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1. Purpose. To establish policy and procedures for electronic timecard submission and
correction; to assign electronic timecard certification responsibilities; and to standardize
procedures for requesting and approving leave, overtime, and compensatory time. This is a
complete revision and should be reviewed in entirety.

2. Cancellation. BUMEDINST 12000.1G.

3. Scope and Applicability. The procedures outlined in this instruction apply to all budget
submitting office (BSO) 18 U.S. non-bargaining unit civilian personnel (hereafter referred to as
civilian personnel, civilian employee(s), or employee(s)). Appendix A includes references (a)
through (cc). Appendix B is a list of acronyms used in this instruction. Appendix C includes
labor type codes.

4. Background. Appendix A includes references (a) through (cc) and establishes detailed
requirements and guidance governing civilian payroll, personnel management, employee
entitlements, and record keeping thereby reducing the potential for fraud, abuse, and
mismanagement of resources.

5. Responsibilities. Responsibilities of the commanders, commanding officers, officers in
charge, heads of activities, Director for Resource Management and Comptroller, fiscal officers,
human resources officers, time and attendance personnel, supervisory personnel, and individual
employees are outlined in this instruction.

6. Action. Commanders, commanding officers, officers in charge, and heads of activities must
ensure supervisory personnel and employees read and comply with policies and procedures
stated in this instruction.

7. Forms and Information Management Control

a. The U.S. Department of Labor (DOL), Office of Workers’ Compensation Program
(OWCP) forms are available electronically at: https://www.dol.gov/general/forms.
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(1) Form CA-1 Federal Employee’s Notice of Traumatic Injury and Claim for
Continuation of Pay/Compensation

(2) Form CA-17 Duty Status Report

b. The SF are available electronically at: http://www.gsa.gov/portal/forms/type/SF

(1) SF 52 Request for Personnel Action
(2) SF 1150 Record of Leave Data

c. OPM Form 71 Request for Leave or Approved Absence is available electronically at:
http://www.opm.gov/forms/pdf fill/opm71.pdf

d. The Department of Defense (DoD) forms are available electronically at:
https://www.esd.whs.mil/Directives/forms/

(1) DD Form 577 Appointment/Termination Record — Authorized Signature
(2) DD Form 1131 Cash Collection Voucher

e. The NAVMED Forms are available electronically at:
https://www.med.navy.mil/Directives/NAVMED-Forms/

(1) NAVMED 12600/1 Daily Time and Attendance Sheet
(2) NAVMED 12600/2 Work Schedule
f. OPNAYV 5239/14 System Authorization Access Request Navy

(SAAR-N) is available electronically at: https://portal.secnav.navy.mil/orgs/FMC/FMB/FMB4/
Forms%20Library/OPNAV%205239-14%20SAAR-NAVY .pdf#search=5239.

h. Information Management Control. The payroll and management audit reports required
by this instruction are exempt from reports control by subparagraph 7n of SECNAV M-5214.1 of
December 2005.

-

D. K. VIA
Acting

Releasability and distribution:
This instruction is cleared for public release and is available electronically only via the Navy
Medicine Web site at, https:/www.med.navy.mil/Directives/
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CHAPTER 1

RESPONSIBILITIES

1. Objectives

a. To ensure the time and attendance (i.e., presence or absence) of civilian employees is
accurately recorded and reported in order to compute pay and allowances.

b. To facilitate internal and external reporting requirements.

2. Time and Attendance Processing Structure

a. Commands must apply and operate a fully decentralized structure within the authorized
timekeeping system. A fully decentralized structure means the individual employee must enter
their own time and attendance into the timekeeping system and verify their time and attendance
as complete and accurate by the end of every pay period. Civilian employees are also
responsible for entering any current or prior pay corrections on their timecard and re-verifying
their timecard. This fully decentralized timekeeping system structure fulfills the requirement in
reference (a) of appendix A that civilian employees attest to the accuracy of their time and
attendance, including any exceptions such as the use of leave. For more specific employee
responsibilities see subparagraphs 5h(1) through 5h(4) of this chapter.

b. To ensure proper cost accounting for civilian labor and enhance audit readiness of the
civilian pay process, Bureau of Medicine and Surgery (BUMED) activities must:

(1) Decentralize the timekeeping system, as described in subparagraph 2a of this chapter.

(2) Set up individual employee profiles in the timekeeping system so that each employee
has access to only those lines of accounting (LOA) against which that employee’s time and
attendance will be charged.

