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511

511.1

511.2

511.21

511.22

511.23

General

Administration Policy

The U.S. Postal Service policy is to administer the leave program on an
equitable basis for all employees, considering (a) the needs of the USPS and
(b) the welfare of the individual employee.

Responsibilities

Postal Officials

Postal officials:

a.  Administer the leave program.

b Inform employees of their leave balance.
C. Approve or disapprove requests for leave.
d

Record leave in accordance with Handbook F-21, Time and
Attendance, or Handbook F-22, PSDS Time and Attendance.

e. Control unscheduled absences (see 511.4).

Minneapolis Information Service Center

The Minneapolis Information Service Center (ISC):

a. Maintains official leave records.

b. Provides leave data to installation when employees are being
separated.

Postal Employees

Postal employees:

a. Request leave by completing Form 3971, Request for or Notification of
Absence.

b.  Obtain approval of Form 3971 before taking leave — except in cases of
emergencies.

c. Avoid unnecessary forfeiture of annual leave.
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Eligibility

Covered

Covered by the leave program are:

a. Full-time career employees.
Part-time regular career employees.

b
C. Part-time flexible career employees.
d

To the extent provided in the NRLCA Agreement, temporary employees
assigned to rural carrier duties.

Note: Transitional employees are not covered by the leave program, but do
earn leave as specified in their union’s national agreement.

Not Covered

Not covered by the leave program are:

a. Postmaster relief/leave replacements, noncareer officers-in-charge, and
other temporary employees except as in described in 511.31d above.

b. Casual employees.
C. Individuals who work on a fee or contract basis, such as job cleaners.

Unscheduled Absence

Definition

Unscheduled absences are any absences from work that are not requested
and approved in advance.

Management Responsibilities

To control unscheduled absences, postal officials:

a. Inform employees of leave regulations.

b. Discuss attendance records with individual employees when warranted.
C. Maintain and review Forms 3972, Absence Analysis, and Forms 3971.

Employee Responsibilities

Employees are expected to maintain their assigned schedule and must make
every effort to avoid unscheduled absences. In addition, employees must
provide acceptable evidence for absences when required.

Annual Leave

General

Purpose

Annual leave is provided to employees for rest, recreation, and for personal
and emergency purposes.
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Definitions

Leave Year

The leave year begins with the first day of the first complete pay period in a
calendar year. It ends on the day before the first day of the first complete pay
period in the following calendar yeatr.

Accumulated Leave

Accumulated leave is the total unused leave which remains to the credit of
the employee at the beginning of any leave year.

Current Leave

Current leave is leave which an employee earns by biweekly pay periods
during the current year.

Accrued Leave

Accrued leave is leave which is earned but is unused by an employee during
any period during the current leave yeatr.

Determining Annual Leave Category

Federal Civilian Service

General Policy

Both active military and civilian service are used in computing the years of
service which determine an employee’s annual leave category.

Notes:

a. Leave credit is not allowed for both civilian and military service which
cover the same period of time.

b. Leave credit is allowed for an employee’s entire period of absence for
active military service — even though the employee is carried on postal
rolls in a furlough or LWOP status.

Service Counted

The following federal civilian service is used in determining the annual leave
category.

a. Service performed while a career employee of the U.S. Postal Service
or Post Office Department. Also, if performed before January 1, 1977,
time on the rolls as a casual or temporary employee, or between
July 21, 1947 and January 1, 1977, time actually worked as a
postmaster relief/leave replacement.

b.  Time on USPS rolls during which an employee served as a substitute
rural carrier (not just the dates on which actual service was performed)
if the time is creditable for the federal retirement program applicable to
the employee.

C. Service with the federal government, Gallaudet University, or the
District of Columbia, regardless of breaks in service as follows:

(1) Career, career conditional, and excepted appointment service,
and temporary appointment service performed prior to January 1,
1977, subject to the following:
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(@) Seasonal, on-call, or intermittent employment, even though
it may be an “indefinite career appointment,” is credited
“when actually employed” (WAE). For such appointments,
no credit for leave is given for LWOP periods.

(b) VISTA service after October 1, 1973, Peace Corps, and
similar volunteer service is not creditable.

(c) Tennessee Valley Authority service is not creditable.

(d) Time limited or temporary service performed on or after
January 1, 1977 is not creditable.

(e) Army and Air Force Exchange Services (AAFES), Navy and
Coast Guard Exchanges, Army and Air Force Motion
Picture Service, and other organizations under the
jurisdiction of the armed forces conducted for the comfort,
pleasure, contentment, and mental and physical
improvement of armed forces personnel is not creditable.

(2) District of Columbia Government service is creditable only if
(a) the person was employed by them prior to October 1, 1987 or,
if service in an appointment by the D.C. Government to St.
Elizabeth’s Hospital, on October 1, 1977, and (b) the service is
creditable for Civil Service Retirement System (CSRS) purposes.

512.22 Military Service

512.221 General Policy
See 512.211.

512.222 Service Counted

The following military service is used in determining an employee’s annual
leave category:

a. Periods of active service terminated by honorable discharge or transfer
to inactive reserves under honorable conditions. Active service may be
in the Army, Air Force, Navy, Marine Corps, and Coast Guard.

b. Service performed by employees who are members of the National
Guard Service or Air National Guard Service only during periods of
active duty with the U.S. Army or U.S. Air Force.

C. Service performed by Naval Reserve Officers Training Corps students
during periods of active duty or training duty as members of the Naval
or Marine Corps Reserve.

Veterans Affairs (VA) disability payments for service-connected injuries or
illnesses are not retirement annuities. Unless the person receives retirement
annuities, 512.222 applies.

512.223 Retired Military Personnel

a. Full Credit. Full leave accrual credit for all of active military service is
granted if a military retiree meets one of the following three conditions:

(1) Retirement was based on disability resulting from injury or
disease received in the line of duty as a direct result of armed
conflict.
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(2) Retirement was based on disability caused by an instrumentality
of war and incurred in the line of duty during a period of war
defined in United States Code (U.S.C.), Title 38, sections 101 and
301.

(3) On November 30, 1964, the employee was employed in a civilian
office to which the Annual and Sick Leave Act applied and
continues to be employed in a civilian capacity without a break in
civilian service of more than 30 days.

Notes:

(@ A military retiree, who as a military reservist or member of
the National Guard was called from civilian employment to
active military duty before November 30, 1964, and after
that date was restored to a civilian position (under U.S.C.,
Title 5, section 3551), does not meet this condition.

(b)  Section 3551 provides only for restoration; therefore, the
employee is not considered as having been on military
furlough or leave of absence from a civilian position or as
having been employed on November 30, 1964 in a civilian
position to which section 6303(a), the former Annual and
Sick Leave Act, applied.

Partial Credit. Military retirees who do not qualify for full leave accrual
credit can qualify for partial credit based on the following:

(1) Service for determining an employee’s leave category is
restricted to the actual length of time in active service in the
armed forces during any war or in any nonwartime
campaign/expedition for which a campaign badge was
authorized.

(2) Service in a nonwartime campaign/expedition does not entitle the
military retiree to credit for the duration of the
campaign/expedition but only for the period of service in the
campaign or expedition.

Note: Exhibit 512.223a provides data about wars and campaigns
and expeditions for which campaign badges were authorized.

Verification. Military service should be verified:

(1) Disability Retirements. Request verification from the records
center of the appropriate military branch.

