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DISTRICT INSTRUCTION

NUMEER EFFEGTIVE DATE ORIGINATING UNIT/TELEPHONE NUMBER
FIN-08-TACS-002 June 1, 2009 TACS Control Office/ {210) 368-8339
SUBJECT FUNGTIONAL AREA MANAGER APFROVAL

Emergency Salary Authorization

Manager, Finance

PURPOSE: Employees might require emergency salary advances when their payroll payments are substantially
less than the actual amount due. This instruction is to establish uniform policy regarding the issuance of emergency
salary advances at ALL offices within the Rio Grande District.

RESPONSIBILITY: All Postimasters, Managers, and Supervisors.

PROCEDURE: Ifan employee does not receive any pay, or the missing pay is at least a full day’s pay, and the
employee requests a salary advance, the employee’s manager or supervisor will:

o Prepare a Form 2240 (use only the 2240, 2240-R, or 2240-RA dated ‘Dec., 2008’, which have the built-in
Forin 1608 at the bottom of each form).
¢ Ensure that the form 2240 crossfoots to 40,00 hours and that it contains all required signatures in the pay

adjustment section and in the 1608 section.

e Fax the Form 2240 to the District TACS Control Office (TCO) at 651-365-3163. Be sure to include a return
contact number, The TCO wilt check the form for errors and compute/verify the amount that will be
advanced to the employee. If the form contains etrors, the TCO will contact the employee’s office in order
to advise as to what corrections must be made fo the form.

e When the form is re-faxed to the TCO and found to be error-free, the local office will then be granted
approval to issue the salary advance (recorded in AIC 554).

e The local office will then fax the completed (final) Form 2240 to the TCO. Upoen receipt, the TCO will
forward the 2240 to the Scanning & Imaging Center on behalf of the local office.

Field offices will no longer mail the Forms 2240 to the Scanning & Imagine Cenfer when they pertain fo

salary advances. Instead, each office will be expected to maintain a local file for the Form 2240 and the

related Form 1412,

EFFECTIVE: June 1, 2008.

Manny Arguello,

District Manager, Customer Service and Sales

1 Post Office Drive
San Antonio, TX 78284-9997
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Bad bostaL SERVICE o Pay, Leave, or Other Hours Adjustment Request
Salary Advance Adjustment Information
Issuing Finance No. Year PP Week |Cause Code ** Amount of Advance Cash, Chack No. or Money Order No.
$

[** 1 - Salary Check Not Received,
2 - Salary Check Substantially Less than Net Amount Due.

| heraby certtify that | have received a salary advance of the above amount. | authorize the USPS to recover this amount in the calculation of the salary
check that reflects the appropriate adjustment, or subsequent salary checks, as required, to satisfy this debt.

Employee Signature and Date:
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Return to: (Issuing office complete this information) Employee's Signature and Date

Adjustment Clerk’s Signature and Date

Approving Ofiicer's Signature and Date

PS Form 2240, April 2001




