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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 17, 2009

Correction - As a follow-up to the last Traffic Cone, I want to make one correction.  In the section entitled Addresses for employees , I misspoke by saying that State Accounting will be sending out W-2’s soon after the New Year.   What should have been said was that State Accounting will begin preparing the W-2s soon after the New Year.  All agencies will be individually responsible for retrieving the W-2 packet for their agency from State Accounting and distributing the forms to the employees of the agency either through distribution or by the USPS.


Leave Balances  – It appears that further explanation is in order.  First, let’s deal with the limits.  The cap for vacation leave carryover is 280 hours as of the last pay period in 2009.  For sick leave, Personnel Rules establishes the limit for sick leave at 1440 hours for the calendar year.  (There is no limit for Union employees.)   Any hours in excess of the  limit at calendar year end will be forfeited.  The sick leave rollover process will have to be completed on December 31st to be in compliance for Bi-weekly payroll.  Agencies will be able to make the adjustments to leave balances beginning Monday, January 4th  as described  below.  Please check out the Leave Balancing policy on the State Accounting Website  (link below) 


http://www.das.state.ne.us/accounting/nis/proc_leave_adj_2.htm

Vacation leave balances – The balancing of vacation leave is left up to each agency.   Follow the directions in the State Accounting manual (link above) to balance the vacation after all leave taken is recorded at year end.   Run the leave report for your agency and identify all employees with a balance in excess of 280 hours.  The formula set forth in the manual is as follows :


Start with:  Beginning Balance of vacation leave for the new calendar year (which is the same as the “Available” balance on the Leave Report for the last pay date in December). 


Subtract:  Total vacation leave allowed (280 hours as per Personnel Rules and Regulations and Bargaining Unit contracts for classified positions and only hours earned for the year for non-classified positions, except when an Agency has adopted a policy allowing the balance to be in excess of one year’s earnings, not to exceed 280 hours). 


Subtract:  Vacation leave used between the date of the last pay period paid in December and January 1.  (For monthly employees, this amount would be December leave usage, as leave is reported one month in arrears.) 


Equals:  Total hours that the Beginning Balance must be reduced by if a positive number (if the result is zero or negative, no adjustment is necessary).


Sick Leave Balancing


Monthly Payroll - This is pretty clear cut for monthly employees since the end of the month for December is also the end of the calendar year.  However, since the monthly payroll process pays for the current month’s hours worked and records the prior month’s leave, Agencies will have to make adjusting entries in January to return leave used in December to the employee.  

Example – 

· Frank is a monthly employee who has accrued a total of 1472 hours of sick leave for the year ending on December 31st.  

· Leave rollover is processed on January 4th with the full knowledge that the leave times used in December have not been recorded.  At this time Frank looses 32 hours of sick leave.   

· Following the rollover process, the agency balances the hours for Frank’s leave used in December and finds that he used 32 hours of sick leave earlier in the month.  Had these hours been recorded in December, Frank would have been at the exact limit and would not have lost the hours.  

· Now the adjusting entry will need to be made charging him for the hours used and crediting him with an equal amount of hours lost in the rollover process.  The net effect after the adjustments are made is that Frank will be made whole and have the maximum balance allowed in the account.

Bi-Weekly Payroll – Most years there are 26 pay dates in a calendar year.  

· Each pay date is the result of a 14 day or two week pay period.  There is a period of 10 days between the pay period end date and the pay date in which the payroll is processed and forwarded to the bank for payment.  In the case of 2009, the last pay date is December 30th which pays for the pay period of December 7th through December 20th.  The first pay date in 2010 will be on January 13th but will include time worked from December 21st through January 3rd.  We will call this the “financial calendar” for 2009 and 2010.

· Leave balances are allotted in terms of a given number of days based on length of service.  The initial level of accumulation is 12 days or 96 hours of sick leave in the first year.  For bi-weekly employees, the 96 hours is divided and evenly distributed over the 26 pay periods.  Thus by the end of the 26th pay period, the full years allotment has been accrued.  

· For sick leave, the Personnel Rules state a maximum equal to 1440 hours allowed for carry over to the next year and must be balanced on December 31st.


· Note:  Due to rounding issues when dividing the allowed hours of leave by 26 periods, we will automatically round down the amount of leave accrued during the last Bi-weekly pay period in order to comply with the amount of leave allowed.  


· Rollover Processing – is to be done shortly after the last pay period of the current year and the first period of the next year.  In our case, after December 20th and before January 4th.  Sick leave accrual will be calculated based on earnings to date on December 20th. For Rules covered employees, any amount of hours over the cap will be forfeited.  Usage, on the other hand, cannot stop there but must be calculated through the end of the year.  


Example -  


· Using the same scenario above, Frank has a total sick  leave balance of 1472 hours for the year ending on December 20th.  


· Rollover processing will eliminate the extra 32 hours of sick leave from his balances (Frank is covered under the Personnel Rules).   


· Frank uses the 32 hours of leave as described above during the last week of the year and after the end of the last pay period but before the end of the year.


· His payroll office must make an adjustment toad back the 32 hours of sick leave to make him whole.        


