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	Purpose
	The Department of Personnel Administration (DPA), Department of Finance (DOF) and the Department of General Services (DGS) have authorized an Excluded Employee Leave Buy-Back Program for Fiscal Year 2006/2007.


	Timeframe for participation
	Departments may participate as early as April 1, 2007, but may delay participation until as late as June 30, 2007. 


	Background
	Leave buy back means that eligible employees may receive payment at their regular salary rate in exchange for accrued vacation, annual leave, personal leave, and/or personal holiday credits.


	Who is eligible
	Employees designated managerial (M/E99), supervisory, confidential (S/E98/C), or otherwise excluded from bargaining (E97), for the months of April 2007 through June 2007, are eligible to participate.  Eligible employees also include some additional excluded employees designated with CBIDs:  E48, E58, E59, E68, E78, or E79.  

If an employee is designated managerial during this buy back window period, and moves to another eligible CBID designation, the employee will still be eligible for the maximum amount of leave buy back (40 hours).


	Leave by back information
	The maximum amount of buy back is 40 hours and cannot be exceeded using any combination of the various leave categories.  Employees can only receive cash one time, in one department.

Leave is to be cashed out in eight-hour increments.  Excluded Employee Leave Buy-Back payments will be ordinary income in the month that the payment is made and are subject to federal and state tax withholdings.  Payments are subject to Social Security and Medicare tax withholdings, where applicable, and not subject to retirement.  

Tax rates are as follows:

Federal Tax (flat rate)

28.0%

State Tax (flat rate)

  6.0%

Social Security (if applicable)

  6.2%

Medicare (if applicable)

 1.45%




	Action needed
	DGS employees who are eligible and interested in participating in the leave buy back program need to return the attached form to their attendance clerk by June 29, 2007.


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


/s/

MARIA J. LOPEZ, Manager

Personnel Operations Section

EXCLUDED EMPLOYEE LEAVE BUY-BACK PROGRAM

OPTION FORM

TO:    All Eligible Excluded Employees

Please indicate your interest in participating in the Excluded Employee Leave Buy-Back Program by signing and dating this form.  Please return this form to your attendance clerk by Friday, June 29, 2007.

Yes, I would like to participate in the DGS Excluded Employee Leave Buy-Back Program.  I understand by choosing this option I can ask for leave buy back in eight (8) hour increments up to 40 hours of leave (if I am in a designated excluded position).  I also understand that this decision is irrevocable.  Further, I have read and understand the information with regard to deduction which will be taken out of the supplemental check.

Number of leave hours to buy-back: ________

Vacation _____         Annual Leave _____           Personal Leave _____

Personal Holiday ______                                      Holiday Credit ______

Signed: _____________________________   Date: ________________

Printed Name: _______________________    ABMS #______________

Office/Branch/Client Agency: _________________________________

