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Introduction

Tt is the purpose of this booklet to illustrate a aim‘;:liﬁed payroll system
for the information of agencies which may find it helpful in developing
their payroll systems. Tt is expected to be of most interest to the smaller
agencies which do not have unusual payroll operations requiring a specially
designed system.

It is the responsibility of each agency, under the provisions of section
113 of the Budget and Accounting Procedures Act of 1950 (31 U.S.C. 66a),
to establish and maintain an adequate é);froll s&stem in conformity with
the principles and standards preseri by the Comptroller General.
These principles and standards are published as title 6 of the General
Accounting &ce Policy and Procedures Manual for Guidance of Federal

cies.
A%s booklet describes the forms, records, and procedures for a simplified
payroll system for civilian per annum employees. It explains the prepa-
ration and use of payroll change slips, the maintenance of individual pa
cards and the control register, the preparation and use of time and attend-
ance reports, and the maintenance of leave records.

The suggested simplified payroll system provides for certain alternative
procedures which may make the system adaptable to somewhat diverse
situations. Where the basic system, even with the variations described,
is not suitable, the forms and procedures described may be used as a start-
ing point in developing a system adapted to a particular situation. Some
of the individual forms and procedures may be used as described or with
modifications even though apbﬁsica.lly different. system is adopted.
bofﬁlcsimil of many of the forms referred to are in appendix A to this

et.




ILLUSTRATIVE SIMPLIFIED PAYROLL SYSTEM

Nature and Applicability

Nature of the System

A Federal Government payroll system for civilian ﬁ)er annum employees
may usually be identified as a comprehensive payroll system or as a sim-
plified payroll system.

A: comprehensive payroll system involves the preparation for each pay
period of a complete payroll, listing the name of ea&a employee and item-
izing the earnings and deductions entering into the computation of the
ne!:liay for each employee.

e simplified payroll system is based upon a skeletonized payroll pre-
pared by the disbursing officer for each pay period from a file of addresso-
graph plates or punch cards maintained from payroll change slips fur-
nished by the agency payroll office. The skeleton payroll lists the name
of B&I;.‘.:l employee but shows only the amount of his net pay and the check
number.

Under the simplified system, a control register maintained by the payroll
office provides control totals for each of the earnings and deductions items
and for the net pay amounts on the payroll. The register is maintained
by recording only the changes in pay occurring during the pay period.
It also serves as a control over the earni eductions, and net pay
amounts recorded on the individual pay cards. The control register and
pu%card are usually posted manua,ltlg.

etailed postings are made to the pay card for the simplified system
only when a pay change occurs. In lieu of posting the individual items
for a pay period in which there is no change in the pay, the payroll clerk
merely initials the pay card.

The administrative office of the employing agency makes a time and
attendance report to the payroll office for each pay period, on an individual
form or a schedule form. A leave record is maintained for each employee
by the administrative office or the payroll office.

Applicability

The simplified payroll system is designed for use generally for civilian
per annum employees whose earnings are computed on a biweekly basis.

Whether a simplified system or a comprehensive system is the more
suitable for a particular payroll installation with a biweekly payroll may
depend on several factors, but depends primarily on the relative number
of payroll changes.

Inasmuch as the simplified system is based upon a file of addresso-
graph plates or punch cards and the posting of changes only to the indi-
vidual pay cards and the control register, it may not be the most efficient




and economical system when c.hn.nfes in pay occur each pay period for more
than about 40 percent of the emp oyees%; the payroll.

It is not necessary that a single uniform system be used in a.llﬁnyroll
offices of an fncy or that only one system be used in each pa office.
The simplified system may be used in payroll offices which handle payrolls
for only per annum employees with a low rate of chs.nfe, and a comprehen-
sive system may be used for offices with per diem and per hour employees
or per annum employees with a high rate of change.

ere a payroll office handles payrolls for both per annum and other
classes of employees, it may use a simplified system for the per annum
employees even though a comprehensive system is required for t.lge per diem
and per hour employees. It may be advantageous to handle only certain
groups of per annum employees under a simplified system and handle
other groups under a comprehensive system separately or with the per
diem and per hour employees.

Assistance From Gencral Accounting Office

An agency may request advice and assistance of the General Accounting
Office in determining whether the simplified system is suitable or can be
adapted to meet the agency needs.

Standard and Stock Forms

Facsimiles of the following standard and stock forms, used in a sim-
‘plified payroll system, are in appendix A to this booklet.

Standard Forms (SF’s)
SF 50 {CSC ; —Notification of Personnel Action
SF 71 (CSC)—Application for Leave
SF 1126—Payroll &mﬂgﬂ Slip
SF 1128—Payroll for Personal Services—Payroll Certification and

Summa:
SF 1150— rd of Leave Data Transferred
SF 1166—Voucher and Schedule of Payments

Stock Forms

Stock Form 1125—Payroll Control Register

Stock Form 1125A—Payroll Control Register

Stock Form 1127—Individual Pay Card

Stock Form 1130—Time and Attendance Report (individual form)
short form)
long form)

Stock Form 1135—Time and Attendance Report
Stock Form 1136—Time and Attendance Report
Stock Form 1137—Leave Record




Establishing the System

Timing the Installation

Any changeover from a comprehensive payroll system to a simplified
system should be made as of the%eginnin of a biweﬁd pay period. The

rst. pay period for which wages are paid in the calendar year is the best
for ma.{i:ng the change, since the wages paid and taxes withheld in the
calendar year are totaled for reporting on Form W-2 (Withholding Tax
Statement, Federal Taxes Withheld from Wages). If the change is made
during the year, it should be done for the first pay period in the calendar
quarter because of the quarterly tax returns on withheld taxes.

