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The purpose of the memorandum is to remind all employees of the Department of General Services (DGS) policy requiring employees to have a minimum leave balance to enroll in the Direct Deposit Program.


ELIGIBILITY

[bookmark: _GoBack]In accordance with SCO policy as established in January 2000, DGS employees are eligible to participate in the Direct Deposit Program, provided they meet the following criteria:

1. Paid on a positive basis, or

2. Paid on a monthly or semimonthly basis and the warrant is issued on the last day of the pay period; and

a. have an exempt, statutory, or a permanent appointment; and
b. for employees with a time base of greater than ¾ times, have and maintain a leave balance of 20 hours of sick leave and 20 hours of vacation, personal leave program (PLP), or personal leave day (PLD), or 40 hours of annual leave.  Part-time employees with a time base of ¾ times or less must have and maintain 10 hours of sick leave and 10 hours of vacation, plp, or pld, or 20 hours of annual leave.  Additional vacation hours may be used to offset the required sick leave hours on an hour -for-hour basis.   Employees may use CTO, excess hours, personal holiday, and holiday credits in lieu of vacation hours to meet the eligibility requirement.
c. The Personnel Transaction Unit will monitor the employees leave balances periodically to verify they meet the eligibility requirement and notify the employee in advance if they are removed administratively from the Direct Deposit Program.
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Employees who do not accrue leave benefits are not required to maintain a minimum leave balance.

Questions regarding these changes should be directed to your assigned Personnel Specialist or Personnel Supervisor. 



LYNN W. CATANIA, Manager
Personnel Operations Section

cc:	Personnel Transactions Unit
	Personnel Analysts
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