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Introduction 
It is the purpose of this booklet to illustro.te a simplified payroll system 

for the information of agencies which may find it helpful in developing 
their pa.yroll systems. It is expected to be of most in terest to the smaller 
a.genCles which do not have unusual payroll opero.tions 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. 660.), 
to establish and maintain an adequate payroll system in conformity willi 
the principles and standards prescribed by the Comptroller General. 
These principles and standa.rds are published a.s tiUe 6 of the General 
Accounting Office Policy and Procedures Manual for Guidance of Federal 
.Agencies. 

'this booklet describes the forms, records, and procedures for a. simplified 
payroll system for civilia.n per annum employees. It explains the prepa.­
ration and use of payroll change slips, the maintena.nce of individual pay 
ca.rds and the control register, the preparation nnd use of time and attend­
ance reports, a.nd Ule ma.intenance of leave records. 

The snggested simplified payroll system provides for certain altema.tive 
procedures which may make the system adaptable to somewhat diverse 
situations. Where the basic system, even with the val·illtions described, 
is not suitable, the forms a.nd procedures described may be used a.s a start­
ing point in developing a system adapted to It pltrticu]ar situlttion. ome 
of the individual forms Ilnd procedures may be used Il.S described or with 
modifications even though a basically different system is adopted. 

Fa.csimiles of many of the forms referred to are in appendix A to this 
booklet. 
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ILLUSTRATIVE SIMPLIFIED t>AYROLL SYSTEM 

Nature and Applicahility 
Nature of the System 

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

A com'lrehenslve payroll system involves the preparation for each pay 
period 0 a complete payroll, listing the name of eaCh employee and item­
lZing the earnings and deductions entering into the computation of the 
net pay for each employee. 

The 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 each 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 recordin.,. only the changes in pay occurring durmg the pay period. 
It also serves as a control over the earnings, deductions, and net pay 
amounts recorded on the individual pay cards. The control register and 
pay card are usually posted manually. 

Detailed postings are made to the pay card for the simplified system 
only when a pay Change occurs. In lieu of J?osting the individual items 
for a pay penod in which there is no change m 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 e~h 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 instaJlation 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 
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and economical system when changes in pay occur each pay period for more 
than about 40 percent of the employees on the pa.yroll. 

It is not necessary that a single uniform system be used in all payroll 
offices of an agency or that only one system be used in each payroll office. 
The s:implified system may be used in payroll offices which handle payrolls 
for only per annum employees with a low rate of chan~, and a comprehen­
sive system may be used for offices with per diem ana per hour employees 
or per annum employees with a high rate of change. 

Where 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 ·the pel" diem 
and per hour employees. It may be advantageous ·to handle only certa.in 
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 General Accounting Office 

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

Standard and Stock Forms 

Facsimiles of the following sta.ndard and stock forms, used in a sim­
. plmed payroll system, are in appendix A to this booklet. 
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Standard Forme (SF's) 

SF 50 (CSC) -Notification of Personnel Action 
SF71 (CSC)-Application for Leave 
SF 1126--Payroll Change Slip 
SF 1126--Payroll for Person .. l Service&-Payroll Certification and 

Summary 
SF 1150--Record of Leave Data. Transferred 
SF 1166--Voucher and Schedule of Payments 

Stock Forms 

Stock Form 1125-Payroll Control Repst:er 
StockFoJ.!ll 1125A-Payroll Control1tegister 
Stock Form 1127-Individual Pay Card 
Stock Form 1130--Time and Attendance Report ~indiVidualfOrm) 
Stock Form 1135--Time and Attendance Report short form) 
Stock Form 1136--Time and Attendance Report long form) 
Stock Form 1137-Leave Record 



Establishing the System 
Timing the Installation 

AIly changeover from a comprehensive payroll system to a simplified 
system should be made as of the beginning of a biweekly pay pedod. The 
first pay period for which wages are paid in the calendar year is the best 
for making the change, since the wages paid a.nd 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 
dudng the year, it should be done for the first pay pedod in the calendar 
quarter because of the quarterly tax returns on WIthheld taxes. 

