CLOSING VLTP ACCOUNTS

1) Ensure VLTP emergency is over.
2) Review employee’s LESs to check for any LWOP or advanced sick leave charged during emergency.
3) If any LWOP or advanced sick leave charged and there is remaining donated leave on LES, submit timecard(s) to pay employee for missing time/substitute donated leave for advanced sick leave.  This can be done in ITAS.
4) Once any changes/corrections take place on the LES, print copy of VLTP Recipient Report from ITAS, adding SSNs of donors to the report.
5) Submit report to your BPLB Payroll Liaison, requesting that employee be removed from VLTP in DFAS and remaining leave returned to donors.
6) Remove employee from VLTP in ITAS, making sure any leave from set-aside account is not used by employee until you are notified by BPLB that it is ok.
7) When notified that the employee has been removed from VLTP in DFAS, review employee’s LES & make appropriate changes to ITAS leave balances.

8) If/when Returned Donation Report sent to you (see #4 & 5), notify each donor regarding leave returned so balances in ITAS may be updated; if employees are not within your IC, notify ITAS Coordinator for other IC(s) of appropriate data.