Arrangements With Disbursing Office

Arrangements must be made with the d_isbumini office to set up the
addressograph or punch card file and to prepare the skeleton payroll, prior
to adopting the simplified system.

A payroll list showing the name and net pay of each employee must be
fnrmghed the disbursing office for its use in setting up the adti'ressogra h
plate or punch card file. The names should be arranged in blocks and
in the order in which the Fayroll office desires to maintain the individual
pay cards and the payroll control registers and to prepare the biweekly
g.yrolls. The comprehensive payroll for the p ing pay period may

used for this purpose.

Arrangements With Personnel and Administrative Offices

Arrangements should be made with the cy personnel office to fur-
nish the basic documents required for establishing the normal pay and
the changes in the normal pay of each employee—principally SF 50,
Notification of Personnel Action, and Form ’87—4, the Empﬁ?yee’s With-
hold‘tx;g Exemption Certificate—and the employee’s social security account
number.

Arrangements should also be made with the administrative offices to
furnish the Time and Attendance Report, Stock Form 1130, 1135, or 1136,
and to maintain the individual leave record if it is to be maintained on
Stock Form 1130 in the administrative offices. The initial set of these
forms should be prepared with the opening balances and furnished to the
administrative offices or the necessary information should be supplied for
setting them up.

Arrangements should be made for the administrative offices to furnish
the payroll office the required information on the appropriations to which
the payrollsare to be charged.
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Opening the Payroll Records

The payroll records are opened with the inning balances, usuall
obtained t{;gm the comprehensive payroll fome preceding pay period.

An Individual Pay Card, Stock Form 1127, is opened for each employee
showing his earnings, deductions, and net pay for the beginning &ay
period. The cards should be arranged in bl in the same order as that
in which addressograph or punch card files are to be maintained by the
disbursing officer (and the biweekly payrolls are to be prepared) for
convenience in p ing changes, verifying the biweekly payroll lists,
and verifying and distributing the pay checks. Each block (or grou
of blocks) should be assigned to a specific payroll clerk or unit in the
payroll office.

A Payroll Control Register, Stock Form 1125 or 1125A, is opened for
each control block BhOWiI&‘ the total of each item of earnings and deduc-
tions and the net “normal pay” at the beginning of the pay period, as
established from the related individual pay cards.

A Time and Attendance Report, Stock Form 1130, or a Leave Record,
Stock Form 1137, is opened for each employee showing his beginning
leave balance.



Payroll Change Slip

Purpose of the Payroll Change Slip (SF 1126)

SF 1126, Payroll Change Slip, is the basic document and posting me-
dium used in maintaining the payroll records in the payroll office and the
addressograph file in the disbursing office. A copy of each change slip
is fumisiredp to the employee. It is also used as the personnel action
document for the Official Personnel Folder and to furnish statistical
information to the Civil Service Commission where the use of SF 50,
Notification of Personnel Action, is not required by the Commission. (See
the Federal Personnel Manual, chapter 296, and supplement 296-31.)

Preparation of SF 1126

SF 1126 is prepared in the payroll office, for each change in pay, name,
or status, from personnel action documents and other advices.

‘When SF 1126 is prepared for changes for which SF 50 is executed and
filed in the personnel folder, such as those relating to appointments and
sagmtians, a four-part set should be used because the Personnel Copy,
SF 1126d, 1s not required. SF 1126 is prepared in these cases from the
SF 50. e Personnel Co%y is also unnecessary when SF 1126 is prepared
for temporary changes such as those relating to overtime and holiday pay
and for permanent changes such as changes in the number of tax exemp-
tions and in bond deductions.

When SF 50 is not srepured and a copy of SF 1126 is to be filed in the
Official Personnel Folder, principally in the case of within-grade increases
but also in cases of administrative pay increases, certain pay adjustments,
etc., the Personnel Copy will be prepared.

SF 1126 may be used but is not necessary when the pay of employees is
adjusted as a whole by legislative action.

SF 1126 is prepared from source documents such as personnel action
documents, time and attendance reports, bond deduction authorizations,
and withholding exemption certificates. A concise explanation of the
reason for the pay change should be given in the block for “Remarks,”
unless this information is otherwise indicated on the form or is shown on
another document filed in the payroll office, a copy of which has been fur-
nished to the employee.

Distribution and Use of SF 1126

After the SF 1126 is prepared, items on the Payroll Copy are posted to
the Payroll Control Register, Stock Form 1125 or 1125A, individually or
in total, and to the Individual Pay Card, Stock Form 1127, and held by

773-889 0—85——2 5




the payroll clerk who maintains the pay card until the payroll list is re-
ceived from the disbursing office. After the roll is verified, the payroll
copies are filed, usually in payroll sequence for each payroll period, to

support the entries to the control r and the pay cards.

e Employee’s Copy is forwarded to the person responsible for the
receipt and distribution of the pay checks and is given to the employee
with his check.

The Disbursing Officer’s Copy is forwarded to the disbursing office,
;'I::im the necessary change is made on the addressograph plate or punch
The Administrative Copy is prepared for statistical or other purposes,
perhaps for use outside the payroll office.

When SF 1126 is used in lieu of SF 50 and a copy is required to be
furnished to the Civil Service Commission, the Utility Copy is prepared
for this purpose if no other copy in the set is available.



