Work Sheet for Leave Discrepancies

Employee Name: __________________________   Banner ID: __________________

Timekeeping Dept # _____​​​​​________ Leave keeper: __________________________

Enter information for any leave category where the paper total is not in sync with the Banner total.   To use this worksheet effectively, you must compare the balances and complete this worksheet for any discrepancy by January 19th.  After January 19th, the process that rolls excess vacation leave to sick leave and begins accruals anew for the year will have run and comparing will be more difficult.  
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	January 1, 2011 in Banner. This is the balance that was provided to HR from the 2010 Audit. 
	
	
	
	
	
	

	Total Hours accrued January thru December. Total the accrual amounts from the paper leave record for January 2011 through December 2011 and compare to the leave accrual on PEALEAV in Banner.  
	
	
	
	
	
	

	Total Hours taken January through December.  Total the taken amounts from the paper leave record for January 2011 through December 2011 and compare to the hours taken on PEALEAV in Banner.  
	
	
	
	
	
	

	Total Available.  The total available should be January 2012 beginning balance, plus accrued, minus taken.
	
	
	
	
	
	

	Year End Adjustments.  Enter negative balances to be adjusted or excess vacation to be rolled to sick.
	
	
	
	
	
	

	Adjustments Required to Banner.  If the paper record is in error, enter the amount of the correction in the “paper” column on this sheet, and correct the paper record.  Ensure that the beginning balances on the paper record for January are correct.  If the Banner record must be corrected, enter the amount of the correction on “Banner” column (in hours/decimals).  If the Banner balance is to be reduced, enter a negative amount, if the Banner balance is to be increased, enter a positive amount.   
	
	
	
	
	
	


This form should be provided along with the audit report and timesheet(s) for any balances that HR will need to correct in Banner.

Timekeeper:  _____________________________________  Date:________________
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