(2) Wartime Service. Verify from discharge certificates (e.g., DD
Form 214).

(3) Military Records Center. Addresses and other data necessary to
verify service are included in Exhibit 512.223b.

(4) Campaign/Expeditionary Service. Verify by sending a completed
SF 813, Verification of a Military Retiree’s Service in Nonwartime
Campaigns or Expeditions, to the appropriate military records
center. See Exhibit 512.223c for an illustration of SF 813. This
form is not stocked in the material distribution center; it is to be
reproduced locally.
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a. Wars 1
Organizations Participating (indicated by “X” below)
Air Marine Coast
War Inclusive Dates Army Navy Force 2 Corps Guard
World War | Apr. 6, 1917 to July 2, 1921 3 X X — X X
World War Il Dec. 7, 1941 to Apr. 28, 1952 4 X X X X X

b. Nonwar Campaigns and Expeditions Since 1937 for Which a Campaign or Expeditionary Medal Has Been

Awarded.
Organizations Participating (indicated by “X” below)
Air Marine Coast

Campaign or Expedition Inclusive Dates Army Navy Force 2 Corps Guard
China Service July 7, 1937 to Sept. 7, 1939 — X — X —
American Defense Service Sept. 8, 1939 to Dec. 7, 1941 X — X X
Navy Occupation of Trieste May 9, 1945 to Oct. 26, 1954 — X — — X
Army of Occupation of Berlin May 9, 1945 to Oct. 2, 1990 X X X X X
Army of Occupation of Germany May 9, 1945 to May 5, 1955 X X X — X
(exclusive of Berlin)
Army of Occupation of Japan Sept. 3, 1945 to Apr. 27, 1952 X X X X
Army Occupation of Austria May 9, 1945 to July 27, 1955 X — X — —
Navy Occupation of Austria May 9, 1945 to Oct. 25, 1955 — X — X —
Units of the Sixth Fleet (Navy) May 9, 1945 to Oct. 25, 1955 — X — — —
China Service Medal (Extended) Sept. 2, 1945 to Apr. 1, 1957 — X — X X
Korean Service June 27, 1950 to July 27, 1954 X X X X X
Vietnam Service Medal (VSM) July 3, 1965 to Mar. 28, 1973 X X X X X
Southwest Asia Service Medal 5 Aug. 2, 1990 to Nov. 30, 1995 X X X X X
Armed Forces Expeditionary
Medal (AFEM) for these
operations:

Berlin Aug. 14, 1961 to June 1, 1963 X X X

Lebanon July 1, 1958 to Nov. 1, 1958 and X X X X X

June 1, 1983 to Dec. 1, 1987

Quemoy and Matsu Islands Aug. 23, 1958 to June 1, 1963 X X X X X

Taiwan Straits Aug. 23, 1958 to Jan. 1, 1959 X X X X X

Cuba Oct. 24, 1962 to June 1, 1963 X X X X X

Congo July 14, 1960 to Sept. 1, 1962 X X X X X

and Nov. 23 to 27, 1964

Laos Apr. 19, 1961 to Oct. 7, 1962 X X X X X

Dominican Republic Apr. 28, 1965 to Sept. 21, 1966 X X X X X

Korea Oct. 1, 1966 to June 30, 1974 X X X X X

Vietnam (includes Thailand) July 1, 1958 to July 3, 1965 X X X X X

Cambodia Mar. 29, 1973 to Aug. 15, 1973 X X X X X

Cambodia Evacuation Apr. 11, 1975 to Apr. 13, 1975 X X X X X

(Operation Eagle Pull)
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Exhibit 512.223a (p. 2)
Wars, Campaigns, and Expeditions of the Armed Forces Since 1937

Organizations Participating (indicated by “X” below)
Air Marine Coast
Campaign or Expedition Inclusive Dates Army Navy Force 2 Corps Guard
Vietnam Evacuation Apr. 29, 1975 to Apr. 30, 1975 X X X X X
(Operation Frequent Wind)
Mayaguez Operation May 15, 1975 X X X X X
El Salvador Jan. 1, 1981 to Feb. 1, 1992 X X X X X
Grenada Oct. 23, 1983 to Nov. 21, 1983 X X X X X
(Operation Urgent Fury)
Operations in the Libyan Area Apr. 12 thru Apr. 17, 1986 X X X X X
Persian Gulf Operation July 24, 1987 to Aug. 1, 1990 X X X
Panama Dec. 20, 1989 to Jan. 31, 1990 X X X X X
(Operation Just Cause)
Somalia Dec. 5, 1992 to Mar. 31, 1995 X X X X X
(Operation Restore Hope)
Haiti Sept. 16, 1994 to Mar. 31, 1995 X X X X X
(Operation Uphold Democracy)
Bosnia X X X X X
(Operation Joint Endeavor) Nov. 20, 1995 to Dec. 20, 1996
(Operation Joint Guard) Dec. 20, 1996 to .........
Navy Expeditionary Medal and
Marine Corps Expeditionary Medal
for these operations:
Cuba Jan. 3, 1961 to Oct. 23, 1962 — X — X —
Iranian/Yemen/Indian Ocean Dec. 6, 1978 thru Jan. 6, 1979 — X — X —
Contingency
Indian Ocean Contingency Nov. 21, 1979 to Oct. 20, 1981 — X — X —
Lebanon Aug. 20, 1982 to May 31, 1983 — X — X —
Libyan Area Jan. 20, 1986 to June 27, 1986 — X — X —
Persian Gulf Feb. 1, 1987 to July 23, 1987 — X — X —
Liberia Aug. 5, 1990 to Feb. 21, 1991 — X — X —
Panama Apr. 1, 1980 to Dec. 19, 1986 and — X — X —
Feb. 1, 1990 to Jun. 13, 1990
Rwanda Apr. 7, 1994 to Apr. 18, 1994 — X — X —
(Operation Distant Runner)

1 “wars” include only those armed conflicts for which a declaration of war was issued by Congress. The Title 38, U.S.C.,
definition of “war,” which is used in determining benefits administered by the Department of Veterans Affairs, includes the
Vietnam Era and other armed conflicts. That Title 38 definition is not applicable for purposes of granting partial leave credit to
military retirees.

2 The United States Air Force became a separate branch of the Armed Forces of the United States on September 18, 1947.

3 July 2, 1921 is the date of a Joint Resolution of the U.S. Congress that terminated the war with Germany and
Austria-Hungary.

4 The effective date of the Treaty of Peace with Japan that officially terminated World War I1.

5 DoD awarded the Southwest Asia Service (SWASM) to Armed Forces personnel who served in the Operation Desert
Shield/Desert Storm theater.
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REQUEST PERTAINING TO MILITARY RECORDS

Ploase read instructions on the reverse. if more space is needed, use plsin
paper.

PRIVACY ACT OF 1974 COMPLIANCE INFORMATION. The foliowing information is
provided in accordance with 5 U.S.C. 552a(e)(3) and applies 1o this form. Authority for
collaction of the information is 44 U.S.C. 2007, 3101, and 3103, and E.0. 8397 of
22, 1943. Di of the is voluntary. The principal purpose of

the information is to assist the facility servicing the records in locating and verifying the
ofthe records of to answer your inquiry. Routine uses

and p in with § U.S.C.a(e)}4)D)

of the i

include the transter of relevant information to appropriate Federal, State, local, or foreign
agencies for use in civil, criminal, or regulatory investigations or prosecution. in
addition, this form will be filed with the appropriate military records and may be transferred
along with the record to another agency in accordance with lm routine uses established
by the agency which maintains the record. if the ion is not provi

it may not be possible to service your inquiry.