Individual Pay Card

Purpose of Individual Pay Card (Stock Form 1127)

Stock Form 1127, Individual Pay Card, is maintained as the earnings
record for each em ioyee. It is the individual bond account for employees
who purchase U.S. Savings Bonds by payroll deduction. It is the
record for the current calendar year of retirement deductions and the
source from which the Individual Retirement Record, SF 2806, is posted
at the end of each calendar year and when the employee is separated or
transfers to another Government agency.

The pay card is the source of data for reporting wages taxable under
the Federal Insurance Contributions Act for each employee on the Em-
ployer's Quarterly Federal Tax Return (Form 941; and for preparing
the annual Withholding Tax Statement (Form W-2) for Federal income
tax and other similar withholding statements furnished to the States and
territories for which income taxes are withheld. It is used in making the
finding and report to the State employment security agency when the
employee files a claim for unemployment compensation.

Posting Stock Form 1127

Stock Form 1127 is posted for each change in pay from the Payroll
Change Slip, SF 1126. The bond account portion of the card is posted
for bond purchases and refunds from the bond issuance schedules and
refund vouchers.

At the time the card is established for a new employee, complete status
information, including the amount of normal pay, is from the
initial pa%;'oll change slip and other payroll documents, such as the Em-
ployee’s Withholding Exemption Certificate (Form W-4) and the au-
thorization for purchase of U.S. Savings Bonds. The payroll block num-
ber is entered on the card to identify the payroll block by which the card
is to be filed.

All salary payments to the employee are recorded on the pay card.
Detailed postings are made for earnings, deductions, and net pay wﬁen the
card is established for a new employee and when a new card is set up at
the beginning of each calendar year. Detailed postings are made for each
pay period in which any of the amounts change from those of the preced-
1% pay period; the detailed postings are made from the change slips,
SF 1126. When the amounts are the same as those for the prec pay
period, the pay clerk merely initials the pay card.

Totaling the Pay Cards
The Individual Pay Card, Stock Form 1127, contains spaces for record-

ing the totals of each of the ea,rm'ngs and deductions columns and the net
pay column for each quarter and for the calendar year. The blocks for
total earni and total deductions for withheld Federal income and
FICA taxes for the year are set apart on the form to facilitate preparation
of the Withholding Tax Statement (Form W-2).

The quarterly totals are reconciled with totals of the Payroll Control
Register, Stock Form 1125 or 1125A, and are used for preparing the Em-
ployer’s Quarterly Federal Tax Return (Form 941). The annual total
18 posted to the Individual Retirement Record, SF 2806.
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Payroll Control Register

Purpose of Payroll Control Register

The Payroll Control Register provides a means of securing independent
totals for the various items of earnings and deductions and the net pay,
as a control over the detailed amounts recorded in the individual pay ca
and a means of verifying the payroll list prepared by the disbursing office
for each pay period.

The control register also ﬁ»rov"ides a means of verifying quarterly that
the postings to the general er are in ment with the individual
pay cards. The totals are developed for each pay period by posting onl
the changes in pay. Comparison of the total net pay shown on the payroll
list with the predetermined total on the control register obviates the neces-
sity of verifying edth item. No detailed verification is necessary when
the net pay totals agree, and only the items for which changes are shown
on the control register need be verified on the payroll list to locate an
error when the totals do not agree. All changes which affect current pay
should be verified.

Alternative Forms

Two stock forms for the Payroll Control Register are provided. Stock
Form 1125 is designed for detailed posting of each payroll change slip
during the pay period or the summary posting of groups of change sli
Stock Form 1125A is designed for summary posting of the totals of the
payroll change sltiﬁs for the pay period. Substantial savings in the time
required to tEosi: e control register are possible in many payroll offices
liwy making the postings in summary at the end of the pay period on Stock
Form 1111225A or for groups of change slips during the pay period on Stock

orm 5.

Establishing the Control Register

A separate payroll control register should be established for each block
of pay cards maintained by each payroll clerk. One or several control
may be maintained for each payroll which is to be prepared.

e control register is established at the inauguration of the simplified

stem by postuzﬁ the normal pay amount for each item of ea.rmnﬁ and

eductions and the net pay. new control register is used for each pay

period, to which the normal pay amounts are brought forward from the
previous register.

Posting to Stock Form 1125

The normal pay amounts as of the beginning of the pay period are
posted on the first line of Stock Form 1125, in the columns under “Previous




Normal Pa.y " from the “New Normal Pay” columns of the form for the
p riod. Changes in pay are posted from payroll change
slips, in Vldu y for each ﬁ‘:lge slip or in summary E)l‘ a group of
¢ e slips. The amounts shown on the change sli “Prevmus nor-
mal,” “New normal,” and “Pay this period” are poﬂeg to the correspond-
mi?g,lons and columns of Stock Form 1125.

r the end of the pay period the entries posted under “Previous
Normal Pay,” representing the previous normal pay of employees whose
pay changed during the period, are totaled and deducted from the normal
pay which was brought forward and was posted on the first lines. The
balance, representing the normal pay of the employees whose pay did not
change, is entered on the first line under “Pay for This Period” and under
“New Normal Pay.”

The totals for the columns under “Pay for This Period” represent the
aggregate earnings, deductions, and net pay for the pay period and must
agree with the totals of the pnyroll and the individual pay cards,

The totals for the columns under “New Normal Pay” represent the
normal pay of the employees as of the beginning of the next pay period
and will be entered on the first line of the control register for the next
pay period under “Previous Normal Pay,” thus establishing a continuity
of control.

If there are adjustment transactions for canceled checks or cash collec-
tions for overpayments, they are posted after the columns are totaled, as
described above. The adjustments are posted to the “Pay This Period”
columns only. The amount of the canceled check or the cash collection
is posted in red as a subtract item in the gross pay and net pay columns.
The cancellation of the pay check or collection of an overpayment effects
correction of the net pay for the employee but does not adjust the amounts
previously deducted and processed for retirement, withheld taxes, etc.