Arrangements With Disbursing Office 

Arrangements must be made with the disbursing 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 
furrnshed the disbursing office for its use in setting up the addressograph 
plate or punch card file. The names should be arranged in blocks and 
ill the order in which the payroll office desires to maintain the individual 
pay cards and the payroll control registers and to prepare ·the biweekly 
payrolls. The comprehensive payroll for the preceding pay pedod may 
be used for this purpose. 

Arrangements With Personnel and Administrative Offices 

Arrangements should be made with the !lg6IlCy personnel office to fur­
nish the basic documents required for establishing the normal pay and 
the chanj!'es in the normal pay of each employ_principally SF 50, 
NotificatIOn of Personnel Action, and Form W-4, the Employee's With­
holding Exemption Certificate-and the employee's social security account 
number. 

ArrnnO'ements 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 wi th the opening balances and furnished to the 
administrative offioos 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 appropdations to which 
the payrolls are to be charged. 
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Opening the Payroll Records 

The payroll records are opened with the beginning balances, usually 
obtained from the cOJIlprehensive payroll for the preCeding pay period. 

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

A Payroll Control Register, Stock Fonn 1125 or 1125A, is opened for 
each control block showing the total of each item of earnings and deduc­
tions and the net "nonna! J?ay" at the beginning of the pay period, as 
established from the related mdividual pay cards. 

A Time and Attendance Report, Stock Fonn 1130, or a Leave Record, 
Stock Form 1137, is opened for each employee showing his beginning 
leave balance. 
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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 palroll office and the 
addressograph file in the disbursinl!' office. A copy 0 each change slip 
is :fu rnished to the em~loyee. 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 
separation~ a four-part set should be used because the Personnel Copy, 
SF 1126d, IS not required. SF 1126 is prepared in these cases from the 
SF 50. The Personnel Copy is also unnecessary when SF 1126 is ~repared 
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 prepared 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, itenIs 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 
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the payroll clerk who maintains the pay card until the {layroll list is re­
ceived from the disbursing office. After the roll is veriiied, the payroll 
copies are filed, usually in payroll sequence for each payroll period, to 
support the entries to the control register and the pay cards. 

The Emplo;voo'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, 
where the necessary change is made on the addressograph plate or punch 
card. 

The Administrative Copy is prepared for statistical or other purposes, 
perhaps for use outside the payroll office. 

When SF 1126 is used ill 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. 
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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 emp oyee. It is the individual bond o.ccount for employees 
who purchase U.S. Savings Bonds by payroll deduction. It is also 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 Insul"lLllce Contributions Act for each employee on the Em­
ployer'S Quarterly Federal Tax Return (Form 941) and for preparing 
the annual Withhol~ Tax Statement (Form W-2) for Federal mcome 
tax and other similar Wlthholding statements furnished to the States and 
territories for which income taxes are withheld. It is used in making the 
finding and -,""port 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 .. new employee, complete status 
information, including the amount of normal pay, is posted from the 
initial payroll change slip and other payroll documen~ such as the Em­
ployee's Withholding Exell!ption 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 when the 
card is established for" new employee and when" 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
mg pay period; the detailed postings are made from the change slips, 
SF 1126. When the amounts are the same as those for the preceding 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 earnings and deductions columns and the net 
pay column for each quarter and for the calendar year. The blocks for 
total earnings and total deductions for withheld Federal income and 
FICA taxes for the year are set apart on the form to facilitate prepa.ra.tion 
of the Withholding Tax Statement (Form W-2l. 

The quarterly totals are reconciled with totals of the Payroll Control 
Register, Stock Form 1125 or 1125.A., and are used for preparing the Em­
ployer's Quarterly Federal Tax Return (Form 941). The annual total 
IS 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 paJ, 
as a control over the detailed amounts recorded in the individual pay C&rds, 
and a means of verifying the payroll list prepared by the disbursing office 
for each pay period. 

The control register also provides a means of verifying quarterly that 
the postings to the general l~er are in agreement with the individual 
pay cards. The totals are devefoped for each pay period by posting only 
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 eaeh 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 FortDl! 

