Sample Employee Notification

January 31, 2012
To:

Employee’s Name
From:

Leavekeeper’s Name
Subject:
January 1 leave balance

The university has completed its annual leave audit.  Your beginning balance and accrual (based on 1.0 FTE, SPA, 6 years Service) for January is:

	
	Vacation
	Sick
	Bonus
	Community Service

	Beginning Balance
	180.00
	233.00
	150.00
	0

	January Accrual
	   9.33
	    6.00
	
	18.00


Note that the carry forward and accrual amounts are expressed in hours and decimals.  Please remember to enter leave taken (or extra hours worked) in hour/decimal equivalents rather than in hours/minutes.  The time sheet is designed to enter time in decimals.  To calculate the decimal equivalent, divide the number of minutes by 60. These are examples of decimal equivalents:

10 minutes = .17 hour

50 minutes = .83 hour
15 minutes = .25 hour

45 minutes = .75 hour
If the January 1 balances provided above are different from the balances on your December timesheet, a copy of my audit worksheet is attached.  If you simply had excess hours to roll from vacation to sick, they are reflected above, but I will not attach an audit worksheet.
If you had a negative balance in vacation or sick leave at the end of December, your balance has been brought to “0” for January 1, and a payroll deduction will be made in your February check to clear the balance.
Remember, the balance reflected on your pay stub includes the current month’s leave accrual, but only reflects leave taken through the month prior.  Example:  Your January pay stub will reflect hours accrued in January, but only hours taken through December.

I appreciate your cooperation in getting your timesheet to me early in the month so I can enter the leave balances.  If you have leave or timekeeping questions, please feel free to bring them to me at any time. 