(3) Establish processes to ensure employees allocate their time and attendance accurately
to the proper LOA based on actual hours worked. Example: An employee performs work on
two reimbursable work orders. The plan or budget called for that employee to spend 75 percent
of his time on Project A and 25 percent on Project B. The employee actually worked 80 percent
of hours during the pay period on Project A and 20 percent on Project B. The correct procedure
would be for the employee to charge 64 hours (80 percent x 80 hours) against the Project A LOA
and 16 hours (20 percent x 80 hours) to the Project B LOA in the timekeeping system.

c. Invery rare and limited circumstances, Requirements, Resource, and Force Structure
(BUMED-NS&) may approve a centralized timekeeping system structure after certain conditions
have been met. A centralized timekeeping system structure means a timekeeper regularly inputs
time and attendance data on an employee’s behalf. To operate a centralized structure, the

1-1
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command must obtain an annual centralized time and attendance waiver from BUMED-NS8. The
command must submit a waiver request letter, with regional endorsement, as applicable,
detailing unusual mission requirements that would preclude employees from inputting their own
time and attendance in a decentralized timekeeping system structure. Additionally, the command
must include flow charts, risk analysis, and detailed risk mitigation activities delineating all
internal control objectives listed in subparagraphs 2¢(1) through 2¢(7) of this chapter. The
control objectives include:

(1) Payroll transactions are properly authorized.
(2) Internal controls exist to prevent fraud, waste, and abuse.
(3) Documentation is retained and available for audit, per the guidelines given in

references (d) and (e) of appendix A. Reference (d) is available at The DoD Federal Regulations
Web site at https://comptroller.defense.gov/fmr/.

(4) Certifying officers have a reasonable basis for relying on systems of internal control
to ensure accuracy and legal compliance.

(5) The employee has attested to the accuracy of their time and attendance data.

(6) Overtime and compensatory time is requested, submitted, and approved per chapter
10 of this instruction.

(7) BUMED-NS will approve or disapprove all such requests. Commands must not
operate a centralized timekeeping system structure without proper approval from BUMED-NS.

3. Time and Attendance System Access. Per reference (a), OPNAV 5239/14 System
Authorization Access Request Navy (SAAR-N) form is necessary to grant access to the
timekeeping system and the Defense Civilian Pay System (DCPS) for employees that require
access to employee master file data in these systems. Typically, these employees are the time
and attendance administrator or payroll customer service representative (CSR). The appropriate
data owner is responsible for reviewing and approving the SAAR-N form.

4. Time and Attendance Certification

a. Certifying Officers. Consistent with reference (c), volume 8, chapter 2, paragraph
020502, the certification of time and attendance is an authorization for the expenditure of
government funds. At the end of each pay period, each employee’s time and attendance must be
certified correct by the employee’s supervisor, acting supervisor, or other designated
representative authorized to act as an alternate certifier. Certification ordinarily must not be
made earlier than the last workday of a pay period. In some circumstances, such as when a legal
holiday falls on a Friday or Monday, an early cutoff date may be established. Controls must be
in place to ensure that any change in attendance or absence certified by the supervisor that occurs
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after the cutoff date is transmitted to DCPS with the current pay period data or with the next pay
period’s data. Reference (c) is available at The DoD Federal Regulations Web site at
https://comptroller.defense.gov/fmr/.

b. Departmental Accountable Officials (DAOs). As defined in reference (d), chapter 5,
paragraph 050305, DAOs provide information, data, or services to certifying officers upon which
certifying officers rely to certify vouchers for payment. When certifying their employee’s
electronic timecards, certifying officers rely on time and attendance data provided by time and
attendance administrators; payroll CSRs; approvers of advanced annual leave, advanced sick
leave, leave without pay (LWOP), and leave taken under the Family and Medical Leave Act
(FMLA); and approvers of overtime and compensatory time. This relationship means time and
attendance administrators; payroll CSRs; approvers of advanced annual leave, advanced sick
leave, LWOP, and leave taken under FMLA; and approvers of overtime and compensatory time
are DAOs. (Refer to chapters 4 through 6 for guidance on who must approve advanced annual
leave, advanced sick leave, LWOP, and leave taken under FMLA. Refer to chapter 10 for
guidance on who must be appointed to approve overtime and compensatory time.)

c. Pecuniary Liability. Under reference (e), a certifying officer has pecuniary liability for
payments resulting from improper certifications. Under reference (f), a DAO has pecuniary
liability for an illegal, improper, or incorrect payment resulting from information, data, or
services they negligently provide to a certifying officer and upon which the certifying officer
relies when certifying a payment voucher.

d. Appointment. Per reference (d), volume 5, chapter 1, paragraph 010303, the DD Form
577 Appointment/Termination Record — Authorized Signature, must be used to designate all
electronic timecard certifying officers and DAOs. The commander or commanding officer, or
their designee, must designate these positions in writing, via the DD Form 577 or Delegation of
Authority (DOA).

