximum
established rate for the position occupied.

9G. Rate Determination
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When an employee's retained rate is terminated because of the expiration
of the salary retention period, SER/PM shall adjust employee's rate
of basic pay within the grade in which employee is serving to the rate
previously selected in accordance with 9F together with any within
grade or within-class increases to which the employee became entitled
during the salary retention period.

9K. Appeal to the Civil Service Commission (CSC)

1. General

An employee who is reduced in grade or pay, or reassigned during
employee's salary retention period may appeal to the CSC from a decision
of AID that employee is not entitled to salary retention or will
terminate or adversely affect the salary retention employee is currently
receiving. This right of appeal does not in any way restrict an
emp1oyee's entitlement to appeal to the CSC under any other law or
regulation.

2. Notification to Employee

When an employee is reduced in grade or pay, or reassigned during the
salary retention period, SER/PM shall inform employee in writing
whether or not employee is entitled to salary retention, or the
salary retention employee is currently receiving will be terminated or
adversely affected. When SER/PM decides that an employee is not
entitled to salary retention, or the salary retention an employee is
currently receiving will be terminated, SER/PM shall inform employee
in writing of employee's right of appeal to the CSC.

3. T"ime Limi t

An employee may .6u.bmli an appeal :to :the esc a:t any .time a6:tVl lLec.up:t
06 a decihion :to deny OIL :tVLmina:te .6aiaJty lLe:tenticm but. no:t la:tVl :than
15 c.aiendaIL da.y.6 a6:tVl employee'.6 demo.tWn OIL 1Lea.6.6ignment ha.6 been
e66ec.:ted. The.time Umli may be euended by :the esc i6 the employee
c.an .6 how ,:tha:t he/.6he Waf.> no:t in60lLmed 06 hi.6/hVl ILigh:t :to appeal OIL 06 :the
.time UJnUa.t,[on on the appeal and Wa.6 no:t o:theJtW..<..6e awalLe 06 :that. ILigh-t
OIL :tha:t .time UmLta.tl..cm, OIL :tha:t wc.u.m.6ta.nc.e.6 beyond employee'.6 c.ontlLol
pILevented empioyee 6JtOm 6iling :the appeal wlihin :the plLe.6eJUbed lime.
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4. How Submitted

The appeal shall be in writing and shall set forth the reasons why
employee considers the Agency·s decision erroneous, with such proof
and evidence as employee is able to submit.

5. Agency Action When CSC Recommends Corrective Action

a. It is mandatory that the Agency take all corrective action
recoounended in the CSC initial decision on an appeal unless it makes
a timely appeal to the Board of Appeals and Review.

b. The decision of the Board of Appeals and Review is final and
compliance with its recommendation for corrective action is mandator·y.

, .. ':;~,....,
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CHAPTER 10

SEVERANCE PAY '"
AND INVOLUNTARY SEPARATION BENEFITS

Purpose

This chapter sets forth the regulations and procedures for the
computation and payment of severance pay to U.S. citizen employees
of A.I.D. who have been employed for a continuous period of at
least twelve months and are involuntarily separated from the
service, not by removal for cause on charges of misconduct,
delinquency, or inefficiency. The regulations and procedures for
payment of severance pay to certain Forei gn servi ce members
separated for expiration of time-in-class or for failure to meet
the standards of performance for their respective classes are
outlined in section lOJ of this chapter. Severance pay for Foreign
Service Nationals (FSNs) is covered in Handbook 31, section 934.3-3.

Scope

1. This chapter applies to full-time and part-time Agency employees
who have a regularly scheduled tour of duty within each
administrative workweek and to seasonal employees with a regularly
scheduled tour of duty within each administrative workweek during
the season for which employed, who are serving under one of the
foll OIling:

a. a career or career-conditional appointment in the
competitive service or its equivalent in the excepted service;

b. an indefinite appoinbnent in the competitive service made
under the indefinite appointment system that preceded the
career-conditional appointment system;

c. an indefinite appointment without time limitation in the
excepted service;

d. a time-1 imited appointment in the Foreign service to which
the employee was assigned under a statutory authority that entitled
the employee to reemployment in his/her former agency, but whose
right to reemployment has expired;

e. as a status quo employee, including one who becomes an
indefinite employee upon promotion, demotion, or reassignment.
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2. Thi s chapter does not app1 y to:

a. an employee, other than a member of the Senior Executive
Service, whose rate of basic pay is fixed at a rate provided for in ,
one of the levels of the Executive Schedule or is in excess of the
maximum rate of pay for GS-18;

b. an employee serving under an appointment wi th a defi"i te
time 1imi tati on, except one so appointed for full-time employment
without a break. in service of three days or more, foll owing service
under an appoin~ent without time limitation;

c. an alien employee '~ho occupies a position outside thl~

several States, the District of Columbia, and the areas and
install ati ons made avail ab1 e to the U. S. under the Panama Canal Act
of 1979;

d. an employee who is subject to any retirement system
applicable to Federal employees, and who, at the time of sep,aration
from the service, is entitled to an illlllediate annuity. A deferred
annuity is considered an immediate annuity only if it commences on
tne day after separationj*

e. an employee who, at the time of separation, is recei'ving
work.men's compensation, unless the employee is receiving this
compensation concurrently with payor on account of the death of
another person;

f. an employee who, at the time of separation, is entitled to
receive other severance pay from the Government;

g. an employee who, at the time of separation, is offered and
declines to accept a position in the Agency of equal pay, tenure,
and seniority, located within the same commuting area;

h. an employee who is offered an opportunity to transfer with
the Agency or part thereof when it is transferred to, merged with,
or replaced by a non-Federal organization (including a
nonappropriated funds instrumentality), when the employee is
offered pay, leave, and retirement benefits comparable to those
held in Federal employment;

If an employee receiving severance pay attains
for a deferred annuity anytime following the day after

separation, he/she is entitled to receive severance pay concurrently
with the deferred annuity.

v·····,'/- "
""" "I
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i. an employee in the excepted service serving under a
Presidential appointment; an SES limited term or emergency
appointment other than one which was assigned under a statutory
authori ty that enti t1 ed the employee to reemployment in hi s/her
former agency; in the excepted service serving under an appointment
by the Administrator, as authorized by section 631 (b) of the
Foreign Assistance Act of 1961 on or after July 1, 1981*; under an
appointment to a position filled by noncareer executive assignment;
under an appointment to a Schedule C position; under a Senior
Executive Service noncareer appointment; or under a Senior Foreign
Service noncareer appointment under section 309 of the Foreign
Service Act of 1980.

10C. Definitions

As used in the chapter, the following definitions apply:

1. Basic pay means the rate of pay fixed by law or administrative
action for the position held by an Agency employee at the time of
separation, including premium pay for standby duty paid to an
employee on an annual basis, but excluding other additional pay.

2. Severance pay fund means the total severance pay to which an
employee is enti tl ed.

3. Total severance pay nreans the amount of severance pay payable
to an employee, as computed under section lOG of this chapter.

4. Age adjustment allowance is an allowance paid to an employee
for each year by which the age of the employee exceeds 40 years at
the time of separation.

100. Authorities

1. 5 U.S.C., sections 5595 and 8311.

2. 5 C.F.R., sections 550.701-550.708 and 831.301.

3. FPM Supplement 990, Chapter 550, sUbchapter 7, dated May 7,
1981.

4. FPM Supp1 ement 831 -1, Subchapter 16, dated September 21 , 1981.

5. FPM Letter 550-72, dated August 21, 1980, regarding severance
pay upon transfer of agency functions to private organizations.

*Appointees under the AD appointing authority appointed prior to
JUly 1, 1981 are e1 igib1e for severance pay. HOfIever, those
appointed on or after July 1, 1981 are ine1 igib1e for severance pay.
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6. FPM Letter 550-75, dated August 14,1981, regarding severance
pay after declining a position which would have provided grade
and/or pay retention.

7. Civil ian Personnel Law Manual, Subchapter HI -- Severance Pay
and Allowances, 1983.

8. Comptroller General Decision z-2847176, dated March 9,1984.
regarding claim for severance pay upon reassignment directed out of
the commuting area.

9. 47 Compo Gen. 12, regarding deferred annuity effect on
resumption of pay; 50 Compo Gen. 46, regarding payment of severance
pay to persons subject to the Civil service Retirement Act (CSRA).

10. Foreign Service Act of 1980, section 609(b) and 610(b).

11 • Forei gn Assistance Act of 1961, secti on 631 (b).

12. AID/W Operations Procedure *37-0B, dated May 20, 1981,
regarding severance pay coverage for AD employees.

10E. Responsibi1 ities

1.

a. Sends a specific notice in writing to the employee statiing
that the employee is to be invo1 untarl1y separated not by removel1
for cause on charges of misconduct, delinquency, or inefficiency.

b. Sends a general notice of reduction in force by the Agency
to the employee which announces that all positions in the employee's
competitive area will be abolished or transferred to another
commuting area. The employee will have the option to transfer ~,ith

the functi on, or resi gn wi thi n one year of the effective date of
the abolition or transfer.

c. Sends a notice to the employee proposing to separate thE!
employee for dec1 ining to accompany the activity when it is to be
moved to another commuti ng area because of a transfer of functi eln,
and when all positions in the employee's competitive area are tCl be
abol ished or transferred to another commuting areas within a per'iod
of not more than one year.

d. Records the following information 'In the Remarks space Clf
Standard Form 50 (Official Personnel Action) for each employee
11/01 untarily separated from the servi ce under condi tions whi ch
erl ti t1 e the employee to severance pay:

.. \.

j, ... 'f~,
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(1) A statement that the employee is or is not entitled to
severance pay;

(2) If entitled to severance pay, the total amount of
severance pay fund;

(3) The amount of biweekly severance pay;

(4 ) The number of pay periods it w1l1 requi re to exhaust
the fund;

(5 ) The date payments begin.

Thus, a typical recordation might read "Entit1ed to $3,500 severance
pay fund to be paid at the rate of $220 biweekly over 15 pay
periods, plus final payment of $200, beg1nning December 31,1984. 11

2. Financial Mana ement

a. Computes employee's severance pay fund to be effective upon
separation and authorizes payment of the same amount of basic pay
(as if still employed), along with separation accounting, to be
paid for the pay period immedi ate1y foll owing separati on. Al so
authorizes payment at regular pay period intervals thereafter at
the same level as when employed, until the severance pay fund is
dbout to be exhausted. The final severance payment shall consist
of whatever portion of the severance pay fund remains to the
employee's credit.

b. Determines severance benefits and payment schedules for
funds payable to Foreign Service employees who are mandatorily
retired for expiration of time-in-c1ass or for relative
performance. Computation of these benefits is outlined in section
1OJ1 •

3. Employee

Submits an acknowledgment to the Employee Services Division,
Office of Financial Management (M/FM/ESD) certifying that he/she
will repay to the Agency an amount equal to that received for the
period from (1) any Federal retirement annuity, (ii) any
compensation for employment with the Federal Government, at the
time of separation and prior to the first payment, and (iii) will
report to M/FM/ESD by the first of each month for which benefits
are due any change in Federal retirement annuity or any Federal
compensation, from whatever source, received by the employee.
Failure to notify M/FM/ESD of any such income (or change in
retirement annuity) may result in overpayment of severance pay and
1iabi11ty for refund of such overpayment, inc1 uding interest or
penalty as may be appropriate.
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1. Twelve months continuous service. Employees may be paid
severance pay only if on the date of separation they had been on
the rolls of the Agency for at least the preceding twelve calendar
months and otherwise meet eligibility requirements specified in
paragraph 1OB.1 •

2. Failure to accept assi~nment. The separation of an employee
who declines to accept asslgnment to another commuting area is not
an involuntary separation by removal for cause on charges of --
misconduct, delinquency, or inefficiency, unless the employee's
position description or other written agreement or understanding,
~.g., for Foreign Service members, the obligation of worldwide
avai1ab'ility, provides for such assignments.

3. Resignation in lieu of involuntary separation. An employee is
deemed to have been involuntarily separated for purposes of
entitlement to severance pay if the employee has not declined an
offer of an equivalent position, when separated because of
resignation (i) after receipt of a specific notice in writing from
the Agency stating that he/she is to be involuntarily separated not
by removal for cause on charges of misconduct, delinquency, or
inefficiency, (ii) after receipt of a general notice of reduction
in force from the Agency announcing that all positions in his/her
competitive area will be abolished or transferred to another
commuting area and the resignation is effective on a date which is
not more than one year before the abolition or transfer, and (iii)
after receipt of a notice from the Agency proposing to separate the
employee for declining to accompany the activity when it is moved
to another commuting area because of a transfer of function and
when all positions in the employee's competitive area are to be
abolished or transferred to another commuting area within a p,eriod
of not more than one year.

When the facts and circumstances available to the Agency show that
a resignation is unrelated to the issuance of one of the notices
specified above, separation of the employee by resignation is a
voluntary separation.

4. Employee Options

a. CS. Upon separation, an employee may withdraw his!helr
retirement contribution from the Civil Service Retirement System
(CSRS). However, an employee with more than five years of
creditable service (excluding military and naval experience - 5 CFR
831.301 ) may elect to leave his/her retirement contribution in the
Fund and receive a deferred annuity when eligible. (FPM Supp'lement
831-1, sUbchapter 16, dated September 21,1981.)

{.''''.>'''.'',i...~..:.;,
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b. FS. Any member of the Foreign service who is (i) in Class
FS-02 orlDe1ow, (ii) not yet eligible for voluntary retirement
under the Foreign Service Retirement and Disability System (FSRDS),
and (iii) has at least five years of creditable service (excluding
military and naval service), may elect to withdraw his/her
retirement contribution from the Fund or receive a deferred annuity·
commencing at age 50. (Section 609(b)lOf the Foreign Service Act
of 1980. )

c. However, in cases where the Administrator determines that
the member's separation was based in whole or in part on the ground
of disloyalty to the United States, or if the individual was
convicted of certain offenses (Title 5 U.S.C., subchapter 8311 and
following), then a deferred annuity could not be allowed. (FSA/80.
Section 610(b).)

com~utation of Severance Pay (for Forei gn, Service members, see
sec ; on lOJ below)

1. General. Severance pay consists of two elements -- a basic
allowance and an age adjustment allowance.

a. The basic severance allowance is computed on the basis of
one week's basic pay at the rate received immediately before
separation for each year of civilian service up to and including
ten years and two weeks' basic pay at the rate for each year of
civilian service beyond ten years for which severance pay has not
been received. In computing an employee's total years of creditable
civilian service, the Agency shall credit the employee with each
full year and 25 percent of a year for each three months of
creditable service that exceeds one or more full years.

Example:

An employee age 35 with 15 years and 8 months creditable service
and earning $1,000 gross salary per pay period

$500 x 10 yrs.
$1000 x 5 yrs.
1000 x 50%

Severance Pay

= $ 5,000
= 5,000
= 500
= $1 0,500

This employee would therefore receive $1,000 gross severance pay
per pay peri ad for the next ten pay peri ods, plus a fi na1 payment
of $500.

b. The age adjus~~ent allowance is computed on the basis of 10
percent of the total basic severance allowance for each year by
which the age of the recipient exceeds 40 years at the time of
separation. In computing years of age over 40, the Agency shall
credit the employee with 25 percent of a year for each three months
that his/her age exceeds 40.



Example:

An employee age 45 years and 8 months with 22 years creditable
service and earning $1,000 gross salary per pay period

PAGE NO.

10-8
lOG

1985
TRANS. MEMO NO.

26:62 AID HANDBOOK 26

,I

$500 x 10 yrs.
$1 ,000 x 12 yrs.

$1 ,700 x 5 yrs.
1,700 x 50%

= $ 5,000
= 12,000

11,000
= 8,500
= 850

$26,350

This employee would therefore receive $1,000 severance pay per pay
period for the next 26 pay periods. Since severance pay cannot
exceed 52 weeks and one year's salary, the maximum severance pay
the employee will receive is $26,000, although the employee's
severance pay fund is $26,350.

2. Creditable Service. In computing an employee's civilian
service, the Agency sna11 include all service that is creditable
for annual leave accrual purposes (including prior military servicl:!,
if creditable). This includes (1) periods during which an emp10yel:!
was receiving compensation for work injuries (see 5 U.S.C. chapter
81), and (ii) periods of absence due to military duty, provided
these periods interrupt otherwise creditable civilian service and
the employee resumes Federal employment within the period of
statutory or regulatory restoration rights.

3. Limitation. There is a lifetime 52-week limit on the number of
weeks an employee can ever be enti t1 ed to severance pay. The to tall
severance pay received shall not exceed one year's pay at the rate
received immediately before separation (one year's pay means pay
for 26 biweekly pay periods). Severance pay shall not be made a
basis for payment or computation of any other benefits to which the
employee may be entit1 ed, and the period for which severance pay h
paid shall not be regarded as a period of Federal service or
employment.

4. Retained Rate. If at the time of separation an employee is
receiving a retained rate, that rate is the employee's basic pay u)
be used for purposes of computing severance pay.

10H. Payment of Severance Pay

1. General. Upon separation, the Agency shall pay the employee
the same basic pay at the same pay intervals until the severance
pay fund is about to be exhausted. The final severance payment
shall consist of that portion of the severance pay fund remaining.

i.· .. , ""'\..',...,
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If the employee dies before the end of the period covered by
payments of severance pay. the payments shall be continued as if
the employee were living and shall be paid on a pay period basis to
the survivor of the employee in accordance with 5 U.S.C. 5582(b).

For employees who serve in either a position in which they regularly
alternate between receiving premium pay on an annual basis for
standby duty and not receiving premium pay. between receiving a
night differential which is considered part of basic pay and not
receiving night differential; or between full-time and part-time
tours of duty. basic pay is the average basic pay for the position
for the 26 pay periods immediately before separation.

2. Deductions. Unless the employee has outstanding accounts to
settle with the Agency. no deductions shall be made from severance
pay other than Federal and State income tax withholding. and FICA
tax. if the employee was subject to FICA at the time of separation
from the position giving rise to severance pay.

3. Suspension of Payments. An employee may accept one or more
temporary appointments while receiving severance pay without losing
it. but severance pay is suspended during periods of temporary
appointments. The periods of service covered by the temporary
appointments are not creditable for purposes of computing the
severance pay it interrupts.

101. Recredit of Service

If an employee is reemployed by the Government of the United States
or the Government of the District of Columbia before the end of the
period covered by payments of severance pay. the payments shall be
discontinued beginning with the date of reemployment. and the
service represented by the unexpired portion of the period shall be
available to the employee for use in any later computations of
severance pay. Reemployment that causes severance pay to be
discontinued is deemed employment continuous with that serving as
the basis for severance pay.