Two stock forms for the Payroll Control Register are provided. tock 
Form 1125 is designed for detailed posting of each payroll change slip 
during the pay period or the summa.ry postmg of groups of change slips. 

tock Form 1125A is designed for summ.nry posting of the totals of the 
payroll change slips for the pay period. ubstantial savings in the time 
required to post the control register are possible in many payroll offices 
by making the postings in summary at the end of the pay period on took 
Form 1125A or for groups of change sUps during the pay period on tock 
Form 1125. 

Establishing the Control Register 

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

The'control register is estabUshed a.t the ina.uguration of the simplified 
system by posting the normal pay &mount for each item of earnings and 
deductions and the net pay. A new control register is used for each pay 
period, to which the normal pay a.mounts are Drought forwa.rd from the 
previous register. 

Posting to Stoek Form 1125 

The normal pay amounts as of the be~g of the pay period are 
posted on the first line of Stock Form 1125, In the columns under "Previous 
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Normal Po.y," from the "New Norma.l Pay" columns of the form for the 
precedinl1: J?o.y period. Changes in pay are posted from po.yroll change 
slips, inwVIdua.1ly for ea.ch change slip or in summa.ry for a. group of 
chll.Dl!e slips. The &.mounts shown on the cho.nge sli{' as "PreVIous n01"­
mal/""New normal," a.nd "Po.y this period" are posted to the correspond­
ing sections and columns of Stock Form 1125. 

After the end of the po.y period the entries posted under "Previous 
Normal Po.y, n representing the previous normal pay of employees whose 
po.y changed during the period, o.re totsled and deducted from the normal 
pey wlrich was brought forwa.rd o.nd was posted on the first lines. The 
balance, representing the normo.l 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 tots!s for the columns under "Pay for This Period" represent the 
aggregate earnings, deductions, and net po.y for the po.y period a.nd must 
IIgree with the totsls of the peyroll lind the individual pay cards. 

The totl~ls 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 lin.e of the control register for the next 
po.y period under "Previous Normal Pay," thus establishing a. continuity 
of control. 
If there are adjustment tra.nsa.ctions 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 Tlris Period" 
columns only. The amount of the canceled check or the cash collection 
is posted in red as a subtra.ct item in the gross pay o.nd net pay columns. 
The cancellation of the pay check or collection of a.n overpayment effects 
correction of the net pay for the employee but does not adjust the amounts 
previously deduoted and processed for retirement, withheld taxes, etc. 

The runount by wbicb each of the deductions shonld be adjusted is posted 
in red in tl.2 deduction column and the totsl in the gross pay column. 
The adjustments are subtracted from the regularly determined totals, 
and the adjusted totals are shown on the co.ntrol register. The change 
sUps 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 tots!s for gross pay and the various deductions are used 
in schednling the po.yroll for payment. However, the adjustments do 
not affect the net amounts shown by the disbursing office on the payroll 
list. Consequently, the totsl 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 totsls of the individual pay cards 
must agree with the adjusted totals. 

When .. supplements! pa.yroll for additional payments is necessa.ry, the 
control register entries for such supplements! roll are made below the 
regular entries a.nd the adjustment entries described above. The supple­
mental entries under "New Normal Pay" are added to the regula.rly deter­
mined totals to establish the correct "Previous Normal Pay" figures for 
the next ensuing control register. 
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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 is shown on the change slips. 

The normal pay amounts as of the beginninlf, of the pay period are posted 
on the first line from the "New Normal Pay ' line of the register {or 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 totaJs of 
these summa!"}' 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. 
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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 types 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 bllSlc voucher for scheduling on SF 1166 is unnecessary 
when the payroll is scheduled in that manner. The preparation of 
SF l096! Scnedule of Voucher Deductions, as a collection voucher for the 
payroll deductions is necessary only in unusual cases, such as when deduc­
tions representing repayments to the civil service retirement and disability 
fund are effect;ed by the agency at the specific request of the Civil Service 
Commissi.on. 

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 maintamed by the disbursing 
office and a pa¥rolllist prepared each pay period from the plates or cards) 
is not justified, a comprehensive payroll mal. be prepared on SF 1128, 
Payroll for Personal Services-Payroll Certification and Summary. 