(1) On the DD Form 577, supervisors, acting supervisors, or other designated
representatives authorized to act as an alternate certifier must be appointed as “certifying
officers.” The DD Form 577 must include a written designation that apprises the certifying
officer of pecuniary liability for all illegal, improper, or incorrect payments that result from
negligent performance of duties.

(2) On the DD Form 577, approvers of advanced annual leave, advanced sick leave,
LWOP, and leave taken under FMLA; and approvers of overtime and compensatory time must
be appointed as “departmental accountable officials.” The DD Form 577 must include a written
designation that apprises the DAO of pecuniary liability for all illegal, improper, or incorrect
payments that result from negligent performance of duties.

(3) On the DOA time and attendance administrators and payroll CSRs must be appointed
to include narrative identifying the specific roles and responsibilities associated with the
appointed position.
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(4) In addition to the position designation, the DD Form 577 must also include a
description of the individual’s time and attendance responsibilities.

(5) The commander or commanding officer must note the separation of duties between
the certifying officer (supervisor or their alternate who attests to or approves the time) and the
time and attendance administrators (who relies upon the information attested to by the certifier)
when preparing file transfer for DCPS. Therefore, the DD Form 577 must specifically detail the
duties and accountability for each person in the chain of events that lead to final transmission and
disbursement of funds.

e. Procedures. Per reference (c), volume 8, chapter 2, paragraph 020202, all time and
attendance reports and other supporting documents must be reviewed and approved by a
designated approving official. This official, the certifying officer or DAO as identified in
subparagraphs 4a and 4b of this chapter, must be aware of his or her responsibilities for ensuring
accuracy of the reports and must have knowledge of the time worked and absence of employees
for whom approval is given. Certification of time and attendance documents must be based on:

(1) Knowledge from personal observation, work output, or designated representative,

(2) Checking data against other independent sources (such as validating starting and
ending times of work using sign-in and sign-out sheets or time clock entries),

(3) Reliance on other internal controls, or
(4) A combination of controls.
f. Reporting. Per reference (c), volume 8, chapter 2, paragraph 020601, civilian employee
time and attendance data must be transmitted to DCPS by using positive (100 percent) reporting.

Exception reporting is not authorized for BSO-18.

5. Time and Attendance Roles and Responsibilities

a. The Commander or Commanding Officer must:

(1) Enforce a decentralized timekeeping system processing structure throughout the
command. A command may only operate a centralized timekeeping system processing structure
with a properly approved waiver, from BUMED-NS, as outlined in subparagraph 2c of this
chapter.

(2) Approve overtime and compensatory time requests, or delegate approval authority in
writing to at least one organizational level above the level ordering the use of overtime or
compensatory time, per reference (a) of appendix A. The civilian employee’s immediate
supervisor is responsible for ordering the use of overtime or compensatory time. Requests for
overtime and compensatory time must be submitted and approved by the appropriate individuals
as outlined in chapter 10.
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(3) Approve advanced annual leave, advanced sick leave, LWOP, and leave taken under
FMLA. The commander or commanding officer may delegate this approval authority to at least
two organizational levels above the employee. Refer to chapters 4 through 6 for additional
guidance on these topics.

b. The commander or commanding officer must ensure supervisors follow a verification
process to provide reasonable assurance to meet the control objective that civilian employees’
time and attendance is complete and accurate. Such verification processes may include use of
the NAVMED 12600/1 Daily Time and Attendance Sheet, paper timesheets, electronic time
clock, direct supervisor observation, etc. To satisfy this control objective, it is recommended as
a best practice that employees record their sign-in and sign-out times on their timecard in the
timekeeping system on a daily basis.

c. Human Resource Officers must:
(1) Ensure personnel data supporting payment is updated accurately and timely.

(2) Coordinate all issues that relate to personnel management and civilian employee
entitlements as outlined in references (a) through (aa) of appendix A or other governing
manpower directives identified by the human resource office (HRO).

d. The Director for Resource Management/Comptroller must:

(1) Implement timekeeping and pay procedures in compliance with references (a)
through (aa) of appendix A.

(2) Preserve all payroll records in a centralized location, as required, and prevent their
loss or destruction. Records must be maintained per references (¢) and (d) of appendix A to
support financial statement audits.

(3) Ensure all payroll records are handled per reference (g) of appendix A, the Privacy
Act.

(4) Ensure an internal process is in place to check funds availability for all overtime and
compensatory time. Per reference (a) of appendix A, overtime budget estimates are required and
must be developed on a realistic basis to assure the amounts approved as part of the budget will
be considered a firm target and excessive overtime costs are not incurred.

