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                                              The HR Division has been very busy for the  
                                         past quarter preparing for and implementing  
                                   new HR polices, processes, and systems.  We see this  
                              quarter as the beginning of many new opportunities for  
                          improvement and growth.   Some of these activities you may   
                    already be aware of, but I would like to highlight a few. 

2.  Welcome to our new customer – Foreign Agriculture Services (FAS). 
HRD has entered into an interagency agreement with FAS for the full range of HR 
services.  The transition has been occurring over the past six months and the final 
HR program located in HR Operations was effective on May 5, 2014.  We look 
forward to a great partnership with FAS. 
 
3.  Federal Employee Viewpoint Survey (FEVS).  Agencies across USDA have been 
working on FEVS Action Plans to ensure that from the highest levels of USDA 
employees know that we want their input to make USDA one of the “best places 
to work in the Federal Government.”  Beginning May 5, 2014, surveys were sent 
from OPM to USDA employees and will continue for 5 weeks through mid-June.   
It is really important that you take the time to complete the survey as this is the 
mechanism used by Senior Agency Leadership to help improve employee 
satisfaction and provide management with valuable information on ways to 
improve the organization. 
 
4.  Employee Engagement Performance Element – Many of you are supervisors 
and managers and by now you should have had a conversation with your 
employees about the importance of employee engagement.  Additionally, your 
2014 performance plans should now include the engagement performance 
element.  If you have any questions or need assistance, please contact the APHIS 
performance management coordinator, Gwen Montgomery. 
 
5.  Public Service Recognition Week (PSRW) (May 4-10, 2014).  There were lots of 
activities in celebration of PSRW that week.  We received a wonderful message 
from our Administrator Kevin Shea and many managers took the time to welcome 
employees each morning at the APHIS facilities just to say thank you for your 
service.  This year’s theme was “Proud to serve” and I believe all of the activities 
and notifications throughout the organization underlined that we all are proud to 
serve as Federal employees. 
 

  To the HRD staff – THANK YOU FOR ALL THAT YOU DO! 
 

            1.  Welcome to our new HR Deputy Director, Amy Johnson.  Amy joined us   
      this quarter from the Department of Defense.  Amy has managed a large HR 
organization for the Assistant Secretary for the Air Force and brings to us 
outstanding HR leadership and technical expertise. 

Continue to page 2 “Director’s Corner”… 
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                                           6.  We are about to transition to another component of the ONE USDA 
                                      suite of HR systems called eRecruit.  This system is the replacement for  
                                 our current system (Monster Hiring Management System) which is used to recruit,         
                             announce, and select positions across our Mission Area.  We have been piloting the system  
                         with a limited number of vacancy announcements and believe we will be ready in early June  
                     to use eRecruit for all of our announcements.  You will be seeing an increased messaging  
                campaign around this new system.  We will send out emails, load information on our HRD  
          SharePoint site, and the APHIS Web page about how the system works.  To learn more, please 
reference the article on page 3 of the HR Broadcast.  The good news is there is low impact on the applicant 
and the hiring manager(s).  Most importantly, your servicing staffing specialist will be available to walk you 
through the new process if you have any questions. 
 
Well, those are just a few HR highlights that I wanted to share with you.  I hope you take time to read the 
rest of this HR Broadcast which provides a lot of good HR information.  As always , customer satisfaction is 
extremely important to us.  So, if we can improve on our HR service delivery, please let us know.  We 
continue to strive to be an outstanding HR Center of Excellence by providing our customers with quality HR 
services and products.    

HR BROADCAST 

 
Marsha Wiggins, HRD Director 

 

Continued from page 1 

Persons with disabilities who need program information in alternate 
formats (Braille, large print, audiotape, etc.) should contact 
USDA's TARGET Center at (202) 720-2600 (voice and TTY). 
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As part of the One USDA initiative, all USDA mission areas and agencies are transitioning from their current 
hiring management systems to a new enterprise-wide hiring management system called eRecruit.   
Please see the following Q&A and new eRecruit crosswalk document for additional information on eRecruit. 

eRecruit is Coming! 
By Stephanie Nelson (Stephanie.F.Nelson@aphis.usda.gov, 612-336-3408)  

and Eric Williams (Eric.C.Williams@aphis.usda.gov, 612-336-3370) 

The U.S. Department of Agriculture has embarked upon a Human Resources Enterprise 
Solution Project known as “One USDA.”  The vision of One USDA is to improve mission 
delivery through an integrated technology suite that provides seamless access to all  
HR systems and services.   