1OJ. Forei ~n Servi ce Em?loyees Mandatorily Reti red for Expi rati on of
Time-ln-Class or for Relative Performance (applies to career
members of the Service other than those covered under section
609(a) of the Foreign Service Act}

1. Amount and Computation of Severance Benefits

Severance benefits are computed on the basis of one month's salary
(at the employee's base salary rate when separated) for each year
(not to exceed bie1ve) of service in the Foreign Service of the
Agency or its predecessors. Any fractions of months in the period
are prorated.
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llA. Purpose

'1'tri.s chapter sets forth the regulatiClDS and procedlJres for the
l~sa. paYEDt of annual leave accredited to an Elllployee at the
tilE the Elllployee separates fraB the service. 'Dlis iDcludes the
regnlar carry-over halance for amnal leave fraB the previous leave
year, unused accrued leave for the current leave year and any
unused restored leave. Por additional infODilticm QIl 10lp-SUIiil
paYJEllts, the user should oonsult the awlicable authorities listed
under section lID of this cbapt.er.

lIB. SCOpe

1. An Agency euployee is entitled to a luap-sUll payment for annual
leave IIp(m:

a. separating fran the Pederal service:

b. entering the AI'III!d service or transferring to a public
international organization and electing not to retain annual leave
to his/her credit. However, if an euployee elects to have
accIJDlllated and current accrued leave remain to hUVher credit, any
unused restored leave DBintained in a separate account DlSt be
liquidated by lUDp-smn paYJlBlt:

C. transferring to a position not under a leave systEm to
which annual leave may be transferred:

d. changing fran a regularly scheduled workweek to an
intermittent schedule, Le., when a regular tour of duty during
each adninistrative workweek bas not been established.

2. When separated at a differential post, the esployee is entitled
to the inclusion of post differential in any lump-sum payment that
is due, prOVided the euployee remains at post through the effective
date of the separation. If the alployee departs the post in a
leave (annual leave, sick leave, IXP) or duty status prior to
separation, eligibility for post differential in the ltmp-Sla leave
payment is forfeited.

3. A luup-sUII paYJlBlt is not payable to an euployee 1IIbo transfers
to a position to which annual leave is transferable, or to a
student trainee euployed continuously with intermittent duty
status. An euployee placed in leave without pay status, between
tours of duty as a full-t:iJne euployee, is also ineligible for
l~sum payment.



,

......~_~_li_-_2 .L-..EF_~_ECTI_...._~_;"_~_6-=,,:..-1_984__L.-TRAIIS.__2_~_:5_7_1IIO.. ....L-_Al_D_HA_.... 2_1.6 lg

llC. Definitioos

As used in this cbapter, the fo1.lorlling definitioos ~ly:

a. Aa:rued leave EaDS leave earned by an e.pl.oyee Wring the
current leave year that is unused at any given tDe in that lE~ve

year.

b. Aca-J1ated leave means the IJDIJRed leave relBini.ng to t:be
credit of an eaplayee at the beginning of a new leave year.

c. Restored leave :means scheduled annual leave whicb was
forfeited at the end of a leave year, but was later rest:oced iln a
separate account for the eaployee's use. (see IIaIdlook 27, Olilpter
3.)

d. Leave year means the period between the beginning of tbe
first calplete pay period in the calendar year and the beginning of
the first calplete pay period in the following calendar year.

e. ceiling is the maxiDuD IlUIIiler of hours an eaployee is
authorized to carry forward fran the end of one leave year to the
beginning of a new leave year (see llFlc).

f. Post differential is additiooal ampensatioo (fran D-2!»% of
base salary) paid to euployees for service at places in forei~JIl

areas where conditions of environment differ substantially fnma
conditions of environment in the <XlIltinental United States and
warrant additiooal coopensatioo as a recruitment and retential
incentive. C<X1di.tions at differential posts are reviewed
periodically, but at least biermially, to ensure that the payIoent
of post differential shall <XlIltinue only during the <XlIltinuanc::e of
conditions justifying sucb payment. As periodic reviews indic::ate
changes in living conditions, rates of differential may increase or
decrease. (see section 920 of the Standardized Regulations for
individual post differential rates.)

UD. Authorities

1. 3 FAM 316, 493.

2. PPM Olapter 550, SUbchapter 2.

3. IIaJd:look 27, Attendance and Leave, Chapter 3: :HandxJok 30"
separations and Disciplinary Actions, Chapter 8: Bancbook 19,
Financial Management, O1apter 14.

4. Title 5 U.S.C., sections 5551, 6301, 6304.
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5. Comptroller General Decision B-178428, dated June 28, 1973,
relating to inclusion of post differential in lump-sum leave
payments incident to separation.

6. Standardized Regulations, Chapter 500.

7. Civilian Personnel Law Manual, 1983.

lIE. Responsibilities

1. Employee

a. Completes form AID 7-47A, Employee Accountability Clearance
for Separation/Transfer (Att. llA), before departure from duty
station. An employee stationed in AID/Washington must arrange to
see his/her Placement Officer (FS or CS, as appropriate) to receive
clearance instructions and guidance for completion of all items on
form AID 7-47A. An employee separating at post should consult with
the Executive/Management Office at post for guidance.

b. Completes the Employee Certification part of Section E and
signs the form, which is then forwarded to FM!ESD for final
disposition.

2.

a. Placement Officer in AID/W or Executive/Management Office
at Post

(1) Coordinates the administrative actions associated with
an employee's separation by initiating preparation of the form AID
7-47A and assists the employee in completing the clearance process.

(2) Completes and signs the M!PM Certification in Section
E of form AID 7-47A, after completion of the clearance cycle in
Sections B, C, and D.

3. Clearing Offices (listed on form AID 7-47A) - Completes the
necessary action(s) to effect the required administrative and
fiscal clearances, relieving the employee of responsibility for
accountable items and determining indebtedness, if any, to the
Government.
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4. 10 ee Services Division, Office of Financial Mana ement
F ESD)

a. Determines that all information has been entered correctly,
all items have been cleared, indebtedness, if any, resolved, and
completes and signs Section F of the form.

b. Releases final lumI;rsum payment to the employee when all
Government funds, property, records, and papers issued or assi(~ned

to the employee have been accounted for, and any indebtedness to
the u.S. Government has been liquidated. (See Handbook 19,
Financial Management, Chapter 14, for guidance on employee
accountability.)

c. Sends notice of entitlement to pay to the employee if an
administrative error is discovered by the Agency. (See llF3c.)

llF. General Policy

1. Computation of Lump-Sum payment

a. The lUmp-sum payment to which an employee is entitled is
equal to the pay that the employee would have received had he/she
remained in the service until the expiration of the period of
annual leave, excluding pay for holidays falling within that ~~riod.

b. Computation of payment is made on the basis of an
employee's rights at the time of separation under all applicable
laws and regulations existing at that time.

c. No lumI;rsum payment shall exceed corrpensation for any
period of leave in excess of the employee's ceiling at the tim,~ of
separation plUS any unused leave in the current year's accrual and
any unused restored leave. Annual leave not used by an employ,~e

during the leave year accrues/accumulates for use in succeedin9.
years until it totals not to exceed 30 days (240 hours) at the
beginning of the first complete biweekly pay period occurring in
any calendar year. This limitation on ceiling does not apply to an
employee with more than 30 days to his/her credit on December 21,
1952 (beginning of the 1953 leave year), nor does it apply to
employees who have established and maintained a higher ceiling
while serving overseas or to members of the Senior Foreign Service
and Senior Executive Service.

For an employee with more than 30 days to his/her credit on
December 21, 1952, the total leave credit on that date becomes the
maximum accumulation ceiling for future years unless changed after
September 18, 1960, by acquiring eligibility to accumulate 45 c2yS
of leave. This ceiling cannot be raised but will be lowered during
any leave year when more leave is used than is earned.
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5 U.S.C. 6304 makes it possible for certain Foreign Service
employees stationed outside the United states to accumulate a
maximum of 45 days of annual leave (see Handbook 27, Chapter 3, to
determine eligibility for the 45-day accumulation). This
accumulation may be carried over from one leave year to another and
is lowered during any leave year when more leave is used than is
earned.

The limitations on accumulation of annual leave do not apply to
annual leave accrued by members of the Senior Executive Service
(SES) and the Senior Foreign Service (SFS). During the year in
which appointed, SES members may carryover the total of their
ceiling at the time of appointment, plus hours earned during the
remainder of the leave year following appointment. SFS members are
entitled to unlimited leave accumulation.

d. The employee does not earn leave during the period covered
by the lump sum.

e. Except for purposes of taxation, the lllIIlp-sum payment is
not regarded as pay and is not sUbject to retirement deductions.

2. Refunds

a. A refund is required if an employee who has received a
lump-sum payment is reemployed prior to the expiration of the
period covered by the lump-sum payment. The employee must refund
to the employing agency (in U.S. dollars) an amount equal to the
pay covering the period between the date of reemployment and the
expiration of the period covered by the lump-sum payment.

b. Leave represented by any refund is recredited to the
employee. However, restored annual leave included in a lump-sum
payment is not subject to refund nor may it be recredited upon
reemployment.

c. A refund is not required in the case of reemployment in
positions described in IlBlc and IlBld.

3. Correcting Administrative Errors for Former Employees

a. If an administrative error which resulted in the forfeiture
of annual leave is discovered after an employee is separated from
Federal employrnent, and if the separation occurred on or after
December 14, 1973, the former employee is entitled to a lump-sum
payment for the forfeited annual leave.

b. The administrative error could have occurred at any time
during the employment period, but the leave accwmulation for error
correction purposes is limited to that which otherwise would have
been earned after June 30, 1960.
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c. The former employee, or someone acting on the employee's
behalf, must file a claim for payment with the Controller, WF~I,

within three years immediately following the date of discovery of
the error. If the error is discovered by the Agency, the
Controller, WFM, sends a notice of entitlement to pay to the
former employee, along with instructions on how to file the clcdm.

Attachment llA - AID 7-47A, Employee Accountability Clearance for'
Separation/Transfer

if""" .....:'\.
V
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EMPLOYEE ACCOUNTABILITY CLEARANCE INSTRUCTIONS
, FOR SEPARATIONITRANSFER See H~ 19. Chap. 148.
.,~ ,

1. NAME AND FORWARDING ADDRESS 2. OFFICEw~z>-0 o Separation.g~i=
CII.WC 3. LAST DATE ON DUTY o Transfer::EOy

w-

STATUS Iinitials)
CONTACT ITEM ACTION/REMARKS N/A O.K• .$880

AGISEC State-AID Identification Card

Separation Statemant (JF·3) ,1'8 Control Officer TX. EX DIS, lIMDIS Documents

Accountable Property

wen Official Parking Permit
>w SER/MO Emergency Relocation Pass and Manuali=CJ
CZ Official Passport I

V
DCC. I-DC

Dining Room Pass.' enc --w
GTR Accountability I~ ... ,

::EY Administrative
All Travel Vouchers Received

~ Officer
Fi les, Records, and Other Documents

STATE·LR/OPR Library Materials I
ARC AID Memory Bank

STATUS (InItial,)CONTACT ACTION/REMARKSITEM N/A O.K. See D.
FM/CAD Collections Due/Revoke Certifications

III
FM/SSD Medical Bills for Collectionw

CJ
Z All Travel Vouchers Processed

Li~ -; ci Voucher Exceptions
.w ~

Erroneous Payments iy .......
yDC

Overdrawn Leave !w FM/ESD;i!IJ
Advances&l

Pre.Departure~

Travel

Foreign Transfer Allowance

Home Service Transfer Allowance

V -:5":'gr AllIl w L.lIl w Z
UO::E° o

~~w E

TOTAL ~

\..I. SER/PM CERTIFICATION - This certifies that to the best of my knowledge SIGNATURE OF SER/PM PLACEMENT OFFICER OR
the above named employee COGNIZANT PROJECT MANAGER
D has cleared the contact points and items on all administrative and fiscal

DATEitems listeel in sections Band C.
en D should be charged for items of indebtness listed in section D.Z
0 EMPLOYEE'S CERTIFICATION-i=

D I have accounted for all government property assigned to me and have no known indebtedness to the U.S. Government.C. y D I have accounted for all government property assigned to me except as may be shown above•w-
~

D I approve deduction of $ from my final salary Plyment to cowr ell indebtedness shown above.i=
DC D I have paid $ to the AID Cashier to cover all indebtedness shown above. Date of receipt:w

D I understand that the storage of effects will not exceed 90 days at the gowrnments expente after my lISt day in pay status.y
(Applies to FS employees only)

EMPLOYEE'S SIGNATURE DATE

VDC SER/FM/ESD CERTIFICATION - I certify that I have reviewed the above SIGNATURE'0 clearances and find:
11.1-

D all required items are cleared•... Z
.C~ o items of indebtedness are on record, and TITLE

11.» o PlIyment has been received.°cfA. D deduction is being made.
DATEa.

C
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Employee, please strike out 'is' or 'is not' as appropriate.

The Agency is/is not authorized to provide my address or telephone number to
anyone requesting this infonnation.

Signature Date
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PAYMENrS TO MISSING EMPLOYEES

12A. Purpose

This chapter sets forth the regulations and procedures for the
continuation of pay, allowances, and allotments for Agency
employees determined to be in a missing status, as defined in
section 12C below, until the Agency makes a determination of death
or finding of death, or until the employee returns to the
controllable jurisdiction of the Agency. This chapter also
authorizes the Agency to provide for the dependents of the missing
employee and otherwise protect the employee's interests, by
directing payment of new allotments from the employee's payor
adjusting existing allotments, providing transportation benefits
for dependents and household goods, and deferring the filing of
returns and payment of the employee's Federal income tax.

128. Scope

This chapter applies to Agency employees who are in active Federal
service and are officially determined to be in a missing status.

12C. Definitions

As used in this chapter, the following definitions apply:

1. Employee means an employee of AID (including direct hire and
Participating Agency Staff (PASA)) who is a citizen or national of
the United States, or an alien who has been admitted to the United
States for permanent residence. This does not include a part-time
or intermittent employee or native labor casually hired on an
hourly or daily basis.

An employee who:

a. enters a missing status inside the continental United
states; or

b. is a resident at or in the vicinity of his/her place of
employment in a territory or possession of the United States or in
a foreign country and who was not living there solely as a result
of his/her employment;

is an employee for the purposes of this chapter only upon
determination by the Director, Office of Personnel Management
(Director, M!PM), or designee, that this status is the proximate
result of employment by the Agency.
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2. Dependent includes a spouse (as defined by the employee's state
of official residence), unmarried child (including unmarried
dependent stepchild or adopted child) under 21 years of age, a
dependent mother or father, a dependent designated in official
records, or an individual determined to be a dependent by the
Director, M!PM, or designee.

3. Active service means active Federal service by an employee.

4. Missing status means the status of an employee who is in active
service and is officially determined to be absent in a status of --

a. missing;

b. missing in action;

c. interned in a foreign country;

d. captured, beleaguered, or besieged by a hostile force; or

e. detained in a foreign country against his/her will.

This does not include the status of an employee for a period during
which the employee is officially determined to be absent from. duty
post without permission.

5. Pay and allowances means basic pay (salary fixed by law or
administrative action (SF-50)), special pay (regularly scheduled
overtime, standby pay, post differential, danger pay), incentive
pay (language pay, special incentive differential), basic
allowances for quarters and subsistence, including if applicable,
separate maintenance allowance, and post allowance for not oore
than ninety days.

6. Allotment means a recurring specified deduction for a legal
purpose from pay authorized by an employee to be paid to an
allottee. The Director, M!PM, may establish procedures under which
each employee of the Agency is permitted to make allotments and
assignments out of his/her pay for such purposes as the Director
considers appropriate.

l2D. Authorities

1. 5 U.S.C. section 5561.

2. FPM supplement 910-1, subchapter 556.

3. Civilian Personnel Law Manual, June 1983.
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4. 55 Compo Gen. 147 (1975).

5. Comptroller General Decisions B-206443, dated May 5, 1982,
regarding computation of overtime for employees held hostage: and
B-159399, dated October 14, 1981, regarding entitlement to
allowances under the Missing Persons Act.

6. Handbook 5, Delegations of Authority - Delegation of Authority
No. 27 to AA/M: Redelegation of Authority No. 27.3 to Director,
WPM.

7. Handbook 23, Overseas Support, Chapter 12.

8. Public Law 98-259, April la, 1984, which amends the Internal
Revenue Code of 1954 to exempt from Federal income taxes certain
military and civilian employees of the U.S. dying as a result of
injuries sustained overseas.

l2E. Responsibilities

1. principal AID Officer

a. If a principal AID Officer believes that an unaccounted-for
AID employee may be missing as a result of hostile action, he/she
informs the principal Officer of the U.S. Diplomatic Mission,
providing full details, including action taken by the AID Mission
to contact the employee. The Principal Officer will report the
incident to the host government and formally request the host
government to employ all means available to assist in locating the
missing employee.

b. The principal AID Officer notifies WPM immediately (by
telegram if overseas) of an employee's missing status, furnishing
the following information:

(1) Details and circumstances surrounding the absence of
the employee.

(2) Number, age, and relationship of dependents at post.

(3) Name, address, and relationship of dependents not at
post, if such information is known.

(4) The employee's payroll status immediately prior to
his/her absence, including current allotments of pay and allowances
and the amount of accrued annual and sick leave.
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2. Office of the General Counsel (Ge)

On the basis of the information provided above, the Office of the
General Counsel makes recommendations to the Director, M!PM,
regarding the applicability of the provisions of the Missing
Persons Act to the missing employee.

3. Director, M!PM, or Designee

a. Keeps the case of an employee in a missing status under
active review for twelve months when no official report of death or
the circumstances of the employee's continued absence has been
received. After the end of the twelve months in a missing status
and after conducting a full review of the missing employee's case,
the Director, M!PM, or designee, is authorized to determine the
continuance of the employee's missing status (if the employee can
reasonably be presumed to be living) or to make a finding of
death. When a finding of death is made, it shall include the date
upon which death is presumed to have occurred for the purpose of
termination of crediting pay and allowances, settlement of
accounts, and payment of death gratuities. Such date shall be the
day following the expiration of an absence of twelve months, or a
later date as determined by the Director or designee. When an
employee is continued in a missing status, the employee shall
continue to be entitled to have pay and allowances credited, and
payments of allotments are authorized to be continued, increased,
or initiated. (See l2F.)

b. When it is officially determined that a missing employeE~ is
alive and in the hands of a hostile force or is interned in a
foreign country, authorizes payments to be made for a period not to
extend beyond the date of the receipt of evidence that the missing
employee has returned to the controllable jurisdiction of the
Agency or is deceased.

c. Makes all determinations necessary to administer the
provisions outlined in this chapter, including the fact of
dependency as defined in section l2C, any other status covered by
this chapter, and an essential date, including a date on which
evidence or information is received by the Director, M!PM, or
designee, and whether information received concerning the emplo~{ee

is to be construed and acted upon as an official report of death.
A court decree or similar legal action, in which an employee in a
missing status is declared dead, shall be deemed an official report
of death. Determinations by the Director, as provided for by tllis
chapter, are conclusive.

d. Makes a finding of death upon receipt of information which
establishes a reasonable presumption that the missing employee is
dead. Such a determination may be made after the employee has been
reported in a missing status for at least twelve months.

df.. ·.•... -•.•~;

"""
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e. Determines entitlement of an employee in a missing status
to pay and allowances, including credits and charges in the
employee's account.

f. Changes or modifies a previous determination when
circumstances warrant such change.

g. Waives the recovery of erroneous payments or overpayments
of allotments to dependents when recovery is deemed to be against
equity and good conscience.

h. Authorizes travel of dependents, transportation or other
disposition of household effects as follows:

(1) The dependents and household and personal effects of
an employee who is officially reported as missing, injured, or dead
for a period of 30 days or more, may be moved (including packing,
crating, draying, temporarily storing, and unpacking of household
and personal effects) to the official residence of record for such
employee or to the residence of the employee's dependent(s), next
of kin, or other person entitled to receive custody of the
effects. At the request of the employee (if injured) or his/her
dependent(s), next of kin, or other person entitled to the effects
under regulations prescribed by the Agency, household and personal
effects may be moved to another location determined in advance or
later approved by the Director, M!PM, or designee.

