UNITED STATES POSTAL SERVICE
RIO GRANDE DISTRICT

DISTRICT INSTRUCTION
RUMBER “EFFEGTIVE DATE ORIGINATING UNITITELEFHONE HURGER
FIN-2014-011 Aoril 22, 2015 Distrcl Finance Office (210) 368-8338
SHBIECT FUHETIONAL AREA MATRGER APPROVAL
Emergency Salary Authorizalion Manager, Finance

1) PUREOSE: Employees might roquire emergency salary advances when thelr payroll payments are
substanhally less than the acliral aount due. This instrifction Is to establish uniform pollcy regarding
the issuance of emergéncy salary advances at ALL offices within the Rio Grande District.

2) RESPONSIBILITY: All Postmasters, Managers, and Supervisors.

3) PROCEDURE: If an employee does not receive any pay, or the missing pay is at least a full day's pay,
and the employes requesls a salary advance, the employee's manager or suparvisor wil:

A.

Fleld offices will no longer mall the Forms 2240 to the Scanning & Imaglne Center whe

Prepare a Form 2240 {use only the 2240, 2240-R, or 2240:RA dated March 2010", which have the
bullt-in Form 1608 at the botlotn of each form).

Enstire that the Form 2240 cross-foots to40.00 hours and that it conlains all required signatures in
the pay adjustment section and In the 1608 section.

Fax the Form 2240 to the District Finance Office at 210-368-5509. Be sure fo include & return
contact humber. The Distrigt Finance Office will chieck the form for errors and compute/verify the
amount that will bie advanded to the employee. If the form contains errors, the Dislrict Finance
Office will contact the employee's office in order to advise as to what correclions must be made lo
the form,

When the form is re-faxed to the District Financé Office and found to be error-free, the local office
will then be granted approval to Issue the salary aivance (recordéd in AlC 564),

The local office will then fax the compisted (finat) Form 2240 to the District Finance G Office. Upon
recelpt, the District Finance Office will forward the 2240 to the Scanning & Imaging Genter on behalf
of the loval office.

ge[_gain to salary advances, Instead, eath ofﬂce will be expected to send the conmleted fqrms to
Einance forreview and approval,

4) EFEECTIVE: Immediately.

Kim Cuayle _ _
Distriot Manager Customer Service and Sales
1 Post Office Dr

San Antonio, TX 78284-9997




Payroll

23-3.2.2

23-3.23

Note: Do not authorize a payroll adjustment in AdjustPay if an
emergency salary is issued.

If emergency salary is issued to a nonrural employee and is for both weeks of
a pay period, the supervisor must do the following:

a.  Complete one PS Form 2240 for week 1 and another PS Form 2240 for
week 2.

b.  Onthe Week 2 PS Form 2240, do the following:

(1) Complete bottom portion of the form, in lieu of PS Form 1608,
Ernergency Salary Authorization.

(2)  Enter the amount of emergency salary to be issued for each week
(Week 1 and Week 2).

(3}  Complete the Issuing Retail Unit Number (10 digit) section of
PS Form 2240 with the appropriate number.

(4)  Enter the total amount of emergency salary issued in the Total
Amount of Advance for Pay Period section of PS Form 2240.

(6)  Ensure an amount is entered in both the Week and the Total box.

PRU Procedure
The employee does the following:

a. Signs the bottom of the appropriate PS Forms 2240, 2240-R, or 2240-
RA indicating that the advance was received and agrees to repay the
advance.

b. Presents authorized PS Form 2240, 2240-R, or 2240-RA to the PRU.
The PRU does the following:

a.  Ensures that PS Form 2240, 2240-R, or 2240-RA is signed by both the
employee and the authorizer.

b.  Issues a no-fee money order (AIC 100 and AIC 101) for the authorized
amount according to the PS Form 2240, 2240-R, or 2240-RA and offsets
with AIC 554 and AIC 586 on PS Form 1412, (For AIC 586, PQS and
eMOVES units use Reason Code 27, Payroll Adjustment, Payment Issued.)

