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Please take a minute or two to read the attached Traffic Cone.
 
Season’s Greetings to all. 
 
Syl Luhring
State Payroll Supervisor
State Capitol Bldg., Rm 1314; Lincoln, NE 68509
Phone     (402) 471-1460
www.das.state.ne.us
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“Guiding you over and around the bumps of your payroll journey”


Provided by Syl Luhring – Payroll Supervisor, State Accounting (471-1460)


December 15, 2011


You spoke, we listened.


Hearing from a number of agencies regarding the extra workload the new Leave Rollback policy would cause, the decision has been made, at this time, not to enact the new procedure for rollback of vacation leave as stated in the Traffic Cone #11-14 sent on December 7, 2011.  Effective immediately, agencies will once again be responsible for their own vacation leave balancing and should follow the process as outlined in policy #30 which will be reinstated in the State Accounting Manual.  

We will continue to pursue a procedure that ensures consistency by all agencies, boards and commissions when rolling back vacation and maintaining the proper documentation.  We will give you an update on what this process is going to be in the first quarter of next year.


Some things to remember – 


· Vacation leave used at the end of December should be recorded as quickly as possible - preferably in the bi-weekly B-01-12 payroll or, for monthly payroll, at the end of January for the M-01-12 pay cycle.  


· Approvals to carry over vacation leave balances in excess of the 280 hours specified will need to be processed by the agency director or appropriate authority, in writing, comply with relevant state statutes, personnel rules, labor contracts, and agency rules or regulations.  This document should be stored in the employee file and readily available for audit purposes. 

· Employees obtaining leave carry over are expected to use the leave within the designated six month time frame.  Any leave balances carried over but not used by the following June 30th date will be forfeited.  