The amount by which each of the deductions should be adjusted is posted
in red in tl.2 deduction column and the total in the gross pay column.
The adjustments are subtracted from the regularly determined totals,
and the adjusted totals are shown on the control register. The change
slips for the adjustments are posted to the individual pay cards but are
not forwarded to the disbursing office. They are, however, routed within
the agencies and distributed to the employees.

The adjusted totals for gross pay and the various deductions are used
in scheduling the payroll for payment. However, the adjustments do
not affect the net amounts shown by the disbursing office on the payroll
list. Consequently, the total of the payroll list must agree with the regu-
larly determined net pay amount on the control register, obtained before
the adjustment entries are made. The totals of the individual pay cards
must agree with the adjusted totals.

When a supplemental payroll for additional payments is necessary, the
control register entries for such supplemental roll are made below the
regular entries and the adjustment entries described above. The supple-
mental entries under “New Normal Pay” are added to the regularly deter-
mined totals to establish the correct “Previous Normal Pay” figures for

the next ensuing control register.
9




Posting to Stock Form 1125A

Stock Form 1125A provides the same control totals as those provided
by Stock Form 1125, but is posted in summary only. The detailed infor-
mation isshown on the change slips.

The normal pay amounts as of the begi of the pay period are
on the first line from the “New Normal Pay” line of the register for the
preceding pay period. The change slips are totaled after the end of the
pay period and posted in summary to the control register. The totals of
these summ postings represent the regularly determined “Pay This
Period.” Adjustments and supplemental payrolls are posted below these
totals, in detail or in summary. The regularly determined and the
adjusted totals are the same as those developed on Stock Form 1125 and
are used in the same manner.

10



Vouchering and Payment

Scheduling the Payroll for Payment

‘Where the entire simplified payroll system is used, the biweekly payroll
is scheduled for payment, separately from other t; of vouchers, on
SF 1166, Voucher and Schedule of Payments, in accordance with the prac-
tice of the agency in scheduling its disbursement vouchers.. The prepara-
tion of SF 1128, Payroll for Personal Services—Payroll Certification and
Summary, as a basic voucher for scheduling on SF 1166 is unnecessary
when the S?yroll is scheduled in that manner. The preparation of
SF 1096, Schedule of Voucher Deductions, as a collection voucher for the
payroll deductions is necessary only in unusual cases, such as when dedue-
tions representing repayments to the civil service retirement and disability
(f}uond are effected by the agency at the specific request of the Civil Service

mmission.

Use of Standard Form 1128

In payroll offices where the number of civilian per annum employees
to be paid is small and adoption of the entire simplified system (with a
file of addressograph plates or punch cards maintained by the disbursi
office and a Ba roll list pre a.mf each pa.{vl period from the plates or cards%
is not justified, a comprehensive payroll may be prepared on SF 1128,
Payroll for Personal Services—Payroll Certification and Summary.

en SF 1128 is so used it must contain detailed information on the
earnings, deductions, and net pay of each employee, and the Payroll
Contro ister, Stock Form 1125 or 1125A, isunnecessary. Other forms
of the simplified system may still be used, such as ther{)a,yroll Change
Slip, SF 1126 ; the Individual Pay Card, Stock Form 1127 ; the Time and
Attendance Reports, Stock Form 1130, 1135, or 1136; and the Leave
Record, Stock Form 1137.

Lump-Sum Leave Payments

‘When lump-sum leave payments made under the act approved Decem-
ber 21, 1944, 5 U.S.C. 61b, are not included on regular pay period payrolls,
they are vouchered on SF 1128 or the amount may be entered on SF 1166
direct from the change slip, SF 1126.
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Time and Leave Records

Nature and Purpose

The simplified payroll sysben;dprovides for certain forms to be used and
certain procedures to be followed by the administrative offices in report.i:gﬁ
attendance and absence from duty of each employee for each pay peri
to the payroll office for use in preparing the payroll. The system also
provides for maintaining a leave record for each employee.

Alternative forms andg procedures are provided for reporting time and
attendance and for maintaining either a gecentmlized leave record in the
administrative offices or a centralized record in the payroll office. The
decentralized record maintained on Stock Form 1130 18 usually preferred
over the centralized record maintained on Stock Form 1137 from informa-
tion supplied on Stock Form 1130, 1135, or 1136.

The time and attendance information on overtime and premium-pa
duty time and on leave without pay is required for computing each
employee’s earnings when they differ from his normal pay. A leave record
is necessary for each employee for administering the leave laws and regula-
tions a.ndrgor determining whether leave taken is with or without pay in
computing the employee’s pay and preparing the payroll.

e administration of leave is governed by the Annual and Sick Leave
Act of 1951, 5 U.S.C. 2061, 2062, and the Annual and Sick Leave a-
tions of the Civil Service Commission, 5 CFR 630.101 ef seq., or the Fed-
eral Personnel Manual, chapter 630, and supplements 990-1, part 630,
and 990-2, book 630.

Time and Attendance Reporting

A time and attendance record is maintained in the administrative offices
on a daily basis for each employee, and reports are furnished by the
administrative offices to the payroll office each pn.¥ period showing the
hours of duty attendance and absence for each employee. An individual
form, Stock Form 1130, or a schedule form, Stock Form 1135 or 1136, of
Time and Attendance Report may be used. The individual Time and
Attendance Report, Stock Form 1130, contains space for showing the
leave aceruals and balances.

