STATE OF CALI FORNI A KATHLEEN CONNELL,
CONTROLLER OF CALI FORNI A

OFFI CE OF STATE CONTROLLER
PERSONNEL/ PAYROLL SERVI CES DI VI SI ON
300- Capitol Mall

P. O Box 942850

Sacranento, CA 94250-5878

Date: July 03, 2001 LEAVE ACCOUNTI NG LETTER # 01-011

To: Al'l Agenci es/ Campuses in the California Leave Accounting System

From Vicki Korach, Manager
Cust omer Support Section

Re: CLAS FI SCAL YEAR END PROCESSES
PERSONAL HOLI DAY/ HOLI DAY CREDI T IN LI EU OF PERSONAL HOL| DAY

A Personal Holiday accrual (PH10) will be posted to CLAS on the
evening of July 3, 2001 for enployees entitled to this benefit.
The Personal Holiday accrual process will not post an accrual
for enpl oyees serving a waiting period. Upon conpletion of an
enpl oyee's waiting period, CLAS will automatically post a
Personal Holiday for the enployee.

Holiday Credit in lieu of Personal Holiday (HCO9) will also be
posted on July 3, 2001 for those enployees entitled to this
benefit. |If an enployee is serving a waiting period, agencies
will need to void the Holiday Credit in lieu of PH transaction,
and once the enpl oyee conpl etes his/her waiting period, the
agency shoul d post the HC09 transaction using the B50 - Leave
Benefit Transaction Entry screen.

An enpl oyee currently on a tenporary separation will not receive
a Personal Holiday accrual nor a Holiday Credit in lieu of
Personal Holiday since they are not eligible while out on a
tenporary separation. Wen the enployee returns froma
tenmporary separation, the agency should post the appropriate
transacti on.

The Personal Holiday or Holiday Credit in Lieu of PH
transaction will display on the Leave Activity and Bal ances
(LAB) Report issued August 16, 2001, and the Statenent of
Ear ni ngs and Deductions/Direct Deposit Advice issued

August 31, 2001.

USAGE ONLY LEAVE BENEFI TS

On July 13, 2001 the State Controller's Ofice will process
transactions that will reset the TOTAL HOURS/ DAYS USED to



zero for the followi ng fiscal year Usage Only benefits:

*

Adm nistrative Time Of

Ber eavenent Leave

Conti nui ng Medi cal Education Leave
Enmergency Mlitary - Days
Emergency Mlitary - Hours
Mlitary Days

Mlitary Hours
*Pai d Educational Leave

Pr of essi onal Trai ni ng

Subpoenaed Wt ness

Pai d Educational Leave for Bargaining Unit 20 enpl oyees wil|
not be reset to zero due to nulti-fiscal year usage rules
contained in the current bargaining contract. |f an enpl oyee
has reached the end of the fiscal year(s), the agency should
post a Begin Total (27) transaction with an anmount of zero.

If you have any questions regarding this Leave Accounting Letter
pl ease contact the Leave Accounting Liaison Unit (916) 327-0756

or

( CALNET) 467- 0756.

VK: j mh