(2) Transportation, upon request of a dependent, Day be
authorized only when there is a reasonable relationship between the
circumstances of the dependent and the destination requested.

(3) Instead of providing transportation for dependents
under this section, when travel has been completed, the Director,
M/PM, or designee, may authorize --

(a) reimbursement for the commercial cost of the
transportation; or

(b) a monetary allowance, instead of transportation, as
authorized by statute for the whole or that part of the travel for
which transportation in kind was not furnished.

Such reimbursement or allowance may be effected only if the travel
was authorized by the appropriate post official prior to its being
taken.

(4) The Director, M!PM, or designee, may provide for the
storage of household and personal effects of an employee until
proper disposition can be made. The cost of the storage and
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transportation (including packing, crating, draying, tenporarily
storing, and unpacking) of household and personal effects shall be
charged against appropriations currently available to the Agency.

(5) When the Director, WPM, or designee, in exercising
his/her responsibilities under the Missing Persons Act, determines
that an emergency exists and that sale of household and personal
effects would be in the best interests of the Government, he/she
may provide for the public or private sale of motor vehicles and
other bulky items of the household and personal effects of an
employee officially reported as dead, injured, or absent for 30
days or more. Before a sale, reasonable efforts shall be madej, if
practicable, to determine the desires of interested persons. ~~e

net proceeds from the sale shall be sent to the owner or other
person entitled to such net proceeds as determined by the Director,
WPM, or designee. If there is no owner or other entitled person,
or if the owner or other person or their addresses are not
ascertained within one year from the date of sale, the net proceeds
may be transferred to the Treasury of the United states as
miscellaneous receipts.

(6) A claim for net proceeds transferred to the Treasury
may be filed with the General Accounting Office by the owner,
his/her heir(s) or next of kin, or the owner's representative ,at
any time before the end of five years from the date the proceeds
are transferred to the Treasury. When a claim is filed, the
General Accounting Office shall allow or disallow it. A claim that
is allowed shall be paid from the appropriation for refunding :money
erroneously received and covered. If a claim is not filed before
the end of five years from the date the proceeds are transferred to
the Treasury, it is barred from being acted on by the General
Accounting Office or the courts.

(7) In consultation with Ge, keeps the Mission apprised of
the administrative actions taking place in AID/Washington on behalf
of the missing employee, and any actions that may be required of
the Mission in addition to those noted in l2El.

4. Employee

Elects in writing, within ninety days following termination of
missing status, whether he/she desires payment for leave, as
defined in l2Fla(l) of this chapter, or credit for the leave, as
defined in l2Fla(2) of this chapter.

l2F. Procedures

1. Entitlements

a. An employee in a missing status is entitled to receive or
have credited to his/her account for the period he/she is in that
status, the same pay and allowances to which the employee was

iii.··.'.~.·'ii.·.·
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entitled at the beginning of that period or may become entitled to
thereafter. An employee in a missing status on or after January 1,
1965, is entitled to:

(1) lump-sum payment for forfeited annual leave which
accrued to the employee's account on or after January 1, 1965 due
to his/her missing status. Computation will be based upon the
employee's basic pay in effect at the time the leave was forfeited;
or

(2) have all of such leave restored and credited to a
separate leave account in accordance with the provisions of FPM
Chapter 630, which outlines the procedure to follow in determining
the time limit for use of restored leave.

b. An employee is entitled to overtime compensation based on
the amount of overtime compensation received prior to entering a
missing status, if such compensation was part of the employee's
regularly scheduled pay and allowances and such overtime
compensation would have continued throughout the missing status
period. This is so even though the office to which the employee is
assigned has been abolished. However, where overtime was not a
part of the employee's regularly scheduled workweek, the employee
is not entitled to overtime compensation unless he/she became
entitled to it thereafter. In general, entitlement would be based
on the overtime performed by the employee's replacement or the
average overtime performed by employees in his/her work unit.

c. Entitlement to pay and allowances shall terminate upon the
date of receipt by the Director, M!PM, or designee, of evidence
that the employee has returned to the controllable jurisdiction of
the Agency or is deceased.

d. Entitlement to pay and allowances does not end upon the
expiration of the term of service or employment of an employee
while in a missing status, or earlier than receipt of evidence that
the employee is dead or is determined to have died while in a
missing status, as outlined in section 12 of this chapter.

e. There shall be no entitlement to pay and allowances for any
period during which an employee is officially determined to be
absent from post of duty without authority (AWOL). Such employee
shall be indebted to the Government for any payments for amounts
credited to his/her account for such period.

2. Allotments

a. For the period that an employee is entitled to receive or
be credited with pay and allowances, any allotments as may have
been executed by the employee prior to the beginning of his/her
absence may be continued even though the period for which an
allotment was executed has expired.
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b. The aggregate of all allotments cannot exceed the amount of
pay and allowances the absent employee would be permitted to allot
under prescribed Agency regulations.

c. Any premium paid by the Government on insurance issued on
the life of an employee, which is unearned because it covers a
period after the employee's death, shall revert to the Agency.

d. When in the best interests of the employee, the employee's
dependents, or the Government, the Director, WPM, or designee, malY
direct the initiation, continuance, discontinuance, increase,
decrease, suspension, or resumption of an allotment from the pay
and allowances of an employee in a missing status. In the absencE~

of an allotment or when an allotment is insufficient for a purpoSE!
authorized by the Director, WPM, or designee, such new allotments
or increases as circumstances warrant may be authorized, which is
payable for the period the employee is in a missing status.

e. Payment or settlement of an account made pursuant to a
report, determination, or finding of death may not be recovered or
reopened because of a subsequent report or determination which
fixes a date of death, unless that date is later than that used as
the basis of the prior settlement.

f. Excepting allotments for unearned insurance premiums, any
allotments paid for pay and allowances of an employee for the
period of the employee's entitlement to receive or have credited
such pay and allowances shall not be subject to collection from the
allottee or charged against the pay of the deceased employee as
overpayments when payment was due to delay in receipt of evidence
of death.

(All official actions concerning a missing employee's pay will be
transmitted to WFWESD on Standard Form 50 or other similar forms.)

3. Income Tax Deferment

a. Notwithstanding any other provision of law, any Federal
income tax return of, or payment of any Federal income tax by, an
employee of the Agency who is in a missing status at the time such
return or payment would otherwise become due does not become due
until the earlier of the following dates:

(1) The 15th day of the third month following the month in
which the employee ceases (except by reason of death or
incompetency) to be in a missing status, unless prior to that datE~

the employee again is in a missing status; or

(2) The 15th day of the third month following the month in
which an executor, administrator, or conservator of the estate of
the taxpayer is appointed.

tJ······~·····'·'. t~
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b. Public Law 98-259, dated April la, 1984, exerrpts from
Federal income taxes certain military and civilian employees of the
United states dying as a result of wounds or injuries sustained
overseas in a terrorist or military action. This exemption covers
taxes for:

(1) the taxable year in which falls the date of the
employee's death; and

(2) any taxable year in the period beginning with the last
taxable year ending before the taxable year in which the wounds or
injuries were incurred.

(3) This amendment applies to all taxable years (whether
beginning before, on, or after the date of enactment of this Act)
of employees dying after December 31, 1979, as a result of wounds
or injuries incurred after such date.

(4) Further information on this amendment may be obtained
from the Internal Revenue service. (Reference: Public Law 98-259,
dated April la, 1984.)
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CHAPTER 13

ALLOWANCES AND DIFFERENTIALS

l3A. Purpose

This chapter presents a general overview of the allowances and
differentials available to AID U.S. citizen Foreign Service employees,
provides references to the regulations which govern the granting of
allowances, and includes AID-specific responsibilities and procedures.
For detailed information, the user should consult the applicable
section(s) of 3 FAM 300 (Allowances - General), Uniform State/AID/USIA
Regulations, which are included as Appendix l3A; the Standardized
Regulations (Government Civilian, Foreign Areas); and other AID
Handbooks.

The allowances and differentials covered in this chapter, and where
information can be fo~nd on them in the Standardized Regulations (SR),
Foreign Affairs Manual (FAM) and this AID Handbook (HB), are:

Allowance/Differential

Advance of Pay

~ Cost-af-Living Allowances

Danger Pay Allowance

Domestic Relocation Allowance

Education Allowance

Educational Travel

Evacuation/Authorized Departure

~FOreign Transfer Allowance

Home Service Transfer Allowance

Living Quarters Allowance

Official Residence Expenses

SR

851

200

651

270

280

600

240

250

130

410

FAM

3:390

3:330

6: 148

6: 111

3:314.6

3:320

3:350

HB

19:14C-E; 26:13F.18

26.13F.5

26:13F.17

26:13F.21; 22:9A

26:13F.ll

26:13F.12

26:13F.16; 23:12

19:140; 26:13F.8

19:140; 26:13F.9

19:14C; 26:13F.3

26:13F.14
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Allowance/Differential

Post Allowances

Post Differential

Quarters Allowances

Representation Allowances

Supplementary Post Allowance

Separate Maintenance Allowance

Temporary Lodging Allowance

Travel Per Diem Allowance

Unhealthful Post Credit

United Nations Mission

SR

220

510

llO'

310

230

260

120

925

150

3:370

3:320

3:340

3:314.4

6: 140

26:13F.6

26:13F.l

26:13F.13

26:13F.7

26:13F.I0

19:14C; 26:13F.2

19:14C; 26:13F.20

22:6; 26:13F.19; 30:3

26:13F.4

13B. Appl icabil ity

This chapter applies to AID U.S. citizen Foreign Service employees.
Employees may be granted all allowances and differentials applicable to
their post, except as follows:

1. Part-time employees may be granted only danger pay.

Ji. [!'~
~

2. Resident-hire employees may be granted only post allowance and
danger pay.

3. No allowances may be granted to employees when they are in
non-pay status in excess of fourteen consecutive days. Payment of
~~:i~~~ntial is suspended during all periods an employee is in non-pay \j

4. When both members of a Foreign Service (FS) working couple
(also called tandem couple) are employed under FS career qr limited
(career candidate and noncareer) appointments, each member usually will
receive the same allowances and differentials as other FS employees.
Specific information concerning exceptions is contained in the
Standardized Regulations (SR) section 134.13 and each applicable
allowance section of the SR.

w·····

·,·····,···
". . ,:
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Be. Authorities and References

1. Foreign Service Act of 1980, Section 905;

2. Foreign Assistance Act of 1961, as amended;

3. 3 FAM 300; SR section 311.

4. 5 USC 5921-5925

13D. Responsibilities

1. Overseas

The Mission Director or designee may grant, revise, or terminate,
in accordance with applicable regulations, the following allowances for
employees stationed overseas: temporary lodging, living quarters, post,
supplementary post, foreign transfer, danger pay, and education; post
differential and educational travel.

2. AID/Washington

a. The Chiefs, Executive Resources Division (PFM/PRM/ERD) and
Assignments/Career Development Division (PFM/PRM/ACD), as appropriate,
or their designee, and the Assistant Inspector General for Personnel
Management (AIG/RM) for BS-08 employees, may in accordance with
applicable regulations:

(1) Grant or terminate the allowances and differentials
listed in 13D1 for employees claiming payment in AID/Won the basis of
prior service overseas; and

(2) Grant Home Service Transfer Allowance for employees
transferring to AID/W.

(3) Grant a Separate Maintenance Allowance (SMA) based on
special needs or hardship. Only the Director, PFM/PRM/OD, or Inspector
General (IG) for BS-08 employees, may disapprove requests based on
special needs or hardship. Requests based on health factors are
approved by the State Department Medical Unit, M/MED.

b. Reporting waiver issuances to A/ALS in State shall be as
follows: for FS employees in grades FS-Ol and below, PFM/PRM/ACD; for
Senior Foreign Service employees, PFM/PRM/ERD; and for all FS and SFS
employees in BS-08, IG/RM.
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3. Authority for Personnel of Other Government Agencies

Allowances to employees of other Government agencies must be
granted by the head of their agency ora person designated in writing by
such head of agency to grant allowances.

13E. Procedures

1. General

a. Application is made using the Foreign Allowance Applicat10n,
Grant, and Report, form SF-1190, "Foreign Allowances Application, Grant,
and Report" (see "Forms and Attachments" for a copy (Att. A) of and
instructions in completing this form).

b. In the absence of a member from post, the authorizing officer, when
in possession of the pertinent facts, is authorized to submit SF-1190 in
the member's behalf. '

2. AID-Specific Procedures

a. Overseas

(1) Applications are usually submitted to a Mission office
designated to act on such matters.

(2) If an employee is absent from post, the authorizing
officer, when knowledgeable of the pertinent facts, may submit an
SF-1190 in the employee's behalf.

(3) Applications are reviewed by the authorizing officer to
ensure that estimated expenses are based on allowable costs and that the
information on the form is correct. The authorizing officer may request
receipts or other supporting evidence of expenditures. Except as
requi red by regul at ion, such documentation wi 11 be returned to the
employee following review of the application.

b. AID/Washington

(1) Applications, along with any required documentation, are
submitted to PFM/PRM/ACD, PFM/PRM/ERD, or IG/RM, as appropriate, through
the employee's Personnel Officer (Backstop).

d.·... .•... '•.'.'

\.rI

i; ...·.;"~·

""



-----_._--_ ... -

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 26 26:76 April 1, 1990 13-5

13F. Allowances and Differentials

1. Quarters Allowances

a. Purpose

"The quarters allowance is intended to reimburse an employee
for substantially all of his costs for either temporary or residence
quarters whenever Government-owned or Government-rented quarters are not
provided to him/her at his/her post without charge. Such costs are those
incurred for temporary lodging (temporary lodging allowance) or one unit
of residence quarters (living quarters allowance) and include rent, plus
any costs not included therein for heat, light, fuel, gas, electricity
and water. The temporary lodging allowance and the living quarters
allowance are never both payable to an employee for the same period of
time." (SR, section 100) Quarters Allowances include the Temporary
Lodging Allowance, Living Quarters Allowance and the USUN Housing
Supplement.

b. Authoritjes

(1) SR, Chapter 100
(2) 3 FAM 320

~ 2. Temporary Lodging Allowance

a. Purpose

"... a quarters allowance granted to an employee for the
reasonable cost of temporary quarters incurred by the employee and his
family for a period not in excess of (1) three months after first
arrival at a new post in a foreign area or a period ending with the
occupation of residence (permanent) quarters, if earlier, and (2) one
month immediately preceding final departure from the post subsequent to
the necessary vacating of residence quarters." (SR, section 121)

b. Authorities

(1) SR, section 120
(2) HB 19, Ch. 14C

3. Living Quarters Allowance (LQA)

a. Purpose

"... a quarters allowance granted to an employee for the annual
cost of suitable, adequate, living quarters for the employee and his/her
family." (SR, section 131.1)
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b. Authorities

(1) SR section 130
(2) 3 FAM 320
(3) HB 19, Ch. 14C

4. Hoysing Supplement for Certain Employees Assigned to the United
States Mission to the United Nations (USUNl

a. Purpose

"... reimbursing certain full-time employees with important
representational responsibilities for the additional cost of living
quarters in the extraordinarily high rent area immediately surrounding
the headquarters of the United Nations in New York, New York. The
supplement is to compensate for the portion of expenses necessarily
incurred by the employee for living quarters in the high rent area which
exceeds such expenses normally incurred by typical permanent residents
of the metropolitan New York, New York area with comparable salary and
family size. No more than 45 employees of all agencies in USUN shall
receive the supplement at anyone time." (SR, section 141.2)

b. Aythorities

(1) SR, section 150

5. Cost-of-Living Allowances (COLA)

a. Purpose

"Cost-of-l iving allowances are intended to reimburse an
employee for certain excess costs, exclusive of any quarters costs,
which result from being officially stationed in a foreign area." (SR
section 212) Cost-of-Living Allowances include the Post Allowance,
Supplementary Post Allowance, Foreign Transfer Allowance, Home Service
Transfer Allowance, Separate Maintenance Allowance, Education Allowance
and the Educational Travel Allowance.

b. Authorities

(1) SR, Ch. 200

6. Post All owance

£'~

\til

£Ii...••i,..,

a. Purpose

"... a cost-of-1iving allowance granted to an employee
officially stationed at a post where the cost of living, exclusive of
quarters costs, is substantially higher than in Washington, D.C." (SR, ,,?~
section 221) ..
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b. Authorities

(I) SR, section 220

7. Supplementary Post Allowance

a. Purpose

"... a form of post allowance granted to an employee at his or
her post for whom assistance is necessary to defray extraordinary
subsistence costs under conditions described in SR 231.a. Extraordinary
subsistence costs are defined as those costs which exceed (a) that
portion of the employee's salary which he or she would ordinarily spend
for food and household expenses while occupying housekeeping quarters,
and (b) that portion of his or her post allowances, if any, related to
his or her food and household expenses." (SR, section 231.b)

b. Authorities

(I) SR, section 230

8. Foreign Transfer Allowance

a. Purpose

"... an allowance for extraordinary, necessary and reasonable
expenses, not otherwise compensated for, incurred by an employee
incident to establishing him or herself at any post of assignment in a
foreign area, including costs incurred in the United States ... prior to
departure for such post." (SR, section 241)

b. Authorit ies

(I) SR, section 240
(2) HB 19, Ch. 14D

~I
9. Home Service Transfer Allowance

a. Purpose

"... an allowance for extraordinary, necessary, and reasonable
expenses, not otherwise compensated for, (I) incurred by an employee
incident to establishing him/herself at a post of assignment in the
United States (SR section 040a) as authorized by 5 USC 5924(2){B) and
Section 901(14) of the Foreign Service Act of 1980. 11 (SR, section 251)
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b. Authorities

(1) SR, sections 250 and 942.2
(2) 3 FAM 314.6
(3) HB 19, Ch. 14D
(4) 5 USC 5924(2)(B)
(5) FSA of 1980, Sec. 901(14)

c. AID-Specific Procedures

(1) Employees reporting for assignment in AID/W should \,)'..•."
contact their Personnel Officer in PFM/PRM/ACD, PFM/PRM/ERD or IG/RM, as
appropriate,for application forms and instructions. Approved forms are
forwarded by PFM/PRM/ACD, PFM/PRM/ERD or IG/RM, as appropriate, to the
Office of Financial Management, PFM/FM/AD for payment. The original
copy is retained by PFM/FM/WAOD with a copy forwarded to PFM/PRM/ACD,
PFM/PRM/ERD or IG/RM, as appropriate, and a copy to the employee.

