Personnel Administration Alert                                       2010-06

Issued 08/11/2010


This Alert includes:
 

· Information related to Clothing Allowance Procedure for Separating Employees
The following procedure has been developed to ensure clothing allowance payments are processed for eligible employees who are separating.
· On the original separation EPAR, please include the amount of clothing allowance due to the employee

· Estimate the amount due by assuming the employee will remain in a compensable status until the effective date of the separation

· In the comments section of the EPAR, including the following information:

· Employee is due $xxx.xx clothing allowance (estimated payment assuming the employee is in a compensable status until separation).

· Cannot verify exact amount until after the separation date has passed

· Verify the payment amount after the PT_BAL00 updates

· Send an email to the OA, HRSC resource account asking them to enter the clothing allowance payment.
· The email subject line should read:  Closed PAR ID xxxxxxx – Separated Employee Clothing Allowance – Separation Date = xx/xx/xx 

· The HRSC representative will then enter the clothing allowance payment for the separated employee

If you have any questions related to this process, please contact Pat Krzykowski at pkrzykowsk@state.pa.us or 717-787-8001.  
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