When will Marketing and Regulatory Programs 
transition to eRecruit? 
  
MRP will transition from the current Monster 
Hiring Management System to eRecruit on  
June 2, 2014.  This means that all vacancy 
announcements that open on or after  
June 2, 2014, will be advertised through the 
eRecruit system.  Any preexisting recruitment 
efforts related to vacancy announcements that 
opened prior to June 2, 2014, will be  
completed through the Monster Hiring 
Management System. 
  
How does eRecruit compare to our current 
Monster Hiring Management System? 

From a hiring manager standpoint, the eRecruit system is very similar to our current Monster Hiring 
Management System.  Like the Monster Hiring Management System, eRecruit allows hiring managers to 
preview vacancies, access certificates/referral lists, and review application materials. 
  
What changes do I need to know about regarding the new eRecruit system? 
  
The Human Resources Division developed an eRecruit crosswalk document that outlines the specific systems 
changes that will impact hiring managers.  The document also includes links to user guides that provide 
additional information on key topics.  The crosswalk is available online at: 
http://inside.aphis.usda.gov/mrpbs/hiring_manager/index.shtml. 
  
Who should I contact for additional information/assistance? 
  
Your Staffing service providers will also walk you through these changes during the recruitment process.   
As always, please feel free to contact your Staffing provider with any questions regarding the recruitment 
process. 

http://inside.aphis.usda.gov/mrpbs/hiring_manager/index.shtml
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm:path:/aphis_content_library/sa_our_focus/sa_business_services/sa_contact_us/sa_hrd/ct_hrd_main
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New HR Fact Sheet on Tips for Improving the Recruitment Process 
By Eric Williams (Eric.C.Williams@aphis.usda.gov, 612-336-3370) 

The Human Resources Staffing Team developed a new HR Fact Sheet on Tips for 
Improving the Recruitment Process.  The document is available on the MRP Hiring 
Manager web site at: http://inside.aphis.usda.gov/mrpbs/hiring_manager/index.shtml. 

                                        This fact sheet offers tips to help improve the recruitment process and ensure better  
                                        consistency with the 80-Day Hiring Model advocated by the U.S. Office of Personnel  
                                        Management (OPM) and USDA.  The specific recruitment tips include: 
 

• Ensuring a current, accurate position description, 
• Following a strategic recruitment approach, 
• Using appropriate applicant assessments, and 
• Ensuring proper open periods for vacancy announcements. 

  
In addition to these recruitment tips, the fact sheet also includes links to other related HR guidance, including: 
HR’s web page on position descriptions; the HR Fact Sheet on Recruitment and Hiring Options; USDA’s 
Category Rating policy; and the HRO directory.   
  
Your Staffing Specialist will walk you through these tips during the recruitment consultation process and will 
partner with you to select the recruitment avenue that best meets your specific needs and ultimately yield a 
high quality, diverse candidate pool.  As always, please feel free to contact your Staffing Specialist with any 
questions regarding the recruitment process. 

http://inside.aphis.usda.gov/mrpbs/hiring_manager/index.shtml
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Performance Plans in place by June 30th Deadline 
By Gwen Montgomery (Gwen.Montgomery@aphis.usda.gov, 301-851-2928) 

HOME 

Leave Usage Order 
By Nella Roberts (Nella.Roberts@aphis.usda.gov, 301-851-2910) 
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As we move towards the end of the FY 2014 performance year, 
managers/supervisors are reminded that employee performance plans should be 
established and in place by June 30, 2014, (90 days prior to the end of the 
performance cycle) in order for employee performance to be evaluated and rated 
at the end of the performance cycle September 30, 2014).  Steps should be taken 
to ensure all employees, including new hires, those who have been reassigned or 
promoted, and employees who are on temporary promotions or details of more 
than 90 days are covered by appropriate performance plans.    

