Leave Donation Program Procedures

Upon receipt of OA approval for leave donation, agencies should notify employees that donations are being accepted.  As donations are received, date and time stamp the Request to Donate Leave forms.  The time advisor must follow these steps to insure proper program guidelines are being followed.
In order to avert an overpayment, it is extremely important that time advisors avoid making these adjustments on or near the employee’s pay processing date.   
1. 
2. Remove donated annual or personal leave hours from quota for the donor via a PA61 transaction, Infotype 2013, Quota Correction.  Use the current date; enter the appropriate quota type* and the total number of hours being donated by this employee.  Be sure to mark the radio button for “Reduce generated entitlement” and select “Transfer selected entitlement immediately”.  Please use the Edit>Maintain Text feature to note that the adjustment was done due to donated leave, but do not include any details about the recipient.
NOTE:  Donations must be in full day increments between one and five days.
*Adjust anticipated and actual quota, subtypes 10 and 11 for annual and 30 and 31 for personal.  However, if the donor has a quota extension for the quota type they are donating; do not adjust the anticipated quota (quota 10 or 30).  In the case of an extension, adjust the actual and the extension quota, subtype 11 and 12 for annual and 31 and 32 for personal.  
3. Delete the absence record associated with the LWOP via PA61 IT2001.

4. If the recipient is on long-term leave and has a begin LWOP action on IT0000, delete the action.  Submit a CST form to delete the line of history on IT0008 associated with the LWOP.
5. Verify the anticipated sick quota (20) balance.  
6. If a negative anticipated sick quota exists:   
a. Create a quota correction (2013) to increase the anticipated sick quota type (20) to make the negative hours equal to zero.  The effective date should be the first date the employee meets eligibility in accordance with leave donation policy.  This will allow the total amount of donated quota to be available for use.  
 
b. Create a Quota Correction (2013) to decrease anticipated sick quota (20) by the amount adjusted in Step #5.a. above.  These hours were only entered to allow the entry of absences and therefore must be removed.
**Use the first day of the next leave calendar year as the effective date for this adjustment.
NOTE:  If the employee returns to work or separates before the beginning of the next leave calendar year, the adjustment in Step #5.b. must be deleted and re-entered with a current effective date or date prior to the date of separation. 

7. Increase recipient’s Sick leave quota for the total number of hours being received.  These adjustments can be done as one adjustment for the total number of hours being received or in multiple adjustments, if preferred.
a. Create Quota Corrections (2013) to increase the anticipated sick quota (20) and actual sick quota (21) to add the appropriate hours of donated leave.  

Note: Use the first day the employee meets eligibility, prior to donations.  Enter Quota Type 20 and the total number of hours.  Be sure to mark the radio button for “Increase generated entitlement” and select “Transfer selected entitlement immediately”.  Please use the Edit>Maintain Text feature to note that the adjustment was done due to donated leave, but do not include any details about the donor.  
8. Enter the paid absences resulting from the donated leave via PA61 IT2001.

9. If long-term leave will resume, enter the unpaid absence via PA61, IT2001 and reenter the PA40 action to Begin LWOP using the date now applicable due to the donated leave.   

10. 
11. If donated leave is not used by recipient as a result of:

· The recipient being released for full-time work
· The family member’s condition no longer requires the employee’s absence
· The end of the leave calendar year, and the leave cannot remain with the recipient in accordance with the leave donation policy
· Death 

Then reduce the number of hours on the recipient’s quota adjustment.  

a. Use the date the recipient no longer meets eligibility as the effective date, create new Quota Corrections (2013) to decrease the anticipated sick quota (20) and actual sick quota (21) to reflect the appropriate total number of donated hours not used by the recipient.   

12. Create an additional Quota Correction (IT 2013) to return the unused hours to the donor(s).  Returns of donated quota should be made based on inverse order of receipt.  The last received should be the first returned.  Do not DELETE the originally entered correction.  Use the current date for this adjustment and use the create icon.
a. Create a quota correction (IT2013) to increase the appropriate anticipated and actual quota.  If the donor donated annual leave, create both quota types 10 and 11.  To return Personal leave, create both a 30 and 31 with the number of hours being returned.  Be sure to create the adjustment with the current date, mark the radio button for “Increase generated entitlement”, and select “Transfer selected entitlement immediately”.  Again, please use the Edit>Maintain Text, feature to note that the adjustment was done to return of donated leave.  Do not include any details about the recipient.  
