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Timekeeping Guidelines – Overview



Introduction -Team Members

Ray Donahue - Chief Counsel Employment Law
Jack Meyer – Manager, Accounting Services
Carol Ruszala – Manager, Payroll
Rachel Danielsen – A/ Director HR Strategy & Technol ogy Solutions
TACS:

 Kris Tackett – Sr. Payroll Accountant
 Tim Moody – Accountant 
 Debra Romans – A/ Sr. Payroll Accountant (Rural)
 Mary Allen – Accountant

ERMS:
 Tim Day - Program & Policy Analyst

Payroll:
 Melissa Barber – Sr. Payroll Accountant
 Gail Leitch – Sr. Payroll Accountant
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Agenda

 Introduction – Jack Meyer

 Current Interim Guidelines
 Supervisor/Management Guidance document 

dated March 13, 2020

 Memorandums of Understanding
 APWU, NPMHA, NALC, NRLCA

 Families First Coronavirus Response Act
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Current Interim Guidelines
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Current Interim General Guidelines

Supervisor/Management Guidance document - March 13, 2020

 Employees instructed to stay at home for certain cr iteria 
will be provided Other Paid Leave, for a period of up to 14 
Days.

 PS Form 3971- Check Other box and annotate Code 086 or 
DACA O for Rural in remarks section 
 TACS/ERMS Code 086-00
 Rural - DACA Code O on 1314

 Reason Code 19 now available in PP-08 to identify l eave 
related to the COVID-19 “National Emergency” 

 Update ERMS with the new Reason Code to track.
 TACS/ERMS Code 086-19
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Memorandums of Understanding
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Memorandums of Understanding

 60-day duration PSEs, CCAs, MHAs and RCAs permitted  to 
use up to 80 hours of paid leave for use in conjunc tion with 
the COVID-19 pandemic for specific conditions.

 PS Form 3971 should be filled out by employee indic ating 
the reason as Other and annotating in the remarks s ection 
“LC19”

 PSE, MHA and CCA: TACS/ERMS Code 086-19, Other Paid  
Leave

 RCAs leave entered as “Other Leave”(OL block) on 13 14A 
per instructions from HQ Payroll TACS #2020-016.
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PS Form 3971 
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Memorandums of Understanding



RCA Des Act 78 -0

9

Use PS Form 1314-A, Route Number A999 and enter up to 8 hours per 
day/40 hours per week in Other Leave as shown above .  

Enter into ERMS 086-19.

Memorandums of Understanding



RCA Des Act 79 -0

Use PS Form 1314-A, record DACA Code N for any day not served by 
assigned carrier. For approved leave, enter up to 8  hours per day/40 
hours per week in the Other Leave. Total combined w ork and leave may 
not exceed 40 hours per week. The timecard shown ab ove requires to be 
cross foot. 
Enter into ERMS 086-19. 10

Memorandums of Understanding



RCA Des Act 74 -0

Use PS Form 1314, record DACA Code O on the appropr iate 
day for approved paid leave. If leave is disapprove d, record 
DACA Code L on the appropriate day. The timecard sh own 
requires to be cross foot.
Enter into ERMS 086-19.
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Memorandums of Understanding



Families First Coronavirus Response Act
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Families First Coronavirus Response Act

 The Families First Coronavirus Response Act goes in to 
effect April 1, 2020 and ends December 31, 2020. 

 Division C provides FMLA-protected leave for employ ees 
who are unable to work (or telework) because they n eed to 
care for a child under 18 years of age because thei r school 
or place of care is closed due to COVID-19.

 Division E, provides new paid emergency sick leave,  both 
Self and Other. 
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Families First Coronavirus Response Act
Division E

Emergency Sick Leave
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Families First Coronavirus Response Act – Division E

EMERGENCY SICK LEAVE-SELF - Conditions 1, 2, 3
 Full-time - eligible for 80 hours 
 Part-time - hours equal to average number of hours t hey 

work, over a 2-week period.  Cannot exceed Tour Hou rs. 
 Use Code 077-19  Emergency Sick Leave – Self
 Not to exceed $511 per day or $5,110 total.
EMERGENCY SICK LEAVE-OTHER – Conditions 4, 5, 6
 Full-time - eligible for 80 hours
 Part-time - hours equal to average number of hours t hey 

work, over a 2-week period. Cannot exceed Tour Hour s. 
 Use Code 081-19 Emergency SL- Other 
 Not to exceed $200 per day, but in no event, $2,000  total

NOTE:  Emergency Sick Leave may not exceed 80 hours  total (Emergency 
Sick Leave-Self, Emergency Sick Leave-Other or a co mbination of both) 15

Families First Coronavirus Response Act –
Division E



PS Form 3971 -Emergency SL -Self
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Families First Coronavirus Response Act –
Division E



PS Form 3971 -Emergency SL -Other
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Families First Coronavirus Response Act –
Division E



Example of 1314 H Type Route
DA’s  71-0 and 74-0
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Interim procedures for Emergency Sick Leave:

