Guide to Privacy, the Freedom of Information Act, and Records Management

USPS 100.400

System Name:

Personnel Compensation and Payroll
Records.

System Location

USPS Area and District Human Resources offices, the Human
Resources Shared Services Center, Integrated Business
Solutions Services Centers, Computer Operations Services
Centers, Accounting Services Centers, other area and district
facilities, Headquarters, contractor sites, and all organizational
units.

Categories of Individuals Covered by the
System

1. Current and former USPS employees and postmaster
relief/leave replacement employees.
2. Current and former employees’ family members,

beneficiaries, and former spouses who apply and
qualify for benefits.

3. An agent or survivor of an employee who makes a claim
for loss or damage to personal property.

Categories of Records in the System

1. Employee and family member information: Name(s),
Social Security Number(s), Employee Identification
Number, date(s) of birth, postal assignment information,
work contact information, home address(es) and phone
number(s), finance number(s), duty location, and pay
location.

2. Compensation and payroll information: Records related
to payroll, payments, deductions, compensation, and
benefits; uniform items purchased; proposals and
decisions under monetary awards; suggestion
programs and contests; injury compensation; monetary
claims for personal property loss or damage; and
garnishment of wages.

Authority for Maintenance of the System

39 U.S.C. 401, 409, 410, 1001, 1003, 1004, 1005, and 1206;
and 29 U.S.C. 2601 et seq.

Purpose(s)

1. To support all necessary compensation and payroll
activities and related management functions.

2. To generate lists of employee information for home

mailings, dues membership, and other personnel
support functions.

3. To generate retirement eligibility information and
analysis of employees in various salary ranges.

4. To administer the purchase of uniforms.

5. To administer monetary awards programs and
employee contests.

6. To detect improper payment related to injury
compensation claims.

7. To adjudicate employee claims for loss or damage to

their personal property in connection with or incident to
their postal duties.
8. To process garnishment of employee wages.
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Routine Uses of Records Maintained in the
System, Including Categories of Users and
the Purposes of Such Uses

Standard routine uses 1. through 9. apply. In addition:

a. Records pertaining to financial institutions and to
nonfederal insurance carriers and benefits providers
elected by an employee may be disclosed for the
purposes of salary payment or allotments, eligibility
determination, claims, and payment of benefits.

b. Records pertaining to supervisors and postmasters may
be disclosed to supervisory and other managerial
organizations recognized by USPS.

c. Records pertaining to recipients of monetary awards
may be disclosed to the news media when the
information is of news interest and consistent with the
public’s right to know.

d. Disclosure of records about current or former Postal
Service employees may be made to requesting states
under an approved computer matching program to
determine employee participation in, and eligibility
under, unemployment insurance programs
administered by the states (and by those states to local
governments), to improve program integrity, and to
collect debts and overpayments owed to those
governments and their components.

e. Disclosure of records about current or former Postal
Service employees may be made to requesting federal
agencies or nonfederal entities under approved
computer matching programs to make a determination
of employee participation in, and eligibility under,
particular benefit programs administered by those
agencies or entities or by USPS; to improve program
integrity; to collect debts and overpayments owed
under those programs and to provide employees with
due process rights prior to initiating any salary offset;
and to identify those employees who are absent parents
owing child support obligations and to collect debts
owed as a result.

f. Disclosure of records about current or former Postal
Service employees may be made, upon request, to the
Department of Defense (DoD) under approved
computer matching programs to identify Postal Service
employees who are ready reservists for the purposes of
updating DoD’s listings of ready reservists and to report
reserve status information to USPS and the Congress;
and to identify retired military employees who are
subject to restrictions under the Dual Compensation Act
and to take subsequent actions to reduce military
retired pay or collect debts and overpayments.

g. Disclosure of records may be made to the Internal
Revenue Service under approved computer matching
programs to identify current or former Postal Service
employees who owe delinquent federal taxes or returns
and to collect the unpaid taxes by levy on the salary of
those individuals pursuant to Internal Revenue Code;
and to make a determination as to the proper reporting
of income tax purposes of an employee’s wages,
expenses, compensation, reimbursement, and taxes
withheld and to take corrective action as warranted.

