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Please distribute this Alert to users within your agency who are responsible for leave payments in SAP.
This Alert includes the following information:

  

· SEPARATION REASON CODE 90 (MANUAL LEAVE PAYMENT) 
Separation Reason Code 90 (Manual Leave Payment).  When a separation action requires a manual calculation to determine the appropriate gross payment of applicable remaining quota balances, Reason for Action code 90 must be entered during the action.  Quota payments will not automatically generate for employees separating with a Reason for Action code 90 since a “Q” record (QRET, QSEP, QDIS, etc.) is not generated on IT2012 during the separation action.
Situations where Reason for Action code 90 (Manual Leave Payment) should be used:

· When processing a separation for an employee who has frozen quota that needs to be paid at a rate other than the employees current hourly rate of pay or at multiple rates of pay.
Payment will be made via Infotype 2010 by BCPO.  Agencies should calculate the appropriate payment(s) and submit either a CST or an EPAR as appropriate.  
· Full time employees who transferred to a part time position and subsequently retire while part time must have their sick leave calculated manually SAP cannot accurately calculate sick leave payments for part time employees.  

Payment will be made via Infotype 2010 by BCPO.  Agencies should calculate the appropriate payment(s) and submit either a CST or an EPAR as appropriate.  
· For employees transferring to an agency with a reciprocal leave agreement.  

Quota balances being transferred to an agency with a reciprocal leave agreement must be “zeroed” out via PA61 Infotype 2013 (Quota Corrections).  Where payment of positive quotas (i.e., annual, personal, holiday and/or compensatory) is required, enter the payment via PA61 Infotype 0416 (Quota Compensation).  Negative quotas (overdrawn leave) must be recouped at time of separation.  To recoup the overpayment, change the overdrawn absence to another applicable paid absence type. If paid quota is not available, offset the negative quota by changing the most recent usage to leave without pay.  
Reminders: 

· The text on the infotype should note the reason for the quota corrections/compensations.  

· Quota Compensations entered for annual and/or personal quota also require a corresponding Quota Correction (IT2013) to the anticipated annual and/or personal quota for the amount of hours compensated via Infotype 0416.

· Management employees are not entitled to payment for unused holiday or compensatory quota.
Tools to determine the appropriate sick quota payment:
Leave payout calculator (Benefits website) 

Sick Quota Buy-Out/Pay-Out Absence Program Manual (M530.7 – Appendix L)
For additional information, refer to Time Alert 2006-23 Frozen Quota Payments and Time Alert 2010-01 Furlough Related Systems Processes. 

Questions regarding this alert should be directed to Susan Doyle (sdoyle@state.pa.us), Scott Coleman (sccoleman@state.pa.us), Laurie Cohrac (lcohrac@state.pa.us) or Jose Munoz (jomunoz@state.pa.us).  