When Stock Form 1130 is used solely to report attendance and absence,
only the central portion of the form is used. A separate form is main-
tained for each employee, and a new form is used for each biweekly pay
period. It is maintained in the administrative offices by designated em-
ployees having supervision over duty attendance. The time in pay status
1s entered directly on the form each day. The time absent 1s entered
directly on the form or is posted from SF 71 cﬁCSC), Application for
Leave. Time in pay status and time absent are classified so Smt. the pay-
roll office can determine the rate of pay for time worked and whether leave
was with or without pay. The Stock Form 1130 is certified and forwarded
to the payroll office at the end of each pa.{ period for use in computing
the employee’s pay and preparing the payroll.

Time and attendance may be reported by the administrative offices to
the payroll office on the schedule forms of the Time and Attendance
Report, Stock Form 1135 (short form) or Stock Form 1136 (long form)

12




if the leave records are maintained centrally. These schedule forms con-
tain space for recording daily the time in pay status and time absent for
each employee and are maintained and used as described above for the
individual form, Stock Form 1130.

Maintenance of Leave Records

In recognition that current information on leave status and characteris-
tics of leave taking are of importance to the supervisor, the leave record
should, if otherwise practicable, be maintained at this level. Generally,
when the leave records are kept at this level, Stock Form 1130 is main-
tained and used as an individual leave record, as well as a time and attend-
ance report. However, selection of the form used, whether it be Stock
Form 1130 or 1137, should be based on operating needs and efficiency of
maintenance.

Information on the leave balances and rate of leave accrual of a new
employee is furnished by the personnel office, frequently by showing the
information on the leave record for the first pay period. The leave
accrued and leave taken are recorded during the pay period by the time
and leave clerk when the leave record is maintained at that level.

The record showing leave taken should be initialed by the employee or
supported by his signed application. Obtaining the employee’s initials
or a signed application may ge waived by the department or agency when
mechanical time-recording devices are used by the employee for recording
and reporting attendance.

Sick leave absences in excess of 3 days must be supported by a medical
certificate or other evidence that is administratively acceptable.

When Stock Form 1130 is used, the leave balances are computed and
entered at the end of the period. The balances are carried forward to the
new form for the next ?ay period, and the old form for the expired pay
period is forwarded to the payroll office and filed there. The leave record
and information for the current pay period, including the current balances,
are available on the Stock Form 1130 in the administrative office and for
prior periods on forms filed in the payroll office.

When Stock Form 1137, Leave Record, is used, the information on the
Time and Attendance Report, Stock Form 1130, 1135, or 1136, is posted
to the leave record prior to the forwarding of the time and attendance
report to the payroll office.

When the leave records are centralized in the payroll office, they are
maintained on Stock Form 1137. A separate form is maintained for each
employee, and a new form is required for each leave year. The leave
accruals and the totals of the leave taken for each pay period are posted
from the Time and Attendance Report, Stock Form 1130, 1135, or 1136.

Leave Accruals

In an agency where ‘the leave tic.licy precludes the use of leave until it
is earned, the leave accruals for the pay period are not added to the leave
balances brought forward on Stock Fft))rm 1130 or other similar leave record
until the close of the pay period.

_Inan agency where the leave policy permits the granting of leave before
it is earned, the leave accruals for the pay period are added at the begin-
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ning of the iod to the balances of leave brought forward to show
t.h; - tg'c% Ro:;:;le n,vfa.ilable at any time. R : -
e leave policy of an agency permits i employees at the
begnning of thgoleava year with annual leave for all of leave year,
such leave is added to any leave balance brought forward from the prior
leave year, thus making the total available at any time during the year.

Certification of Time and Leave Records

Persons ible for maintenance and certification of time and leave
records should have positive knowledge as to whether each employee for
Wha..ilm they are assigned recordkeeping responsibility is present or absent
at all times.

Employees shall not be permitted to maintain, certify, or approve their
own time and leave reoorg except under unusual circumstances, such as
when a person works alone at an 1solated post and such authority has been
given in writing by an appropriate official authorized by the head of the

agency to grant such authority.
Transfer of Leave

Standard Form 1150, Record of Leave Data Transferred, is used for
reporting leave transferred between Federal agencies in cases where the
employee is transferred or reemployed with prior service in another
agen;y The iBrcacech1re&: to be followed in the preparation and p i
of SF 1150 will vary depending on whether the employee was separa
before January 1, 1963, or after December 31, 1962 ., follows:

1. Employees Seﬁmtad Before January 1, 1963. When an employee
who was separated before January 1, 1963, is reemployed, the employing
agency should complete the reverse side of SF 1150 in duplicate and for-
ward goth the original and the oo;g to the agency from which the employee
was separated for completion of the face of the form. In addition to the
information for which space is provided, other pertinent information,
such as foreign or nonforeign differential, should be shown in the “Re-
marks” space. The form should be sxgned by the person responsible for
the accuracy of the leave record. The original of the form should be
returned to the employing agency and the copy retained in the agency
from which the employee was se| 2

2. Employees Separated After December 31, 1962. When an emplolyee
is se after ]icember 31, 1962, the releasing agency should complete
the face of SF 1150 in duplicate. In addition to the information for
which space is provided, other pertinent information, such as foreign or
nonforeign dlﬁ erential, should be shown in the “Remarks” space. The
form should be signed by the person responsible for the accuracy of the
lmﬁreeord. f the SF hould be filed by the rel

e original of the SF 1150 sho y the releasing agency on
the right side of the Official Personnel Folder. If the employee 1s trans-
fe or reemployed, the SF 1150 should be made available to the em-
ploying agency as part of the employee’s Official Personnel File. If the
new employment is in a position sub'éect to the same leave system, the em-

lolying agency should remove the SF 1150 from the Official Personnel

older and forward it to the office re;?onsible for the leave records. A
copy of the SF 1150 should be retained by the releasing agency.
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Appendix A—Forms