SECTION I—INFORMATION NEEDED TO LOCATE RECORDS (Furnish as much as possible)

1. NAME USED DURING SERVICE (Last, first, and middie) 2. SOCIAL SECURITY NO. 3. DATE OF BIRTH | 4. PLACE OF BIRTH
5. ACTIVE SERVICE, PAST AND PRESENT  (For an effective records search, it is important that ALL service be shown below)
BRANCH OF SERVICE DATES OF ACTIVE SERVICE Check ons SERVICE NUMBER
TR T DURING TH
(Also, show lest organization, f known) DAYE ENTERED pate ReLeased | R (BN v IS PERICD
6. RESERVE SERVICE, PAST OR PRESENT _ # Tone,” check here B[]
a. BRANCH OF SERVICE b. DATES OF MEMBERSHIP ¢. Check one | 4. SERVICE NUMBER DURING
OFFl.  EN- THIS PERIOD
FROM T CER LISTED
7. NATIONAL GUARD MEMBERSHIP  (Check onej:  |_ | . ARMY Jo. ar rorce ] e none
d. STATE o. ORGANIZATION 1. DATES OF MEMBERSHIP 9. Check one | h. SERVICE NUMBER DURING
OFFl- EN- THIS PERIOD
FROM o CER LISTED
8. IS SERVICE PERSON DECEASED 9. IS (WAS) INDIVIDUAL A MILITARY RETIREE
ves [] no If "yos,* enter date of death. OR FLEET RESERVIST  Jves [Jno
SECTION |l -REQUEST
1. EXPLAIN WHAT 2.IF YOU ONLY
STATEMENT
YOU NEED; OR, OF SERVICE
CHECK ITEM 2; chack
OR, COMPLETE r
ITEM 3 ore
3 SIE%:LA a. REPORT OF SEPARATION leE*“ This contains information normally needed to determine eligibility for benefits. It may be turnished only to the
TION D (00 F°""'2 74 or SUED veteran, the surviving next of kin, or to a representative with veteran's signed release (item 5 of this form).
| === _equivaient)
DOCUMENT
YEAR This shows only the date and chmclor at dlschargo It is of little value in defermmlng ollg»bmly for bonams it
ZE'ZLTACE D b. g‘é:#;gﬂ;s ISSUED | may be issued only to ly or under
REQUEST to the surviving spouse.
¢. EXPLAIN HOW SEPARATION DOCUMENT WAS LOST
(Complete
aorb,
andc.)
4. EXPLAIN PURPOSE FOR WHICH INFORMATION OR 6. REQUESTER
DOCUMENTS ARE NEEDED

a. IDENTIFICATION (check appropriate box)
[] same person identitied in Section |

D Next of kin (relationshi

D Other (specity)

DSuwiving spouse

b. SIGNATURE (see instruction 3 on raverse side)

DATE OF REQUEST

5. RELEASE AUTHORIZATION. IF REQUIRED
(Read instruction 3 on reverse side)
Name,

7. Pisase typa or print clearly —

COMPLETE RETURN ADDI o

| hereby release of the int

to the person indicated at right (item 7). - "”":"Z”
stroet,
city,

VETERAN Sase
and

LN ZP

HERE code

(it signed by other than veteran

show relationship to veteran.)

TELEPHONE NO. (include area code) P

180-108 NSN 7540-00-142-9380

STANDARD FORM 130 (Rev. 7.8}
Proscribed by NARA (36 CFR 1228 162(a))
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Exhibit 512.223b (p. 2)
Standard Form 180, Requests Pertaining to Military Records

INSTRUCTIONS

1. inform:tion needed to locate ncord- c.nam identifying information is
Yy lo the of ani record of military service.
Please g- + careful consideration t6 and answer each item on this form. f you
do not have and cannot obtain the information for an item, show “NA;” meaning
the information is “not available” Include as much of the requested information
as you can. This will heip us to give you the best possible service.
2. Charges for service. A nominal fee is charged for certain types of service.
In most ‘nstances service fees rannot be determined in advance. if your request
invoives a service fee you will be notified as soon as that determination is made.
3. Restrictions on release of Information. Information from records of military
personnel is rel subject to D by the military departments
i with the provisi of the Freedom of Information Act of 1967 (as
amended in 1974) and the Privacy Act of 1974. A service person has access to

and others needing proof of military service are expected to
accept the information shown on documents issued by the Arm d Forces at the
time a service person is separated.

4. Location of military personnel records. The various categories of military
personnel records are described in the chart below. For each category there is
a code number which indicates the address at the bottom of the page 1o which
this request should be sent. For each military service there '3 a note explaining
appvoxlrnlloly how long the records are held by the military service before they
are d to the National P Records Center, St. Louis. Please read
these notes carefully and muke sure you send your inquiry to the right address.
Please note especially that the record is not sent to the Nationa! Personnel
Records Center as long as the person retains any sort of reserve obligation,
whether drilling or non-drilling.

(If the person has two or more periods of sarvice within the same branch, sand

almost any information contained in his own record. The next of kin, if the veteran
is deceased, and Federal officers for official purposes, are authorized to receive
information from a military service or medical record only as specified in the above
cited Acts. Other requesters must have the release authorization, in item 5 of

your request to the office having the record for the last period of service.)

5. Definitions for abbreviations used below:
NPRC - National Personnel Records Center - PERS—Personnel Records

the form, signed by the veteran or, if deceased, by the next of kin. Employers TDRL-Te y Disability Reti List MED-—Medical Records
SERVICE | NOTE: (See paragraph 4 above.) CATEGORY OF RECORDS —_— WHERE TO WRITE ADDRESS CODE v
Except for TORL and general Active members (inciudes National Guard on active duty in the Air Force), TDAL, and general officers retired with pay. 1
AIR °”’c." rotired with pay, Reserve, retired reservist in nonpay status, current National Guard officers not on active duty in Air Force, and National Guard released
Force records are trans- 2
FORCE | forred 1o NPARC from Code 1, from active duty in Air Force.
(USAF) ::dm c‘::,' 2 150 days | Current National Guard enlisted not on active duty in Air Force. : 13
after separation. Discharged, deceased, and retired with pay. 14
Coast Guard officer and | Active, reserve, and TORL members.
COAST enlisted recorcs are transfer- o 3
GUARD | red 10 NPAC 7 months atter and retired (00 next item). 14
(USCG) | separation. Officers separated belore 1/1/29 and enlisted personnel separated bafore 1115, 6
Active, TDRAL, and Selected Marine Corps Reserve members. 4
MARINE | Marine Coms records are — -
transferred to NPRC bstween | Individua! Ready Reserve and Fleet Marine Corps Reserve members. 5
CORPS 6 and 9 months after " y
(USMC) ‘separstion. Di and retired (soe next item), i 14
Members separated before 1/1/1905. 6
Resarve, living retired members, retired general officers, and active duty records of current National Guard members who performed 7
service in the U.S. Army before 711/72°
mpnc as .?m: Active { Active officers (including National Guard on active duty in the US. Army). 8
Y and indhicuet, m Active enlisted (including National Guard on active duty in the US. Army) and enlisted TDRL. 9
ARMY About 60 days after separs- | Current Nationa) Guard officers not on active duty in the U.S. Army. 12
(USA) | tion. uS. Army Reserve Troop - ”
Unit personnei: About 120 to | Current Nationat Guard enlisted not on active duty in the U.S. Army. 13
180 Gays atter and {see naxt itom). . 14
Officers separated before 71117 and enlisted separated before 1/1/12. 6
Offticers and wariant officers TDRL. 8
Active members (including reservists on duty)—PERS and MED 10
Navy records © | Oi retired (with and without pay) leas than six months, PERS ONLY 10
NAVY | NPAC 6 momhs ater retie- | TDAL, drifing and nondriling reservists MED ONLY
(USN) | mentor 1
Discharged, deceased, retired (with and without pay) more than six months (see next item)— PERS & MED 14
Officers separated before 1/1/03 and enlisted separated before 1/1/1886—PERS and MED h 6
*Code 12 appiies o active duty records of current National Guard officers who performed service in the U.S. Army after 6/30/72.
Code 13 appiies to active duty records of current Guard enli: who performed service in the U.S. Army after 6/30/72.