When SF 1128 is so used it must contain detailed information on the 
earnings~dedUCtiOns, and net pay of each employee, and the Payroll 
Control : !rister, Stock Form 1125 or 1125A., is unnecessary. Other forms 
of the simp med system may still be used, such as the Payroll 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 regnlar 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 system provides for certain forms to be used and 
certain procedures to be followed by the administrative offices in reporting 
attendance and absence from duty of each employee for each pay period 
to the payroll office for use in preparing the payroJl The system also 
provides for maintaining a leave record for each employee. 

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

The time and attendance information on overtime and premium-pay 
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 and for determining whether leave taken is with or without pay in 
computing the eml,lloyee's pay and preparing the payroll. 

The 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 Regula­
tions of the Civil Service vommission, 5 CFR 630.101 et 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 ill the admin istrati ve offices 
on a daily basis for each employee, and reports are fu rnished by the 
administrative offices to the payroll office each pay period sho\ving the 
hours of duty attendance and absence for each employee. An indiVIdual 
form, Stock Form 1130, or a schedule form, tock 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 accruals 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 offi.ces by designated em­
ployees having supervision over duty attendance. The tlIDe in pay status 
IS entered directly on the form each da;r. The time a:bsent IS entered 
directly on the form or is posted from SF 71 (C C), Application for 
Leave. T ime in pay status and time absent are classified so that the pay­
roll office can deternline 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 pay 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 sched ule forms of the Time and Attendance 
Repol't, Stock Form 1135 (short form ) or Stock F orm 1136 (long form ) 
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IT the leave records are maintained centraJly. 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 infonnation 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 evel. GeneraJIy, 
when the leave records 1'11\ 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 he Stock 
Form 1130 or 1137, should be based on operating needs and efficiency of 
maintenance. 

Information on the leaTe balances and rate of leave accrual of a new 
employee is furnished by the personnel office, frequently by showing the 
infonnation 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 emEloyee or 
supported by his si~ed application. Obtaining the employee s initials 
or a signed applicatlOn may be waived by the department or agency when 
mechanical tune-recording de,·ices are used by the employee for recording 
and reporting attendance. 

Sick leave absences in excess of 3 days must he 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 fonn for the next pay period, and the old form for ·the expired pay 
period is forwarded to the payroll office and filed there. The leave record 
.\nd infonnation for the current pay period, inclu~ the current balances, 
are available on the Stock Form 1130 in the adminIstrative office and for 
prior periods on forms rued in the payroll office. 

When Stock Form 1137, Leave Record, is used, the information on the 
Time and Attendance Report tock Form 1130, 1135, or 1136, is posted 
to the lea"e record prior to the forwarding of the time and attendance 
repo.t, 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 leaTe taken for each pay period are posted 
from the Time and Attendance Report, Stock Form 1130, 1135, or 1136. 

Leave Aceruals 

In nn agency where the leave policy 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 Form 1130 or other similar leave record 
nntil the close of the pay period. 

In un 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 pay period to the bala.nces of leave brought forward to show 
the aggregate of leave available at a.ny time. 

If the leave policy of a.n ~cy pennits crediting employees at the 
beginning of the leave year WIth annual leave for all of the leave year, 
such leave is added to any leave balance brought forward from the prior 
leave year, thus making the total available at a.ny time during the year. 

Certification of Time and u..ave Records 

Persons responsible for maintena.nce a.nd certification of time and leave 
records should have positive knowledge as to whether each employee for 
whom they are assigned recordkeeping responsibility is present or absent 
a.t all times. 

Employees shall not be permitted to ma.intain, certify, or approve their 
own time a.nd leave records except under unusual cirelimsta.nces, such as 
when a person works alone at an lsola.ted post and such authority has been 
given in writing by an appropriate official authorized by the head of the 
agency to grant such a.uthority. 