The MRP Directive and Human Resources Desk Guide Subchapter 4630, Absence and Leave,  
Section B – Annual Leave, is being updated to reflect MRP policy on the order of leave usage as a result of the 
Office of Personnel Management’s updated guidance on leave restoration.  Starting in leave year 2014, 
employees must use leave in the following order:  
 
1. Use or lose annual leave,  
2. Compensatory time off in lieu of overtime pay,  
3. Compensatory time off for travel,  
4. Time-off award, and  
5. Any other accrued time, e.g., credit hours, annual leave.  
 

Additional information on the performance management system, including information on performance 
appraisals, is available at 
http://inside.aphis.usda.gov/mrpbs/performance_management/performance_appraisals.shtml. 
Questions may be referred to Gwen Montgomery at 301-851-2928 or via email at 
Gwen.Montgomery@aphis.usda.gov.  

Always use sick leave as appropriate.  Using use or lose 
annual leave first prevents leave loss at the end of the 
leave year.  If you choose to use earned time off in a 
different order and it results in the loss of annual leave 
at the end of the leave year, then leave restoration will 
not be an option and the leave will be permanently lost.  
Your RMS/AO staffs have been advised of the policy and 
are available to answer questions as well as HRO, 
Minneapolis.  As you are planning your summer vacation, 
please remember the 2014 leave usage order policy. 

http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_publications%2Fsa_hr_desk_guide%2Fsa_hrdg_4630%2Fct_4630_sec_b
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_publications%2Fsa_hr_desk_guide%2Fsa_hrdg_4630%2Fct_4630_sec_b
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_publications%2Fsa_hr_desk_guide%2Fsa_hrdg_4630%2Fct_4630_sec_b
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_publications%2Fsa_hr_desk_guide%2Fsa_hrdg_4630%2Fct_4630_sec_b
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_publications%2Fsa_hr_desk_guide%2Fsa_hrdg_4630%2Fct_4630_sec_b
http://inside.aphis.usda.gov/mrpbs/performance_management/performance_appraisals.shtml
mailto:Gwen.Montgomery@aphis.usda.gov
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USDA is committed to being an organizational champion to support telework and tracks each agency’s 
telework percentages through WebTA.  In order to meet the telework goals set by the Department, it is very 
important that all time and attendance (T&A’s) are coded appropriately whether you telework on a regular 
basis or on an adhoc basis.  APHIS employees have done a fantastic job complying with these instructions, but 
there may be some confusion as to exactly which Telework Codes (TC) are to be used.  
  
Within WebTA, employees are given the choice of selecting from 7 TC Descriptor Codes to go along with the 
Telework 01 TC Code.  The following table illustrates the telework codes as they are shown in WebTA with 
their definition:  

TC Code TC Descriptor Code Definition 
01-01 11 Reg Time - Telework 
01-01 12 Telework Alt Site < = 2 Days 
01-01 13 Telework Alt Site > 2 Days 
01-01 14 Telework Home 
01-01 15 Telework Home < = 2 Days 
01-01 16 Telework Home > 2 Days 
01-01 17 Telework Other 

Of the 7 TC Descriptor Codes, employees should only be utilizing the following two telework codes,  
as highlighted in the table above:  
  
01-01 Reg Time-Telework if you telework on a regular or recurring basis 
01-01 Telework Other if you telework on an unscheduled or adhoc basis 

TELEWORK:   
Proper Time and Attendance  

Coding in WebTA 
By Tara Coker 

(Tara.L.Coker@aphis.usda.gov, 301-851-2883) 

You may be asking the question, “Why include all 7 Telework Codes in WebTA versus just the two that should 
be used?”  Here’s the answer.  WebTA is a Web-based application that was specifically developed by the  
National Finance Center (NFC) to support the Federal workforce time and attendance process.  Because 
WebTA interfaces with NFC and USDA is not the only Federal agency that utilizes the system, we cannot  
add or delete Transaction Codes or Transaction Descriptor Codes. 
  
Please work with your timekeeper to ensure that you are properly coding your  
T&A’s for all your telework hours. 