Standard Form 50—Notification of Personnel Action
Standard Form 71—Application for Leave
Standard Form 1126—Payroll Change Slip

Standard Form 1128—Payroll for Personal Services, Payroll Certifica-

tion and Summary
Standard Form 1150—Record of Leave Data Transferred
Standard Form 1166—Voucher and Schedule of Payments
Stock Form 1125—Payroll Control Register
Stock Form 1125A—Payroll Control Register
Stock Form 1127—Individual Pay Card
Stock Form 1130—Time and Attendance Report (individual form)
Stock Form 1135—Time and Attendance Report sshort. form)
Stock Form 1136—Time and Attendance Report (long form)
Stock Form 1137—Leave Record

15




Standard Form 50

STANDARD romm 80 Rev. December 1981 NOTIFICATION OF PERSONNEL ACTION
U.B Cletl Barviem (ammen i
PP Chap. 58 (EMPLOYEE — 3ew Cesera! latormation on Reverse)
(FOR ACENCY USE)
1. HAME (CAPS) LAST—FIRST—MIDDLE MR —MISS-MRS. L (POR AGENCY USE) | . a’rg‘n}\‘-xﬂ 4. SOCIAL SECURITY NO.
8. VETERAN PREFERENCE . TENURE GROUP 7. SERVICE COMP. DATE | 8. PHYSICAL MANDICAP CODE
-——l =0 B-+10 PT, DISAR, 510 FT, OTHER
AT, =10 FT_COMP,
9. FIGLL 10, T 11, (FOR C5C USE)
1—C5 > ~OTHER
2-FiCA 4-HonE
12 CODE WATURE OF ACTION 3, IVE DATE 4, CIVIL SERVICE OR OTHER LEGAL AUTHORITY
e D, Yoy
W . PAY PLAN AND. T7. (4} GRADE (b) STEF | 1. SALARY
15, FROM: POSITION TITLE AND NUMBER Imgl w (L] "
19. NAME AND LOCATION OF EMPLDYING OFFICE
8. TO: POSITION TITLE AND NUMBER 21. PAY PLAN AND 2. (4) GRADE msal . SALARY
OCCUPATION CODE
| RATE
2. MAME AND LOCATION OF EMPLOYING OFFICE
——
B5. DUTY STATION (Clly—sosmiy—Sénie) ll LOCATION COOE
. APPROPRIATION 28. POSITION OCCUPED | 29. APPORTIONED POSITION
1—COMPETITIVE SERVICE | FROM, o AT
T—EXCEPTID A—PROVED-{
BEAVICE P WAIVED-T
M. REMARKS: A, SURIECT TO COMPETION OF | vian (OR TRIAL) PERIOO
. SERVICE COUNTING TOWARD CAREER (O PERMANINT) TENURE FROM:
€. DumG
SEPARATIONS. SMOW REASONS SELOW, AS REQUIRED. CHECK iF APPLICARLE: l:] PROBATION I:IQVHWH-WMMM
31, DATE OF APPOINTMENT AFFIDAVIT (dscmatens sdg) 3. SIGHATURE (Or alber sntbontisatinn) AND TITLE
R OFFICE MAINTAINING PERSOMNEL FOLDER (1) difwent [rem angieging office}
o
X.CODE  EMPLOYING DEPARTMENT OR AGENCY = 0ATE
rus. he-o
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Standard Form 71 (Front)

NAME (Prind or igpe—Last, Firsl, Mubdle Initial) IDENTIFICATION NO,
ORGANIZATIONAL UNIT FROM (Ao,, Day, Hr) NO, OF
am. | HOURS
TYpe (] ANNUAL—"1 unciratane thst amy amml leavs aathortiet i v of Ao wiouss. avallable 0 | 7o~ B2
OF me during (e leave year will be charged to LWOT." E] SICK—Complete other sids of this form. = =
LEAVE [[] witHouT PAY [T] COMPENSATORY [T] OTHER (Specify) o

REMARKS SIGNATURE OF EMPLOYEE DATE

INSTRUCTIONS: Camplete above part of lorm. I apply ng for slok lenve, chook appropeiato box on haok (bop) of form, I you were under curw of u dector, he
i enm) “CRITIFICATE OF PHYBICIAN OR PRACTITION ER™ also an bask,

OFFICIAL ACTION ON APPLICATION
[ APPROVED [_] DISAPPROVED (1] disspproved. gire teasan) SIGNATURE AND DATE
Bvimd agst 108 notor APPLICATION FOR LEAVE e e oo

Standard Form 71 (Back)

EMPLOYEE | OURING THIS ABSENCE | WAS INCAPACITATED FOR UNOERGOING MEDICAL, DENTAL
r mncrrnm FOR DUTY DUTY BY PREGNANCY D oR mL EXAMINATION OR
BY ACKNLIS OR IJURY AND mll.m"
Jar vick Dlmlmmuumamwuvrmn.vmruacuumnus Dnnulm ruiumnnu USE OF EXPOSURE TO CONTAGIOUS
:ﬂ‘l."l-l(“{lm- wimne and redudionship of memlar of family, and wime NSEASE (Gine nume of didease and ¢ircumaianes of od josnse)
MAME OF EMPLOYEE PERIOD | FROM (Mo, Doy, Yaur)
DER
PROFES-
CERTIFICATE | POSITION OCCUPIED SIONAL | TO (Mo, Dy, Year)
CARE
- REMARKS
PHYSICIAN
oR
PRACTI-
TIONER THE EMPLOYEE NAMED WAS UNDER MY PROFESKIONAL CARE DURING THE PERIOD STATED ABOVE. From the
mnedienl standpolnt, his condition during this period was suoh that 1 cotisidersd it inadvisable [or blm to report to wark,
SIGNATURE OATE

