	
	
Georgia Department of Behavioral Health & Developmental Disabilities
Frank W. Berry, Commissioner

	
	[bookmark: Office]



						
[bookmark: Text22]Date	     			


MEMORANDUM 

To:	(This form will go to the leavekeeper or HR Office – depending on who has responsibilityfor entering accrued leave into PeopleSoft)


[bookmark: Text1]From:		     
[bookmark: Text23]Telephone:     

Subject:	Accrued Leave Corrections or Revisions Need After a Payperiod Closes

If the use of accrued leave needs to be revised or must be charged after the payperiod closes in Kronos (post Go Live), this information must be corrected and requires entry directly into Peoplesoft. PeopleSoft is the official record of accuracy, and there must be documentation to backup the PeopleSoft record. This memo will be used to document the corrections/revisions and data that need to be entered into PeopleSoft directly. 

[bookmark: Text3]Name:	     					

[bookmark: Text4][bookmark: Text5]Employee ID:	     						Mail Drop I.D.#     	

This documents accrued leave usage or corrections not reflected in Kronos because:

	         

[bookmark: Text8]Discrepancy occurred on or correction needed for :  		     		(Month/Pay Period/Year)

Please add leave back to:					Please subtract leave from:
		
[bookmark: Text24][bookmark: Text10]	     	Annual 					     	 Annual
[bookmark: Text11][bookmark: Text13]	     	 Sick 						     	 Sick
[bookmark: Text12][bookmark: Text14]	     	 Personal					     	 Personal
									 FLSA Compensatory time
[bookmark: Text15]Reason for discrepancy or correction:      										

												
According to my leave records, the following balances are what I show the employee should have at this tme:  
[bookmark: Text16][bookmark: Text17][bookmark: Text18][bookmark: Text19][bookmark: Text20][bookmark: Text21]     	Annual Leave,	     	Sick Leave,     Personal Leave, 	     	Forfeited Annual Leave, and      	Forfeited Sick Leave; As of      		
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