For more information regarding Telework, please click on the link below.   
http://inside.aphis.usda.gov/mrpbs/hr_telework.shtml   
  
If you have any questions with WebTA, please contact the  
Leave and Compensation Team.   
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/lct.pdf 

http://inside.aphis.usda.gov/mrpbs/hr_telework.shtml
http://inside.aphis.usda.gov/mrpbs/hr_telework.shtml
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/lct.pdf
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/lct.pdf
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Ten Tips for Creating Respect and Civility in Your Workplace 

Recent studies and polls indicate that Americans view incivility as a serious problem that is getting worse. 
One study found that 60 percent of employees believe that co-workers’ annoying behaviors negatively 
impact the workplace and, as a result, 40 percent reported that they are looking for new employment. 
  
If each employee develops an awareness of respectful behaviors and necessary skills, it is anticipated that 
employees will serve as role models and that these behaviors will spread in the workplace and beyond.  The 
following ten tips will assist you in accomplishing this objective: 

1.  Before acting, consider the impact of your words and actions on others. 
 
2.  Create an inclusive work environment.  Only by recognizing and respecting individual  
      differences and qualities can your organization fully realize its potential. 
 
3.  Self-monitor the respect that you display in all areas of your communications, including   
     verbal, body language, and listening. 
 
4.  Understand your triggers or “hot buttons.”  Knowing what makes you angry and 
     frustrated enables you to manage your reactions and respond in a more appropriate  
     manner. 
 
5.  Take responsibility for your actions and practice self-restraint and anger management  
     skills in responding to potential conflicts. 
  
6.  Adopt a positive and solution-driven approach in resolving conflicts. 
  
7.  Rely on facts rather than assumptions.  Gather relevant facts, especially before acting on   
     assumptions that can damage relationships. 
  
8.  Include others in your focus by considering their needs and avoiding the perception that   
     you view yourself as the “center of the universe.” 
  
9.  View today’s difficult situations from a broader (big picture) and more realistic   
     perspective by considering what they mean in the overall scheme of things. 
  
10.  "Each one influence one” by becoming a bridge builder and role model for civility and  
      respect. Act in a manner whereby you respect yourself, demonstrate respect for others,    
      and take advantage of every opportunity to be proactive in promoting civility and    
      respect in your workplace. 
 

“Be the change you want to see in the world.”  
Mahatma Gandhi 

 
 

 
 
 

Adapted from 
Lorman Education Services Newsletter  

Employment and Labor Update – April 2007 



HR BROADCAST 

Page 8 

Have you Reviewed your Statements of Earnings and 
Leave and Time and Attendance Summaries Recently? 

By Lisa Roach (Lisa.A.Roach@aphis.usda.gov, 612-336-3314)  

HOME Quarter 2 - 2014 Issue 

Have you reviewed your Statements of Earnings and Leave (SEL) recently?   
The SELs are generated bi-weekly by our payroll office, the National Finance  
Center.  The information on these statements is very important.  You, as an  
employee, are responsible for the accuracy of all the information on the SEL.   
Log on to the Employee Personal Page on the NFC Web site (www.nfc.usda.gov)  
to see how invaluable these SELs are.      
  
Statements of Earnings and Leave 
Please verify all information listed below is correct by logging on to the Employee Personal page every pay period. 
  
Leave: 
• Are your leave balances correct?  
• Do your leave balances match those in webTA?  
• Annual Leave:  Is the balance going to be in excess of 240 hours at the end of the leave year (January 10, 2015)?  If so, 

now would be a good time to start planning for “use or lose.”  Request and schedule the leave with your supervisor. 
• Is the annual leave maximum carryover (Max. C/O) amount correct?  Most full time employees can carry over 240 

hours of annual leave from year to year.   
  
2014 Pay Adjustments:  
Did you receive your pay adjustment during 2014? 
• GS employees received a pay adjustment in pay period 1, 2014.   
• WG employees received a pay adjustment in pay period 6, 2014. 
• Salary changes are listed in the lower, right section of the SEL. 
  
Mailing Address: 
• W-2’s and other mailings are sent 
      to the address listed on  
      your SEL.  Is your  
      address correct?   
      If not, you can update it  
      on your Employee Personal  
      Page on the NFC Web site. 
  
State/County/City Taxes: 
• Is the correct State/county/city tax  
      being withheld (if applicable)? 
  
