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SUBJECT: Supervisor Timecard Administration

The Time and Attendance Collection System (TACS) is the primary application for the
collection of Postal Service employee time and attendance data. Supervisors are
generally categorized as special exempt employees according 1o the Fair Labor
Standards Act. Special exempl employees do not receive overtime but are eligible for
extra straight time pay lor extra hours worked.

Itis critical that leadership ensures the accuracy of their supervisors' recorded workhours.
In addition, all supervisors must adhere to their work schedules and record all hours, to
include any extra hours worked.

Please ensure that documentation for timecard adjustments and supervisors working
extra ime is complete and recorded in TACS appropriately.

Our people are our greatest asset and together we will provide an engaging workplace
that supports appropriate pay for actual hours worked.

Thank you for your continued support.
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