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	Purpose
	The purpose of this Human Resources Memorandum is to announce a cap on the maximum number of Voluntary Personal Leave Program (VPLP) hours certain employees can accrue.


  
	Effective date
	Effective January 1, 2007.


 
	Who is affected
	The 240 hour cap applies to rank and file employees in bargaining units 1, 3, 4, 5, 10, 11, 14, 15, 17, 20, 21, and all excluded employees.


 
	Cancellation process 
	The State Controller’s Office (SCO) and the Office of Human Resources (OHR) will identify employees at, or exceeding, the cap and will no longer post additional credits.  The SCO and the OHR will also delete the employees’ VPLP participation from their employment history record.  This process of canceling employees’ VPLP participation began with the January 2007 pay period and will occur each month, prior to the master payroll cutoff date, to prevent the VPLP salary reduction.  The Personnel Specialist will notify Attendance Clerks and/or employees at the time they are being removed from the VPLP. 



	Resuming participation
	Once an employee’s VPLP balance is reduced to 120 hours or less, and the employee has not participated in the VPLP for a minimum of one year, he/she can request to enroll in the program by completing the VPLP form which can be accessed through the following link: http://www.documents.dgs.ca.gov/ohr/VPLPform.doc and submit it to their Personnel Specialist.



	Contact
	Questions regarding this HR memorandum should be directed to your assigned Personnel Specialist or Personnel Supervisor.





/s/
MARIA LOPEZ, Manager
Personnel Operations Section




























