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ADDI TI ONAL PROCEDURES FOR ANNUAL LEAVE TO VACATI ON AND SI CK LEAVE

This letter provides additional procedures for when an enpl oyee
is participating in the Annual Leave programand el ects to nove
to Vacation/Sick Leave benefits.

If the enployee elects or is required to transfer a portion of
their Annual Leave to Sick Leave per the bargaining unit
contracts, additional processing is required (please refer to

t he bargaining unit contracts for application of this provision).

ADDI TI ONAL PROCEDURES

After conpleting the steps outlined in the CLAS Civil Service
Wor kbook under "Annual Leave to Vacation and Sick Leave", the
foll owi ng additi onal steps are required:

1) If the Vacation bal ance exceeds the maximumlinit,
cal cul ate the excess and transfer the excess into Sick
Leave followi ng Step 2.

OR

If the Vacation bal ance does not exceed the maximumlint,
and the enpl oyee elects to transfer hours into Sick

Leave, deterni ne the nunber of hours to be transferred
and follow Step 2.

2) Using the B50-LB Transaction Entry screen, key the
transacti ons bel ow

VA46 ( TRANSFER TO) transaction to transfer hours out
of Vacati on.



SL47 (TRANSFER FROM) transaction to transfer hours
into Sick Leave.

3) Verify the transfer on the B16 - LB Transaction History
screens for Vacation and Sick Leave.

The above additional procedures will be included in the Wrkbook
revision to be released in Cctober 2002. If you have any questions
regarding this letter, please call the Leave Accounting Liaison
Unit at (916) 327-0756.
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