PAY ISSUES:

· Tour of Duty Memorandum establishes work schedule

1. Authorizes Scheduled Overtime

2. Authorizes Premium Pay

· Premium pay established in work schedule is included in pay cap:  

1. Sunday Premium

2. Night Differential

· Bi-weekly pay cap lifted to the aggregate limitation at Level I--$6589.60

· Work Schedule Time Record--ENG 4704—timecard

1. Must match memorandum

2. Employee signs in and out daily

3. Leave posted

4.   Lunch period—Unpaid one half hour must be posted

5. Must be signed by employee and supervisor

· Overtime outside of established work schedule must be authorized and approved on DA Form 5172-R

1. Comp time cannot be substituted for regularly scheduled overtime

2. Comp time can be substituted for irregular or occasional overtime (unscheduled)

·  Any request for leave or absence must be approved on OPM Form 71

· Post Differential—begins after 42nd day OCONUS

· Danger Pay—currently 25% in Iraq and Afghanistan, and 15% in Kuwait

· Hazard pay not applicable unless supported by Safety Officer designations

TRAVEL AS HOURS OF WORK:

· From home station to CRC and from CRC to OCONUS and return:

1. Exempt & Non exempt WG and non exempt GS employees authorized pay only during corresponding tour of duty hours
2. Exempt GS employees  not authorized pay in travel status outside the normal tour of duty