ADDRESS LIST OF CUSTODIANS (BY CODE NUMBERS SHOWN ABOVE)—Where to write / send this form for each category of records
Army National Guard

Alr Force Manpower and Marine Corps Reserve USA MILPERGEN my National Guar
1 Millwy Personnel Records 5 15“ 73 'élc':o":" 8 200 s'g:rg‘Msn 12 | Columbia Pike Office Building

5600 Columbia Pike

Overland Park, KS 66211-1408 Alexandria, VA 22332-0400 Palls Church. VA 23041

Rlndo!ph AFB, TX 78150-6001

i Commander
Air Reserve Personnel ﬂ;'&,’,’.,‘ﬁz‘m,%“’" U.S. Army Enlisted Records The Adjutant General
2 DNt | 80280-5000 6 | Records Administration 9 210 Evluaiion Centar 13 o Drgo appropris :,sw)m
niver, - njamin Harrison, or Puerto Ricoj
Washington, DC 20408 N “1;“_5301
Kioval Metar
Commandant aval Military
3 U.S'.“Com Guard SosmrAnandoF; 10 ;'o_rlpﬁnnn’l‘ Command
- rmy Reserve
Washington, DC 20583-0001 7 A"N"B':'RQP'_% Washington, DC 20370-5036 14 Nmonal Personnel Records
|l Porsonnol Roeords)
Commandant of the Marine 9700 Page Boulevard Naval Reserve M Boulevard
Corps (Code MMRB-10) St. Louis. MO £3132-5200 Personnel Center Hir P by,
4 11| Now Orlsans, LA 70146-5000

Headquarters,
us Marine Corps
inm.onn.ﬂc 20380-0001

US Government Printing Office: 1908 400498 (m)

STANDARD FORM 180 BACK (Rev. 7:86)
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Exhibit 512.223c (p. 1)
Standard Form 813, Verification of a Military Retiree’s Service in Nonwartime Campaigns or

Expeditions

B O o Porsonnol Mansgement Verification of a Military Retiree's Service In Date of Request (Month, Day. Year)
FPM Supplement 296-33 Nonwartime Campaigns or Expeditions

(See Instruction on Reverse Before Completing Form)
To: (Address A or B From Reverse Side) PRIVACY ACT STATEMENT

Solicitation of this information is authorized by sections
3502, "Retention Order, and 6303, “Leave Accrual," of
title 5, United States Code, and salicitation of the Social
Security Number (SSN) is authorized by Executive Order
9397, "Using Social Security Number as identifier.” This
information, including the SSN, wil be used to verify periods
of creditable service in all campaigns and expeditions
claimed. Fumishing this information, including the SSN
is voluntary, but failure to comply may make it difficult or
impossible to verify periods of creditable service.

1. Name Used During Military Service 2. Service Number 3. Social Security Number
4. Branch of Service 5. Date of Military Retirement 6. Last Military Rank Held
7. Remarks

FOR RECORDS CENTER USE ONLY

8. NONWARTIME CAMPAIGNS

AND EXPEDITIONS SERVICE CLAIMED e mznumnmmmmmﬂo;um:
g 2 |the campaign badge or medat.
Service from 12/7/41 through 4/28/52 is |From; To: 8 2 From: To:
always creditable and need not be verified. "\ T Day | vr. | Mo. | Day | Yr. | ° | Mo.| Day | ¥r. | Mo. | Day | vr.

9. Requesting Agency (Name, Address and Zip Code) ltems checked were verified by our records.
items which do not correspond with dates
shown in records have been corrected.

Typed or Stamped Name and Title of Certifying Official

Signature Date Signed

AUTHORIZED FOR LOCAL REPRODUCTION 813-10 Previously known as OPM Form 813

308 ELM 13, June 1998



ELM 13 Contents Summary of Changes
Employee Benefits

Leave 512.223

Exhibit 512.223c (p. 2)
Instructions for Completing Standard Form 813

Instructions for Completing SF 813

NOTE: DO NOT USE THIS FORM FOR PERSONS WHO
ARE NOT MILITARY RETIREES

Use SF 813 only to request verification of a retiree’s military service performed
in a nonwartime campaign or expedition for which badge/medal was autho-
rized, in order to credit such service for leave accrual rate and reduction-in-
force purposes. Complete the address block and items 1 through 9 and submit
the form in duplicate to the appropriate address listed below.

A. To verify campaign/expeditionary service for military retirees of the U.S. Air
Force, U.S. Navy, U.S. Marine Corps, and U.S. Coast Guard, address the
request to:

National Personnel Records Center
(Military Personnel Records)

9700 Page Boulevard

St. Louis, MO 63132-1547

B. To verify campaign/expeditionary service for military retirees of the U.S.
Army, address the request to:

U.S. Army Reserve Components
Personnel and Administration Center
ATTN: DARP-VSE-VC

9700 Page Boulevard

St. Louis, MO 63132-5000

The records center will verify only claimed and unverified nonwartime cam-
paign or expeditionary service. Itis the retired member’s responsibility to pro-
vide the names of any nonwartime campaign or expedition in which served.
The records center will not verify service unless specific campaigns/
expeditions and inclusive dates are listed. Service components (e.g., “USAF")
or medal (e.g., “Vietnam Service Medal’) are not sufficient.

If a follow-up check is necessary, reproduce a copy of the original request and
clearly mark the top of the SF 813, “Follow-up Request”.
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Maximum Leave Per Year

4 hours for each full biweekly pay
period; i.e. 104 hours (13 days) per
26-period leave year.

6 hours for each full biweekly pay
period plus 4 hours in last pay period in
leave year; i.e. 160 hours (20 days) per
26-period leave year.

8 hours for each full biweekly pay
period; i.e., 208 hours (26 days) per
26-period leave year.

equivalent of one pay period of regular service during the leave

(@) For rural carriers who are required to work 6 days a week,
the equivalent of one pay period is 12 days or 96 hours.