10. Separate Maintenance Allowance

a. purpose

"... an allowance to assist an employee who is compelled or
authorized, by reason of dangerous, notably unhealthful, or excessively
adverse living conditions at his/her post of assignment in a foreign
area, or for the convenience of the Government to meet the additional
expense of maintaining his/her dependents elsewhere than at such post."
(SR, section 261.1.a.)

b. Authorities

(1) SR, section 260
(2) 3 FAM 314.4
(3) 5 USC 5924(3)
(4) FSA of 1980, Sec. 2307

c. AID-Specific Regulations

(1) An employee whose dependents travel to post on the
employee's travel authorization is not eligible to receive SMA for
special needs or hardship for the first three months following the
employee's arrival at post regardless of whether the dependents depart
post during that period at Government expense or at the employee's
expense.

1' ... '\...,
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(2) An employee may change an election of SMA based on

special needs or hardship for a dependent only once during a "tour" of
duty. For SMA purposes only, a "tour" of duty includes all time
continuously assigned to a particular post; e.g., four years at a post
with HL/RTP at the end of the first two years is one tour of duty for
SMA purposes. The above limitation does not affect an employee's
eligibility for SMA when compelled by the Agency to maintain any or all
dependents elsewhere than at the post of assignment because of
dangerous, notably unhealthful or excessively adverse living conditions,
or for the convenience of the Government (SR 262.1). Any change of SMA
election, whether requested by the employee or compelled by AID,
requires approval of a new SF-1190 by the Chief, PFM/PRM/ACD, Chief,
PFM/PRM/ERD or AIG/RM, as appropriate.

(3) If an employee who is stationed overseas is transferred
to another overseas post and the transfer is delayed by a TDY in AID/W,
the employee's eligibility for SMA is the date of arrival at the new
post after completion of the TDY. In addition, whenever there is a
delay enroute for personal reasons by an employee or dependents,
departure, arrival and/or separation dates, as appropriate, will be
recalculated for SMA purposes.

(4) If an employee gives up permanent quarters at the request
of the post and moves to temporary quarters, such change of quarters is
not to be interpreted as relinquishing quarters for the purpose of SMA
regulations. In such cases, the date quarters are relinquished will be
the date the employee vacates government subsidized lodging.

d. Procedures

(1) Employees stationed overseas should forward requests to
their Personnel Officer in PFM/PRM/ACD, PFM/PRM/ERD or IG/RM, as
appropriate, through (l) the Mission or Regional
Executive/Administrative office and (2) the Mission or Regional
Controller. Employees requesting SMA prior to departure for post should
forward requests directly to PFM/PRM/ACD, PFM/PRM/ERD or IG/RM, as
appropri ate. PFM/PRM/ACD, PFM/PRM/ERD or IG/RM, as appropri ate, wi 11
provide the appropriate Bureau with an information copy of the action
taken on SMA requests. When the employee is changing Bureaus,
information copies of the action will be provided to both Bureaus, as
appropriate.

(2) Refer to 3 FAM 314.4 for further information on SMA
application and disposition, and refer to 3 FAM 314.6 for information on
SMA eligibility and "special needs or hardship" (HB 26, Ch. 13A).
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11. Education Allowance

a. Purpose

11 ••• an allowance to assist an employee in meeting the
extraordinary and necessary expenses, not otherwise compensated for,
incurred by reason of his/her service in a foreign area in providing
adequate elementary and secondary education for his/her children." (SR,
sect ion 271. a. )

b. Authorities

(1) SR, section 270
(2) FSA of 1980, Sec. 2308

12. Educational Travel

a. Purpose

"Educational travel ...means travel to and from a school in the
United States for secondary education (in lieu of an education
allowance) and for college education." (SR, section 281.a)

b. Authorities

(1) SR, section 280
(2) 6 FAM 111.1
(3) HB 22, Ch. 9, Foreign Service Travel

13. Representation Allowances

11.·..·· · a·'·VitI

~ ;· ;•.~l
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11.· ·.·..'.'.'"
a. Pyrpose

This "... allowance is for the purpose of furthering abroad the
interests of the United States. Representation allowances are intended
to cover allowable items of expenditure by employees including fOl~eign

national employees whose official positions entail responsibility for t:~
establishing and maintaining relationships of value to the United States ,...,
in foreign countries and by adult family members acting with or on.
behalf of these employees ... " (SR, section 311).

b. Aythorities

(1) SR, Chapter 300
(2) 3 FAM 340
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c. Pol ici es

(1) For AID employees, the Mission Director or designee may
authorize use of funds.

(2) Refer to 3 FAM 342.2 (HB 26:I3A) for examples of
representation expenditures that are prohibited by law, and refer to 3
FAM 344.5 for examples of prescribed limits on representation
expenditures.

14. Official Residence Expenses

a. Purpose

"The defraying of official residence expenses is intended to
make possible the operation and maintenance of official residences in
which principal representatives can properly represent the United States
abroad by extending official (as distinct from personal) hospitality to
foreign dignitaries and important visitors, by receiving official
deputations and callers, and by holding requisite and appropriate
ceremonies smoothly and with dignity ... " (SR, section 412)

b.

Abroad

Authorities

(1) SR, Ch. 410
(2) 3 FAM 350
(3) HB 23, Circular 23-5, Office and Residential Quarters

c. Po1ici es

(1) Representation funds made available to a mission may be
used at the discretion of the chief of mission for any expenditure,
consistent with 3 FAM 341.1.

(2) Official residences are designated by the appropriate AID
geographic bureau. Refer to 3 FAM 353 (HB 26, Ch. I3A) for the officers
holding positions or ranks that are designated as principle
representatives.

(3) Refer to 3 FAM 358 (HB 26, Ch. 13A) for a list of
Official Residence Expense prohibitions.
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15. Post Differential

a. Purpose

"Post differential is designed to provide additional
compensation to employees for service at places in foreign areas where
conditions of environment differ substantially from conditions of
environment in the continental United States and warrant additional
compensation as a recruitment and retention incentive." (SR, section
512)

b. Authorities

(1) SR, Ch. 500
(2) 3 FAM 370

c. Policies

(1) Post differential shall not be included in any lump-sum
leave payment, except for settlement of a deceased Foreign SerViCE!
employee's accounts, and when an employee is separated at a differential
post. Refer to 3 FAM 370 for more information on post differentials.

16. Payments During Evacuation/Authorized Departure

a. Purpose

The applicable regulations provide "... an efficient, orderly,
and equitable procedure for the payment of compensation, post
differential and allowances in the event of an emergency evacuation or
authorized departure of employees or their dependents, or both, from
duty stations for military or other reasons of national interest or
because of imminent danger to their lives." (SR, section 610.1)

b. Authorities

(1) SR, Ch. 600
(2) HB 23, Ch. 12, Emergencies at Missions

17. Danger Pay Allowance

a. Purpose

"The danger pay allowance is designed to provide additional
compensation above basic compensation to all U.S. Government civillian
employees, including Chiefs of Mission, for service at places in foreign
areas where there exist conditions of civil insurrection, civil war,
terrorism or wartime conditions which threaten physical harm or imminent
danger to the health or well-being of an employee ... " (SR, section
652.a)

U······'··'·i...,'.... ; .1
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b. Authorities

(1) SR, Ch. 650
(2) 3 FAM 330
(3) FSA of 1980, Sec. 2311
(4) 5 USC, Ch. 59

c. Procedures

(1) The procedures for application of Danger Pay Allowance is
made on form AID 760-10 (time card). Information for time card
maintenance is contained in HB 27.

18. Advance of Pay

a. Purpose

(1) Up to three months' pay (six bi-weekly pay periods) may
be advanced to an employee upon assignment to a post in a foreign area.

(2) An advance may be requested upon receipt of travel orders
but not more than 45 days before departure from the U.S. and not more
than sixty days after arrival at the overseas assignment.

(3) The maximum advance is computed on the employee's base
bi-weekly salary less mandatory deductions. The actual amount advanced
will take into account any voluntary allotments and the employee's
ability to meet the mandatory repayment schedule (see HB 19, Ch. 14E).

b. Authorities

(1) SR, Ch. 850
(2) HB 19, Ch. 14C-E, Advance of Pay for Overseas Assignments
(3) FSA of 1980, Sec. 2310

19. Unhealthful Post Credit

a. Purpose

(1) Employees who participate in the Foreign Service
Retirement and Disability System may elect to receive Extra Service
Credit in lieu of post differential for service at posts designated by
the Department of State as "unhealthful." Election is irrevocable for
the duration of an assignment except when there is a change in benefits,
such as removal of the pay ceiling, an increase in post differential, or
an increase in rates of pay.
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(2) Such credit is used in computing the years of service for
retirement purposes, including retirement eligibility. Each year of
service at an unhealthful post will count as one and one-half years for
retirement purposes; periods of less than one year will be prorated.

(3) Application is made using Optional Form (OF) 140,
Election to Receive Extra Service Credit Towards Retirement (see HB 30,
Ch. 3).

b. Authorities

(1) HB 30, Ch. 3F.2, Foreign Service Retirement and
Disability System

20. Travel Per Diem Allowance

a. Pyrpose

Travel per diem is a payment made for each day in travel
status in lieu of reimbursement for actual subsistence expenses. The
maximum per diem allowances are published monthly as a supplement
(section 925) to the Standardized Regulations.

b. Authori ties

(1) SR, section 925
(2) HB 22, Ch. 6, Per Diem and Actual Subsistence Expenses
(3) HB 22, Ch. 9, Foreign Service Travel
(4) HB 22, App. 9A, 6 FAM 140
(5) HB 19, Ch. 14A3 (Other Treasury Checks)

21. Domestic Relocation Allowance

a. Purpose

t·:'.·.··.'...'.,.·.'·
~
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(1) This allowance provides reimbursl:!ment of certain tt'avel
and transportation expenses incident to the relocation of FS personnel V
(and eligible dependents) between duty stations within the U.S.,
including assignment to public agencies and institutions and private
nonprofit organizations.

(2) While this allowance is not avai'lable to new appointees,
it is available to employees who transfer to AID from other U.S.
Government agencies.

b. Authorities

(1) HB 22, App. 9A, section 148.6, Domestic Relocation
Entitlements Allowance

(2) . HB 22, App. IDA, Federal Travel Hegulations
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a. Standard Form 1190 (Rev. 7-78), "Foreign Allowances Application,
Grant, and Report"

b. 3 FAM 310, "Allowances (General)"
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310
ALLOWANCES (GENERAL)

311 LAWS AND REGULATIONS
(TL:PER-192 4-22-92)
(Effective date: 7-1-91)
(Uniform StatelAIDIUSIAlAgriculturel

Commerce)
Post differential, quarters allowances, and cost-of

living allowances for employees of State, AID, Com
merce, USIA and USDA authorized by 5 USC
5921-5925, and representation allowances authorized
by section 905 of the Foreign Service Act of 1980, as
amended (22 USC 1131), shall, subject to the avail
ability of appropriated funds, be granted and paid in
accordance with the Standardized Regulations (Gov
ernment Civilians, Foreign Areas), the Foreign Affairs
Manual. and supplemental regulations in the Manual of
Operations and Administration (USIA), Handbooks
(AID), FAS and APHIS Directives (USDA), and the
Foreign Service Personnel Management Manual
(Commerce) .

312 AUTHORITY FOR
REGULATIONS

(TLPER-192 4-22-92)
(Effective date: 7-1-91)
(Uniform StatelAIDIUSIAIAgriculture I

Commerce)
These uniform State/AID/USIAlUSDA/Commerce

regulations governing the granting and payment of al
lowances and post differentials are issued under au
thority of section 013 of the Standardized Regulations
(GC, FA).

313 DEFINITIONS
(TLPER-192 4-22-92)
(Effecti\'e date: 7-1-91)
(Uniform StatelAIDIUSIAIAgricullurel
Commerce)

Definitions of the following terms appearing in sec
tion 040 of the Standardized Regulations (GC, FA)
shall, with reference to State, AID, USIA, USDA, and
Commerce have the specific meanings indicated below:

a. "Government agency" means State, AID, USDA.
Commerce or USIA.

b. "Head of agency" means the Secretary of State,
the Administrator of AID, the Director of USIA, Sec-

retary of Agriculture, or Secretary of Commerce or any
officer designated by them in section 3 FAM 314.1.

c.•Post" as defined in section 040h of the Standard
ized Regulations (GC, FA) includes, in the case o/mul
tiple assignments, an employee's duty post as shown on
the SF-50, Notification of Personnel Action, whether
the employee actually resides at that post or at SOlM

other authorized point.
d. "Principal post" means an embassy, ligation, or

other diplomatic mission, or a post which is not super
vised by another field post (e.g., Hong Kong; Hamil
ton. Bermuda; Martinique).

e. "Constituent post" means a post which is super
vised by another field post.

314 GRANTING ALLOWANCES
(See also section 4 FAM 544.)

314.1 Authority
(TL:PER-192 4-22-92)
(Effective date: 7- 1-91)
(Uniform StatelAIDIUSIAlAgriculturel
Commerce)

314.1-1 Post Authority
a. For State, the principal or administrative officer,

or designee. for a principal post, hereinafter referred to
as the .. authorizing officer," exercises the authority
vested in the head of agency by section 013 of the Stan
dardized Regulations (Ge. FA) for granting, revising,
or terminating post differential, temporary lodging. liv~

ing quarters, post. supplementary post, foreign trans
fer. and education allowances. and educational travel
to the United States, to employees who are paid from
State appropriations and who are assigned to that post
or its constituent posts. The authorizing officer may
also exercise other authorities vested in the head of
agency by the Standardized Regulations (GC, FA) with
respect to post differential, living quarters, post, supple
mentary post. foreign transfer, and education allow
ances.

b. For AID, the "authorizing officer" referred to
above is the mission director, or designee.

c. For USIA, see MOA V-B 122.3 for delegation of
authority to Agency overseas officials to grant. revise,
or terminate allowances referred to above.

d. For USDA, the officer of designee indicated in
section 3 FAM 314.1-la above for FAS, and the
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Deputy Administrator, International Services, in
Washington for APHIS.

e. For Commerce, the "authorizing officer" is the
officer or designee indicated in section 3 FAM
314.1-la.

f. Authorities under this section do not extend to
separate maintenance allowances unless specifically
authorized by the parent agency, (see section 3 FAM
314.4), home service transfer allowances (see section
3 PAM 314.5), or special allowances under section
013 of the Standardized Regulations (see section 3
PAM 314.3C).

g. Details of any waiver granted under section 113.4
of the Standardized Regulations (Ge, FA) shall be re
ported promptly:

For State, Commerce, and USIA, direct to the Al
lowances Staff, NALS.

For AID, see HB 26, Chapter 13, Sec. 13D2b.
For USDA. the Assistant Administrator, Manage

ment, for FAS, and the Director, Resource Manage
ment Support, IS, APHIS.

314.1-2 Eligibility
Employees who are citizens of the United States are

eligible to receive the allowances and post differentials
authorized by the Standardized Regulations (GC, FA)
as supplemented by these regulations, except as fol
lows:

a. Consular agents, and employees appointed on a
part-time basis, are not eligible for any allowances;

b. Resident employees are eligible for post allow
ances as specified in section 3 FAM 123.17-5. For
AID, also see HB 25, Chapter 34, Sec. 34M.

314.1-3 Application for Allowances
(Excluding separate maintenance allowances and

home service transfer; see sections 3 FAM 314.4 and
314.5.)

314.1-4 Dates of Submissions
Employees eligible for temporary lodging, living

quarters, post, supplementary post, foreign transfer, or
education allowances, following arrival at a new post,
should complete in or,iginal.(duplicate at a constituent
post), an application for such allowances on SF-l 190,
Foreign Allowances Application, Grant and Report,
and submit the form to the principal or administrative
officer. A new SF-JJ90 is submitted as of:

a. The date of any change in:
(1) Family status, including arrival or departure of

dependents affecting amount ofany allowance payable;
(2) Salary or personnel classification affecting the

amount of any allowance payable, except that a new

form will not be required when the amount c)f a post
allowance is changed owin, to promO/ion, a within
class increase, or a pay act salary adjuslme1lt for all
employees;

(3) Daiiy rate of expenses for temporary j'odgin,;
b. The date of classification of the post from ·0·

(zero) to a higher classification for post allowances
(changes to a higher or lower classification will be ef
fected without a new SF JJ90);

c. The date of other changes affecting eli,ibility to
receive allowances or requiring revision or termination
as provided by the Standardized Regulations (GC, FA),
except when a Jiving quarters rate is revised (see sec
tion 3 FAM 314.1-8 and section 077.31 of the Stan
dardized Regulations (GC, FA»; and

d. Such other dates as the authorizing officer of
State, AID, USIA, Agriculture, or Commerce may re
quire.

314.1-5 During Absence of Applicant
In the absence of a member from post, the .1uthoriz

ing officer, when in possession of the pertinent facts, is
authorized to submit SF-l 190 in the member's behalf.

314.1-6 Examination and Review I)f
Applications

Principal or administrative officers for Srate and
Agriculture, AID mission directors or their designee.
and heads of USIA and Commerce overseas establish
ments should ensure that a careful examillation is
made of (ompleted SF-1190's. Those officers are re
sponsible for ascertainin8 that estimates of expenses
are based on actual costs and that the information on
the form is correct.

At constituent posts, the responsible officers, or their
designees, sign in box 28 of SF-I 190. At principal
posts, a reviewing officer may sign in box 28 if required
by the authorizing officer.

Any receipts and other supporting evidence of expen
ditures that may be r('ques:l'd should be returned to the
member after examination of the application.

314.1-7 Disposition of Applications
At constituent posts, the approved original of SF

-J190 .(su- sec/ion 3. FAM 314.1-6) is forwarded to the
principal post for granting and/or paying of allowances;
one copy is retained for post files.

At principal posts, original SF-1190's received from
constituent posts as well as those originated at the prin
cipal post are used to grant allowances (see section 3
FAM 314.1- 10 for disposition of grants).

314.1-8, Authorization of Allowances at
Post

t, . ... ,T'
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Temporary lodging, living quarters, post, supple
mentary post, foreign transfer, and education allow
ances to which an employee is entitled are granted to
an employee by virtue of the authorizing officer's signa
ture in box 29 on the SF-I I 90. The authoriiing officer
is required to sign only the original of SF-I 190 pro
vided that, in lieu of signature, the officer's name and
title appear on all copies and that they bear the follow
ing wording: -True copy of the signed original-.

Allowances granted remain in effect unless otherwise

revised or terminated under regulations.