(5) Monitor and manage compensatory time balances to ensure compensatory time is

used within 26 pay periods or prior to an employee’s transfer to another command and to prevent
paying the time out as overtime.
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(6) Ensure a biweekly (on pay period ending cycle) reconciliation occurs between a
certified listing of employees (provided by the Human Resource Management department) and
the actual pay records. The Director for Resource Management/Comptroller will ensure
appropriate investigation and resolution of all exceptions (e.g., timecards submitted for
transferred or deceased employees). The reconciliation and any subsequent corrective actions
will be maintained on file for evidence of performance.

(7) Ensure a biweekly (on pay period ending cycle) reconciliation occurs between
amounts DCPS paid in labor and the official accounting system general ledgers (in this case,
DON Enterprise Resource Planning and General Fund Enterprise Business System) and the
disbursement records reported to Treasury (Defense Cash Accountability System).

e. Resource managers and fund holders, per reference (d), volume 5, chapter 5, paragraph
050303, in addition to other responsibilities, are responsible for designating the proper
accounting classification on an obligation document before the obligation is incurred.
Additionally, they are responsible for maintaining a system of positive funds control.

f. Depending on the size of the command and the workload, the command must designate a
time and attendance administrator, a payroll CSR, or payroll technicians, as appropriate. These
individuals are responsible for implementing and overseeing the payroll and time and attendance
program. In designating one or all of these positions, the command must ensure the
responsibilities outlined in subparagraphs 5f(1)(a) through 5f(1)(g), 5f(2)(a) through 5f(2)(i), and
51(3)(a) through 5f(3)(f) of this chapter are covered.

(1) Time and Attendance Administrator. The time and attendance administrator will
have full visibility of their area of responsibility. They must:

(a) Provide the first line of defense for questions or problems.

(b) Prepare and ensure 100 percent of files for transfer to DCPS.

(c) Maintain user accounts.

(d) Provide training.

(e) Maintain system tables.

(f) Resolve exception reports.

(g) Coordinate with the timekeeping system helpdesk when system issues arise.
(2) The Payroll CSR must:

(a) Maintain employee data (e.g., shop, cost center, and supervisor assignment).
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(b) Coordinate with the time and attendance administrator to grant user access.
(c) Maintain work schedule codes.

(d) Maintain timekeeping system validation tables.

(e) Monitor input of time and attendance.

(f) Record work schedule, shift, and LOA.

(g) Maintain primary and alternate supervisors and certifiers.

(h) Serve as the DCPS CSR, validate new DCPS user accounts, maintain payroll
tables, resolve DCPS exception reports, and provide selected payroll reports to the Comptroller,
as requested.

(1) Generate and review the appropriate timekeeping system and DCPS reports and
resolve any discrepancies to ensure payroll files are complete and accurate. The DCPS reports
may include, but are not limited to: Conversion of hours report, invalid transaction report, and
missing time report.

(3) Payroll Technicians must:

(a) Maintain a file of DD Forms 577 for all timecard certifying officers and DAOs as
identified in subparagraphs 4a through 4b of this chapter. None of these individuals will be
granted civilian payroll privileges without a DD Form 577 on file. If a user is found to have
certification access in the timekeeping system without a DD Form 577 on file, the user’s account
must be immediately locked until a valid DD Form 577 is obtained. A supervisor will conduct
an audit of all transactions to be reviewed and approved by the Comptroller prior to DD Form
577 issuance and reinstatement of duties.

(b) Verify that the appropriate leave, overtime, and compensatory time code(s) have
been used and the requests are approved in the timekeeping system.

(c) Inform timecard certifiers of any discrepancies on timecards, and reject timecards
for corrective action.

(d) Keep timecard certifiers abreast of any changes in timekeeping procedures.

(e) Provide clarifications regarding timekeeping and pay procedures, when unusual
situations arise.

(f) Verify that the employee has taken the mandatory training for the timekeeping
system.



BUMEDINST 12000.1H
28 Mar 2023

g. Supervisors hold ultimate responsibility for ensuring their civilian employees’ time and
attendance is accurately recorded and reported. Per reference (c), volume 8, chapter 2, paragraph
020202, when approving time and attendance reports, supervisors, other equivalent officials, or
higher level managers are representing that, to the best of their knowledge, the actual work
schedules recorded are true, correct, and accurate. Review and approval must be made by the
official, normally the immediate supervisor, most knowledgeable of the time worked and
absence of the civilian employees involved. Immediate supervisors of civilian personnel,
equivalent officials, or higher-level managers must:

(1) Become familiar with all the pay and entitlements described in this directive.

(2) Ensure an alternate certifier is in place and properly trained for instances, such as
leave, where the supervisor is unable to certify their employees’ timecards.

(3) Ensure each civilian employee is trained on the proper use of the timekeeping system
and understands their responsibilities as outlined in this directive.