A US GOVERNMENT FRINTING CRVICE | 1Md—O=T55-147 # 14-€
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Standard Form No. 1126

1 ORGAMUATON 3 PATEOL PPRIOD 3 MOCK MO a4 uE 0.
3 BMAOTEES MaME 6. (FOR AGENCY USEH) 7. SOCIAL SECLRITY WO
PART_A—NOTIFICATION OF BASIC PAY CHANGE
& MATURE OF ACTION PR ADMBAITRATIVE PAY BMCRTASE | ¥ IPPRCTIVE DATE 10, DATE OF Last 11 OID RaLasy
oot AYD GUALITY CERASE DY AGMBUITRATIVE PAY DRCRIASE| WA, BCREAS
BU3 Wt GE SORIASE  OTHER [ Spenify )
BPe PAY ADAISTMENT
ltm;uﬂm 11 GhaDe Of Uve Ta sifw S0P O BATE| 15 WPw Ralaly
|16 wom @ OF M ACCIFTARSE VR OF COMPTTDNGE [ [
17, MATCRsAMCE B SATACTONY Of TR

PART B—DATA ON UNPAID
1 PmoDe) 30, TOVAL PECESS. F1 B PAT STATUR AT UMD OF WATTING FIIOOP | 37, #ATIMS
I 1 o

PART C—PAYROLL CHANGE DATA

ail Tax WAl fas
BAME PaT VIR Cacss par "a LR

= aeou eALTH wereTs ey et
[CLNLY DUES L
3 APTRORRL NORN) 17 FeEPAMED Y I ALRNTYD WY
PART_D—REMARKS
. PAYROLL CHANGE SUP—PAYROLL COPY SOy
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Standard Form No. 1128 (Front)

Sundard Form No. 1128 Paue |

PAYROLL FOR PERSONAL SERVICES
PAYROLL CERTIFICATION AND SUMMARY

Vouther e - oeeereesrmrrnniens
Dhepuas it oo cotablsshimen PAID BY

Burraw. dwison, o office

Lawation

Periml of this mll « From —w)

CERTIFICATION

Pursuant 1o authority vested in me | certify that the within payroll, in .ocoreeeeereeireenoeneeeee.. pges, is correct and
proper for payment,

This roll approved for §

Sagnatuer wl cerifymg officer]

(O ey

AMOUNT CHECK NOS
Net pavment o employees fa por aftaoked W00 oo ooennsn IR ——— e T B KRR
Onher sema requiring disburserent
Feeleral Withholding Tax ... oeeensmes srmnrmsssssasssassms e = et e e e

Federal Insurance Contribusions Act, Employees” Tax...
Federal Insurance Contributions Act, Employer's Tax ..
Stare Withholling Tax ..
LS Saviegs Bowds =

Civil Servier Retirement, Employees’

Civil Serviee Retirement, Employer's .

Group Life Insurance, Employer’
Giroup Life Insurance. Emplover's .
Health Benefies, Employees’
Health Benefins. Emplover's .
Orrganization Dues

nher | itemese |

Cimems Pavsasos
hber dems oot feruermg dibuarernieni [ swhiiiteser. o

PO A— E— EEENN NN N NN N NAN

KENEWRKXEENN N

Cuoss Eamsasca v ee e e TR e et seef® XN E K XN NN NNEN
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Standard Form No. 1128 (Back)
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Standard Form No. 1150 (Front)

1. LAST MAME FIRST rAME INITIAL(S) (2. APPOINTMENT DATA 2. TOTAL SERVICE FOR LEAVE
T 7\ ] (s of date of veparateon }
ml:“-r} Tewry il Dares.
47 DATE AND NATURE OF SEPARATION e e I I
-] =[]
ot o e subyees ve Soe 2031 ] st s 13 s
- e e Bt
SUMAARY OF HOME AVE s
Socx (DAYS)
14 Dute armsd shread b W porpesss
15, Carrwnt bolonce o of v
LE I S i —
17 Ouins iwwen vsedd, prosr 3d mmeniien.
B Bedurran w orwdite i any [cerrent peer) 1B sty orcrvel dote
9 Twtol lwuve tuban 19 Colendar days credit for reat suervol dete.
10, Setance 0 Duwe toue vervice peviod comploted ___
F1 Tobul hawrs pasdd i g vom 21 Dotes during corent calendar 11 L
12 Selary swels| 27 Dot catendar -
13 Lmps s b datos | ABSENCE WITHOUT PAY
= o WOP | AWOR
] '
. s
38 Cortifasl corraat by 21 Duwring legve peur n which mpsrated L
28 Dwswng 1hep merenss wushag 1
1B gt {Cranm) g wect b
I3 Durng | Tmen® ML secrve paeseed (duten).
(Tia Totaphens |
Sandsrd Form Ne.o 115
RECORD OF LEAVE DATA TRANSFERRED
Standard Form No. 1150 (Back)
To: RELEASING ORGANIZATION— You ore requested 1o funish promptly the lsove dota en
r_ (Hame ol empioyes|
[Dite af loisth)
[Date ot raquant]
NOTE

If this address is not the correct one
which future inquiries should be mailed, insen
the correct address below.

 arn  ems sanarer




Standard Form No. 1166

Seamdard Form No. 1186 VOUCHER AND SCHEDULE OF PAYMENTS =~~~
.....A.......,...;..........v_.... reremereeaee oot | 4‘
WAL OB T PAID BY
i aTIom
LOCATION OF TRANSMITTING OFFecE lm“ e
APPROPRIATION SMARY
o Y AN e Lo T TE  MVOICE MO AMOUNT 0.0. CHECK NO.

r - 4
- - 4
" - .