314.1-9 Numbering of Grants at Posts
Upon completion ofbox 29 ofSF-Jl90 by the autho

rizing officer, the principal post numbers the form in
the upper right corner. The grant number consists of:

a. The servicing code (for State, see FM-I; for AID,
see Geographic Code Book, Handbook 18, Appendix
D; for USIA, usc the Agency symbol -USIA "; for Agri

culture, use -AGR");
b. The fiscal .'lear (last digit); and
c. A serial number beginning with -I" each fiscal

year.
Amended grants are given the same serial number as

the original followed by the letter -A" to designate the
first adjustment, "8" for the second, etc. For exam
ple, the first State grant issued at Rome in FY 1992 on
SF-1/90 would be numbered 250-2-1; the first
amendment thereto would be 250-2-IA. The first AID
grant at Rome in FY 1992 would be 145-2-1; the first
amendment would be 145-2-IA. The first USIA grant
issued in any country in FY J992 would be USIA-2- I;
the first tlmendmcllt would be USIA-2-IA.

314.1-10 Disposition of Grants at Posts
When the SF- J J90 serves as a grant, the original is

forwarded to and retained at the office or post where
allowance amounts are computed and processed for
payment. Copies are not sent to Washington, except
upon request. Sec sectioTIS 072 of the Standardized
Regulations.

314.2 Authority for Personnel of
Other Government
Agencies

(TLP£R-192 4-22-92)
(£ffecti\'e date: 7-1-9/)
(Uniform State/A1D/USIA/Agriculturel

Commerce)

Allowances to employees of other Government agen
cies must be granted by the head of their agency or a
person d.'signated in writing by such head of agency to

3 FAM 310

grant allowances. State authorizing officers (see see
tion 3 FAM 3 I". I - I) may be designated by the head of
another agency to grant allowances to employees of the
officer's agency; without such designation, the Statt
authorizing officer may not grant allowa"ctS to em
ployees of other agencies.

314.3 Washington Authority
(TL:PER-192 4-22-92)

(Effective date: 7-1-91)
(Uniform State/AiDIUSIA/Agriculture/
Commerce)

A. General
The appropriate authorizing officer in State, AID,

USDA, Commerce or USIA may grant, revise, or termi
nate allowances specified in section 3 FAM 314.1-1
for employees who claim payment in Washington on the
basis of prior service at a post abroad:

For State, the executive directors of 10 and the re
gional bureaus.

For AID, see HB 26. Chapter 13, Sec. 13D.
For USIA, the Chief, Foreign Service Personnel (M/

PF), or Chief, Foreign Service Personnel Division (M/
PF or B/PF).

For USDA, the Assistant Administrator, Foreign
Agricultural Affairs for FAS, and the Deputy Adminis
trator, International Services, in Washington for

APHIS.
For Comriterce. the Director, Office of Foreign Ser

vice Personnel.
State, AID, USDA, Commerce and USIA also grant,

revise, or terminate separate maintenance, home ser
vice transfer, and special allowances under authority of
section 013 of the Standardized Regulations (GC, FA).
See sections 3 FAM 314.4 and 314.5for specific grant
authority.

B. Authorization of Allowances In Washington
Use of SF-I 190 - Temporary lodging, living quar

ters, post, supplementary post,Joreign transfer, educa
tion, and educational travel allowances which are
granted in Washington are granted, revised, or termi

.nated by Stat"e, AlD,' USIA, Agriculture, and Com

merce on SF-1190.

C. Special Allowance
The Director, Allowances Staff (A/ALS), is autho

rized to grant, revise, or terminate special allowances
for State employees and to authorize AID, USIA, Agri
culture, and Commerce to grant special allowances for
employees of those agencies in accordance with section
013 of the Standardized Regulations (GC, FA).
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314.4 Separate Maintenance
Allowance

(TL:PER-192 4-22-92)
(Effective date: 7-1-91)
(Uniform StatelAJDIUSIAIAsriculturel
Commerce)

314.4-1 Authority

A. Legal Authority
(1) Section 5924(3) of title 5. U.S. Code, provides

general authority for a separate maintenance allow
alice (SMA).

(2) Section 2307 of the Foreign Service Act of 1980
amended section 5924(3) of title 5, U.S. Code, to pro
vide for a separate maintenance allowance when an
employee requests such an allowance because of spe
cial needs or hardship involving the employee or the
employee's spouse or one or more dependents, includ
ing but not limited to career of spouse, psychological or
educational needs of dependent.

B. Regulatory Authority
Additional regulatory authority is contained in chap

ter 260 of the Standardized Regulations. The separate
maintenance allowance payment table is found in sec
tion 267.1 of the Standardized Regulations (GC, FA).

314.4-2 Application
a. Application for separate maintenance allowance is

made on a separate SF-1I90 in original and one copy at
principal posts and in original and two copies at constit
uent posts and contains the following:

(1) Reason for separation (if based on health factors.
the application is accompanied by a statement from the
attending physician); if based on special needs or hard
ship, the application need only be accompanied by a
signed statement from the member certifying the cir
cumstances; see section 264.2 ofthe Standardized Reg
ulations (GC, FA);

(2) Reference to the particular subsection of the
Standardized Regulations (GC, FA) which authorizes
separate maintenance allowances for such reason;

(3) Date on which the member was physically sepa
rated from the dependen\(s) on whose behalf a sepa
rate maintenance allowance is requested;

(4) Anticipated duration of the separation; and
(5) If pertinent. the date on which the member com

menced official travel under an order of assignment, or
the date of assignment if later. (For information on the
commencement and continuation of the grant, see sec
tion 265 of the Standardized Regulations).

b. Review of Application.- Before granting a sepa
rale maintenance allowance, the appropriate authoriz-

ing offic" in State, AID, USIA, Agriculturt, and Com
merce (set' section 3 FAM 314.3) takes th,r following
action:

(l) Determination of Eligibility
Review the application submitted in aCCON/ance with

section 3 FAM 314.4-2 to assure that it meets the Con
ditions or situations outlined in section 262 ~f the Stan
dardized Regulations (GC, FA) and that, if based on
health factors, it is accompanied by a statement from
the attending physician (section 262.2, Standardized
Regulations).

(2) Medical Determination
Notwithstanding any other provision of the Stan

dardiud ReBulations (GC, FA) or of sectie>n 3 FAM
300, no separate maintenance allowance grant shall be
made under exceptions (l) and (2) of section 262.3a of
the Standardized Regulations unless the requisite medi
cal determinations have been obtained from the Medi
cal Director (MIMED), or designee.

314.4-3 Disposition of Applicatloln
a. When authorizing officers have been cllllhorized

by their respective foreign affairs agencies to grant, re
vise. and terminate separate maintenance allowances in
specified cases, applications are disposed of as pro
vided in section 3 FAM 314.1-7 and section 070 of the
Standardi1.ed Regulations.

b. When authorizing officers are not authorized to
grant, revise, and terminate separate mainte:nance al
lowances, the original of application SF-1190 is for
warded as ronows:

For State: To 10 or the appropriate regional bureau;
For AlD: (See HB 26, Ch. 13, Sec. 13F10);
For USIA: To the Chief. Foreign Service Personnel

Division (M/PF) or Chief, Foreign Service Personnel
Division (MIPF or BIPF);

For Agriculture: To the Assistant Administrator,
Management. Foreign Agricultural Service. and Direc
tor. Resource Management Support Staff. IS, APHIS;

For Commerce: To the Director, Offtce ~f Foreign
Service Personnel (OFSP).

The application form is transmitted by covering
memorandum giving the reason for separation and the
post's recommendation, except that post recommenda
tion will not be required in cases of special needs or
hardship of the member. Constituent posts submit such
applications through the principal post. One copy of the
form is retained for the originating post's files.

The Washington officer in each foreign affairs
agency designated to authorize the allowance will de
cide whether to grant the ;}Ilowance in accordance with
subchaptl'r 260 of the Standardized Regulations. (For
AID, the original copy is returned to post. a copy is



3 FAM 310

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 26 26:85 as indicated 13A-5

placed in the employee's official personnel file. and a
copy is sent to FAIFMICMPD).

314.4-4 Separate Maintenance
Allowance For the Convenience
of the Government
(Involuntary)

A. Approval Authority
The following officials are authorized to approve a

separate maintenance a//owance for the convenience of
the Government (involuntary) in accordance with sub
chapter 260 of the Standardized Regulations.

(1) For State: the executive director of 10 or the ap

propriate regional bureau;
For AID, USIA. Agriculture, and Commerce, thefol

lowing official or their designated representatives are
authorized to approve the separate maintenance allow

ance.
(2) For AID: see HB 26, Chapter 13, Sec. 13F10;
(3) For USIA: the Chief, Foreign Service Personnel

Division (MIPF) or Chief, Foreign Service Personnel
Division (MIPF or BIPF);

(4) For USDA: the Director, Management Services
Division. FAS, and the Director, Resource Manage

ment Support. IS. APHIS;
(5) For Commerce: the Director, Office of Foreign

Service Personnel (OFSP). for Commerce; or their
designaled represcntatives. are authorized to approve
the separate maintenance allowance.

B. Redelegallon of Authority
In specified circumstances, (with the exception of

approvals for SMA for special need or hardship, see
section 3 FAM 314.4-5), authorizing officers in AID,
USIA. Agriculture, and Commerce may redelegate
their authority to authorizing officers at field posts to
grant, rel'ise, or terminate separate maintenance al
lowances.

For USIA regulations implementing section 3 FAM
314.3. see USIA MOA V-B 261 and 262.

314.4-5 Separate Maintenance
Allowance for Special Needs or
Hardship (Vofuntary)

A Approval Authority
The fOl/owing officials arc authorized to approve a

separalc maintenance allowance for special needs or
hardship (voluntary). under the criteria outlined in
chapter 260 of the Standardized Regularions (GC,
FA). This authority to approve a separate maintenance
al/owana for special needs or hardship may not be fur
ther deltgaled.

(1) For State: Th~ u~cutiv~ director of 10 or thl
appropriate regional bureau;

(2) For AID: su HB 26, Chapter 13 Sec. 13D;
(3) For USIA: Chi~f, Foreign Service Personnel Di

vision (MIPF) , or Foreign Personnel Advisor (VOAl
PF);

(4) For USDA: Director, Management Services Divi
sion, Management FAS; and Deputy Administrator,
IS/APHIS;

(5) For Commerce: Director, Office of Foreign Ser
vice Personnel (OFSP).

B. Authority to Deny
Only the fo//owing officials can disapprove SMA

applications for special needs or hardship:
(1) For State: Deputy Assistant Secretary for Per

sonnel:
(2) For AID: See HB 26m Ch 13, See 13D2.
(3) For USIA: Director, Office of Personnel (MIP or

BIP);
(4) For USDA: Assistant Administrator, Manage

ment/FAS; and Deputy Administrator, ISlA PHIS;
(5) For Commerce: The Director General or appr()

priate Secretarial Officer. (NOTE: Commerce normal
ly wi// approve a change in SMA for special needs or
hardship only where a change wi// not result in addi
tional cost to the Government.)

An employee wi// be informed in writing of approval
or disapproval within 15 working days of receipt by the
approving official.

C. Application Procedures
(1) A member of the Service may request separate

maintenance al/owance (SMA) for special needs or
hardship for any or a// of the member's dependents ei
ther before commencing a tour of duty or at any time
during a tour of duty. The member may also request
termination of such SMA at any time during the tour of
duty. Only one change of status of such SMA for each
family member will be permitted for a single tour of
duty except fol/owing termination ofan authorized/ord
ered departure (see section 264.2(2) of the Standard
ized Regulations). However, during the first or last 90
days of such tour no change of status is aI/owed. (For
the AID definition of a tour of duty for SMA purposes,
see HB 26, Ch. 13, See 13FIO).

(2) To illustrate, the member's decision to Jalce de
pendents to post or opt for SMA constitutes the initial
election. A decision to change this status during the
tour, constitutes the one change of status. If the mem
ber has elected to talce dependents to pOSJ, the decision
to put dependents on SMA lfuring the tour, traveling at
Government expense, would be the one change of sta
tus. and no further changes could be made during that
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to"r. Hov.'ever, SMA is automatically suspended when
tllP dependents visit the post for more than 30 days (see
section 266 of the Standardized Regulations). Should
such dependents remain at post until the employee de
parts on reassignment, they may not travel to the U.S.
on 'he employee's ,ravel orders, having already re
turned to the U.S. under SMA orders. However, depen
dents may travel on employee's travel orders to the next
pOSt of assignment on a cost constructive basis using
the SMA point as the basis for such travel.

(3) Alternatively, if the original decision was to opt
for SMA, the member could decide during the tour to
terminate the SMA and bring the dependents to post at
Government expense. This decision would constitute
the one change of status, and additional changes would
not be allowed during the tour. Under these circum
stances, the dependents would be authorized travel
from post on the employee's travel orders at the end of

the tour.
(4) Transportation of Effects (see section 6 FAM

160)
(5) The following travel benefits will not be granted

to those members of a family for whom the separate
maintenance allowance described above is payable:
visitation travel, home leave travel, educational travel,
travel of children of separated parents, and rest and
recuperation travel for family members.

(6) Where the application is based on section 262.2
of the Standardized Regulations (GC, FA), it shall in
clude a signed statement from the member certifying
the circumstances of special need or hardship and stat
ing that such circumstances do not:

(a) Include volumary legal separation between mem
ber and spouse or separation occurring through a di
vorce decree, whether limited, interlocutory, or final
(A legal separation is deemed to exist at such time as
either the employee or spouse shall have initiated ac
tion affecting the status of the marriage such as a sepa
rate maintenance action, or separation from bed and
board short of application for divorce); or

(b) Involve a child whose legal custody is vested
wholly, or in part, in a person other than the member,

unless joint custody is established. (See section 263.4
of the Standardized Regulations (GC, FA).) Members
of the Service should also be aware of the other circum
stances where SMA is not warranted (see section 263 of
the SR).

D. Grant
When a separate maintenance allowance is ap

proved, an original and two copies ofSF-l 190 are pre
pared.

E. DIstribution 01 8F-1190
Original to the member's fiscal-servicing p,rJst for ob

ligation and payment, a copy to be pkJced in the em
ployee's personnel folder and a copy to the ,tmployee.

F. ApprOVing Authority to AdJust SMA
Whenever the SMA payment tables (Secti,rJn 267. J,

Standardized RegukJtions) are adjusted, posts may
process the change ofamount for a previously approved
SMA request without r,submission for appr,oval.

314.5 Home Service Transf4~r

Allowance
(TL:PER-192 4-22-92)
(Effective date: 7-1-91)
(Uniform State/AID/USIA /Agriculture /

Co'tlmerce)

A Legal and Regulatory Authority
Section 5924(2)(8) of title 5, U.S. Code, and sec

tion 901 (14) of the Foreign Service Act of 1980 provide
for the payment of a home service transfer allowance.
Implementing regulatory authority is contained in
chapter 250 of the Standardized Regulatiom,: and sec
tion 3 FAM 314.

B. Definitions
(1) Home Service Transfer Allowance mCclns an al

lowance of extraordinary, necessary,and r,easonable
expenses not otherwise compensated for incurred by an
employee incident to establishing him/herself at a post
of assignment in the United States (Section O·fOa of the
Standardized Regulations) or in any terrilOry or posses
sion of the United States, the Commonwealth of Puerto
Rico, or the Commonwealth of the Northern Marina
Islands as authorized by 5 USC 5924(2)(8) or Section
901(14) of the Foreign Service Act of 1980.

(2) Transfer means a reassignment tha,t involves
travel from a post in a foreign area to a p,ost in the
United States or other non-foreign area with an under
standing certified (see section 3 FAM 415.5c) to by the
employee that he/she will complete twelve months in
the U.S. Government service following the effective
date of transfer.

C. Ce.rtiflcat/on for Granting Home Servlc.~

Transfer Allowances
When granting a home service transfer allowance the

following certification required by section 3 FAM
314.5b(2) shall be inserted in the Remarh box of
SF-1190:

u·
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-In order to be eligible for a grant of the home ser
vice transfer allowance. I certify that I agru to com
plete 12 months in the United States Government ser
vice following the effective date of my transfer to a post
in the United States or other non-foreign drea unless
separated for reasons beyond my control which are ac
ceptable to my employing agency. Failure to comply
will result in my liability for repayment of this allow

ance. -

Employee's Signature

D. Approval Authority
The Director, Office of Fiscal Operations (M/FMP/

FO/OFO). for Swte; for AID, see HB 26. Chapter 13;
the Chief, Foreign Service Personnel Division (M/PF
or B/PF) for USIA; Assistant Administrator, Foreign
Agricultural Affairs/FAS, and the Principal Interna
tional Programs Officer/APHIS for USDA; and the Di
rector. Office of Foreign Service Personnel (OFSP).
for Commerce; or their designated representatives, are

authoriU'd to:
(l) Grant home servia tram!er allowances and to

rnise or termirwte grants of the allowance under sub
chapter 250 of the Standardized Regulations (GC, FA)
or to grant the allowances under section 013 SR as au
thorized by the Director of the Allowances Staff.

(2) Determine whether a house or an apartment is
occupied on a temporary basis as required by section
251.2c of the Standardized Regulations; and

(3) Grant /lome Service Transfer Allowance
(HSTA) under Section 901 of the Foreign Service Act
of 1980 for employees assigned as rovers to Washing
ton, D. c., who meet the criteria of Section 250, Stan
dardized Regula/ions, except that they are not in the
process of establishing themselves in permanent resi
dence at the post of assignment. Once the allowance
has been granted for any period of time, this eligibility
for reimbursement of a subsistence expense portion of
the HSTA terminates upon the employee's departure
from the United States on official travel C'Tders.

(4) Certify to the intent as required by section 251.lb
of the Standardized Regulations (see also section
on.32c of the SR (GC, FA)).

E. Home Service Transfer Allowance Advance
For home SCI lice transfer allowance advance for

State, see section 4 FAM 333.3; for A1D, see Hand
book 19, Ch. 14D; for USIA, see MOA VI/-821; for
USDA. see section 4 FAM 333.3; and for Commerce,
see section 4 FAM 333.3.

F. Procedure for Application
Applications lire prepared on SF-/190, Foreign AL

lowances Application, Grant, and Report (in dupli-

cate) except that Commerce uses the form CD-370.
Travel Voucher, for the Home Service Transfer Allow
ance. The form may be obtained from 10 or the appr()
priate regional bureau in State; from FA/HRDM/SCD.
FA/HRDM/EM or IG/RM as appropriate in AiD; from
the Foreign Service Personnel Division (M/PF) or For
eign Personnel Advisor (VOAlPF) in USIA; from the
Director, Management Services Division/FAS. and
Chief. Foreign Programs Support Staff/APHIS, in
USDA; and from the Director. Office of Foreign Ser
vice Personnel (OFSP) for Commerce. The employee
must include the following completed endorsement on
the appropriate form: -I did/did not receive an ad
vance offunds, which included a home service transfer
allowance advance, totaling $." The appropriate form
is submitted to the following authorizing officers for re
view:

For State: The Director, Office of Fiscal Operations
(M/FMP/FO/OFO);

For AiD: The Office of Financial Management(FAI
FM/CMPD) for review and payment;

For US1A: Accounts Payable and Claims Branch,
Financial Operations Division (M /CFV);

For USDA: Director, Management Services Divi
sion/FAS, and Chief, Foreign Programs Support Staff/
APH1S;

For Commerce: The Director, Office of Foreign Ser
vice Personnel (OFSP).