(4) Review and approve each civilian employee’s work schedule, as submitted on the
NAVMED 12600/2 Work Schedule form. Any changes to the employee’s work schedule must
be submitted on the NAVMED 12600/2. Supervisors or the payroll CSR are responsible for
inputting all initial work schedules and changes into the timekeeping system and for maintaining
a file of the NAVMED 12600/2 forms. See chapter 2 for further guidance on work schedules.

(5) Ensure each civilian employee's time and attendance, including the use of leave,
overtime, and compensatory time, is accurately recorded and reported in the timekeeping system.
Ensure the leave or compensatory time hours taken on the employee’s timecard are supported by
and do not exceed the number of hours authorized by the approved leave or compensatory time
request. The employee’s supervisor is responsible for following a process to validate, with
reasonable assurance, that their employees’ time and attendance is complete and accurate. The
process may include use of the NAVMED 12600/1 Daily Time and Attendance Sheet, paper
timesheets, electronic time clock, direct observation, e-mail verification, etc.

(a) Refer to the employee for correction of their current pay period timecard, if any
time and attendance recorded is incorrect. Review and certify the corrected time and attendance,

as appropriate.

(b) For any prior pay corrections, ensure the employee corrects their timecard and re-
verifies the information provided. Review and certify the prior pay corrections, as appropriate.

(6) Ensure all civilian employees’ time and attendance is submitted by the due date and
time.

(7) Ensure all civilian employees verify their time and attendance for both weeks of the
pay period.
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(8) Ensure civilian employees work all scheduled hours and all overtime hours. Ensure
civilian employees leave the work center at the end of their regular work schedule.

(9) Review, and approve as appropriate, all requests for leave submitted by civilian
employees prior to the start of the leave period. Leave requests are submitted and certified
electronically in the timekeeping system. Refer to chapters 4 through 6, 8, 9, and 11 for
guidance regarding the specific types of leave.

(10) Submit all requests for their employees’ overtime and compensatory time to the
properly delegated authority, as outlined in subparagraph 5a(1) of this chapter and in chapter 10.
Requests will normally be submitted prior to the employee working the overtime or
compensatory time or as soon as practicable thereafter. As provided in chapter 10 of this
directive, requests will be submitted and approved via the electronic overtime request module in
the timekeeping system.

(11) Monitor and manage compensatory time balances to ensure compensatory time is
used within 26 pay periods or prior to an employee’s transfer to another command and to prevent
paying the time out as overtime.

(12) Maintain supporting documentation for their employees’ requests related to sick
leave, leave taken under FMLA, LWOP, compensatory time off for travel, compensatory time
for religious observances, and court leave. Specific supporting documentation requirements are
outlined in: Chapter 5 for sick leave and leave taken under FMLA, chapter 6 for LWOP, chapter
10 for compensatory time off for travel and compensatory time for religious observances, and
chapter 11 for court leave.

(13) Review appropriate timekeeping system reports and resolve any discrepancies.
h. Civilian Employees must:

(1) Check-in with the payroll office during the on-boarding process to ensure they
receive and fill out the proper paperwork and are granted appropriate access in the timekeeping
system. Upon departing the command, civilian employees must check-out with the payroll
office to ensure their final paycheck is accurate and their timekeeping system access is removed
timely and properly.

(2) Submit a work schedule request to their immediate supervisor on the NAVMED
12600/2 within 2 working days of reporting onboard. The NAVMED 12600/2 must be used for
all subsequent work schedule changes. See chapter 2 for further guidance on work schedules.

(3) Maintain his or her own electronic timecard in the timekeeping system. Specifically,
they must:
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(a) Ensure their electronic timecard reflects their exact time of arrival and departure
for each day of work; otherwise, the appropriate leave is recorded. The employee’s arrival and
departure times must follow the verification process used by the employee’s supervisor. To
satisfy the control objective that the employee’s time and attendance is complete and accurate, it
is recommended as a best practice that employees record their sign-in and sign-out times on their
timecard in the timekeeping system on a daily basis.

(b) Account for any overtime or compensatory time worked, as ordered by their
immediate supervisor and approved by the properly delegated authority, as outlined in
subparagraph 5a(2) of this chapter and chapter 10.

(c) Verify the accuracy of information entered and save their timecard.

(d) Correct any current pay period time and attendance errors at the request of their
supervisor. The employee must notify their supervisor of the corrections to ensure their
supervisor reviews the corrections and certifies the timecard, as appropriate.

(e) Enter any prior pay corrections and re-verify their timecard. The employee must
notify their supervisor of the prior pay corrections to ensure their supervisor reviews the
corrections and re-certifies the timecard, as appropriate.

(f) Notify their supervisor when their timecard is available for certification.

(4) Submit leave requests to the appropriate approving authority via the timekeeping
system, according to the procedures outlined in chapters 4 through 6, 8, 9, and 11.

