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MEMORANDUM FOR GSA TIMEKEEPERS AND FACILITY COORDINATORS

FROM: 

Vickie L. Jones
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Director, National Payroll Center

SUBJECT:

New ETAMS Codes related to Federal Disaster Relief

Two new codes have been established in the GSA Electronic Time and Attendance Management System (ETAMS) to assist in tracking the amount of time and associated costs of activities related to Hurricane Katrina disaster relief, as well as any future disasters.  
The new codes are designated for associates specifically working on relief activities.  These associates fall into three basic categories:  1) Volunteers working with FEMA for which GSA will only receive reimbursement for Travel and Premium Pay; 2) Other GSA associates who are working on disaster relief activities in conjunction with their current job duties, for which GSA will not be reimbursed by FEMA; and 3) Associates whose full salary and Premium Pay will be reimbursed by FEMA.  These associates are usually known in GSA as “Responders”.
These codes are to be used as secondary codes along with primary codes being recorded on the ETAMS timecard.  This is similar to how Family Friendly Leave is coded with Sick Leave (Code 27 is used with Code 50).   For example, an associate may have worked regular hours on relief activities and the timecard would be coded Regular Hours Worked with a secondary code of either 31 or 32.  Other types of primary ETAMS codes to be used with Codes 31 or 32 could be premium pay categories (i.e. Overtime, Compensatory Time, Night Differential, etc).   See the attached matrix for a comprehensive list of primary codes available for use with Codes 31 and 32.  Code 32 should not be used with the military deployment Codes 51, 52, and 53.
Please note: Some associates who are FEMA Volunteers may at some point during the disaster relief, change and become “Responders”, which are fully reimbursable by FEMA.  At the time of the change, these associates should be coded with ETAMS Code 32, instead of Code 31.

These codes are effective for Pay Period Ending (PPE) September 3, 2005.  For any time spent by GSA associates during the PPE September 3, 2005, on Federal Disaster Relief activities, amended timecards should be completed.

Code 31 - Federal Disaster Relief 

This code is to be used to record all time spent in direct support of Federal Disaster Relief for two categories of associates.  1) Volunteers working with FEMA for which GSA will only receive reimbursement for Travel and Premium Pay, and 2) Other GSA associates who are working on disaster relief activities in conjunction with their current job duties, for which GSA will not be reimbursed by FEMA.  This code is to be used in conjunction with other primary codes such as:  Regular Time (01), Overtime (10, 14), and Military Leave (51). See the list of codes on the attached matrix.  

Code 32 - Federal Disaster Relief - FEMA

This code is to be used to record all time spent in direct support of Federal Disaster Relief for associates whose full salary and Premium Pay will be reimbursed by FEMA.  These associates are usually known as “Responders”.  This code is to be used in conjunction with other primary codes such as:  Regular Time (01), Overtime (10, 14). This code should be used with codes on the attached matrix, with the exception of Codes 51, 52, 53.  It should not be used with military deployment codes.
For questions regarding eligibility of which code to use, Timekeepers should review the definitions and coordinate with the associate’s Certifying Official.

For questions on how to record these codes in ETAMS, please contact either the FEDdesk Helpdesk on 816-823-3035 or at feddesk.helpdesk@gsa.gov.  

Questions may also be directed to the GSA National Payroll Center Customer Service Representatives for assistance at KC-Payroll.Finance@gsa.gov, or on either 

816-823-3900 or on 1-800-676-3690 x33900.
General Services Administration

National Payroll Center

Matrix of Primary Codes available for Use with new Disaster Relief Codes

Code 31 – Federal Disaster Relief

Code 32 – Federal Disaster Relief - FEMA

	
	T/A Code
	Description
	T/A Code 31,32

	
	01
	Regular Hours
	X

	      
	02
	Labor Only – Holiday Hours
	X

	
	07
	FLSA Hours Worked
	X

	
	09
	Make Up Hours Before OT
	X

	
	10
	Regular Scheduled OT
	X

	
	11
	Holiday Worked
	X

	
	12
	Sunday Premium
	X

	
	13
	Comp. Time Earned
	X

	
	14
	Irregular Scheduled OT
	X

	
	15
	Call Back OT
	X

	
	17
	OT Rotating Shift
	X

	
	20
	Second Shift Night Diff
	X

	
	22
	EDP Act. Expose / OT 4%
	X

	
	23
	EDP Act. Expose / OT 6%
	X

	
	24
	EDP Act. Expose / OT 25%
	X

	
	25
	EDP Act. Expose / OT 50%
	X

	
	30
	Third Shift Night Diff
	X

	
	36
	Credit Hours Earned
	X

	
	40
	Annual Leave
	X

	
	44
	Restored Leave #1
	X

	
	45
	Restored Leave #2
	X

	
	50
	Sick Leave
	X

	
	51
	Regular. Military
	X Only with Code 31

	
	52
	Law Enforcement Military
	X Only with Code 31

	
	53
	DC Nat Guard Military
	X Only with Code 31

	
	62
	Actual Exposure - 4%
	X

	
	63
	Actual Exposure - 6%
	X

	
	64
	Actual Exposure - 25%
	X

	
	65
	Actual Exposure - 50%
	X

	
	66
	Hours In Pay Status - 4%
	X

	
	67
	Hours In Pay Status - 8%
	X

	
	68
	Hours In Pay Status - 25%
	X

	
	80
	Volunteer Leave
	X Only with Code 31

	
	84
	Other Paid Absences
	X
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