
April 23 – Separation Process
Q.  WebTA shows T&A Summary Page shows one account. The AD581 may show a different account.  (There is a place on the Portal screen to add comments, so I will use that space from now on to add a remark IF the acctg codes differ.)     Is that acceptable? 
A. Yes.   (Remarks are optional.)  The HR Assistant will pay the employee from whatever accounting you list on the 581.  It doesn’t have to be the same as what was on the last T&A…although is very often is the same.
Q.  There is usually a big delay in processing lump sum payments; my servicing HR Assistant said sometimes these actions fall off the database.  What does it mean when the lump sum “falls off the database”.   
A. When your servicing HR Assistant processes lump sum payments through their system, it goes through NFC edits and if something is amiss, the action goes into what’s called “sync” and the Assistant has to review the action to see what went wrong and fix it.  There is no notification when this happens, the HR Assistant has to go in regularly to check on the “syncs” and fix them.  We will pass this reminder on to the Business Service Centers.
Q.  Can locations be notified when lump sums have been paid out (not just processed) by HQ?
A.  We will forward the request to the Business Service Centers.  Note from a caller:  Your location’s financial technician sees the lump sum amount on their financial report in the “other” column.  It will have the name of the employee and the number of hours paid.  It was suggested that perhaps the financial tech could let the location know when the lump sums have been paid.
Q .  Is an AD-349 required with the separation packages?
A. It is not required by us but your business service centers (bsc) want them if the employee’s address is changing.  In addition, the BSC’s want a forwarding address on the back of the 52, whether the address has changed or not.






Below is a copy of the guidance that was sent out by Ted on the new separation process.
To: ARS-AO-ALL; ARS-Area Personnel Assistants-All
Cc: Pree, Shelley; OHare, Laura; Ponte, Terri; Boyd, Michelyn; Taber, Vicki; Randall, Ashley; Smith, Yolanda; May, Kristie
Subject: Employee Separation Process
This message is being resent.  Hello AO’s.  Please share the information below with all of your timekeepers.  Thank you!!
Hello AO’s,
We are being tasked by the Department with improving our process for separating current employees and removing former employees still on the NFC database who need to be processed off.  Currently ARS has close to 800 such employees.  There are a variety of reasons why employees don’t drop off the NFC database.  They are:  1.  No final T&A, 2.  An annual, comp-time, or credit leave balance, 3.  A negative annual or sick leave balance, 4.  A receipt account balance (outstanding bill).  The employee separation process begins with an SF-52, but the other documents (leave audit and AD-581) necessary to clear the employee from the database either are in error, were not submitted, or were not processed. 
Of the 800 employees, many either owe money to the government or we owe money to them.  In the process of resolving these actions, we may be coming to you for employee addresses (if you have an updated one) and AD-581’s with accounting codes which can be used to make payment to employees.
We are also instituting a new policy for processing separating employees.  See the attachment for the policy which is to go into effect with this correspondence.  Some of the major changes are as follows:
1. No more mailing of documents.  All documents are to be scanned and emailed with no Pii (just last 4 digits of SSN).
1. No more leave audits (unless you have a reason to believe that WebTA is incorrect).  Just scan and send the last T&A summary page.
1. All three necessary documents (SF-52, AD-581, and Final T&A summary page) are to be scanned and emailed at the same time to your Area Personnel Person (i.e. Deborah Agee, Maria Dallara, Edna Taylor, Adrienne Labega, Linda Jensen, Irene Fortson, Laverne Dolandolan, Elizabeth Jackson, and Rita Keeling) or someone they may designate.  NOTE:  An exception to this policy is retirements.  For retirements, the SF-52 is submitted several months in advance of the retirement to the retirement staff, with the AD-581 and final T&A summary page following when the employee retires.    

This is a wonderful opportunity for us working together to improve a process which has needed it for a long time.
    Ted Nykiel, Supervisor, Pay and Leave Staff 

 Instructions for Processing Separation of Employees

1. Prepare SF-52.

a. Preparer of SF-52 is responsible for sending in all three needed documents together at same time (See 5)

2. Prepare Final T&A (See Exhibit A).

3. After Final T&A has been validated, print the T&A Summary page.

4. Prepare AD-581, Lump Sum Payment.

a. Block 1 -    Last 4 digits of SSN
b. Block 2 -    Name
c. Block 3 -    Agency Code
d. Block 4 -    Date of Separation
e. Block 25 – Accounting Code(s)
f. Block 27 -  Remarks (enter SF-52 request #)
g. Block 32 – Enter ending leave balances from the WebTA Summary page.  Change AWOP line to Credit time and enter balance.
h. Block 33 – Signature of fund holder and date.

5. Submit SF-52, T&A Summary page, and AD-581 to your Business Service Center Area Personnel Person.
 
a. Send by e-mailing scanned documents.  
b. All 3 documents must be submitted together within one week of final T&A.  
c. Leave audit no longer required.
d. Exception:  For retirements, send in SF-52 two months prior to the retirement (when possible or ASAP) to the Retirement and Benefits. 
AD-581 and T&A Summary page to follow after last pay period; for deaths, all three actions to be sent in at same time.  
Exhibit A
How to do a Final T&A 
T&A Profile 
		Status Change  

	  Status Change Type  
	

	  Status Change Day  
	



	Select END from the dropdown menu for new employee (should match personnel action)

Status Change Day – Select the employee’s
last day from the dropdown menu  


		Work Schedule  

	  Pay Plan  
	

	  Tour of Duty  
	

	  Duty Hours  
	

	  Work Week  
	

	  Alternative Schedule  
	



	
	


		Contact Point  

	  Agency  
	

	  State  
	

	  Town  
	

	  Unit  
	

	  Timekeeper  
	

	  New Contact Point  
	



	


		Overtime/Standby Status  

	  RSO/Salary Cap  
	

	  Standby Hrs/Week 1  
	

	  Standby Hrs/Week 2  
	

	  Standby/AUO %  
	



	


		Miscellaneous  

	  Oath Of Office  
	

	  Final Report  
	

	  On Hold  
	

	  Retain Data  
	TC’s and Accounts



	
For Final T&A, Select “Final Report”

		 Accounting  

	  Manual Account Entry  
	

	  Stored Account (NFC)  
	

	  Local Account (Local)  
	

	  Account  
	



	

		Leave Parameters  

	  Service Computation Date  
	[image: Click here to open calendar.]

	  Override Lv Category  
	  

	  Override Leave Ceiling  
	  

	  Approved Leave
 Recipient (VLTP)  
	No 

	  Approved Leave
 Recipient (ELTP)  
	No 

	  Home Leave Accrual Rate  
	

	  Home Leave Start Date  
	[image: Click here to open calendar.]

	  Home Leave End Date  
	[image: Click here to open calendar.]



	

	
	CLICK “SAVE”


		




	
After T&A’s have been certified and picked up by NFC, employee will automatically be dropped from the timekeeper’s list.  Employee will become inactive.  To bring employee’s T&A back, timekeeper will have to contact HR Administrator to “reactivate” employee’s T&A.




NOTE:  If the employee did not work the full pay period, they should not accrue leave; go to the Leave tab and change the annual and sick leave accruals to zero.  Click Save.
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