G. Review of the Application
Prior to granting a home service transfer allowance.

the authorizing officer reviews carefully each submitted
SF-1190 (or CD-370, as appropriate) to ensure cor
rectness of statements and costs for the temporary
lodging portion and laundry/dry cleaning expenses indi
cated therein and the inclusion of a certified food ex
pense statement. For this purpose, employees are re
quired to furnish supporting receipts or other appropri
ate documentation for daily cost of temporary lodging
and laundry/dry cleaning (unless coin-operated facili
ties are used) ..

H. Grant of Allowance and Distribution 0; SF-1190
(l) The home service transfer allowance is granted

on SF-1190.
(2) 1n State, the original is retained in the Office of

Financial Operations (M/FMP/FO/OFO) and, upon
payment, a copy is sent to the employee.

(3) 1n AiD, the original payment copy is retained by
FA/FM/CMPD with a copy forwarded to FAlHRDM/
SCD FA/HRDM/EM or IG/RM, as appropriate, and a
copy to the employee.

(4) 1n US1A, the original is forwarded to the Finan
cial Operations Division, (M/CF) Attention: M /CFV,
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and the copy is retained in the Foreign Service Person
nel Division (M/PF or B/PF).

(5) In USDA. for FAS, the original is forwarded to
the Fiscal Operations Branch, Budget and Finance Di
vision, and upon payment a copy is sent to the Person
nel Division; and for APHIS, the original is forwarded
to the Foreign Programs Support Staff for forwarding
to the field servicing office for payment.

(6) In Commerce, the original form CD-370 is for
warded to the Management Service Center, Office of
the Secretary (SEC/FO) and upon payment a copy is
returned to the Office of Foreign Service Personnel
(OFSP).

315 APPLICATION IN
WASHINGTON FOR SALARY,
ALLOWANCES, AND
POST DIFFERENTIAL DUE
RETURNING PERSONNEL

(TL:PER-192 4-22-92)
(Effective date: 7-1-91)
(Uniform State/AID/USIA /Agriculture /
Commerce)

Foreign Service and other American civilian person
nel transferring to the headquarters of the agency, or
separating, may be paid (by the agency's Washington
fiscal office) any salary and allowances due them from
the last date paid by the previous pay rolling office.

A. State
(1) Transferring Employees. Employees reporting to

the United States repon to the Foreign Service Lounge
(AJOPRJFMAAJESC) where the Form DS-1707,
Leave, Travel, and Consultation Status is completed.
AJOPRJFMSS/ESC cerofies to the correctness of the
statements made by the employee respecting the em
ployee's status since receipt of the last payment,
through the date for which payment is requested, and
forwards the DS-1707 to the Office of Financial Oper
ations (M/FMPlFO/OFO), accompanied by the appli
cable Federal and State tax withholding tax forms.

(2) Separating Employees. Employees repon to the
Retirement Division (PER/RCT/RET) for completion
of the Form DS-1707. PER/RCT/RET cenifies accura
cy of the DS- 1707 and forwards it to M/FMP/FO/
OFO.

B. USIA
(1) Transferring Employees. Upon arrival of an em

ployee transferring to the United States, the Foreign
Service Personnel Division (M/PF) or the appropriate
Administrative Officer for Bureau of Broadcasting em-

ployees advises the losing pay rolling offi" of the arriv
al of the employee and requests the transfer of pay roIl
ing authority to the Payroll and Leave Branch (M/
CFP).

Upon receipt of notification from CAPPS and the
SF-50, Notification of Personnel Action, M/CFP com
mences payment of the employee's salary from the last
date paid as reported by the previous pay rolling office.

(2) Separating Employees. The pay rollinl~office for
wards teo Washington the employee's pay card with the
TM-8 or memorandum when the employee: leaves the
post. indicating any aUowances due. As soon as they
are received, the Payroll and Leave Branch (M/CFP)
pays the employee any salary and lump-sum payment
due from the last date paid by the previous pay rolling
office. plus allowances reported due by th4~ post.

C. AID
For transferring and separating Foreign Service em

ployees, contact the appropriate office as indicated in
HB 26, Chapter 13, Sec. 13D.

D. Commerce
For transferring and separating employe1es, contact

the Office of Foreign Service Personnel (OFSP).

E. AgrlcuNure
For transferring and separating employas. cOntact

Resources Management Support Staff. 1S.

316 ANNUAL REPORT OF LIVING
QUARTERS EXPENSES

(TL:PER-192 4-22-92)
(Effective date: 7-1-91)
(Uniform State /AID/USIA /Agriculture!
Commerce)

An annual repon of living quarters expenses to the
Depanment of State, Allowances Staff, is r1equired by
section 077.2 of the Standardized Regulations. Legible
photocopies are acceptable.

317 PAYMENT PROCEDURES AT
POST

(TL:PER-192 4-22-92)
(Effective date: 7-1-91)
(Uniform State/AID/USIA/Agriculture/
Commerce)

Payment of allowances to employees stationed
abroad is normally made by the post responsible for
payroll. Relevant fiscal instructions are as follows:
a. Education Allowances:

State: section 4 FAM 423.

AID (1)

o
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USIA: section 4 FAM 423.
Commerce: section 4 FAM 423.

b. Employees Who May Be Paid:
State: sections 4 FAM 513. 514

AID (1)
USIA: sections 4 FAM 513. 514.
Commerce: sections 4 FAM 513. 514.

c. Allowance Computation and Payment:
State: section 4 FAM 544.

AID: (1)
USIA: section 4 FAM 544.
Commerce: section 4 FAM 544.

d. Frequency of Payment:
State: section 4 FAM 571.1.
AID:(1)
USIA: MOA VII - 960.
Commerce: section 4 FAM 571.1.

e. Currencies To Be Used:
State: section 4 FAM 572.2.
AID:(I)

3 FAM 310

USIA: MOA VII - 970.
Commerce: section 4 FAM 572.2

f. Advance Payments:
State: section 4 FAM 572.3.
AID: (1)
Commerce: section 4 FAM 572.3.

(1) Payment of allowances are made by either the
Mission Controller in the rield or by the Office of Fi
nancial Management in AIDIW. Paying officers are to
be guided by the Standardized Regulations and AID
Handbooks in making all advance payments. AID pro
cedures for making advance payments of Temporary
Lodging and Living Quarters AlJowances are contained
in Handbook 19. Ch. 14.

(2) USDA/APHIS scheduling of payment of allow
ances is made by the Field Servicing Office after receipt
from the Resource Management Support Staff, IS.

318 (Unassigned)
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320
LIVING QUARTERS ALLOWANCE

\,).

321 EfFECT OF CHARGE
(TL:P£R~~9; 6-U-B8}
(UlJlfOfm S'8'e/AIDIUS/A/AQllcuftufel
Commerce}

Under secli90 132.3d of the Standardized Regula
t~ (GQvernment Civilians. Foreign Areas). the liv
ing quarters allowance grant is calculated. If re
quired. as of the date of any change in the salary of

an employee who Is advanced temporari~f from a
subordinate position to a position in charge of a post
under the provisions of 3 FAM 236.

322 RENTAL CONTROL BOARDS
See 6 FAM 741. 1.

323 through 329 (Una..lgned)

if.·.·•.· '•..:!•...

""
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330
DANGER PAY ALLOWANCE

331 AUTHORITY
(TL:PER- 100 6··27-88)
(Uniform SIate/AIDfUSIA/Comr:lercef
Agriculture)

Section 2311 at the Foreign Service Act or 1980
omendod subchapter III of chapter 59 or title 5.
United States Code. to add a new section 5928.
Section 5928 provides for granting a donger pay 81

lowanco to cort8in members sorving in a foreign
ar08 under spocifiod ccnditions. New regulatory
authority is containod in chapter 650 or the Sten
dardized Regulations (Go'/ornment Civilians. Foreign

Areas) (GC. FA).

332 POLICY
e. Danger-pay may bo 8uthorized at posts where

civil insurrection, civil ....,ar. torrorism, or wartime

conditions threaten physi-:::al harm or imminent dan

ger to the health or well-being of members. It will
normally be granted only at posts where the evacu

ation of dependents end 'or nonessential personnel
h<ls beon authorized or ordered. or at posts at which
dopondonls are not porrnilled. Undor exceptional
circum~;t<lnces.dangor pay may be grarlted at other
posts with tho approval cf the Secretary of State.

b That part of tho hardship post differential rate
(chapter 500 of the Standardized Regulations

(GG.FA» 8t a post wtlich is attributable to political
violence shall be reduced to avoid dual crediting for
political violence.

c. The regular post dillerential and eny special

incentive differential will be reviewed to assure that

eppropriate retes of each are established concurrent
with termination or revision 01 danger pay.

333 MAKING APPLICATION AND
PAYMENT

8. Eligible members of the Departments of Stat8.
Agriculture. end Commerce. and of the United
States Information Agency m8Ke application for dan

ger pay allowence on lorm SF-1 190. -Foreign Allow
ances Application. Grant. end Report. - in Box 26.
The post will insert danoer pay in the Post Differential

block of section 29 01 the SF-1 190. under the post
differential line. following instfuctions in section

314.3. with authorized percentage and applicable

date. The procedures in 4 FAM 542.10 govern pay
ment of the danger pay allowance.

b. For AID. application is made on form AID
760-10 (time card). (see HB 27, Allendance and
Leave) .

334 through 339 (Unassigned)
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340
REPRESENTATION ALLOWANCES y.

341 GENERAL
(TL:PER-150 2-1-90)
(Uniform State IAlDlUS1A IAgriculture I
Commerce)

merce also has access to hospitality funds which are
covered under Departrnent of Commerce regulations.

342 ALLOWABLE EXPENDITURES

Representation funds are appropriated to State pur
suant to section 905 of the Foreign Service Act of
1980, as amended, and enable the Department and the
Foreign Service to provide for the proper representa
tion of the United St,lteS, thus furthering foreign policy
objectives. This is the only reason for the availability of
such funds; hence, this must be the only criterion for
their use.

341.3 Applicability to AID, USIA,
Commerce, and Agriculture

(TL:PER-150 2-1-90)
(Uniform State IAlDIUSIAIAgricuiture I
Commerce)

The principles contained in the following sections are
to be followed by AID, USIA, Commerce and Agricul
ture in granting representation aJlowances allotted for
use by employees of their agencies assigned to posts in
foreign areas. (For USIA. see MOA V-B 264. for AID
see HB 19. and for Agriculture, see 2 FASR 51.) Com-

341.2 Control by Chief of Mission
(TL:PER-150 2-1-90)
(Uniform StatelAiDIUSIAIAgriculturel
Commerce)

Representation funds do not accrue to any officer or
employee solely by virtue of rank. title. or position.
Rather. they are available for expenses incurred on be
half of the U.S. Government. They are not meant to

take care of normal social obligations as members of
the community. Entitlement to the use of a specified
amount of such funds is granted to individual officers or
employees on an ad hoc basis. Authority to approve
such expenditures is delegated, within the limits of
funds made available, to the chief of mission. Each ap
proval will involve a decision on the part of the chief of
mission to use a specified amount of money. in a partic
ular instance, in a certain manner. in order to accom
plish a specific objective.

341.1 Purpose
342.1 General

(TL:FER-150 :-1-90)
(Uniform StatelA IDIUSIA IAgricultun'l
Commerce)

a. Representation ft:nds made available to a mission
may be used at the disc retion of the chief olr mission for
any expenditure. consistent with section 341.1, and not
specifically prohibited by law or regulation. However,
the chid of mission should take into consideratiun and
attempt to abide by not only the letter. but also the spir
it. of the applicable laws and regulations.

b. Entertainment a5 an allowable eXp(;lnSe includes
hosted parties. dinners. lunches. breakfasts. sports or
cultural events. It m Jst be clearly demonstrated that
the purpose is to directly promote U.S. foreign policy
interem; that the exp,mditure is not for personal recre
ation; and that the expenditure is not otherwise prohib
ited by these regulations or sections 320 and 330 of the
Standardized Regulations (GC. FA).

342.2 Prohibitions
(TL:PER-150 2-1-90)
(Uniform State1/I.IDIUSIAIAgriculturel
Commerce)

a. As indicated in section 330 of the :Standardized
ReguLnions (GC, FA). examples of representation ex
penditures which an: prohibited by law follow (these
are intended to be il:ustrative rather than exhaustive):

(1) Hire. purchasl~. operation, or repair of any mo
tor-propelled. passt:nger-carrying vehicle, including
aircr4ift (31 U.S.c. 638a and b):

(2) Membership f~es or dues in any society, club, or
association under an)' conditions (5 U .SC. 59~6 and 5
U.S.C.4109);

(3) Expenses of printing or engraving (44 U.S.C.
1102). (See section 330c of the Standardized Regula
tions for exceptions.);

(4) Printing of Christmas cards. or other types of
greellng cards (Decisions of Comptroller General
B-1151132, June 17, 1953; B-122515. February 2 3,
1955; 133991, November 25.1957; B-142538. Febru
ary b. 1961 and B-151167 and B-156724, November
29. 1967);
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(5) Compensation for cost of living. quarters ex
penses. or for assignment under diHicult environmental
conditions. including expenses of recreation and enter
tainment solely for employees of the United States
Government and theIr families (5 U.S.c. 5535(b) and

5536).
b. Tangible gifts. including admissions to unhosted

events. to any U.S. Executive. Legislative or Judicial
Branch employee are prohibited. Expenditures for tan
gible girts do not fulfill the single purpose of the repre
sentation allowance which is to further U.S. interests
abroad. Expenditures for tickets or admissions to un
hosted events are a poor use of representation funds
and, while not prohibited. are considered allowable
only in those instances where the highest levels of host
country orficials are present and the attending em
ployee has the nece~sity and opportunity to fulfill the
purpose of the repre~entationallowance. For example.
expenses for attending fund-raising dinners. concerts.
balls. or other strictly social functions normally do not
permit an officer to meet the criterion for the represen
tation allowance and are prohibited.

c. Funds cannot he spent solely for the benefit of
U.S. Government Executive Branch organizations or
entities (e.g .• U.S. Marine Guards. American Schools.
Recreation Associations. or other groups). Expendi
tures which encompass or indirectly benefit any such
group must further l" .S. foreign policy interests and be
an allowable expenditure not otherwise prohibited by
these regulations or Sections 320 and 330 of the Stan
dardized Regulations (GC. FA).

343 PLANNING, CONTROL, AND
DISTRIBUTION OF FUNDS AT
POSTS

343.1 Planning and Control by
Chief of Mission

(TL:PER-150 2-1-90)
(Uniform StatelAlDIUSIAIAgricu[turel
Commerce)

Development of plans for a country-wide represen
tation program should be the particular responsibility of
the chief of mission or the deputy chief of mission.
State will make funds available to a mission as a lump
sum allocation. Obtaining optimum benefit from the
use of available funds is of such importance to Wash
ington that it is con~idered necessary for each chief of
mission to assume personal control of the direction of
representation actiVities and the use of representation

3 FAM 340

funds available to the mission. This reliance upon the
judgment of the chief of miSSIOn is designed to elimi
nate the expensive and time-consuming State review of
representation expenditures and the need for elaborate
and detailed regulations. It is also designed to reduce.
if not elimmate entirely. requests from post or individu
al officers for additional funds. once the fund level has
been established. Thus. it is the responsibility of the
chief of mission to tailor a representation program to

the level of funds made available to the chief of mis
sion. The chief of mission shall include provision for
such events as naval visits or visits of important person
ages.

343.2 Approval by Chief of
Mission

(TL:PER-J50 2-1-90)
(Uni!orm StQtelAIDIUSIAIAgricu[turel
Commerce)

The mechanics of granting representation funds to
officers and employees must necessarily be determined
by each chief of mission to fit conditions peculiar to the
post. At small diplomatic missions, it may. mdeed. be
possible for the chief of mission personally to approve
each contemplated expenditure. At large posts. this
may be impossible. and it may be necessary to delegate
authority for preparing a representation program to a
senior subordinate or a group of senior subordinates. In
any event. the Department assumes that any voucher
properly certified at the post for payment of representa
tion expenses has me t the implicit. if not explicit. ap
proval of the chief of mission.

344 GENERAL GUIDELINES FOR
EFFECTIVE USE OF
AVAILABLE FUNDS

344.1 Economy and Good Taste
(TL:PER-J50 2-1-90)
(Uni!tJrm StQtelAlDIUSIAIAgricu!turel
Commerce)

A great deal of work which could be called .. repre
sentation" involves little or no expenditure of money.
Further. lavish expenditure is questionable in most cir
cumstances. The wealth of the United States as a na
tion should not be flaunted and imposes a certain re
straint, coupled with the standard of good taste, upon
our official representation abroad.
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344.~ Informality
(TL:PER-150 2-1-90)
(Uniform State/A1DIUSIA/Agriculture/
Commerce)

Many of the more formal or ceremonial aspects asso
cialed with th~ conduct of foreign relations can be sim
plin,d without surrendering those elements of tradition
wonh preserving. Representatives of the United States
should try to reduce any emphasis given to purely cere
moni~1 or formal ob~ervances.

344.3 Planning and Control
(TL:PER-150 2-1-90)
(Uniform State IAIDIUSIA /Agriculture/
Commerce)

Effective use of rt'presentation funds entails: (a) a
defined policy (i.e .• a determination on the part of the
chief of mission of the specific objectives to be pur
sued); (b) a planned program (i.e., the careful weigh
ing of alternatives to arrive at a program best suited to

accomplish the policy objectives as established in mis
sion goals and workplans); (c) an allocation of funds
(I.e .• the assignment of responsibility for implementing
the program to indiVidual officers or employees); and
(d) a continuing review of representation activities to
ensure effective utilization of available funds.

~44.4 Guidance
(TL:PER-150 2-1-90)
(Uniform State IAID/USIA/Agriculture/
Commerce).

The ability to make effective use of limited resources
is an an that usually must be learned. Thus, it is incum
bent upon senior officers. including the chief of mis
sion, to give BUidance to those less experienced in the
proper use 01 representation funds. In general:

a. The U.S. prese nce, official and private should be
less than half the total guest list;

b. Smaller events are preferable to large ones;
c. New contacts should be developed, but funds may

also be used to deepen existing ones for business pur
poses, not personal relationships:

d. Local custom should largely be respected in hold
ing representation events in or out of the home;

e. Representation funds may be used to pay for at
tendance at professional meetings. including associated
meal costs which are considered reasonable and cus
tomary expenses of such meetings. when a determina
tion is made by the chief of mission or designated repre
sentative that an association or professional meeting be
attended for representational purposes. Funds may not

be used to pay for meals at profeSSional mee,ungs (con
sular. commercial or other associations) when the pn
mary benefit is to the employee; nor may funds be used
to pay membership fees or dues in any SOCll~tyo club or
association under any conditions.