.  Ensures the no-fee money order and the PS Form 3544, USPS Receipt
for Money or Services, or system-generated receipt (3544) is provided
1o the employee.

d.  Attaches the money order receipt and a copy of PS Form 3544 or
system-generated receipt (3544) to a copy of the PS Form 2240,
2240-R, or 2240-RA and files locally.

e.  Submits the original PS Form 2240, 2240-R, or 2240-RA to the SIC.
Note: Following above procedures will result in automatic collection.

Emergency Salary Issued for Nonreceipt of a Salary Check

If an employee does not receive a salary check which is listed in the payrol|
register as being issued, follow these procedures.

The supervisor does the following:
a.  Refers to the payroll register for the amount to be issued.
b. . Completes PS Form 1608 and provides to the employee.

Handbook F-101, August 2015 317
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23-3.24

Field Accounting Procedures

The employee does the following:

a.  Signs the PS Form 1608.

b.  Presents authorized PS Form 1608 to the PRU.

The PRU does the following:

a.  The RAissues a no-fee money order (AIC 100 and AIC 101) for the
authorized amount indicated on the PS Form 1608 and offsets with
AIC 754 and AIC 586 on PS Form 1412. (For AiC 586, POS and
eMOVES units use Reason Code 26, Emergency Salary.)

b.  The RA gives the no-fee money order and the PS Form 3544 or
system-generated receipt (3544) to the employee.

c.  The RA attaches the money order receipt and a copy of PS Form 3544
to the PS Form 1608,

d.  The closeout employee files the PS Form 1608 locally as supporting
documentation for PS Form 1412. Do not send PS Form 1608 to the SIC.

e.  The unit manager documents emergency salary issued and cleared:

= POS units — The Unresolved Employee ltems module in POS
maintains the details of all pending employee items to be
resclved by the unit,

= eMOVES units — The Unresolved Employee ltem report in
eMOVES maintains the details of all pending employee items to
be resolved by the unit,

= IRT units — Use the Unresolved Employee Items Log — AIC 754
Emergency Salary Issued (see Appendix C, Exhibit C-9).
_ The emergency salary issued for a nonreceipt of a salary check must
I:}e collected from the employee when the original or replacement
check is recewed by the emplgy_gg__

'Noté The supemlsor of the unit reporting the emergency salary issued

is responsible for local collection.

Grievance Settlement Prepayment

if an employee is not paid within 60 days after submission of all the
necessary grievance settlement documentation, then an interim emergency
salary may be issued equal to 85 percent of the gross amount due, as long
as the adjustment is for less than 80 hours. (See the following table for
guidelines.)

Handbook F-101, August 2015



National Financial Responsibility Meeting.Materials

ISSUING AN EMERGENCY SALARY QUICK REFERENCE

August 2014, Accounting Policy

TABLE A - Em ployee receives a salary check that is substantially less than the amount due or late Form 50 processing.
Note: This procedure will result.in.an automatic collection of the interim salary payment.

 Procedure

The ampfoyees —

| .:_Ncm-mral employees PS

Postal Retail-Unit

art interim salary supervisor may -Form. 2240, Pay, Leave or 1. Ensure the PS Form 2240 is-sighed by both the employee and authorizer.

payment due to a authirize art frterim th er Hours:Adjustnrent | 2 Issve a no-fee money order to thé employes for the autnorized amouit.

salary checkthatis | salary payment when | Request, | ‘3. Ertter the authorized amountirAlC 564, Payroil Adjustment Payment Issued.

SUbﬁ‘taf:gﬂﬂ}f less than '} 3}132‘{9703{93‘5@?_"% Reaiar-cartisrs: 4. Offset the money onder fae in AlC 586, Fee Offset ~ No Fes Money Order.

amotmtaue. daver 'S missing atul | Regwar carriers: 5. Provide the original PS Form 3544, USPS Receipt for Money or Services, to the employes.

