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Because of the September 11, 2001 tragedies in New York City and Washington, DC, Governor Davis issued, as a precautionary measure, a directive to request that all non-essential employees be sent home on administrative time off.  For timekeeping purposes, employees are requested to report the time as follows:

· Full-time employees who reported to work and were sent home should capture this time as “ATO” on their Project Accounting and Leave (PAL) or on their hard copy STD 634 (Absence Request) for the entire work day.
· Part-time and intermittent employees who reported to work and were sent home should capture actual hours worked as work time and the balance of the hours as ATO, not to exceed their regularly scheduled hours for the day, on PAL or STD 634.

· Employees on scheduled or approved vacation, annual leave, sick leave, or CTO will charge the appropriate type of leave accordingly on PAL or STD 634.  Employees will not be allowed to change scheduled or approved leave to ATO.

· Employees who reported to work and received supervisory approval to go home using their own leave credits prior to the Governor’s directive being issued will be allowed to amend this time and capture this time as ATO on PAL or STD 634. 

Thank you for your assistance in assuring these instructions are followed.  Questions regarding this memorandum should be directed to your Personnel Services Specialist.     

DEBRA BOULER, Chief

Office of Human Resources
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