344.5 Prescribed Limits
(TL:PER-171 3-27-91)
(Uniform State/AIDIUSIA/Agriculture/
Commerce)

a. In the interest of discouraging ostentation, the
chief of mission should establish dollar limits for the
various types of approved representation activities.

b. Since representation relationships are established
and maintained primarily with host country officials
and pril'ate citizens. guest lists for representation
events shOuld reflect minimum guest ratio guidelines set
by the chief of mission for each type of representation
function (rarely more than fifty percent US(J Executive
Branch employees), to ensure representati ve cross
sections are invited.

c. At the discretion of the chief of missio,'1 or his/her
designee, purchases of representation supplies in ad
vance of a function is limited to the type and quantity
necessary due to circumstances at post. Each post
should develop written guidelines to cover the specific
situations where advance purchases are authorized.
For State, representation funds reimbursement or pay
ment, except for invitation cards and American wine, is
permitted only event-by-event on the basis of guest (re
cipient) lists. Bulk purchases to cover sever,r}l future re
presentation events, even though practical and eco
nomical, except for invitation cards and American
wine, must be financed by the host or other officer and
reimbursed only on an event by event basis. However, if
a preliminary guest list for a July 4 reception is ready,
for example in April, the Financial Management Offi
cer may start making payments for supplies for that
event in April to the extent there is a bonafide need for
such early procurement and if the requirements for the
event are reasonably specific and foreseeable. If such
supplies are not fully consumed because oj' reduced at
tendance or other circumstance, the post must main
tain an accounting of the excess supplies arId document
their use, usually for subsequent specific representa
tion events. Reasonable amounts of invitation cards
and American wine (not to exceed a year's supply 
prior year's usage should be used as a benchmark) may
be procured locally and paid for or reimbursed as a
bulk purchase in lieu of buying new cards or American
wine for each event.

It ·.·.·.:·.r.••
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d. American wine, if purchased in bulle from official
funds, must be under inventory control of the Account
able Property Officer, and must be accounted for (as a
no-reimbursement item) on representation vouchers.
In no case, however, is the post authorized to use ex
cess year-end funds 10 purchase wine. im'itations, or
other representation supplies and materials which are
not a bona fide need of that fiscal year. Employees
assigned to post with a consumables allowance may use
a part of that allowance for the personal purchase and
shipment of American wines. for both personal and
representational use.

345 ACCOUNTING FOR
EXPENDITURES

(TL:PER-150 2-1-90)
(Uniform State 1MDIUSIAIAgricu/Iure I
Commerce)

Instructions covering the vouchering, certifying, pay
ment, and accounting for representation expenditures
are contained in 4 FAM 432. State's representation ap
propriation requests to the Congress are stated in terms
of four basic purposes of expenditures as follows:

a. Promotion of C .S. national interests;
b. Protection of C .S. citizens' interests;
c. Promotion of economic activities; and
d. Commemorative and ceremonial requirements.
Thus, when approving representation activities, the

chief of mission or designee shall indicate which of the
foregoing purposes most accurately describes the activ
ity. The appropriate purpose shall be cited on the pay
ment voucher. (For AID, see HB 19).

346 REQUESTS FOR INCREASES
OF ALLOTMENT

(TL:PER-150 2-1-90)
(Uniform SlatelAlDIUSIAIAgricu/ture I

Commerce)

Since. as stated in section 343.1, it is the responsibil
ily of the chief of mission to tailor the representation
program to fit the resources made available. requests
from posts for increases in established allotments will
normally not be considered. If. however. in the opinion
of the chief of mission, the lack of additional funds
would seriously hamper the effectiveness of the mis
sion, a request for lldditional funds may be made by

3 FAM 340

cable. The request should contain a complete justifica
tion, including an indication of what effect the lack of
such funds will have on the post's substantive ope ra
tions and should explain why the funds already allotted
could not be reprogrammed to meet the exigency.

For AID, post requests for additional funds are sent
to the appropriate regional bureau in Washington.

347 REPRESENTATION
ALLOWANCES FOR FAMILY
MEMBERS AND 'FOREIGN
SERVICE NATIONAL
EMPLOYEES

347.1 Authority
(TL:PER-150 2-1-90)
(Uniform State IAIDIUSIA IAgriculturel
Commerce)

Section 905 of the Foreign Service Act of 1980 au
thorizes representational allowances for official recep
tions. entertainment, and other functions to enable the
Department and the Foreign Service to provide for the
proper representation of the United States and its inter
ests. It authorizes for the first time the payment of ex
penses for family members acting with or on behalf of
employees whose official positions entail responsibility
for establishing and maintaining relationships of value
to the Uniled States in foreign countries. In addition.
on an exceptional basis. Foreign Service National em
ployees may be permitted such payments, where
deemed appropriate, and with the approval of the head
of agency or agency designee, and consistent with
guidelines on representation established by the chief of
mission, in accordance with the provisions of sections
341.2 and 341.3. New regulatory authority is contained
in section 310 of the Standardized Regulations (Gov
ernment Civilians. Foreign Areas) (GC. FA).

347.2 Procedures
(TL:PER-150 2-1-90)
(Uniform State IAIDIUSIAlAgriculture I

Commerce)

Current procedures in subchapter 340 shall govern
the application of this representation allowance provi
sion.

348 and 349 (Unassigned)
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350
OFFICIAL RESIDENCE EXPENSES

II,. -. -,if

"'"

I

~S1 LAWS AND REGULATIONS
(TL:PER-120 2-24-89)
(UriHorm Stare/AJDIUSIAICommercel
AQrlculture)

The defraying of official residence 8JlP8nses at
post31n foreign areas. authorized by 5 U.S.C. 5913.
shall, subject to the availability of appropriated
funds, be governed by chapter 400 of the Standard
ized Regulations (Government Civilians. Foreign Ar
eas) and these regulations.

352 AUTHORITY
U lifdrm State. AID. USIA. USDA and Commerce

regulations governing .the defraying of official resi
dence expenses are Issued under authority of sec
tion 013 of the Standardized Regulations (GC. FA).

353 DESIGNATION OF PRINCIPAL
REPRESENTATIVES

'Jfficers holding the following positions or ranks
iU6 designated as principal reprosentatlves:

e. Chiefs and deputy chiefs of diplomatic mis
SiO,lS, and principal officers In charge of consulates
general and consulates:

b. Directors of AID missions. AID representatives.
and AID Affairs Officers;

c. Public affairs officers of certain USIA posts of
class. A and B as designated by USIA;

d. Minister-Counselors of the Department of
Commerce. provided funding is available.

e. Officials acting temporarily for all of the above
officials: and

f. Such other positions for any agency as are
specifically designated by the Director of the Allow
ancos Staff in State.

354 DESIGNATION OF OFFICIAL
RESIDENCES

Tho appropriate regional bureaus In State and
AID, the Bureau of International Organization Affairs
in State, end the Director. Office of Personnel (M/P
or VOA/P). In USIA and the Director. Office of For
eign Service Personnel. In Commerce. shall deter
mine which residences at a post shall be designated
as official residences for occupancy by principal rep-

resentatives. These offices ma~t redelegate this
authority: For State. to the chi4ltfs of mission or
charge d' affalres: for AID. to the directors or acting
directors of AID mlsslons. or AID representatives or
acting AID representatives: and for USIA. to the
ranking USIA representative In th4, country.

355 ACCOUNT CHARGEABLE FO
EXPENSES OF AN OFFICIAL
RESIDENCE

a. Expenses of operating an otficial residence ere
not chargeable solely as an official residence ex
pense. State. AID, USIA and Commerce prefer to
supply by purchase such Items listed in 6 FAM 762
through 764 as are justified on a c:otltlnuing basis for
Government-held properties. Rental of such items

as are required for short periods l1lay be ChargedQr.'.···,'.
an official residence expense. Alefer to 6 FAM '" "i

and 760 lor regulations covering 'the usual expens
for operation, maintenance. and repair of Govern
ment-held residential Quarters Imd personal prop
erty which are chargeable to oth'l'r elCP8nse classifi
cations.

b. Provision may be made for alternative meth
ods of funding for some or all of the oxpenses identi
fied in Sections 451. 452 end 4S3 of the Standard
ized Regulations. Under these circumstances. no
reimbursement may be made from Official Resi
dence Expenso. (For example, within the Depart
ment of State. household furni9,hings may be p~ ,"
vided by the Office of Foreign Buildings.) ""

c. The amount of ennual hOU~3hold expenses that
musl be borne personally by principal representa
tives regardless of rank or grade is five percent 01
salary, plus. with respect to employees serving 8S

Chief of Mission, officer temporarily In charge of the
operations of an agency at a pmu. or In some other
similar capacity, any additional compensation they
may be authorized to receive while serving in such
capacity, but exclusive of all allowances, differen-
tials. or other additional compensetion. .

Should the household expenses be less than f~
percent or salary plus eny additional compensati
(section 355c). the employee mlsy pay only the cost
of such expenses and not be subject to the five per
cent requirement.
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356 LlMITATlON ON HOUSEHOLD
SERVANTS

a. For State, under 8ectlon 445 of the Standard
Ized Regulations (Government CIvIlians, Foreign Ar
eas), the appropriate regional bureau and the Bu
reau of international Organlzetlon Affairs ahall deter
mine the limitation to be placed on the total number
of household servants to be employed In official resI
dences of principal representatives In their respec
tive areas.

b. For USIA, the Director shall determine such

limitation.
c. For Commerce, the Office of Planning and

ManagementlUSFCS shall determine such limitation.

357 EMPLOYMENT OF
HOUSEHOLD SERVANTS
FROM OUTSIDE THE HOST
COUNTRY

a. The transportation of servants for purposes
other than delineated In Section 451 of the Standard
Ized Regulations Is prohibited, unless transportation
Is Incorporated Into the wage contract due to lack of
available Qualified personnel at the post. Tha fact
that the servants' wages Include travel costs to/from
the place where wont Is to be performed must be
clearly stated in the the employment contract or
agreement. The amount of the travel expenses
must also be Mlparately Identified in the work con
tract. Posts which ostablish a n-ood to employe.
household servant from outstde the country (which
will also Involve travel costs for that Individual) must
certffy in writing that there are no hous.ehold ser
vants available locally to perform the specific func
tion for which hired.

b. For State. the written certification and other
appropriate documentation necessary should then
be forwarded to 10 or the Regional Bureau Executive
Director who is rosponsible for ensuring that the
need has been adeQuatety documented and justi
fied. No Internatlonel travef expen~ can be con
sidered for Inclusion In an employee's wages until
after the request has been reviewed and approved.
The Executive Director will provide an Information
copy of all documentation regarding the particular
roquest to the Allow~ncesStaff. A copy of the certi
fication and supporting documentation used by the

post to establish the need to employ a household
servant from outside the host country must also be
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maintaIned In the post's file for subsequent review
as necessary.

358 PROHIBmONS
e. No reimbursement may be claimed for ex

penses prohibited by section 474 of the Standard
Ized Regulations. Th~ prohibitions include:

(1) Expenditures which are property borne by
representation allowance funds (such as extra
walters for official functions or other allowable
Items under 8ectlon 320 of the Standardized
Regulations) ;
(2) Expenditures property borne by any other
appropriations as specified by acts of Congress
or by Internal egency regul8tions;
(3) Expenditures prohibited by law;
(4) Wages and maintenance of household ser
vants who provide a persoMllz&d service or are
commonly employed by most employees at post
who do not have official residence responsibili
ties (such as a ch6uHeur, personal maid, per
SOMI ~retary, nursemaid, or governess):
(5) Transportation of servants for purposes
other than delineated In S8C1ion <451 of the Stan
dardized Regulations. unless transportation Is In
corporated Into the waoe contract due to lack of
available Qualified personnel at the ~t and ap
proved by head of the agency.
b. Expendable household supplies shall not be

Included 88ve those authoflzed by Section 453 of
the Standardized Regulations. Those allowed are:

(1) Supplies which are normally consumed in
use or lose their Identity such as cleaning sup
plies. paper, light bulbs, linen, nalls, and wire;
(2) Supplies which are of Insufficient value ($35
or less) to Justify rrnlintenance 0' property ac
countability records. such as electri~1 equip
ment, kitchenware, plumbing supplies, and
tools.

359 PAYMENT
Staff employed under oHiclal residence expenses

(ORE), are employees of the principal representa
tive, not the U.S. Government. Care must be taken
in the payment of t.hese employees to assure the
malntenence of the employer-employee relationship
and to prevent the creation of a de facto oblioation
of the U.S. Government. Thus, these employees
should be paid by the prinCipal representative who
will be reimbursed for thesa expenditures. Embassy
employees are normally prohibited from represent·
Ing the principal representative and making ORE
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payments. In cases wflere the payment of the ORE
expenses Involves a signifICant amount of money or
of time and diff1cuttV In preparation, the principal
representative may receive an advance for the pay
ment of these expenses and the assistance of the

Budget end Fiscal Office. However, the residence
employees are to be paid personally b)' the principal
representative or household manager. In the ab
sence of the principal representative, the charge'
should arrange for and make the payments.

f{.~,·.. ",T.
'IitI
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370
POST DIFFERENTIALS

371 MULTIPLE ASSIGNMENTS
(TL:PER-101 6-28-88)
(Uniform State/AlDlUS/AfAgrlcu/luref
Commerce)

For the purpose of these regulations, the - post of
assignment- of personnel esslgned to more than
one post shall be the residence post 8S shown on
SF-SO, Notification of Personnel Action.

372 EFFECT ON OTHER
PAYMENTS

a. Charge d'AffaJres Pay
Post dirrerontial shall not be included in compen

sation for purposes of computing charge d'affaires
pay at a difforential post, nor shall charge d'affaires
pay be considerod in determining the amount of
post differential.

b. Lump-Sum Payment
Post differential shall not be included in any

lump-sum leave paymont. except as follows:
(1) For settlement of a deceased Foreign Service

employee's accounts;
(2) Whon an employee is separated at a differen

tial pos!. In Such an instance. the following condi
tions opply:

(a) The employoe must be present at post on
the date of soparation;
(b) Tho employoe will not be in salary status
during travel and will be reimbursed only for
those travel expensos allowable under 6 FAM
100;

(c) The employee will not be authorized consul
tation in the Department or the agency: and
(d) The employee must take a medical exami
netion before the date of separation (see sec
tion 684.2c) to be eligible for future medical
services under section 688.

373 EFFECT OF "HOME LEAVE
lOOSE PACK" ORDERS

For the purpose of these regulations. home leave
orders combined with or accompanied by loose
pack orders shall have the same effect as combined
home leave end transfer orders. Payment of post
differential to employees under - home leave - loose
pack- orders shall cease as of the date of depanure
from the post as prescribed in section 5328 of the
Standardized Regulations (Government Civilians.
Foreign Areas).

374 PAYROLL INSTRUCTIONS
(State Only)

(See 4 FAM 542.6.)

375 EXTRA SERVICE CREDIT
A panicipant in the Foreign Service Retirement

and Disability System who is assigned to 8 differen
tial post designated as an unhealthful post may elect
to receive extra service credit toward retirement in
lieu 01 any post differential (see section 671.5-14).
Panicipants in the Foreign Service Pension (FSPS).
are not eligible to elect extra service credit.

376 through 379 (Unassigned)
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390
ADVANCE OF PAY UPON ASSIGNMENT TO A POST IN A

FOREIGN AREA

..

391 AUTHORITY
(TL:PER-102 6-29-88)
(Uniform SIale/AIDIUSIAlAgricultureI
Commerce)

391.1 Legal
Section 2310 of the Foreign Service Act of 1980

amended subchapter III of chapter 59 of title 5.
United States Code. to add a new section 5921. That
section provides that up to 3 months' pay may be
paid in advance to an employee upon the assign
ment of the employee to 8 post in a foreign area.

391.2 Regulatory
Chapter 850 of the Standardized Regulations

(Government CivIlians. Foreign Areas) contains gen
eral regulatory authority.

392 MAKING ADVANCE PAYMENT
For State. USIA. Agriculture and C~ce. 4

FAM 548. .; Advance of Pay.· provides the policy
and procedures governing advances of pay upon 85

aignment to a post In a foreign area. For AID. see
Handbook 19. chapter 14.

393 through 399 (Unassigned)

t i....,
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TRANS. MEMO NO. EFFECTIVE DATE

26:1 December 16

C HAP T E R 14

U N I FOR MSAN D PRO T E C T I V E C LOT H I NG

14A. Determination

The determination that the duties of an employee require the wearing
of a uniform or protective clothing is made by the Director, Office
of Management Operations (SER/MO), for AID/W, and the principal
officers or their designees at overseas posts.

\.;J 14B. App1icab il ity

Uniforms may be considered for positions such as chauffeurs, building
guards, doormen, elevator operators, and messengers. Protective
clothing is allowable only to protect the employee from physical harm.

14C.

140.

Issuance

The Director, SER/MO, and the principal officer or his designee
overseas, issue, control, and account for uniforms. Wherever
possible, uniforms should be purchased locally. Under no
circumstances maya cash allowance be made to an employee for such
purchases.

Further Deta11 s

Further details concerning the criteria, procurement, issuance,
custody, and maintenance of uniforms and protective clothing is
contained in 6 FAM 240 (Attachment 14A).
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6 FAM 240

AID HANDBOOK 26, Att 14A
TRANS. MEMO NO.

26:44
EFFECTIVE DATE

November 19, 1981

ATTACHME'NT 14A
OBIFoRB FOREIGI AFFAIRS REGULATIONS

These regulations a~ply to the following agencies:
State/AID/USICA/Commerce/FAS.

240 UNIFORM AND PROTECTIVE
CLO'IHING

241 Furnishing Uniforms

241.1 Authority

U Auth07'ity ~cr providing uniforms is
conta~ned ~n the current appropriation
act of the Department of State, in 5
U.S.C. 5901, and in the act of August
1, 1956, as amended (22 U.S.C. 2669).
*For AID: Foreign Assistance Act of
1961, as amended, Section 636 (12) • *
*For USICA: MOA VII 173.3d(1)*
prohibits the purchase from agency
funds of uniforms or any item of
personal wearing ap~arel other than
protective clothing.

. 241.2 AFFlicability

V Employees to whom uniforms may be
furnished under the atove-cited
authorities are those whose official
duties are determined, in accordance
with section 241.3, to necessitate the
wearing of a uniform (See 3 FAM 149.4
for Marine Guard clothing.) The
follo~ing are illustrative, but not
all-inclusive, of the categories of
personnel to be considered: medical
staff, chauffeurs, civilian building
guards, doormen, drivers, elevator
operators, gateman, messengers, and

. ~atchmen.

~ Furnishing uniforms to the f~llowing
categories of employees is not
authorized by the above-cited
authorities:

a. Employees whcse official duties
may require the wearing of protective
clothing (as distinguished from
uniforms) • (See section 242.)

b. Servants employed at the official
residence. (See 3 FAM 350.)

uniform is made by principal officers
and heads of AID and USICA
establishments abroad or their
designees, on the basis of the
following criteria: that the duties
of t~e employee involve performing
serv~ces for, or obtaining services
f7'0m, the local government, business
f~rms, or the public, and it is
ne7essary for employees to appear in
u~forms to facilitate identification
with the United States Governent or by
reason of local custom.

