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Please distribute this alert to all users, including Time Advisors, within your agency who are responsible for transactional and time and attendance information in SAP.

Statute of Limitations/Archiving 

· Information regarding setting the Earliest Personal Retroactive Accounting Date (Earl. Pers RA Date) in conjunction with the Statute of Limitations and Archiving SAP Data
As announced in communications sent to agency HR Directors from Deputy Secretary Honchar on July 23, 2010, and reviewed at the HR Service Center Contacts Forum last month, changes will be implemented in the SAP HR/Payroll system in order that we may begin to archive data.  
Effective  September 26, 2011, all retroactive changes in SAP must be limited in accordance with the W2 Statute of Limitations guideline of three years, three months and 15 days after the last applicable tax year.
The Earliest Personal Retroactive Accounting Date (Earl. Pers RA Date) will be added to the E-PAR form and will populate automatically as necessary.   This date will also be set on the IT0003 – Payroll Status for all employees as follows:
· 12/16/07 for employees in payroll area Z1

· 12/15/07 for employees in payroll area Z2/T2

· 12/08/07 for employees in payroll area Z3/T3
Every March, beginning in 2012, this date will be reset in accordance with Statute of Limitations mandate of three years, three months and 15 days.   

Setting this date will prevent automatic payroll calculations and time evaluation for changes to master data and/or time and attendance data prior to the Earliest Personal Retroactive Accounting Date.  OA-Operations and BCPO have defined a process for manual payment/recoupment for actions that are effective prior to the Earliest Personal Retroactive Accounting Date. 

Retroactive benefits and SERS enrollments will fall under the “exceptional circumstances” category.  Blanket approval has been given for retroactive SERS enrollments.  PEBTF enrollments must go through the approval process.  For agencies not under the HRSC, please submit an HR help desk ticket in the benefits category and attach documentation from SERS/PEBTF detailing the retroactive enrollment and details of the specific benefit enrollment.  Once approval is received to perform the enrollment, the Help Desk ticket will be returned to the agency.

Agencies should not enter transactions for dates prior to the Earl. Pers. RA Date.  An E-PAR or HR Help Desk Ticket in the time category must be entered if a change is needed for a date prior to the Earl. Pers. RA Date, and the reason for the change is the result of one of the following:

· Mandates by Court Orders or Awards

· Contractual Entitlements

· Exceptional circumstances mutually approved by the Office of Administration, BCPO and the agency central HR office
Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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