Y% pay of more. | PS Fomt-22405R; Rural

This aiso includes ' Payorleave Adiustment | B Submit the-original PS Farm 2240 to the Scanning and fmaging Center (SIC).

when-empioyee does | Use 65% ofthe | Reguest. 7. Aftach the mariey order receipt and a copy of the PS Form 3544 to a copy of PS Form 2240

not recelve asalary | estimated gross as.a and file locally.

theck because the guidefing 1o calcutate Auxilary rural

-check was nok fssued. | the amount due the carriers: PS Form POS ONE Offices
sfployee. 2280-RA, Rutal Pay 1. Press [Clerk Services/Back Office] or [Clerk Services]

or Leave Adjustment Z. Select <Moneyand Accourits>.

Request for PS Form 3 Select<GL Activity>.

1314-A. 4. Sefect <lssue Payroll Adjustment Pay>(554) — PS Form 2240.
5. Enter the required infarmation.
6. Select <Accept & Continue to Payments,
7. Reyinameunt and setect payment methiod {no-fee money order).

Employee requests The employes's 1 Non «rural employeas. PS5 Postal Retail Unit

arirtenm salary supervisor may CForm wPay. Leave or 1. Ensure the F'S Form 2240 is sigred by bath the employee:ard authorizer.

payment due'to fate. | :authorfzie an interirm urs Adjusiment 2. lssue a no-fee money ordsr tothe employee for the authorized amount.

50 processing. ‘salary payment whei : 3. Enter the authorized amount in:AIC 554, Payrolf Adjustment Payment Issued.
ﬁ?‘i“e"!"“’i{e“{s'saiﬁ Requlatcarri 4. Offset the maney order fee in AlC 586, Fee Offset — No Fee Money Order.
gg?;kpf;;ff;g?: ' ng;afr;‘g;ﬁefﬁs eraf 5 Submitthe or-igir_wl PS Form 2240 to the Scann?ng and imaging Gén’tgr (SIC).

Pay or Leave Adjustment & Provide the original PS Form 3544, USPS &ece;pf for Money or Services, to the employee.
Use 85% of the Request :
es'ﬁmafad grossas a v POS ONE Ofﬂcas
guideline to calculate Auxilfary rursl carrfars: PS | 1. Press{Blerk-Services/Back Office] or [Clerk Sarvices].
the amount due the Form-2240-RA, Rured Payor | 2. Sefect <Money and Accounts>.
empioyee: Leave Adiustment Request | 3. Select <GL Activity>.
for P8 Form 1314-A. 4. Select <lssue Payroll Adfustment Pay> (554) — PS Fomm 2240,
5 Enterthe required informaticn.
& Select <Accept & Confinue to Payment>.
_ 7. Keyiramount and select paymerit methad {no-fee money-order).

For ACCOUNTING assistance, contact the Accounting Help desk at 1-886-9SHARED (1-866-974-2733), send an-emall {0 Halp Desk, sonouniing - B4 Lous, MO o visit us-at Bilpr 7Bt gsps. nevlaces mting
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National Financial Responsibility Meeting Materials

August 2014, Accounting Policy

TABLE B - Employee does not receive a salary check that was issued.

Situation

Policy

Form Required

Procedure

Employee requests an
interim salary payment
due to non-receipt of a
salary check that is
listed in the payroll
register as being
issued.

(If the salary check
was not issued, foliow
the process in Side A.)

The employee's
supervisor may
authorize an interim
salary payment when
the employee's salary
check is missing, lost,
or stolen.

The supervisor refers
to the payroll register
for the amount to be
issued.

The supervisor completes PS
Form 1608, Emergency
Salary Authorization, and
provides to the employee.

If the salary check is missing
(the whereabouts of the
check is unknown), the
supervisor also completes the
Stop Pay - Check
Replacement and
Photocopy Form.

The form is available at
http:/iblue.usps.qoviaccoun

tina/services/pavchecks/sto
ppayregform.

Submit the form via emaill,
fax, or mail to:

Disbursing Branch,
Accounting Services,

2825 Lone Oak Parkway,
Eagan, MN 55121-9640
Email: Mplsstop - Eagan, MN

FAX: 651-408-2749

NeosweN -

Postal Retail Unit

Ensure the PS Form 1608 is signed by the employee.

