Instructions for Leave Corrections

Departments are responsible for keeping track of their employees’ leave balances and ensuring that their balances agree with what is in HRS.  If the leave balances do not agree and the HRS balance is incorrect, the department must complete a Leave Correction form to correct HRS.

EMPLOYEE LEAVE CORRECTIONS 

OKLAHOMA STATE UNIVERSITY

	HOME DEPT. NUMBER
	DEPARTMENT TITLE
	
DATE

	AA D0350
	Payroll Services
	09/28/09

	EMPLOYEE ID NUMBER
	EMPLOYEE NAME
	EARNED AS OF
	TAKEN AS OF

	100xxxxx
	Employee, Monthly G
	09/30/09
	08/31/09

	ANNUAL LEAVE BALANCE
	SICK LEAVE BALANCE
	COMPENSATORY LEAVE BALANCE

	                  OK
	    1214.62
	          N/A

	COMMENTS

	4 hours of sick leave were not reported on confirmation


	THIS FORM PREPARED BY
	PHONE
	SIGNATURE OF THE DEPARTMENT HEAD

	Sue Moore
	4-6372
	


Steps to Complete the Leave Correction Form  

· Fill in the employee’s home department number and name.


· Fill in the date the form is being prepared.

· Fill in the employee’s CWID and name.

· Fill in the Earned as of and Taken as of dates.  For biweekly employees these should be the same because you can take the leave in the same period as it is earned.  For monthly employees Earned as of should be one month ahead of Taken as of date.  Leave cannot be taken until the month after it is earned.
· Enter the appropriate balances in the leave balance fields.

· Enter a comment to explain the correction.

· If the balance appears very different from what is in HRS based on the comment, you may get a call from Payroll Services to make sure the correction is completed properly.

· Fill in Prepared by and the phone number in case there are questions.

· The department head should sign the form.

· Send the form to Payroll Services, 409WH.

· Leave correction deadlines are on the Payroll schedules.  It is important to follow them because timing of the correction could be critical (if a payroll has passed since the form was completed.

· Departments must work with balances and not what should have happened on a particular payroll.