Self – DACA Code O /  Enter into ERMS Code 077-19
Other – DACA Code O /Enter into ERMS Code 081-19

Families First Coronavirus Response Act –
Division E



Example of 1314A DA 79 -0
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Interim procedures for Emergency Sick Leave for DA 
790 carriers assigned to route.
PS1314A - Other Leave (OL block) 
Enter into ERMS code: 
Self – 077-19
Other – 081-19



Example of 1314A DA 76 -0
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Interim procedures for Emergency Sick Leave for DA 
codes 760 use Route Number A990.
PS1314A - Other Leave (OL block) 
Enter into ERMS code: 
Self – 077-19
Other – 081-19

Families First Coronavirus Response Act –
Division E



Example of 1314-A
DA’s 70-5, 73-0, 75-0 & 78-0
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Interim procedures for Emergency Sick Leave for use  Route 
Number A999:
PS1314-A - Other Leave (OL block) 
Enter into ERMS code: 
Self – 077-19
Other – 081-19

Families First Coronavirus Response Act –
Division E



Families First Coronavirus Response Act
Division C

Public Health Leave - FMLA
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Families First Coronavirus Response Act –
Division C

First 10 days may be unpaid leave 
 Code 059-99 Part Day Leave Without Pay (LWOP) –

FMLA
 Code 060-99 Full Day Leave Without Pay (LWOP) –

FMLA
 Employee may elect to substitute accrued annual, si ck 

leave or Emergency SL-Other for the first 10 days,
 055-99 Annual Leave FMLA
 056-99 Sick Leave - FMLA
 081-19 Emergency Sick Leave - Other – Natl Emergency

 When system changes are made use:
 055-18 Annual Leave FMLA/National Emergency
 056-18 Sick Leave FMLA/National Emergency
 081-18 Emergency Sick Leave - FMLA/Other

Following 10 weeks after First 10 days
 Code 081-98 Public Health- FMLA
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PS Form 3971 -Emergency SL -Other FMLA
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Families First Coronavirus Response Act –
Division C



PS Form 3971 -Emergency SL -Other FMLA
Future Reason Code
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Families First Coronavirus Response Act –
Division C



PS Form 3971 - Public Health FMLA
Future Reason Code
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Families First Coronavirus Response Act –
Division C



Rural Timekeeping 1314
DA’s 71-0 and 74-0

First 10 days may be unpaid leave
DACA L - in ERMS enter Code 060-99 Full Day Leave Wi thout 
Pay (LWOP) – FMLA
 Employee may elect to substitute accrued annual, si ck 

leave or Emergency SL-Other for the first 10 days 
 DACA Code A 055-99 Annual Leave - FMLA
 DACA Code S 056-99 Sick Leave - FMLA
 DACA Code O 081-19 Emergency Sick Leave - Other –

Natl Emergency

Following 10 weeks after First 10 days
 DACA Code O Code 081-98 Public Health- FMLA until ne w 

DACA Code 8 is implemented.
 An employer cannot require an employee to use paid leave 

during this initial 10-day period. 27

Families First Coronavirus Response Act –
Division C



Example of 1314 H Type Route
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For first 10 days:
DACA Code A 055-99 Annual Leave - FMLA 
DACA Code S 056-99 Sick Leave – FMLA
DACA Code L 060-99 Full Day LWOP - FMLA
DACA Code O 081-19 Emergency Sick Leave - Other – Nat l 
Emergency

Families First Coronavirus Response Act –
Division C



Rural Following 10 weeks
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DACA Code O 
ERMS 081-98 – Public Health -
FMLA



Rural Timekeeping 1314-A
DA 76-0 and 79-0

First 10 days may be unpaid leave
Employee may elect to substitute accrued annual, si ck leave 
or Emergency SL-Other for the first 10 days. For DA  76-0 use 
Route Number A990 . For DA 79-0 use carriers assigned route.

 055-99 Annual Leave - FMLA
 056-99 Sick Leave – FMLA
 PS 1314A – Other Leave (OL Block) 081-19 Emergency 

Sick Leave - Other – Natl Emergency

Following 10 weeks after First 10 days
 PS1314-A - Other Leave (OL block) 081-98 Public Healt h -

FMLA
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Families First Coronavirus Response Act –
Division C



Rural Timekeeping 1314A
DA 70-5, 73-0, 75-0 and 78-0

First 10 days may be unpaid leave 
Use PS Form 1314-A Route A999 to record 
Emergency Sick Leave – Other.