Transfer of Leave 
Sta.ndard Form 1150, Record of Lea.ve D&ta Transferred, is used for 

reporting leave transferred between Federal agencies in cases where the 
employee is transferred or reemployed with prior service in another 
agency. The procedures to be followed in the prepara!t.ion a.nd processing 
of SF 1150 will vary depending on whether the employee was separated 
before January 1, 1963, or &£ter December 31, 1962. _ follows: 

1. Employees Separated Before January 1, 1963. When an emploree 
who was sepa.ra.ted before January 11 1963, is reemployed, the employmg 
agency should complete the reverse SIde of SF 1150 in duplicate and for· 
wa.rd both the origina.l and .the copy to ,the agency from which tb:e .employee 
was sepa.rated for completion of the bce of the form. In addition to the 
informa.tion for which space is. provided, other pertinent informa.tion, 
such &s foreign or nonforeign differential, should be shown in the "Re­
ma.rks" space. The form should be signea b:y the person responsible for 
the &CCur&Cy of the leave record. The origma.l of the form should be 
returned to the employing agency and the copy retained in the agency 
from which the employee was separated. 

2. Employees Separa.ted After December 31, 1962. When a.n employee 
is sepa.rated after December 31, 1962, the releasing agency should complete 
the lace of SF 1150 in duplicate. In addition to the information for 
which space is provided, other pertinent information, such as foreign or 
nonforeIg1l differential, should be shown in the "Remarks" spa.ce. The 
form should be signed by the person responsible for the &CCuracy of the 
leave record. 

The o~al of the SF 1150 should be filed by the releasing agency on 
the right SIde of the Official Personnel Folder. If the employee is trans­
ferred or reemployed, the SF 1150 should be made available to the em­
ploying agency as pa.rt of the employee's Official Personnel File. If the 
new employment is in a position subiect to the same leave system, th~ em­
ploying agency should remove the SF 1150 from the Official Personn.el 
Folder and forward it to the office responsible 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 

tandard Form 112S-Payroll for Personal Services, Payroll Certifica­
tion and Sununary 

tandard Form !l50-Record of Leave Data Transferred 
tandard Form 1166-Voucher and Schedule of Payments 

Stock Form 1125-Payroll Control Register 
Stock Form 1125A-Payroll Controlfugister 
Stock Form 1127-Individual Pay Card 

tock Form 1130-Time and Attendance Report ~indiVidUal form) 
took Form 1135-Time and Atltendance Report short form) 

Stock Form 1136-Time and Attendan.ce fuport long form) 
toclrForm 1137-LeaveRecord 
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Stock Form No. 1137 (F[oQt) 

I I I -- nMf ...... _.....w. 
__ a -.. - lOO IMn: ~ 

~ft _ 

~~_ """ ' IJ' LEAVE RECORD 
.. - ...... ~-·I .. -TWo GAO "'_I 

I - - i ... - - ____ .... 1' nwfll ___ 

~. • -":: r;;;-;;;: -r,;;-; - ":: .- -~; - ~. --=~ -- - - - •• ----- .-
I i 

I i 
I I 
• I - '~ItI..1'SIIfllJIIA""~ 

m. -, k. 
-..,.u~ 

I -~. 
i --. 

I I - ... --- fWf __ 1IIInM. _. 
TTNqt-.:JIIT I - Mn: I ~ I ~ft_ .... _.., ____ 0·_ 

tock Form No, 1137 (Back) 

I I I -- "...,. __ IW11#rL --- - .. - ~~n ~ ~u .... .,"'" 
_ . _!'-..lIn LEAVE RECORD , .... ..- .. " --..- ..... _. . ,--,.._. 

OAO "'_' 

~ 
... - - i ... - - ..-...,.,..,.."', 

rwTT ____ 

":: .- - .- - ":: ,- - ;7;;: - . • ... - -;;r;;;;: --;;;;: - ;r;;: - - - - .- -.. - --~ 

I i 

I ! 
I I , I - '~'IUIUM~~ . - --":' 

I 
_. 

i --
I 

... 
I - ... --- ,1aI __ 1IIrl1M. --- TTI'Ior~ I __ n: I 

~ I W"""1A1l 

34 u.s. GOVEAHMEHT PRIHT"fG Of1'1CE : l085 o-7'73-e88 