(b)  For J route carriers, the equivalent of one pay period is 11

(2) When an employee has one or more breaks in service during the
leave year, all hours in a nonpay status (during periods in which
the employee earned annual leave) are totaled to reduce leave

512.3
512.3 Accrual and Crediting
512.31 Employee Categories
512.311 Full-Time Employees
a.  Accrual Chart. Full-time career employees earn annual leave based on
their number of creditable years of service:
Leave Creditable
Category Service
4 Less than 3
years
6 3 years but
less than 15
years
8 15 years or
more.

b. Credit at Beginning of Leave Year. Full-time career employees are
credited at the beginning of the leave year with the total number of
annual leave hours that they will earn for that leave year.

C. Changes in Employee’s Accrual Rate. Leave credit at the beginning of
the leave year reflects any change in an employee’s accrual rate for
that year.

d. Change from Part-Time to Full-Time. An employee who changes from a
part-time to a full-time employee after the start of a leave year is
credited with the annual leave to be earned for the remainder of the
leave year.

e. Nonpay Status. Leave credit for periods in which an employee is in a
nonpay status is reduced during the leave year as follows:

(1) When an employee’s absence in a honpay status totals the
year (10 days or 80 hours), credit for leave is reduced by the
amount of leave earned by the employee in a pay period.
Notes:

days or 88 hours.
credits.
310
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512.312 Part-Time Employees
a. Accrual and Crediting Chart. Part-time career employees earn annual
leave based on the number of hours in which they are in pay status.
See Exhibit 512.312.

b. Biweekly Crediting. Leave accrues and is credited in whole hours at the
end of each biweekly pay period. All hours in pay status which cannot
be credited for leave purposes (512.312a) are dropped when:

(1) The leave year ends.
(2) The employee’s status is changed from part-time to full-time.
(3) The employee is removed from the rolls for any cause.

C. Exceptions. The following are exceptions to the crediting rule in
512.312h.

(1) Part-time regular schedule employees including A—E postmasters
are credited with annual leave on a pro rata basis, according to
their authorized daily schedules. Employees with 1 year or more
of career service may be credited at the beginning of the leave
year with the annual leave which they will earn during the leave
year. A—E postmasters are credited at the beginning of the leave
year with the annual leave which they earn during the leave year.
Part-time regular employees are entitled to additional leave
hours, based on their leave category, for each 20, 13, or 10 hours
of work in excess of the schedule. See Exhibit 512.312.

(2) Auxiliary rural carriers (Designation 77), including substitute rural
carriers in dual appointments, are credited with annual leave for
actual service performed. If auxiliary rural carriers are otherwise
employed (e.g., clerks in the post office), such additional service
is also used in the computation of leave credit; otherwise, they
are credited as instructed in 512.312a.
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Exhibit 512.312
Accrual and Crediting Chart for Part-Time Career Employees

Years of Hours of
Leave Creditable Hours in Leave Earned
Category | Service Maximum Leave per Year Rate of Accrual Pay Status | per Period

4 Less than 3 | 104 hours, or 13 days per 1 hour for each unit of 20 1
years. 26-period leave year or 4 20 hours pay in status. 40 2
hours for each biweekly pay 60 3

period. 80 4 (max.)
6 3 years but | 160 hours, or 20 days per 1 hour for each unit of 13 1
less than 26-period leave year or 6 13 hours in pay status. 26 2
15 years. hours for each full biweekly 39 3
pay period, plus 4 hours in last 52 4
pay period in leave year.! 65 5

78 6 (max.)
8 15 years or | 208 hours, or 26 days per 1 hour for each unit of 10 1
more. 26-period leave year or 8 10 hours in pay status. 20 2
hours for each full biweekly 30 3
pay period. 40 4
50 5
60 6
70 7

80 8 (max.)

Except that the accrual for the last pay period of the calendar year may be 10 hours, provided the employee
has the 130 creditable hours or more in a pay status in the leave year for leave purposes.

Recording Hours for Annual and Sick Leave
Units of hours in a pay status are converted into annual leave credits at the rate of 1 hour for each unit of 20,
13, or 10 hours in a pay status — up to a maximum of 4, 6, or 8 hours per biweekly pay period, depending on
the employee’s leave category.

. Hours in a pay status in excess of these whole units are accumulated and carried forward as excess

workhours. These excess (uncredited) workhours are added to hours in a pay status in the next period.
Whole units of creditable hours (20, 13, or 10) are then converted into leave hours at the unit rate — provided
no more leave is credited to a part-time employee than could be earned in the same leave year by a full-time
employee.

The maximum credit allowable for a particular leave category is calculated by multiplying the period number
by the number of leave hours allowable per period.

312

512.313 Appointees
a. Rate of Leave Accrual. The rate of leave accrual for a new career
employee (whether appointed, reinstated, or transferred) will be
promptly determined. 1t is based on creditable service, both civilian and
military (see 512.2).

b. Ninety-Day Qualifying Period

(1) Requirement. New employees are not credited with and may not
take annual leave until they complete 90 days of continuous
employment under one or more appointments without a break in
service.

Exception: This requirement does not apply to career (or career
conditional) employees who have had a minimum of 90 days of
continuous federal service prior to transferring, without a break in
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512.322

service, to a Postal Service career position. (See 512.812,
512.911, and 512.912a.)

(2) Break in Service. A break in service of 1 or more workdays
breaks the continuity of employment. Any further employment
requires beginning a new 90-day period. (For substitute rural
carriers, see 512.552.)

(3) Active Military Service. Active military service for an employee not
entitled to mandatory restoration is a break in civilian service. The
employee begins a new 90-day qualifying period for leave
purposes.

(4) Full-Time Employees and A—E Postmasters. After new
employees complete the 90-day qualifying period, they are
credited with annual leave to be earned during the remainder of
the leave year plus the leave earned during the qualifying period.

(5) Part-Time Employees Except A-E Postmasters. After part-time
employees complete the 90-day qualifying period, annual leave
which they have accrued is credited to their accounts.

Partial Pay Period

(1) Any employee whose appointment is made effective after the first
Monday of a pay period does not receive leave credit for service
performed during that pay period. Part-time employees appointed
in this manner do not have their service hours brought forward for
leave purposes for that pay period.

(2) An employee transferring from an agency having different pay
periods may be given credit for the partial period.

Maximum Carryover

Maximum Carryover Amounts

The maximum carryover amount, i.e., the maximum amount of previously
accumulated annual leave with which an employee may be credited at the
beginning of a year, is as follows:

a.

Bargaining Unit Employees. The maximum leave carryover for
bargaining unit employees is 55 days (440 hours).

Postal Career Executive Service (PCES) Employees. The maximum
carryover amount for these employees is the greater of 560 hours or 16
days (128 hours) over their prior year end balance.

EAS Employees. The maximum carryover amount for EAS employees
is 70 days (560 hours).

Employees Affected by Public Law 102. For employees who, on
January 1, 1953 (prior to the passage of Public Law 102), (1) had more
accumulated leave to their credit than the amounts provided above,
and (2) who have maintained balances in excess of those amounts, the
maximum carryover amounts is the balances they have maintained.

Nonbargaining to Bargaining

When a nonbargaining unit employee is permanently assigned to a
bargaining unit position, the employee’s annual leave carryover ceiling is
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reduced to the carryover ceiling for that bargaining unit. The employee is
permitted to use the excess annual leave over the bargaining unit ceiling
during the leave year in which the permanent assignment is effective.

Authorizing Annual Leave

Application
General

Except for emergencies, annual leave for all employees except postmasters
must be requested on Form 3971 and approved in advance by the
appropriate supervisor. Leave requests from rural carriers must be approved
in accordance with Article 10 of the USPS-NRLCA National Agreement.