Issue a no-fee money order to the employee for the authorized amount.

Enter the authorized amount in AIC 754, Authorized Emergency Salary Issued.

Offset the money order fee in AIC 588, Fee Offset — No Fee Money Order.

Provide the original PS Form 3544, USPS Receipt for Money or Services, to the employee.
Attach the money order receipt and a copy of the PS Form 3544 to a copy of PS Form 1608.
File PS Form 1608 locally as supporting documentation for PS Form 1412. (Do not send PS
Form 1608 to the SIC.)

PQOS ONE Offices

Dok LN

o~

Press [Clerk Services/Back Office] or [Clerk Services].

Select <Money and Accounts>.

Select <GL Activity>,

Select <Salary and Travel>.

Select <Missing Payroll Check> (AIC 754 ~ PS Form 1608).

Enter the required information. (Enter the Name and Employee |D of the employee receiving
the funds and not the retail associate performing the transaction.)

Select <Accept & Continue to Payment>.

Key in amount and select payment method (no-fee money order).

Table C - When the supervisor receives the original or replacement check.

Step 1

Step 2

Step 3

Supervisor sends the original or replacement
check to the postal retail unit (PRU).

Retail associate at the PRU enters the check in AIC 354, Authorized

Emergency Salary Cleared.

POS Units must follow the workflow process for Clear
Unresolved Employee Item using the Reference
Number assigned to that item.

For ACCOUNTING assistance, contact the Accounting Help desk at 1-886-9SHARED (1-866-974-2733), send an email 1o Heip Des k. Accounting - St Louis, MO or visit us at hitp://blue usps gov/accounting
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_’7 | POSTAL SERVICE»
Emergency Salary Authorization (Orlyforaon-racsiptof salary chiack)

EmploydeName = E EiN PIPYY Unit 1D t10-digit 1D of office [$suing the monay order}

Pasthary T . Pay Loeation: Date

h— S

thorzad 1o aly ;myee 6113 16 non-récalpt-of salary chéck.. ﬁoﬁfﬂfﬁm‘“’ or postal-tetsill urit will:
il Grdet for the avthorized amount.
2) Record: lhia amuunt_ MGAIC: ammorizad Emengancy Salary lssued, in the 1412, balty F‘:’nancial Raport.

3) Kesp PS Form 1608 on flle:dcafy;
No-feg:postal money arder is issued as‘an au.th'oﬁz‘ad-"ﬂfmergancy safary to the above employee forthe-amount of: §
NumericAmount “Written Amoiurd
$ . Dollars

Maoney Order Nunber

Privacy Act Statement: _
Your fnformation will be used to administer your compensation and payrolf request Coifection is authorized by 39 U.S.€. 401, 409, 410, 1001, 1003,
1004, 1005, and 1206.
Providing the information s vofuntary, but i not provided, we may not process yeiir request. ‘We:inay.disclose your informition as follows: In relevant
fogai proceedings: to law enforcement when the U5, Postal:Servics (USPS8) ar raquesting agancy becomes aware of.a violation of law: foa.
.ccngressmnal ofﬂce at your request; to enlities ar'tidividuals undsr contract with USPS; to entities authorized to performaudits: to labororganizations
0 i to-federat; state, fotal or foreign.governmentagencias regarding personnél matters: to #e Equal Employmerit Opportunity
Cummlssmn -ta the Merit Systems Protection Board or Office: of Special Counsel; arid racords pertaining fo supervisors and postmasters may bé
disclosedto $uperwscrry and ather maragerdal organizations recognized by USPS.

Sigriatisre of Supervisor Authorizing the Emergency Salary | 1 hereby certify that ! have raceived the above armount and wili repay-that amount upof
) ! réeeiptof my salary check.
i

{Employes’s signalure and date).

PS Farm 1608, Februawg?.oﬂﬁ {?530»{1}4&3‘93?‘1)