Dete7'mination witt respect to the
wear~ng of uniforms by medical
personnel is made by the Department.

241.4 Composition of Uniforms

Uniforms may consist of articles of
outer clothing, including any
neces~ary insignia. 'The style,
mater~al, and color of the uniform
(except for those furnished to medical
personnel) shall be determined ty
principal officers and heads of AID
and USleA establishments atroad or
their des ignees. '

241.5 Maximum Amounts

*'Ihe maximum amount which may be spent
annually on uniforms for each
authorized employee is $360.*

Within this limitation, principal
officers and heads of AID
establishments abroad, or their
designees, are to establish a list of
items to be furnished consistent ~ith

the employee's duties and with factors
of cleanliness, appearance, climatic
conditions, and local customs. Such
determinations should include initial
supply levels and the conditions and
frequency of replacements.

242 Furnishing Protective Clothing

242.1 Authority

The determination that the duties of
an employee, except a medical
employee, require the wearing of a

~; 241.3 Determination of Reguiremen~

to Wear Uniform
Authori~y for th~ fu:n~shing of
protect~ve cloth~ng ~s contained in 5
U.S.C. 7903.



UNIFOR! FOREIGN AFFAIRS REGULATIONS

6 FAM 242.2
EFFECTIVE DATE

November 19 1981
TRANS. MEMO NO.

26:44 AID HANDBOOK 26, Att 14AJ
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These regulations apply to the following agencies:

State/AID/USICA/Commerce/FAS.

242.2 Application

Employees to whom protective clotA~ng
may be furnished under the a~ove-c~t~ft
authority are those whose official
duties are determined, in accordance
with section 242.3, to necessitate the
wearing of protective clothing.

242.3 Determination cf Reguirement
To ~ear Protective Clothing

If an employee's duties are hazardous
and may cause them physical harm, the
determination that the employee should
wear protective clothing should te
made ty the principal officer and
heads of AID and USIC!, or their
designees. The fact that the duties
of the employee causes damage or
excessive dirt or stains to their
personal clothing does not justify
providing ccveralls, smocks, aprons,
and so on.

242.4 Composition of Protective Clothing

Protective clothing may consist of
articles of outer clothing or
equipment (such as safety goggles,
shoes, or helmets) to protect tbe
employee from injury.

242.5 Limitation

It is the responsibility of principal
officers and heads of AID and usreA
establishments abroad, or their
designees, to keep to a minimum the
numner and type of items furnished,
both as to initial supply and
replacements, consistent with the
employee's duties and with factors of
safety.

and protective clothing. Post funds
may be used for cleaning and repair of
uniforms and protective clothing in
storage. However, neither uniforms ..
nor protective clothing may be cleaY.1
or laundered at Government expense '.,
while in the custody of employees
whose duties require them to wear such
clothing.

243.2 Custody

Upon separation or transfer to duties
not requiring a uniform or protective
clothing, all such items shall be
returned to the post by ·the employee
to whom they were issued.

When season~l unifo~ms are fur~ishedU""""'.'
the respons~ble off ~cer determ~nes " .J

whether such uniforms are to te ...
returned to the post for storage
during off-seasons or are to te
retained and stored by the employee.
As a general rule, seasonal uniforms
should be returned to the post for
storage during off-seasons in order to
assure proper storage and
accountability. However, when local
circumstances warrant, employees may
be permitted to retain them.

243 Control, Custody, aaintenance
and Replacement of Uniforms and
Protective Clothing

21.+3.1 Control

All uniforms and protective clothing
issued to employees remain the
property of the Government. Proper
controls and accountatility records
are to te maintained for all uniforms

.J"

.

·..~'i.'
..... '>

,
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6 FAM 240
EFFECTIVE DATE

May 27, 1968

*243. 3 Maintenance

l,JNIFORM STATE/AID/USIA REGULATIONS

243.4 Replacement

u

Employees to whom uniforms or protective
clothing are issued must assure that they are
kept clean and in good repair. If practicable,
the uniform is worn only while the employee
is at work. However, the post may authorize
employees to wear the uniform to and from
home if necessary. The cost of cleaning or
laundering uniforms and protective clothing
and repairing them when damage results
from other than normal wear and tear is a
personal expense of the employee to whom
they are issued.

The responsible officer arranges for storage
of clean and repaired uniforms and protective
clothing returned by employees. Where
through normal wear and tear, or damage,
any article of uniform or protective clothing
is considered unusable, it may be discarded
by the post.

Replacement of any item of uniform or pro
tective clothing is authorized only after a
responsible officer is assured through
physical inspection that it is so worn or
damaged as to be unusable. Generally, no
replacements should be required during the
first year following the initial furnishing.
The articles of uniform or protective cloth
ing for which replacements are issued are
to be turned over to the responsible officer
for dispo sition.

244 Procurement

Procurement of uniforms and protective
clothing is accomplished in accordance with
tne Department of State Procurement Regu
lations (DOSPR). *

(*) New Material
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INDEX TO THIS H~~OBOOK

\-II
This index is derived from the Master Index to the AID Handbook series issued
under TM HI: 2.

The underlying approach to the Master Index is one of unity, with the series
of AID Handbooks considered as a single entity in which topics m~ appear in
one, or more than one, of the cOlilponent vol urnes.

I. .. j..

'-"

Each entry in the Master Index that includes a reference to this Handbook is
reproduced here in its entirety, thus providing both a guide to this Handbook
and useful references to other Handbooks.

The fonnats for location citations are intended to match their appearance on
the Handbook pages. Beyond the standardized Handbook number with its
following colon, the citations used in the index reflect the different formats
used in the individual Handbooks themselves.

UNDERSTANDING THE CITATIONS

The standard codes and messages that appear throughout the index. and their
exceptions, are defined in this section. It is recommended that all users
read this section before using the index.

LOCATION CITATIONS

.'

The location citations are grouped in the following pattern:

Handbook number, colon, Chapter number, Paragraph letter, and further
breakdown where needed.

The abbreviations such as~. for Appendix; Att. for Attachment; and Sup. for
Supplement are also includ~in the citations-wfierever necessary.

\...I Special cases and cross reference messages are described on the following page.

An example of the format used is as follows:

AID Financed Export Opportunities lB:23A2a(3); 15:1OCla(1)

where the term MAID Financed Export Opportunities" is located in Handbook No.
lB, Chapter 23, section A2a(3); and Handbook 15, Chapter 10, Section Cla(l).



SPECIAL CASES

Although the ujority of the location citations follow the pattern described
previously, there are these exceptions:

o In some of the Handbooks, a ujori ty of the text is repri nted from
the foreign Affairs Manual (FAM). All FAM citations are marked ~y a
',' sign before the section number.

o A IMjor portion of Handbook 14 15 con,osed of the federal Acquisi
tion Regulation (FAR). All citations to this pUblication are cited
as 14:FAR(section number).

o Three Handbook supplements that are basically separate volumes are
cited as, 18: (Procurement Policy), 3A: and 38: (Project Managers
Gu1 debook )•

o In Handbooks which contain both Parts as well as Chapters, the Roman
nLlneral Part number 15 separated from the Arabic Chapter number by a
dash (-). For example: 21:1-2A8. a citation to Chapter 2 of Part I
of Handbook 21.

CROSS REFERENCES

These references provi de direction for selection of index tenns:-

A '~' reference points fraa an unused tenn to the one that is used.

'x' is the reverse of see (do not bother to look) and prov1 des a guide
to terms that are not used in the index.

'see also' points to tenas that are closely related.

"
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Trans. Memo. No. Effective Date Page No.

-AID HANDBOOK 26 26:72 October 17, 1988 Index-1
-- -

-A-

lil, ,J'-"

~'. '"j
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Acceptable level of competence see
Satisfactory perfonnance -

Advanced pay

Agency specific proceadures
Charg D' Affair's pay

AID Office of Personnel Management see
Office of Personnel Management -

AID/W executive personnel
compensation

see a1 so Civil Service personnel

Allotment of salary
charitable contributions
FSN personnel
savings accounts
savi ngs bonds
tenni nati on
union dues

x Deduc ti ons
x Salary deduction
see also Payroll deducti ons

All owances
cos t of 1i vi ng all owa nces
danger pay allowance
domestic relocation allowance
education allowance
foreign transfer allowance
home service transfer allowance
1i vi ng CJJarters all owa nee
post differential
representati on all owa nce
separate maintenance allowance
temporary 1odgi ng all owa nce

x Differential s

Amendment procedures
position classification

19:14E; 19:Att.14I; 26:13F8

2J2

25:Sup.11A; 25:13
26:5B7; 26:Att.5A

19:1Q6; 26:7; 26:Att.7D#556
26:7H5
26:7C2; 31:#937
26:7H3
26:7H7; 26:Att.7C#554; 26:Att.7D
26:7G
24:418; 26:7H4

1l:App.4A3; 13:App.4C13; 26:13
26: 13F2
26:13F7; 26:App.13A#330
22:App.9A#149; 26:13Fll
26:13F2g
19 :14D ; 26: 13F2d
26:13F2e; 26:App.13A#315
19:14C2; 26:13F1c
26:13F5; 26:App.13A#370
26:13f3; 26:App.13A#348
26:13F2f; 26:App.13A#315
26: 13F1

26:1N

-----------_..---_._-~-------------



Page No. Effective Date Trans. Mello. No.
Index-2 Oct. 17. 1988 26:72 AID HANDBOOK 26

- -

~.Ii.··· ,.~'.. '..,
Annual 1eave ,

1ump-sum p~ent for annual leave

Appeal s
position classification

-B-

Basic p~

-C-

Cance11 ati on of projects or contracts see
Tenninations

Charg 0' Affairs p~

agency specific procedures
e 11 gi bli 1i ty requ1 i rements
President's appointee
temporary transfer

Charitable contributions

Chief of Mission

Civil Service executive personnel see
AID/W executive personnel

Civ'il Service personnel
compensation

basic p~

step increases
pay rates

position classification standards
see a1 so Executive personnel;
torelgn service personnel; FSN personnel
x General Schedule

Comparability increase in pay
FSN Personnel

27: 3
26:11

26:1M; 30:7G; 31 :#932.8-2c

26:3A

26:2J; 26: Att.2A
26: 2J2
26:Att.2A#228.1-3
26: Att.2A#228.2
26: Att.2A#164.2

26:7H5

8:3; 8:App.A#062

26:3
26:3A
26:3B
26:Att.5A
26:1K2

26:21.1



Trans. Mello. No. Effective Date Page No.
AID HANDBOOK 26 26:72 October 17, 1988 Index-3

- --

Compensati on
AID/W executive personnel
Civil service personnel (GS)
consultants
Foreign service personnel

coparability incrrease in p~

missi ng persons
premium p~

pre vai li ng wage rate employees
salary overp~ment

step increases
x Personnel compensation

Compensatory leave

Compensatory time

Consul tants
compensation

~ Cost of living allowances

-D-

Danger p~ allowance

Deductions ~ Allotment of salary

Demotion without cause see Reduction in grade

Differential s see Allowances

\..I Direct deposit of net p~
Downgrading !ee Reduction in grade

-E-

Education allowance

El igi bi 1ity requi rements
Charg D1 Affairs

26:586; 26:Att.5A
26: 3; 26:Att.5A
26:14E3; 26:Att.5C
26:2
26: 21.1
26: 12; 31 :#972.9-3
26:8; 26:App.8A#230; 28:Cir.8
26:4
26: Att. 7F#557
26:2C; 26:21; 32:21

26:8E5; 26:App.8A#232.6

26:App.8A#232.6

12:1C8; 14:737.2; 14:FAR37.2; 25:14
25:14E3; 26:Att.5D

26: 13F2

26:13F7; 26:App.13A#330

26: 7H2; 26: 13Fll

26:13F2g

26:Att.2A#228.1-3
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Employee indebtedness
garnishment

Executhe personnel
pay rates

see also senior Foreign service personnel

Extra service credit
IJ nhea1thy posts

-F-

Factor Evaluation System

Federal incOOle tax withholding

Foreign national personnel see
FSN personnel ~

Foreign service executive personnel see
Senior foreign service personnel -

Foreign service personnel
compensation

in service pay rates
initial pay rates
step increases

comparability increase in salary
gri evance ri ghts
initial pay rates
pay adjustment
pay plan codes

Foreign Transfer Allowance

FSN personnel
allotment of salary

x Local employees; Overseas employees;
Forei gn national personnel

19:702e(3); 19:705e
26:71

26:Att.5A; 26:Att.5C

30:3F
26:13F8; 30:3F2; 30:App.3A#671.5

26: 1P

26:7H8; 26:Att.7E#553

26:2
26:Att.5A
26:2H
26:21; 26:Att.20
26:21.1
26:2K
26:2H
26:21
26:2G2

19:140; 26:13F2d; 26:App.13A#315

31 :ALL
26:7C2; 31:#972.7
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Garni shment

General schedule (GS) personnel see
Civil service personnel

Grievance rights
Foreign service personnel

Ho1 i day pay

t1ane service transfer allowance

Income tax withholding
federal income tax withholding
state/local tax withholding

Initial pay rates

In-service pay rates

Involuntary separation
selection out

Job classification see
Position classificatiOn

Job reclassification see
Position rec1assificatrOn

-H-

-1-

-J-

26:71

26:2K

26:App.8A#233; 27:App.8A#233;
31 :#935.4

26:13F2e; 26:App.13A#315; 26:24G3e

26:7
26:7H8; 26:Att.7E#553
26:7H6; 26:Att.78

26:2H

26:28

30:2
25:101; 26:10J
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Page No. Effective Date Trans. Mello. No.
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Leave with p~ ~ Paid leave

Lhi ng CJ.Ia rte rs a11 ~a nce

Local empl oyees !.~ FSN personnel

Lump-sum p~ent for annual leave

Medical services overseas
unhealthy posts

Mi~sing persons

Missi on staff
Chi ef of Hi ssi on

Night p~

Office of Personnel Management (M/PM)
x AID Office of personnel' management

Official residences

x Representational quarters

On-call status

Optional Fonn 8

Overseas emp1 oyees ~ FSN personnel

Overtime
x Compensatory time

-M-

-N-

-0-

19:14C2; 26:13F1c

26:11; 27:3m; 31 :#943.,6

3B:IApp.C3; 29:App.1F
26:13F8

23:12N; 23:App.12A#42~~; 26:12;
31:#972.9-3

8:3; 8:App.A#062

26:App.8A#234; 31:#395.3

17:18C; 24:1F3; 25:1C; 25:10E; 26:1E1

23:App.5A#715.2; 26:1:~F4;

26:App.13A#350

26:App.8A#237

26:Att.1A

26:App.8A#232; 31:#935.2

aL.·'-...···· ·.i'.,.,

V
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Paid leave
compensatory leave

x Leave wi th pay

Pay adjustment (FSP)

Pay periods (calendar)

Pay plan codes (FSP)

Pay rates
Civil Service personnel
consultants
executi ve personnel
Foreign Service personnel
prevailing wage rate employees
Senior Executive Service personnel
Seni or Foreign Service personnel

Payroll deductions
income tax withholding
Social Security (FICA) tax

see also Allotment of salary

Payroll related activities
di rect deposi t of net p~
savi ngs bonds

Perfonnance ratings
satisfactory perfonnance

Periodic step increases ~ Step i·ncreases

Personnel compensation ~ Compensation

Personnel types
prevailing wage rate employees
Seni or Executive Service pe rsonnel

x Types of personnel

Position allocation (ceilings)
x Workforce resource allocation

26:8E2b; 26:App.8A#232.6

26:21

26:6

26:2G2

26:5
26:Att.5A
26: Att. 5C
26:Att.5B .
26: Att.5B
26:Att.5A
26:Att.5B
26:Att.5B

26:7
26:7H6; 26:7H8; 26:Att.7E#553
26:7H9

19: 14
26:7H2
19:14A4; 26:7H7; 26:Att.7C#554

25:15D; 25:15F /
25:15F2; 26:2C5; 26:3B5

26:4
26:Att.5B

26: 1E
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Position classification
amendment procedures
appeal s
Factor Eval uati on System
position classification standards
positi on descripti ons

x Job classification

Positi on cl assificati on sta ndards
Civil service personnel

Posi ti on descri pti on
Optional Fonn 8

Position management
position allocation
position classification
position description

Posi ti on reel as sif icati on
x Job reclassification

Post differential

Premium p~

holid~ p~

night p~
overtime
SlJnd~ p~

x Special p~ rates
"President's Appointee

Charg D, Affairs

Prevailing wage rate emplqyees

Protective clothing

Quarte rs all owa nee see Li vi ng CJlarte rs
allowance -

-Q-

26:1
26:1 N
26:1M; 30:7&; 31:#932.8-2c
26:1 P
26: lK
26: 1H

26:1K
26:1K2

26:1H; 33:ALL
26:Att.1A

25:23; 26:1E
26:1
26:1H; 33:ALL; 32:App.B

26:1 N; 31 :#954.2

11:4A3.3b; 26:13F5; 26:App.13A#370

26:8; 26:App.8A; 31 :#9~15

26:App.8A#233; 31:#935.4
26:App.8A#234; 31:#935.3
26:App.8A#232j 31:#935.2
26: App.8A#235

26:Att.2A#228.2

26: 4; 26: Att.5A

26: Att. 14A#242
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Reduction in grade (reclassification)
x Demotion without cause; Downgrading

Relative perfonnance ~ selection out

Representation allowance

Representati onal <J.Iarters see
Official residences ---

-S-

Salary deductions see Allotment of salary;
deductions ---

Salary overp~ment

Salary retention

Sati sfactory perfonnance
x Acceptable level of competence

Savings accounts

Savi ngs bonds

Schedule of p~roll peri ods

Selection out
x Rel ati ve pefonnance

Senior Executive Service personnel
pay rates

x SES

Seni or Forei gn service personnel
p~ rates

x Foreign service executive personnel

Separate maintenance allowance

26:9; 31 :#954

26:13F3; 26:App.13A#348

26:Att.7F#557.4

26:9

25:15F2; 26:2C5; 26:3B5

26:7H3; 26:Att.7A

19:14A4; 26:7H7; 26:Att.7C#554

26:Att.6A

25:101; 26:10J; 30:Sup.3B

26: Att.5B

25:8
26: Att.5B

26:13F2f; 26:App.13A#315
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separation from the service
se1 ecti on out
severence p~

SES see Senior Executive service
Severence p~

Social Security (FICA) tax

Special p~ rates ~ Premium pay

Stand by duty

State/local tax withholding

Step increase approval guidelines

Step increases (Periodic)
Civil service personnel
Foreign service personnel
prevailing wage rate employees

x Within Grade increases

Sund~ p~

Temporary lodging allowance

Temporary transfer
Charg 0 I Affai rs

Tenni nati ons
allotments of salary

x Cancellation of projects or contracts

Types of personnel ~ Personnel types

Unhealthy posts

Uniforms

Union dues

-T-

-U-
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