Emergencies

An exception to the advance approval requirement is made for emergencies;
however, in these situations, the employee must notify appropriate postal
authorities as soon as possible as to the emergency and the expected
duration of the absence. As soon as possible after return to duty, employees
must submit Form 3971 and explain the reason for the emergency to their
supervisor. Supervisors approve or disapprove the leave request. When the
request is disapproved, the absence may be recorded as LWOP or AWOL at
the discretion of the supervisor as outlined in 512.422.

Form 3971, Request for, or Notification of, Absence

Purpose

Application for annual leave is made in writing, in duplicate, on Form 3971,
Request for, or Notification of, Absence.

Approval/Disapproval

The supervisor is responsible for approving or disapproving application for
annual leave by signing Form 3971, a copy of which is given to the
employee. If a supervisor does not approve an application for leave, the
disapproved block on Form 3971 is checked and the reasons given in writing
in the space provided. When a request is disapproved, the granting of any
alternate type of leave, if any, must be noted along with the reasons for
disapproval. AWOL determinations must be similarly noted.

Retention and Disposal Period

Forms 3971 are retained by the installation head for 2 years from the date the
leave is taken or disapproved and are then destroyed. (Documents that
become a part of a disciplinary file or administrative proceeding will be
disposed of with that file.)

Insufficient Leave Balance

If the leave is approved and the employee has an insufficient leave balance, it
is changed to LWOP when the employee’s pay is processed.
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Leave Charge Information

Full-Time Employees

Minimum Unit Charge

Employee Category Minimum Unit Charge

a. All full-time nonexempt Hundredth of an hour (.01 hour).
employees.

b. Full-time exempt. (See 519.71))
Rural carriers. 1 day (8 hours).

d. Substitute rural carriers. 1 day (8 hours). (1) serving a vacant
route or (2) serving in absence of
rural carriers on extended leave.

e. Triweekly rural carriers. (See 512.54.)

Holidays

Leave cannot be charged for national legal holidays, days designated as
holidays, or absences authorized by administrative order.

Leave for Postmasters and Installation Heads

These employees must (a) promptly report emergency or planned absences
exceeding 5 working days to their postal managers and (b) maintain accurate
records of their leave.

Rural Carriers (Regular and Substitute)
See 512.53 and 512.55.

Part-Time Employees

Employee Category Minimum Unit Charge

All part-time nonexempt One hundredth of an hour (.01 hour).
employees.

Part-time exempt employees. | (See 519.71.)

Part-Time Regular

A part-time employee who is granted annual leave and performs service on
the same duty is not allowed to work more hours than would total 8 hours
when combined with leave hours.

Part-Time Flexible

a. A part-time flexible employee who has been credited with 40 hours or
more of paid service (work, leave, or a combination of work and leave)
in a service week is not granted paid annual or sick leave during the
remainder of that service week. Absences in such cases are treated as
nonduty time, not chargeable to paid leave of any kind. Supervisors
should avoid granting leave resulting in the requirement for overtime
pay.

b. Part-time flexible employees who request leave on days that they are
scheduled to work, except legal holidays, may be granted leave
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provided they can be spared. Leave which is charged to these
employees cannot exceed 8 hours on any 1 day. The installation head
may also consider a request for annual leave on any day a part-time
flexible is not scheduled to work. The 40 hours paid service in a service
week specified in 512.523a may not be exceeded.

A—E Postmasters

a. Maximum Leave. Annual leave may not exceed the scheduled service
hours for the day on which the leave is taken.

b. Saturday Absences. A—E postmasters work a 6-day week. When
Monday through Friday is charged as paid leave, either the previous or
following Saturday may be taken without being charged against the
employee’s leave balance.

Rural Carriers

General

Annual leave is granted to a rural carrier in accordance with 512.311 and the
terms of the applicable collective-bargaining agreement. It is granted in
minimum units of 1 day provided a replacement is available.

Saturday Absences

Rules for approved absences of rural carriers or substitute rural carriers are
subject to the specific conditions of the USPS-NRLCA National Agreement.
Accordingly:

a.  Absence on Saturday which occurs within or, at the beginning or end of
a period of annual leave or sick leave, is not charged to such leave, nor
is there loss of compensation provided:

(1) There are 5 or more days of annual or sick leave within the
period; or

(2) There are 4 or more days of annual or sick leave plus a holiday. If
the holiday falls on a Saturday which is a scheduled workday,
absence on the preceding Friday is not charged to leave. If the
leave period is for less than 4 days, absence on Friday is charged
to leave; or

b. Interruption during the approved period of annual or sick leave by 1 day
of court leave due to circumstances beyond the carrier’s control does
not disqualify the carrier for coverage as provided above; or

C. Upon request, a rural carrier is granted annual leave or LWOP on
Saturday, at the carrier’s option — provided a substitute rural carrier is
available for replacement.

Triweekly Rural Carriers

Week's Absence

Carriers who are absent for a week on sick or annual leave are charged with
5 days’ leave.

Absences Less Than a Week

Carriers who are absent for less than a week at a time are charged with
2 days’ leave for each workday of absence.
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Leave Carry-Over

The carrier may end the year with 1 day of unused annual leave. This day
may be carried forward into another leave year provided the total carried
forward does not exceed 55 days, except as provided in 512.321.

Substitute Rural Carriers

General

A substitute rural carrier serves either as a leave replacement for a regular
rural carrier or serves a vacant rural route.

Notes:
a. Leave replacements do not earn annual or sick leave.

b. A substitute (1) serving a vacant route or (2) serving in the absence of
rural carriers who are on extended leave earns annual and sick leave.
Annual leave is granted in accordance with 512.311 and the terms of
the applicable collective-bargaining agreement. It is granted in
minimum units of 1 day, provided a replacement is available.

Ninety-Day Qualifying Period

The 90-day qualifying period, which is explained in 512.313b, applies to
substitute carriers or rural carrier associates serving vacant routes or when
serving the route during the extended absence of the regular carrier in
excess of 90 days. A break in service of 1 or more workdays breaks
continuity of employment, and the substitute carrier or rural carrier associate
must begin a new 90-day qualifying period. Normally a break in service will
occur only when the regular carrier returns, or the vacant route is filled by the
appointment of a new regular rural carrier. A break in service does not mean
absence from the route on a nonscheduled workday or absence in approved
leave status, including LWOP. On day 91 of service, the substitute carrier or
rural carrier associate is credited with accrued annual leave. (In determining
the employee’s leave category, credit is also given for prior service as a
substitute rural carrier (see 512.212c).

Lump-Sum Payment

When regular rural carriers return to duty, substitutes are given lump-sum
payments for the annual leave to their credit if they have been in a
leave-earning capacity. The lump-sum payment is not made if the substitute
is placed on another vacant route and continues to earn leave.

Procedures for Placing Leave-Earning Status

To officially place an eligible substitute rural carrier in leave-earning status,
the following procedures apply:

a. Postmasters at offices with revenue units of 190 and above prepare
Form 50, Notification of Personnel Action, when the substitute carrier
has completed 90 days of continuous service. Postmasters in offices
with revenue units of 189 and below notify the post office operations
manager by memorandum so that Form 50 may be prepared.

b. Form 50 prepared by postmasters in offices with revenue units of 190
and above, or memorandums submitted to the post office operations
manager by offices with revenue units below 189 identify: (1) the route
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that the substitute rural carrier is serving; (2) the substitute by name;
(3) the date that the regular rural carrier entered on LWOP; and (4) the
date that the substitute began serving the route.