6. Derogatory Information Reporting. Any individual covered under the scope of this
instruction that becomes aware of credible and factual derogatory information, related to the
requirements outlined herein, must forward that information to their local security management
office for submission to the Defense Counterintelligence and Security Agency’s Central
Adjudication Services as soon as it is discovered, per references (bb) and (cc). Derogatory
information, in the context of this instruction, includes but is not limited to, conduct involving
questionable judgment, lack of candor, dishonesty, or unwillingness to comply with rules and
regulations that raise questions about an individual's reliability, trustworthiness, and ability to
protect classified or sensitive information. This includes patterns of dishonesty or rule violations
and evidence of significant misuse of Government or other employer's time or resources.
Specific examples include, but are not limited to the following: (1) an employee inputting
regular graded (RG) time on their timesheet for hours that were not worked, (2) an employee
requesting overtime, credit hours, or compensatory time for hours that were not worked, (3) a
supervisor certifying an employee’s timesheet when the supervisor knows the hours reported are
false, (4) any pattern of non-compliance with the requirements described within this instruction.
Reports made to the security manager should be based on credible information that shows
purposeful intent or a pattern of intent to commit a non-compliant action and should not be made
solely due to a legitimate mistake by the individual covered under the scope of this instruction.
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CHAPTER 2

WORK SCHEDULES

1. Basic Work Requirement. Per reference (c¢), volume 8, chapter 2, paragraph 020305, the
basic work requirement is defined as the number of hours, excluding overtime hours, an
employee is required to work or to account for by charging leave. The Office of Personnel
Management (OPM) Handbook on alternative work schedules is available at:
http://www.opm.gov/oca/aws/INDEX.asp and provides guidance on work schedules. The
information contained herein is a summary of the work schedules authorized within BSO-18.
The commander or commanding officer at each BSO-18 activity has the authority to determine
acceptable work schedules within their command, provided that it aligns to one of the
permissible schedules per OPM guidance (see subparagraphs 3a through 3g of this chapter).

2. Work Schedule Form. All employees are required to work the same schedule as approved by
their supervisor. Newly reporting employees must submit a work schedule request, NAVMED
12600/2 Work Schedule form, within 2 working days of reporting onboard. Any changes to the
employee’s work schedule must also be approved via the NAVMED 12600/2. The supervisor or
payroll CSR is responsible for inputting the employee’s initial work schedule and subsequent
changes in the timekeeping system. The employee’s work schedule must be input or updated in
the timekeeping system prior to the employee entering time and attendance in the timekeeping
system. The supervisor or payroll CSR is also responsible for maintaining a file of the
NAVMED 12600/2 forms. Work schedules must be verified and updated at least annually by the
payroll CSR.

3. Permissible Schedules. Employees may request to work an alternative work schedule, per
OPM and DoD Guidance. This request must be approved on the NAVMED 12600/2 by the
employee’s supervisor and prove to be advantageous to the mission of BUMED. Subparagraphs
3a through 3g are the types of work schedules and alternate work schedules (AWS) approved for
use within BSO-18 at the commander or commanding officer’s discretion:

a. Regular Work Schedule (AWS 0). Monday through Friday with set hours of 8 hours a
day within the core hours set by the command. A basic workweek consists of 40 hours, for an
80-hour pay period. Employees will be charged leave according to their regular work schedule.

b. Flexitour (AWS 1) is a fixed work schedule. The full-time employee adheres to the same
start and stop times each day (8 hours per day and 40 hours per week). For a part-time
employee, the basic work requirement is the number of hours the employee is scheduled to work
in the administrative workweek and the number of hours the employee is scheduled to work in
the biweekly pay period.

c. Gliding (AWS 2) is a flexible work schedule where start times may vary daily, without
notification, within the established flexible hours (8 hours per day and 40 hours per week). For a
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part-time employee, the basic work requirement is the number of hours the employee is
scheduled to work in the administrative workweek and the number of hours the employee is
scheduled to work in the biweekly pay period.

d. Variable Day (AWS 3) is a flexible work schedule whereby a full-time employee may
vary arrival and departure times, and length of day, with prior approval. A full-time employee
has a basic workweek requirement of 40 hours each week. For a part-time employee, the basic
work requirement is the number of hours the employee is scheduled to work in the administrative
workweek and the number of hours the employee is scheduled to work in the biweekly pay
period.

e. Variable Week (AWS 4) is a flexible work schedule whereby a full-time employee may
vary arrival and departure times, the length of the day, and number of hours worked each week.
A full-time employee has a 10-day, 80-hour biweekly schedule requirement. For a part-time
employee, the basic work requirement is the number of hours the employee is scheduled to work
in the biweekly pay period.

