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AREA CONTROLLERS

SUBJECT: Supervisory Timekeeping Rasponsibilities

As we riaar the rigration to the new TACS Help Desk, 1t is appropriate to regmphasize the Importance
that our employees’ clock fings be accurately recorded. This will allow fhe Postal Sarvice to better
measure ang control labor costs and meet our obligation to ensure our employees are paid
appropriately.

Supervisors have the following responsibilities for timekeeping:
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Run various TACS reports (Glock Ring Error Report, Missing Tirme Report, Missing 091 OT
Transaction Report, Holrs Type Inquiry Report, Daily Hours Report, Missing Certificates
Feport, Certificate Sign Off Repart, sic.) as neaded to ensure all employse time ls accurately
finalized prior to the weekly cutoff.

tdentify and coredt Slock ting errors dafly.

Ensure employees clock in and out according to their assigned schedules,

Control sccess o imeeards-and badges for-employees.

Monitor badge usage,

Admiinister the leave program in accordance with policy and bargaining unit agreements.
Approveldisapprove requests for leave. ‘

Reoord leave in aRM,

Ensire employees are paid out of schedule premiums as applicable.

Monitor payment of guarantee time.

Ensure Sunday and Heliday premiuris are paid correctly.

Ensure employess are paid for Holiday werk and Holiday leave as applicable,

Control unscheduled absences, ,

fMaintalin appropriate supporting documentstion for time entrias.

in srdet fo enable supervisors to achleve these responsibilities, they should he afforded the opportunity
to complete the following training courses;
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TACS Supervisor Training LIS Gourse # 31267-01 (Mandatory)
Time fs Money LMS Course # 21564-00 (Optional)

Fundamentals of Timekeeping LM8 Course # 31505-08 (Optional)
TACS AdjustPay LMS Course # 31202-25 (Optional)
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Guidance, tralning, and references to assist with timekeeping palicies can be found in the following
JOUrCes;

Handbook, F-21, Time and Attendance

Handbook, F-401, Supsrvisor's Guide-to Scheduling and Premium Pay
TAGS Help DeskWeb page - htp/iblue usps.govigeeounting/tacs! elpdask/
TACS Coordinator Weh Page - pitg: s wyang. qov/itacsitats. coordimzater
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Bansfits for proper timekeeping will result in: accurately reported work hours, incraased employee
satisfaction, and raduced costly pay adjustments,

Please ensure that all employees within your-area of responsibility adhere to these polictes,
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