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	Introduction
	As part of the Office of Human Resources ongoing efforts to improve processes and provide timely services, we regularly initiate and analyze reports and process-relevant data.  These reports provide the Personnel Transactions Unit (PTU) information on PAL timesheets which have not been completed, submitted, and/or approved in a timely manner by the employee/supervisor.


	Purpose
	The purpose of this Human Resources Memorandum is to inform Attendance Clerks, Personnel Liaisons, Supervisors, Managers, and departmental employees of the potential issues created when employees’ PAL timesheets are not submitted and approved on a timely basis.


	PAL Timesheet Approval requirements
	The PAL timesheet approval requirements:
· PAL timesheets are to be submitted by the employee at the end of each week.

· The supervisor is to review and verify the employee has sufficient leave to be charged and approve the timesheet on a weekly basis.
· PAL timesheet must be approved by 5:00 p.m. the day of ABMS dock cutoff (PAL calendar provides all cutoff dates.)
· PAL timesheet must be approved by the supervisor for the month by close of business on the 3rd working day of the following pay period.  
NOTE:  Interfaces are initiated the morning of the date posted on PAL Calendar in order to meet SCO's deadline for processing on the same day.  


Adverse affects of late approved of PAL
	Adverse affects on employees 
	The ABMS team runs two interfaces from the PAL system to the State Controllers Office each month, one for dock and the other to update leave usage in the Leave Accounting System. These interfaces are only successful when the PAL timesheets are approved prior to the ABMS interface being ran. 
When the PAL timesheets are not approved on time, the automated systems do not work and employees may be subjected to some or all of the following  problems:
·  Leave usage is not deducted from appropriate leave balances creating an incorrect balance. When the employee checks his/her PAL for available leave credits, it appears the employee has more leave than what is actually available. If the employee elects to use this leave, it will create an overuse which results in an accounts receivables being established.
· Overpayment occurs due to dock not interfacing and the warrant must be returned to SCO or an accounts receivable will be established which will be collected from the next applicable pay period.
· When warrants are returned to SCO it creates delays in payments being sent out such as, garnishments and other deductions, i.e. car payments or other payments being paid through the employees warrant. 
· If a salary advance is provided, it will only be for the time approved inPAL.  
*Salary advances are provided per the MOUs of each Bargaining contract. 



Resources
	PAL Calendar
	The Monthly Payroll Calendar is available on the Project Accounting & Leave (PAL) home page.  Supervisors are encouraged to print a copy of the Monthly Payroll Calendar each month as a reminder of specific cut-off dates and times.  The calendar is available at the following link: http://pal.dgs.ca.gov/PayrollCalendar/default.htm.  

Each monthly calendar displays the PAL payroll and leave interface dates.  
Timesheets not approved prior to the deadline are not captured during the interface and not submitted to SCO for processing.  This results in payment delays and/or inaccurate leave balances.  


	Questions
	If you have any questions, please do not hesitate to contact your Personnel Specialist.  We are available to assist you in any way possible.
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