f. Maxiflex (AWS 5) is a flexible work schedule that contains core hours on fewer than 10
workdays, whereby a full-time employee may vary arrival and departure times, the length of the
day, and has a basic work requirement of 80 hours for the biweekly pay period.

g. Compressed Work Schedule (AWS 6) is a fixed work schedule, which enables full-time
employees to complete the basic work requirement of 80 hours, in fewer than 10 full workdays
in each biweekly pay period, by increasing the number of hours in the workday. There are no
flexible times in a compressed schedule. Employee times of arrival and departure from work are
set, as are the days on which the employee is to complete the basic work requirement.
Employees working a compressed work schedule will be charged leave per their basic work
schedule. The two most common compressed schedules are:

(1) Employees permitted to work 4-10 hour days with one regular day off (RDO) each week.

(2) Employees permitted to work 8-9 hour days and 1-8 hour day with one RDO each pay
period.

4. AWS

a. The AWS program must not result in the establishment of additional supervisory
positions, or require any supervisor to extend their workday beyond the scheduled hours of work.
In situations where the presence of a supervisor is required, management will coordinate
schedules of supervisory and nonsupervisory personnel to ensure office coverage.
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b. Participation in AWS 2 through AWS 6 is on a voluntary basis; no individual must be
required to participate. However, all requests to participate will be consistent with the mission
requirements and workload demands. In some cases, a supervisor may find it necessary to
require certain individuals or organizational components to remain on the same work schedule or
to adjust employees’ work hours (arrival and departure times) to accommodate the needs of the
organization. Further, a supervisor may temporarily suspend or change the day off, or
permanently terminate participation in AWS 2 through AWS 6 within their organizational
components for operational reasons.

c. A supervisor who denies or terminates participation in AWS 2 through AWS 6 must
notify the employee in writing at least one full pay period in advance and submit a change in
work schedule using the NAVMED 12600/2.

5. Work Hours

a. Per the OPM Handbook on AWS, regular daytime working hours are defined as 0600 to
1800. When setting a compressed work schedule (AWS 6), the employee’s regularly scheduled
tour of duty must be set between 0600 and 1800. Otherwise, if the employee works outside
regular daytime working hours (i.e., 1800 to 0600), the employee is entitled to night differential

pay.

b. Each command may establish core working hours for their command. If the command
decides to establish core working hours, the command must determine what the core hours are
and to what weekdays the core hours apply. If an employee works on a day on which the
command has established core hours, the employee must work the entirety of those core hours,
or be on approved leave.

6. Lunch Period. During each shift, employees must be allowed a specific period of time off to
eat lunch. Per reference (i) of appendix A, a break in working hours of more than 1 hour may
not be scheduled in a basic workday. Per reference (j) of appendix A, this limitation applies to
the lunch period. The lunch period cannot be scheduled at the beginning or end of the shift. The
lunch period is non-compensable time, for which neither basic or overtime compensation is
payable. The length of the shift or workday will be extended by the length of the lunch period.
An employee cannot forego their lunch period in order to shorten the length of the shift or
workday. Employees on regular work schedules must work 8 hours per day, excluding the lunch
period; employees on alternative work schedules must work 80 hours every 2 weeks, excluding
lunch periods. Supervisors and employees must understand that a scheduled lunch period is free
from all duty obligations, except in emergency situations.
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CHAPTER 3

PAYROLL RECORDS

1. Time and Attendance Records. Official time and attendance must be recorded in the
timekeeping system for all employees. Following a decentralized timekeeping system structure,
each civilian employee is responsible for entering their own time and attendance into the
timekeeping system and verifying their timecard. Each immediate supervisor or their designated
alternate is responsible for verifying and certifying each timecard for their civilian personnel.
Supervisors are also responsible for verifying their civilian employees’ time and attendance is
complete and accurate. As determined by the commander or commanding officer, verification
processes may include use of the NAVMED 12600/1 Daily Time and Attendance Sheet, paper
timesheets, electronic time clock, e-mail verifications, etc.

2. Electronic Timecard Entries

a. Employee Electronic Timecards

(1) Civilian employees will complete their timecards in the timekeeping system. Civilian
employees must be familiar with the type labor codes, provided in appendix C, to enter in the
timekeeping system.

(2) Civilian employees must verify and ensure accuracy of their timecards.

(3) Civilian employees must submit all requests for leave electronically via the
timekeeping system. The official leave records for all civilian employees are maintained in the
timekeeping system. See chapters 4 through 6, 8, 9, and 11 for additional guidance on leave.