h. Disclosure of the records about current or recently
terminated Postal Service employees may be made to
the Department of Transportation (DOT) under an
approved computer matching program to identify
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individuals who appear in DOT’s National Driver
Register Problem Driver Pointer System. The matching
results are used only to determine as a general matter
whether commercial license suspension information
within the pointer system would be beneficial in making
selections of USPS motor vehicle and tractor-trailer
operator personnel and will not be used for actual
selection decisions.

i Disclosure of records about current or former Postal
Service employees may be made to the Department of
Health and Human Services under an approved
computer matching program for further release to state
child support enforcement agencies when needed to
locate noncustodial parents, to establish and/or enforce
child support obligations, and to locate parents who
may be involved in parental kidnapping or child custody
cases.

j- Disclosure of records about current or former Postal
Service employees may be made to the Department of
the Treasury under Treasury Offset Program computer
matching to establish the identity of the employee as an
individual owing a delinquent debt to another federal
agency and to offset the salary of the employee to
repay that debt.

Policies and Practices for Storing,
Retrieving, Accessing, Retaining, and
Disposing of Records in the System

Storage

Automated database, computer storage media, digital files,
and paper files.

Retrievability

By employee name, Social Security Number, Employee
Identification Number, or duty or pay location.

Safeguards

Paper records, computers, and computer storage media are
located in controlled-access areas under supervision of
program personnel. Access to these areas is limited to
authorized personnel, who must be identified with a badge.
Access to records is limited to individuals whose official duties
require such access. Contractors and licensees are subject to
contract controls and unannounced on-site audits and
inspections. Computers are protected by mechanical locks,
card key systems, or other physical access control methods.
The use of computer systems is regulated with installed
security software, computer logon identifications, and
operating system controls including access controls, terminal
and transaction logging, and file management software.

Retention and Disposal

1. Leave application and unauthorized overtime records
are retained 3 years. Time and attendance records
(other than payroll) and local payroll records are
retained 3 years. Automated payroll records are
retained 10 years.

2. Uniform allowance case files are retained 3 years; and
automated records are retained 6 years.
3. Records of approved monetary awards are retained 7

years. Records of award submissions not approved are
retained 90 days.
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4. Automated records of employee ideas are maintained
for 7 years.
5. Injury compensation records are retained 5 years.

Records resulting in affirmative identifications become
part of a research case file, which if research
determines applicability, become either part of an
investigative case record or a remuneration case record
that is retained 2 years beyond the determination.

6. Monetary claims records are retained 3 years.

7. Automated records of garnishment cases are retained
6 months. Records located at a Post Office are retained
3 years.

Records existing on paper are destroyed by burning, pulping,
or shredding. Records existing on computer storage media are
destroyed according to the applicable USPS media sanitization
practice.

System Manager(s) and Address

Chief Human Resource Officer and Executive Vice President,
United States Postal Service, 475 L’Enfant Plaza, SW,
Washington, DC 20260.

Vice President, Employee Resource Management, United
States Postal Service, 475 L’Enfant Plaza, SW,

Washington, Dc 20260.

Vice President, Controller, United States Postal Service, 475
L'Enfant Plaza SW, Washington, DC 20260.

Notification Procedure

Individuals wanting to know if information about them is
maintained in this system must address inquiries to the facility
head where currently or last employed. Headquarters
employees must submit inquiries to Corporate Personnel
Management, 475 L’Enfant Plaza SW, Washington, DC 20260.
Inquiries must include full name, Social Security Number or
Employee Identification Number, name and address of facility
where last employed, and dates of USPS employment.

Record Access Procedures

Requests for access must be made in accordance with the
Notification Procedure above and USPS Privacy Act
regulations regarding access to records and verification of
identity under 39 CFR 266.6.

Contesting Record Procedures

See Notification Procedure and Record Access Procedures
above.

Record Source Categories

Employees; employees’ supervisor or manager; other systems
of records; claimants or their survivors or agents who make
monetary claims; witnesses; investigative sources; courts; and
insurance companies.

Systems Exempted From Certain
Provisions of the Act

Records in this system relating to injury compensation that have
been compiled in reasonable anticipation of a civil action or
proceeding are exempt from individual access as permitted by 5
U.S.C. 552a(d)(5). The USPS has also claimed exemption from
certain provisions of the Act for several of its other systems of
records at 39 CFR 266.9. To the extent that copies of exempted
records from those other systems are incorporated into this
system, the exemptions applicable to the original primary system
continue to apply to the incorporated records.
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