Allotments: 
• If you have an allotment deducted from your  
      paycheck, please verify the money is being deposited  
      into the correct account at the appropriate financial  
      institution.   
 

Continue to page 9 “Review of SEL & T&A Summaries”… 

http://www.nfc.usda.gov/
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The Human Resources Benefits team in Minneapolis is experiencing a  
greater number of employees requesting retirement counseling and  
an increase in the number of retirement applications being submitted each pay period.  Could this be the initial 
signs of the retirement tsunami that was expected in 2008?  Whatever the reason, we are working extra hard to 
provide employees with the information they need to prepare for retirement. 
 
To assist you with early financial preparation for retirement, the National Finance Center (NFC) provides 
employees, covered by a retirement plan, an Employee Personal Benefits Statement.  The statements are 
available on NFC’s Employee Personal Page and are updated in mid-April with current benefit information as of 
the first full pay period of each year.  Each Statement includes information about how much benefits cost you 
and the agency, the amount of life insurance coverage, your contributions being made to the Thrift Savings 
Plan, and provides a rough estimate of a retirement annuity at your first eligible date to retire.  Additional 
information pertaining to death benefits, social security benefits, OWCP benefits, and requirements for benefit 
coverage in retirement are included in the Statement. 
 
The information included in the Statement is a great starting point for retirement planning.  It also serves as a 
good reminder to periodically re-evaluate your plan for retirement as changes in your finances, health, and life 
outside of work occur throughout your career.  If you are planning to retire within a year and would like 
assistance, please contact the servicing Benefits Specialist for your program. 

Employee Personal Benefits Statements 
By Peigi Enzler (Peigi.R.Enzler@aphis.usda.gov, 612-336-3283)  

Time and Attendance Records 
  
Leave Data Section: 
• Do your leave balances in webTA match those on your SEL? 
• Leave Without Pay (LWOP):  If you used any LWOP pay during 2013, the LWOP balance 
      should have been re-set to zero hours at the beginning of pay period 1, 2014.  The only  
      exception is LWOP used under the Family Medical Leave Act (FMLA), which should be  
      re-set to zero hours after the 12-month entitlement period has ended. 
• Restored Annual Leave:  If your request for restored annual leave was approved, is it  
      recorded in the Leave Data section? 
• Time Off Award (TOA):  If you have any unused TOA hours, is the correct balance shown in the Leave Data section? 
  
T&A Profile Section: 
• Service Computation Date:  Is it correct?   
• Personal Leave Ceiling:  Is it correct?  Most employees have an annual leave ceiling of 240 hours. 
• Annual Leave Accrual Rate:  Are you in the correct Annual Leave Category (4, 6, or 8 hours)? 
  
If you find errors with any leave balances or information in webTA, please contact your local timekeeper.  If you find 
errors on the Employee Personal Page, and/or on your Statement of Earnings and Leave, please contact the appropriate 
person on the Processing Team in HR.  Please click on the link below to find your Processing contact.  
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/processing_prog_assignments.pdf 
  
Your records should be reviewed often, and any discrepancies should be reported ASAP.    

Continued from page 8 

https://www.nfc.usda.gov/epps/
https://www.nfc.usda.gov/epps/
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/benefits.pdf
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/processing_prog_assignments.pdf
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Within-Grade Increase Waiting Periods 
By Amber Kiel (Amber.M.Kiel@aphis.usda.gov, 612-336-3614) 

Continue to page 11 “WGI Increase Waiting Periods”… 

The Human Resources Processing Team gets many questions  
about the timing of within-grade increases (WGIs).  WGIs, or step 
increases, are periodic increases in an employee's rate of basic  
pay and are given when performance is at an ‘acceptable level of  
competence.’  The most frequently asked questions related to  
WGIs are addressed below:    
 
1. Who is eligible for a WGI?  Employees who occupy permanent positions under the General Schedule (GS) 

pay plan are eligible for WGIs. GS employees on temporary appointments (12 months or less) are not 
eligible, nor are employees on Administratively Determined (AD) pay plans, whose pay is determined by 
their Program. Under the Federal Wage system (WG), an employee under a regular work schedule will 
advance automatically provided the employee has a performance rating of satisfactory or better. 