Puriwani tn anibovity rested iw we, | certify that the items lited

bareiw v correct und r for pavment [rom the aj raatian(s) l
s i s p':m«':omhn - GRAND TOTAL

[T 7 Amtborized cortifying affiver ) . en imE B P8 et




Stock Form No. 1125




Stock Form No. 1125-Continued
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Stock Form No. 1127 (Front)
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' Stock Form No. 1127 (Back)
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Stock Form No. 1130

ang
Wapurting Uair 4 Leave balances from prioe perod =
MN/D OR OTHER
P— THAN REGULAR Leave accrusl eate this period
Pay Pasiad Aggregare leave available this period
TIME AND ATTENDANCE Tt w4 PAY STATS Y ——
h‘m"” weowas | wiw | o/ e n-] | Cermen | swon | owos [ amesni | wex | omas
Title 9, GAO Manusl Sun 3
Mon 4
RmARES Tos
Wed
Tha {
o i
Sat
Sun. 1
Moo, .
Tor. {
Woed. 1
Thu. i
Fri, H
Sat. i
N
—]w;anm ) e ey ] z ==
i
Brought formard —
'::;:“:m wur wotal for leave year 1o end of this period Cenified eoerecs
Used this pay period Milotmey lewve granted 1o eno of this period (deyvi)

Paid this pay period

Balance ot end of this pay persod

*Cemificanion for SICK LEAVE,
Lreeily that B ahaeeee ewe thee tu (imens sk h e e e bus dafy

1Supervisar o imekerper )
 wre e O eRIETE-1iC
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Stock Form No. 1136

w Stock Form No. 1136 A-Annaal Lesve SUS - Suspenion TS Traved Scarus
e Ticle 9 $-Sick Leave AWL—Abscoce Withost Leave HW - Holebiy Work
GAO Minuil O—Ohet Lesve With Fay C—Compematory Time Taken ND-Night Tisne
W—Leave Without Pay CT—Compeamtory Time Worksd OT-Onvermime Worked
TIME AND ATTENDANCE REPORT Jors Lar housy wanus will be pneered bave e of dasly blocks. bhours sber tham tount sbaezs dodloend
A o ot i et 0. I It It Tt T B S R e B e e e e e Ml
Agency Repoeing Ut Block Hours of Duty i N/D Pey Period
I = uOlh:rThg Regulsr =
S— S —_—
FRST WEEK SECOND WEEK HOURS IN PAY STATUS = HOURS ABSENT
Q Pax | T
MG OF BT s | bone | Tee fwen | o | pee | sar | ses oo | e [ wen [ | e f s | ks || PR ;::: e | s | sice + fLwo] cour. fomas
1 Buse
2 Base
3 Base
4 F Hase
5 Buse
& Baye.
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8 Base
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Stock Form No. 1137 (Fronrt)

LAST NAME FIRST MAME AMD INITIAL IDENTIFICATION Mo. | TYPE OF APPOINTMENT mlluﬁ AGENCT LEAVE YEAR
Tile 3, CAG banat LEAVE RECORD vl i iy
IM e [ L= sex Amsence v s
i LA [ Tamem Has i E Tasen = Tamen [T . AW\ suset D par | woums |moums| o,
R s Tromae | Acom. [ Trovs | Acc v [ rorac | ACCR [y [romas | ACeR. [ pare | rvee [ | vomad WoRsID | TALEN
-
i
s X
nEMARS YEARLY SUMMARY (nouNs)
! |__vew L Awe | BICR
maLANCE FROM
3 e
i
! PORFTITLD L]
TAST wasm FIRST MAME AND INITIAL | IDENTIFICATION Mo, rmwm-rr—nm[ == LIAVE YEAR
ol A GOVERNMENT PAINTING OFFICE 18830 - etarts
Stock Form No. 1137 (Back)
LAST MAME w““mi IDENTIFICATION Mo TYPE OF APPOINTMENT £0D DATE AGENCY LEAVE YEAR
Toe 5, GAD Maneal LEAVE RECORD ey [Tl r o
= wnmUAL [ = ANNUAL = ABSINCT o \TORY TIME RECOND
s Pou | TANEN (e | RSN | e i a | Tamx |y | Taxer [ e R ] Pav | Houss [Houms] mae
wems. | rovas | ACCR. [iuns Trowa | AccR. s, [rovas | ACR [omy [rovae [AcSn I pare | rvew oo [ vova WeniaD | Taxios
-
1
s :
REMARKS YEARLY SUMMARY pouRS!
! | e | e | e
BALARCE FROM.
> ="
i
roray
rovas vams
l |m X
BALANCE
sned ) N - - IOANARDLD
LAST MAME FIRST MAME AND INITIAL | IDENTIFICATION Mo. mwmluml AGENCY | LEAVE YEAR
® L & COVERANMENT PRINTING OFFICE @ 1963 O - $98TH

U.5. GOVERNMENT PRINTING OFFICE: 1965 O—773-889







LT

*3GA0LOBRSLBEE 7 *