 PS1314A - Other Leave (OL block) 081-19
Emergency Sick Leave - Other – Natl Emergency  
Unpaid Leave

Following 10 weeks after First 10 days
 PS1314-A - Other Leave (OL block) 081-98 Public 

Health - FMLA
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Summary

Current Interim Guidelines
 Code 086-00 usage should be updated in 

ERMS to reflect 086-19

MOU’s – PSEs, CCAs, MHAs and RCAs
 Code 086-19 
 1314-A-Other Leave Block (OL)

32



Summary

Division E – Emergency Sick Leave
 Emergency Sick Leave – Self
 Code 077-19

 Cap: Paid at current rate, but not more than 
$511/day and $5110 in aggregate

 Emergency Sick Leave – Other
 Code 081-19

 Cap: Paid at not less than 2/3, $200/ per day. 
but in no event, more than $2K in aggregate
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Summary
Division C – Public Health Leave

 First 10 days – unpaid leave 
 Code 059-19
 Code 060-19

 Employee can use accrued leave
 055-18 Annual Leave FMLA/National 

Emergency
 055-98 Annual Leave FMLA
 056-18 Sick Leave FMLA/National 

Emergency
 056-98 Sick Leave - FMLA
 081-18 Emergency Sick Leave - FMLA/Other
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Summary
Division C – Public Health Leave

 Following 10 weeks – Paid FMLA Leave
 Code 081-98
 Cap: Paid at not less than 2/3, $200/day, but 

in no event, more than $10K in aggregate
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Reports for Tracking

 ERMS: 
 The Employee Leave Report – ERM00R1
 The Call-in Log Report – ERM810R3

 TACS: 
 Schedule Reports – Hours Type Inquiry-

TAC120R0
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Questions

 For additional questions, please send to:

 ERMS – KM5QJ0@USPS.GOV

 TACS – HQTACS@USPS.GOV

 Link will be added to the TACS and eRMS 
Homepages for all related documents and 
FAQ’s
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Quick Reference Guide - Example
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Tracking Leave Usage

 Annotate PS Form 3971 appropriately
 Until system changes are made, leave 

usage must be tracked locally
 New template will be used to track
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eLRA / IVR modifications
 Employees instructed to contact supervisor if absen ce is 

related to Covid19

 Anything not Covid19 related will go through curren t 
process

 Supervisors will enter the leave eRMS as scheduled if 
related to Division C
 The reason may be unscheduled but the granting of 

these leave types will be a scheduled event
 To get the proper hour/reason codes to display
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Entering leave in eRMS

 Division C – FMLA expansion
 First 10 days employee’s own leave or 

 055-99 – FMLA Annual Leave
 056-99 – FMLA Sick Leave
 060-99 – FMLA LWOP
 081-19 – Emergency Sick Leave – Other

 Next 10 weeks 
 081-98 – Public Health FMLA Leave

 Proper leave types will display if FMLA 
question is answered YES
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Division E - eRMS

 Emergency Paid Sick Leave
 077-19 – Emergency Sick Leave - Self
 081-19 – Emergency Sick Leave- Other

 Proper leave types will display if FMLA 
question is NO
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Leave Entry

Proper leave entry will help ensure proper 
payment
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Thank You



Appendix
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Families First Coronavirus Response Act –
Division E

 Provide employees with paid emergency sick leave if  
unable to work or telework (beginning no later than  15 days 
after the bill’s enactment until December 31, 2020)  in the 
following circumstances:

1. The employee is subject to a Federal, State, or l ocal quarantine or 
isolation order related to COVID-19;

2. The employee has been advised by a health care pr ovider to self-
quarantine due to concerns related to COIVD-19;

3. The employee is experiencing symptoms of COVID-19  and seeking a 
medical diagnosis;

4. The employee is caring for an individual subject to a quarantine or 
isolation order described above;

5. The employee is caring for their son or daughter if the child’s school 
or place of care has closed or the child’s child ca re provider is 
unavailable due to COVID-19 precautions; or

6. The employee is experiencing any other substantia lly similar 
condition specified by the Secretary of Health and Human Service in 
consultation with the Secretaries of Treasury and L abor. 
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Families First Coronavirus Response Act – Division E

 Employees requesting Emergency Sick Leave-Self for their 
own quarantine or COVID-19 symptoms will be paid at  their 
fully hourly rate, not to exceed $511 per day or $5 ,110 total. 

 For conditions 1-3

 Employees requesting Emergency Sick Leave-Other to care 
for another individual in quarantine or a child if the 
school/day care is closed due to COVID-19 will be p aid at 
two-thirds (2/3 rd) their hourly rate, $200 per day. but in no 
event more than $2,000 total. 

 For conditions 4-6
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 Paid leave shall be calculated:
 Amount not less than two-thirds of an employee’s re gular rate of pay;
 Number of hours the employee would otherwise be nor mally 

scheduled to work;
 Paid leave shall not exceed $200 per day, but in no  event more than 

$10,000 in aggregate.

 An employer cannot require an employee to use paid leave 
during this initial 10-day period.  For each day of  leave the 
employee takes after the first 10 days, employers m ust 
provide paid leave.  

 The bill does not extend FMLA’s 12-week leave perio d and 
requires employees to provide notice of leave when 
foreseeable and practicable.  

 Employees are eligible for public health emergency leave if 
they have been employed at least 30 calendar days, rather 
than 12 months under existing FMLA eligibility 
requirements. 
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Families First Coronavirus Response Act –
Division C


