STATE OF CALIFORNIA STEVE WESTLY,
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January 6, 2003 LEAVE ACCOUNTING LETTER # 03-001
(Givil Service Only)

Al'l Agencies in the California Leave Accounting System ( CLAS)

JOHN R. HARRI GAN, Chi ef
Per sonnel / Payrol | Services Division

HOLI DAY | NFORMAL TI ME OFF

The aut omated process to update the CLAS for Holiday Infornal
Time OFf was run on Decenber 30, 2002.

Per the Department of Personnel Adm nistration's Personnel
Managenent Liai son Menp (PM.) #2002-081, Holiday I nformal

Time Of (HOL I1TO wll be posted for all full and part-tine
enpl oyees. Only the Departnment of Education, Special Schools
acadeni c teachers are excluded fromthis process. Additionally,
the HOL ITO transactions will be posted for ALL agenci es and
usage of these hours nust be reported.

Intermttent enployees were not included in the autonmated update
process, since the anbunt of HOL | TO earned is based on the total
nunber of hours worked in Decenmber. Once the agency determ nes
the correct amount of HOL I TO due each intermttent enpl oyee per
PML # 2002-081, the transaction (H 05) may be posted online using
t he B50-Leave Benefit Transaction Entry screen.

I f you have any questions regarding this letter, please contact
the Leave Accounting Liaison Unit at (916) 327-0756.
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