C. The nature of action code on Form 50 is 907, Change to Leave-earning
Status. Pertinent information appears in Item 88, Remarks. The date of
eligibility is the ninety-first day following the beginning of the regular
rural carrier’s LWOP.

d.  When the regular rural carrier returns to duty, the postmaster prepares
Form 50 or forwards a memorandum to the post office operations
manager identifying (1) the name of the substitute rural carrier and (2)
the date that eligibility ceases which is the day before the regular carrier
returns to duty. The nature of action code is 908, Change from
Leave-earning Status. Pertinent information is placed in ltem 88 of the
form.

Vacation Planning

Bargaining Unit Employees
For these employees, leave is subject to specific vacation planning provisions
of applicable collective-bargaining agreements. Note also:

a. For all regular employees, both full-time and part-time, vacation leave is
granted when requested — to the extent practicable.

b. For part-time flexible employees, vacation planning is limited to
accumulated and accrued leave.

Nonbargaining Unit Employees

Vacation leave is granted to these employees when their services can best
be spared. Postmasters and other responsible officials must schedule leave
so that (a) employees do not forfeit leave and (b) postal operations are not
impaired.

Separation Adjustments

Terminal Leave Worksheet

If an employee is not transferring and is separating from the USPS, the
Minneapolis ISC furnishes the separating installation with Form 2246,
Terminal Leave Worksheet, for filing in the employee’s official personnel
folder. (For transfers, see 512.8.)

Collection for Unearned Leave

Refund

Separating employees who are indebted for unearned annual leave or sick
leave must refund the amount paid to them for such unearned leave. If
employees do not make refunds, deductions are made from any funds which
are due them.
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Exception

Collection is not required in cases of death, or in the case of separation due
to a disability which prevents an employee from returning to duty or
continuing in the USPS.

Payment for Accumulated Leave

A separating employee may receive a lump-sum payment for accumulated
annual leave — subject to the following conditions:

a.

Before Qualifying Period. Except for those employees identified under
512.812, an employee who separates before completing the 90-day
qualifying period forfeits terminal leave payment for accumulated leave.

On or After Qualifying Period. An employee who completes the 90-day
qualifying period, even if separated at the close of business on day 90,
is entitled to terminal leave payment for leave accumulated.

Before Last Friday of Pay Period. An employee whose separation is
effective before the last Friday of a pay period does not receive leave
credit or terminal leave payment for the leave that would have accrued
during that pay period.

Bargaining Unit Employee. A bargaining unit employee is not paid for
annual leave in excess of the annual leave carryover maximum for his
or her bargaining unit (see 512.32). Any part of the unused annual
leave earned during the current leave year which is in excess of the
lump-sum limitation is granted prior to separation. In the case of death,
a lump-sum payment is made for:

(1) Accumulated annual leave.

(2) Unused annual (current) leave earned during the year of the
death which the employee could have taken had the employee
lived to the end of the leave year. No payment is made for unused
leave which the employee would have been required to forfeit at
the end of the leave year.

Nonbargaining Unit Employee. Nonbargaining unit employees are
entitled to receive a lump-sum leave payment for accumulated annual
leave equal to their authorized maximum carryover plus any unused
accrued annual leave which was earned in the year of separation.

For Military Service. Employees who separate to enter active U.S.
military duty may choose to receive a lump-sum leave payment or to
have accrued annual leave held for credit until they return to USPS
duty.

Followed by Reemployment. An employee who received a lump-sum
leave payment on separation from a postal position (or a federal
position under the same leave system) and who is
reemployed/reinstated before the period covered by the payment
expires must refund in full the payment for the overlapping period. The
employee may then be recredited (see 512.9) with leave.

Lump-Sum Payment. Lump-sum payment for annual leave at the time
of retirement does not affect the amount or commencement date of
annuity payments.
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Transfers

Transfer Without a Break in Service

From the Postal Service to a Federal Agency

The Minneapolis ISC furnishes the agency gaining the employee with

SF 1150, Record of Leave Data. (A copy of SF 1150 is not sent to the losing
installation.) When necessary, the Postal Service collects for used but
unearned leave (see 512.721). When the receiving agency is unable to
transfer a leave balance in excess of its leave carryover limit, the employee
receives a lump sum payment for earned annual leave that cannot be
transferred. The lump sum is calculated by multiplying the person’s postal
hourly rate times the number of earned annual leave hours that cannot be
transferred.

From a Federal Agency to the Postal Service

Leave credit must be transferred to the employee’s leave account. However,
leave that may be transferred is limited to the leave carryover limit applicable
to the Postal Service position to be filled. The employee should not have to
take LWOP because of delay in transferring leave:

a. If the SF 1150 does not reach the Minneapolis ISC before the employee
has to take leave, the Minneapolis ISC may telephone or telegram the
losing agency to request the employee’s leave balance.

b. If LWOP cannot be avoided, the record can be adjusted when the
SF 1150 is received to show paid leave — unless the employee
requests that the LWOP remain unchanged.

Transfer With a Break in Service

An employee who moves from the USPS to another federal agency after a
break in service is separated (see 512.7) and later reemployed. (See 512.9.)
Any accumulated leave is not transferred, but is paid for in a lump-sum.

Recrediting Annual Leave

Policy

Annual leave which may be recredited consists of leave earned under any of
the leave systems merged under the Annual and Sick Leave Act of 1951.
However, annual leave which is already forfeited cannot be recredited.

Annual leave is recredited under the Act for:

a. Employees who are reemployed before the period covered by the
lump-sum payment expires.

b. Employees who transferred to a position which is not under an annual
leave system and transferred back to the USPS without a break in
USPS service of more than 52 continuous calendar weeks.

C. Employees who return to pay and duty status following a period of
suspension, or involuntary separation (i.e., cases of retroactive
reversals of disciplinary action).
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512.92 Procedures

512.921 Leave Earned in Prior USPS Service
See 512.73g.

512.922 Leave Earned at Another Agency

When an employee makes application for recredit of leave earned in another
agency, the Postal Service contacts the other agency to determine if leave
was forfeited at the time of separation. If not, the agency is asked to certify
the leave account. The following applies:

a. If the agency cannot find the leave record, the Postal Service will
accept a statement or other evidence of leave credits. The statement
should include an estimate of leave credit and reflect the factors
forming the basis of the estimate.

b. If the leave record or statement justifies it, the amount of leave shown is
recredited.

512.923 Leave Buy-Back OWCP
a. Under the provisions of the Injury Compensation Program (545.73b(6)),
current employees may be permitted to buy back sick and annual leave
they used while awaiting adjudication of their cases by the Office of
Workers Compensation Programs (OWCP). In traumatic injury cases,
employees may be permitted to buy back only the leave which is used
after the end of the 45-day continuation-of-pay period.

b.  When the employee buys back annual leave for a previous year which
exceeds the applicable maximum (see 512.32), the excessive leave is
automatically forfeited. Employees are allowed to buy back only those
hours that can be carried forward.

C. Some loss of leave may occur when the period of absence is changed
to a leave without pay (LWOP) status as a result of leave buy-back. For
every 80 hours of leave bought back and changed to LWOP, both
annual and sick leave must be adjusted by the amount earned in 1 pay
period. The employee must be informed of this so there will be no
misunderstanding.

d. See Exhibit 514.4, item e, for further information.