 
2.    How long are WGI waiting periods?   

 
General Schedule (GS) WGI Waiting Periods - Each GS grade has 10 steps.  Employees must serve the 
required waiting periods for advancement to the next higher step.  

 
Federal Wage System WGI Waiting Periods - Each Federal Wage System (WG/WL/WS) grade has 5 
steps. Employees must serve the required waiting periods for advancement to the next higher step. 

 
3. How does work schedule impact the waiting period?  Employees who work a FT or PT work schedule with 

no excess Leave Without Pay (LWOP) will meet their waiting periods after working the required number of 
work days. For example, a GS employee must work 52 weeks and be in work status for 260 work days to 
move from a step 1 to a step 2. An employee who works intermittently is required to meet the same waiting 
period; however, because they work as needed, only actual days worked count towards the waiting period. 
An intermittent employee working as little as one hour a day will receive credit for one day of service. 
Working more than 8 hours in one day does not give more credit towards a WGI.   

 
General Schedule waiting period: 

Advancement from... Scheduled tour of duty (PT or FT) Requires... Unscheduled Tour of 
Duty (Int) Requires… 

step 1 to step 2 52 weeks of creditable service  260 days 
step 2 to step 3 52 weeks of creditable service  260 days 
step 3 to step 4 52 weeks of creditable service  260 days 
step 4 to step 5 104 weeks of creditable service  520 days  
step 5 to step 6 104 weeks of creditable service  520 days 
step 6 to step 7 104 weeks of creditable service  520 days 
step 7 to step 8 156 weeks of creditable service  780 days 
step 8 to step 9 156 weeks of creditable service  780 days 
step 9 to step 10 156 weeks of creditable service  780 days 
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Federal Wage System waiting period: 

Advancement from... Scheduled tour of duty (PT or FT) Requires... Unscheduled Tour of 
Duty (Int) Requires… 

step 1 to step 2 26 weeks of creditable service  130 days 
step 2 to step 3 78 weeks of creditable service  390 days 
step 3 to step 4 104 weeks of creditable service  520 days 
step 4 to step 5 104 weeks of creditable service  520 days 

4. How does leave without pay (LWOP) impact the waiting period? An Employee who works a FT/PT work  
       schedule and has LWOP receives credit for a limited amount of LWOP towards the WGI waiting period.  
       LWOP in excess of the allowable amount extends the waiting period. In the case of a GS employee moving  
       from step 1 to step 2, with 86 hours of LWOP their waiting period is extended by one pay period. While 80  
       hours of LWOP are creditable, the excess 6 hours of LWOP extends the waiting period by 6 hours, but  
       because the effective date for WGIs must fall at the beginning of a pay period, the WGI effective date  
       moves to the next pay period. Office of Workman’s Compensation (OWCP) LWOP is credited as regular  
       time as is LWOP to perform military service covered by restoration rights. The allowable LWOP is shown  
       below.  
 
General Schedule Allowable LWOP per WGI Waiting Periods 

Advancement from... Scheduled tour of duty (PT or FT) Allowable nonpay time… Hours… 
step 1 to step 2 2 workweeks 80 hrs. 
step 2 to step 3 2 workweeks 80 hrs. 
step 3 to step 4 2 workweeks 80 hrs. 
step 4 to step 5 4 workweeks 160 hrs. 
step 5 to step 6 4 workweeks 160 hrs. 
step 6 to step 7 4 workweeks 160 hrs. 
step 7 to step 8 6 workweeks 240 hrs. 
step 8 to step 9 6 workweeks 240 hrs. 
step 9 to step 10 6 workweeks 240 hrs. 

Federal Wage System Allowable LWOP per WGI Waiting Periods 

Advancement from... Scheduled tour of duty (PT or FT) Allowable nonpay time… Hours… 
step 1 to step 2 1 workweek    40 hrs. 
step 2 to step 3 3 work weeks 120 hrs. 
step 3 to step 4 4 workweeks 160 hrs. 
step 4 to step 5 4 workweeks 160 hrs. 

For further information: 
5 CFR Chapters 1, Subpart D 531.401 
5 USC 5343 
OPM Website: http://www.opm.gov/oca/pay/html/wgiqa.asp 

http://www.opm.gov/oca/pay/html/wgiqa.asp
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