(4) As provided in chapter 10, overtime and compensatory time must be submitted in the
timekeeping system. See chapter 10 for specific guidance on overtime and compensatory time.

b. Changes after Timecard Submission. If a civilian employee needs to change a previously
submitted entry (i.e., leave was taken after timecard was submitted, and therefore was not
recorded), the civilian employee must notify the supervisor of the need to revise a previously
certified timecard. After notifying the supervisor the civilian employee must record the
appropriate prior pay period correction in the timekeeping system, verify the prior pay
correction, and notify their supervisor of the corrected timecard. The supervisor will then certify
the correction in the timekeeping system, as appropriate.

3. Certification of Electronic Timecards. Certification of time and attendance records is
required. Under most circumstances, this will be accomplished by the civilian employee’s
immediate supervisor. When this is not feasible due to the supervisor’s absence, someone
functioning in a supervisory capacity that is aware of the civilian employee’s attendance and is
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properly designated as an alternate certifier (as discussed in chapter 1) must complete the
certification. As discussed in chapter 1, all individuals who certify timecards must have their
DD Form 577, on file.

a. Certification must be accomplished prior to submission of the timecard.

b. In no instance will an employee certify his or her own timecard.

c. The payroll CSR or payroll technician will ensure a file of DD Forms 577 for each person
authorized to certify time and attendance records for employees is maintained.

4. Submission of Flectronic Timecards. Immediate supervisors will ensure the timely
certification of timecards via the timekeeping system.

5. Pay, Absence, and Leave. The human resources officer, as well as references (a) through
(aa) of appendix A, may be consulted for detailed guidance on pay, absence, and leave for
civilian employees.

6. Type Labor Codes (TLC). Appendix C lists the commonly used TLCs for use by civilian
employees. This is not a complete list. Questions regarding availability and use of TLCs may be
addressed to the time and attendance administrator or payroll CSR.
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CHAPTER 4

EMPLOYEE ANNUAL LEAVE

1. Annual Leave Accumulation

a. Full-time Employees. The rate at which annual leave is earned depends upon the
employee's length of service. An employee whose appointment is for 90 days or longer earns
annual leave beginning with the first full biweekly pay period in a duty status. If an appointment
is for less than 90 days, the employee is not entitled to annual leave until after being employed
for a continuous 90 days under successive appointments, i.e., without a break in service. Per
reference (k) of appendix A, available at: http://www.opm.gov/oca/leave/html/annual.asp,
subparagraphs la(1) through 1a(3) accumulation rates apply:

(1) Four hours for each full biweekly pay period for an employee with less than 3 years
of service.

(2) Six hours for each full biweekly pay period for an employee with 3, but less than 15
years of service, except the accrual for the last full biweekly pay period in the year is 10 hours.

(3) Eight hours for each full biweekly pay period for an employee with 15 or more years
of service.

b. Part-time Employees. Part-time employees, for whom a regularly scheduled tour of duty
on one or more workdays during each administrative workweek has been established, earn
annual leave on a pro rata basis. As described for full-time employees, 90 days continuous
employment is a requirement to earn annual leave. Per reference (k) of appendix A,
subparagraphs 1b(1) through 1b(3) accumulation rates apply:

(1) One hour for each 20 hours in a pay status for an employee with less than 3 years of
service.

(2) One hour for each 13 hours in a pay status for an employee with 3, but less than 15 years
of service.

(3) One hour for each 10 hours in a pay status for an employee with 15 or more years of
service.

c. Temporary Employees. Temporary employees with an appointment of less than 90 days
is entitled to accrue annual leave only after being currently employed for a continuous period of
90 days under successive appointments without break in service.
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d. Maximum Accumulation and Restoration

(1) References (1) through (n) of appendix A provide guidance related to the maximum
accumulation of annual leave. The maximum amount of annual leave that can be carried forward
from one leave year to the next varies depending on whether the civilian employee is stationed
within the U.S., stationed outside the U.S., or is a member of the senior executive service (SES).
Civilian employees should consult the human resource department (HRD), OPM guidance, or
DoD guidance for additional information regarding maximum annual leave accumulation limits.

(2) Reference (k) of appendix A provides statutory authority for the restoration of annual
leave in certain circumstances. To understand these circumstances and the requirements that
must be met for annual leave to be restored, civilian employees or their immediate supervisor
should consult the HRD, OPM guidance, or DoD guidance. If a civilian employee has restored
annual leave, the employee should consult the time and attendance administrator, payroll CSR,
or payroll technician to understand how the restored annual leave is accounted for in the
timekeeping system.

2. Scheduling Annual Leave. Management is responsible for the planning and effective
scheduling of annual leave throughout the year. Positive action should be taken by supervisors
to ensure annual leave is scheduled for use during the year so as to avoid situations where
employees approach the end of the leave year with a significant amount of annual leave that must
be used or forfeited. While employees have an obligation to request annual leave in a timely
manner, f