513 Sick Leave

513.1 Purpose

Sick leave insures employees against loss of pay if they are incapacitated for
the performance of duties because of illness, injury, pregnancy and
confinement, and medical (including dental or optical) examination or
treatment.
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Accrual and Crediting

Accrual Chart

Employee Category Time Accrued

a. Full-time employees. |4 hours for each full biweekly pay
period — i.e., 13 days (104 hours)
per 26-period leave yeatr.

b. Part-time employees. | 1 hour for each unit of 20 hours in
pay status up to 104 hours (13 days)
per 26-period leave year.

Crediting

General

Sick leave is credited at the end of each biweekly pay period in which it is
earned. Sick leave (earned and unused) accumulates without limitation.
Part-Time Employees

Part-time employees are not credited with sick leave in excess of 13 days
(104 hours) per 26-period leave year.

Substitute Rural Carriers

Substitute rural carriers who are serving vacant routes or who serve during
the extended absence of rural carriers are credited with sick leave starting
with their first pay period.

Auxiliary Rural Carriers

Auxiliary rural carriers are not credited with sick leave in excess of 104 hours
per leave year. If they serve in another capacity (e.g., flexible employees) in
the post office, that service is also used in computing sick leave credit (see
513.21).

Substitute Rural Carriers in Dual Appointment

Substitute rural carriers (designation 73) in dual appointments earn sick leave
only when their service is performed in a position that is subject to the Civil
Service Retirement Act. The leave can be used only while they are serving in
a leave-earning position.

Leave Credit Adjustment

See 514.24.

Authorizing Sick Leave

Policy

General

Sick leave cannot be granted until it is earned, except as provided in 513.5.
Restriction

An employee who is in sick leave status may not engage in any gainful
employment unless prior approval has been granted by appropriate authority.
(See part 660, Code of Ethics.)
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Conditions

a. lliness or injury.

If employees are incapacitated for
the performance of official duties.

b. Pregnancy and confinement.
(Sick leave, annual leave, or
LWOP is granted as may be
necessary.)

If absence is required for physical
examinations or periods of
incapacitation.

c. Medical, dental, or optical
examination or treatment.

If absence is necessary during the
employee’s regular scheduled tour.

d. Contagious disease. A
contagious disease is a disease
ruled as requiring isolation,
quarantine, or restriction of
movement of the patient for a
particular period by the health
authorities having jurisdiction.

If employees (1) must care for family
member afflicted with a contagious
disease, (2) have been exposed to a
contagious disease and would
jeopardize the health of others, or
(3) have evidence supplied by the
local health authorities or certificate
signed by a physician certifying the
need for the period of isolation or
restriction.

e. Medical treatment for disabled
veterans. (Sick leave, annual
leave, or LWOP is granted as
may be necessary.)

If employees (1) present a
statement from a duly authorized
medical authority that treatment is
required, and (2) when possible,
give prior notice of the definite
number of days and hours of
absence. (Such information is
needed for work scheduling
purposes.)

Application for Sick Leave

General

Except for unexpected illness/injury situations, sick leave must be requested
on Form 3971 and approved in advance by the appropriate supervisor.

Unexpected lliness/Injury

An exception to the advance approval requirement is made for unexpected
illness/injuries; however, in these situations the employee must notify
appropriate postal authorities as soon as possible as to their illness/injury and
expected duration of absence. As soon as possible after return to duty,
employees must submit a request for sick leave on Form 3971. Employees
may be required to submit acceptable evidence of incapacity to work as
outlined in the provisions of 513.36, Documentation Requirements. The
supervisor approves or disapproves the leave request. When the request is
disapproved, the absence may be recorded as annual leave, if appropriate,
as LWOP or AWOL, at the discretion of the supervisor as outlined in 513.342.
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Form 3971, Request for, or Notification of, Absence

General

Application for sick leave is made in writing, in duplicate, on Form 3971,
Request for or Notification of Absence.

Approval/Disapproval

The supervisor is responsible for approving or disapproving applications for
sick leave by signing Form 3971, a copy of which is given to the employee. If
a supervisor does not approve an application for leave as submitted, the
Disapproved block on the Form 3971 is checked and the reason(s) given, in
writing, in the space provided. When a request is disapproved, the granting of
any alternate type of leave, if any, must be noted along with the reason for
the disapproval. AWOL determinations must be similarly noted.

Postmaster Absences
There are special requirements for postmaster absences:

a. Leave Replacement. A postmaster whose absence requires the hiring
of a leave replacement must notify the appropriate official.

b.  Absence Over 3 Days. A postmaster who is absent in excess of 3 days
must submit Form 3971 within 2 days of returning to duty or, for an
extended illness, at the end of each accounting period.

Documentation Requirements

Three Days or Less

For periods of absence of 3 days or less, supervisors may accept the
employees’ statement explaining the absence. Medical documentation or
other acceptable evidence of incapacity for work is required only when the
employee is on restricted sick leave (see 513.37) or when the supervisor
deems documentation desirable for the protection of the interests of the
Postal Service.

Over Three Days

For absences in excess of 3 days, employees are required to submit medical
documentation or other acceptable evidence of incapacity for work.

Extended Periods

Employees who are on sick leave for extended periods are required to submit
at appropriate intervals, but not more frequently than once every 30 days,
satisfactory evidence of continued incapacity for work unless some
responsible supervisor has knowledge of the employee’s continuing
incapacity for work.

Medical Documentation or Other Acceptable Evidence

When employees are required to submit medical documentation pursuant to
these regulations, such documentation should be furnished by the
employee’s attending physician or other attending practitioner. The
documentation should provide an explanation of the nature of the employee’s
illness or injury sufficient to indicate to management that the employee was
(or will be) unable to perform his or her normal duties for the period of
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absence. Normally, medical statements such as “under my care” or “received
treatment” are not acceptable evidence of incapacitation to perform duties.
Supervisors may accept proof other than medical documentation if they
believe it supports approval of the sick leave application.

Failure to Furnish Required Documentation

If acceptable proof of incapacitation is not furnished, the absence may be
charged to annual leave, LWOP, or AWOL.

Restricted Sick Leave

Reasons for Restriction

Supervisors or installation heads who have evidence indicating that an
employee is abusing sick leave privileges may place an employee on the
restricted sick leave list. In addition, employees may be placed on the
restricted sick leave list after their sick leave use has been reviewed on an
individual basis and the following actions have been taken:

a. Establishment of an absence file.

b. Review of the absence file by the immediate supervisor and by higher
levels of management.

C. Review of the absences during the past quarter of LWOP and sick
leave used by employees. (No minimum sick leave balance is
established below which the employee’s sick leave record is
automatically considered unsatisfactory.)

d. Supervisor’s discussion of absence record with the employee.

e. Review of the subsequent quarterly absences. If the absence logs
indicate no improvement, the supervisor is to discuss the matter with
the employee to include advice that if there is no improvement during
the next quarter, the employee will be placed on restricted sick leave.

Notice and Listing

Supervisors provide written notice to employees that their names have been
added to the restricted sick leave listing. The notice also explains that until
further notice, the employees must support all applications for sick leave by
medical documentation or other acceptable evidence (see 513.364).

Recision of Restriction

Supervisors review the quarterly leave listings furnished by the PDC. If there
has been a substan