STEPS BEFORE/WHILE ON VLTP

1. Ask employee for most recent Leave and Earnings Statement (LES).

2. If donated leave is already showing on LES, that means employee had a prior account that was never closed at DFAS.  Notify your Payroll Liaison in the Benefits and Payroll Liaison Branch (BPLB) so account can be closed.

3. If balances do not match between LES and ITAS, conduct a thorough audit immediately to discover which system is incorrect – ITAS or DFAS.  Do not merely change ITAS to match the LES.  If necessary to correct DFAS, submit error notice within ten (10) days to your Payroll Liaison in BPLB.
4. Employee can be put into the Program in ITAS at once, in order to receive donated leave, but if balances were incorrect on the LES, do not use the leave in ITAS until notified by BPLB – track usage on paper.  Once BPLB notifies the appropriate TK/AO, donated leave can be requested retroactively.

5. Ask employee for LESs each pay period so VLTP donations and accruals can be monitored.  NOTE: ITAS and DFAS handle accruals differently at this time.  DFAS prorates accruals according to how many donated hours were used and puts the amounts into the leave balances WITHIN the same pay period it is earned, using the leave immediately in that same period, reducing the amount of donated hours used. ITAS also prorates the leave, but puts it in the balances at the END of the pay period, making it available the next pay period.  If this leave is used in ITAS, it will put the recipient in LWOP status.

6. Remove any leave accruals in ITAS that are not showing on the LES.

7. Access the VLTP Recipient Report in ITAS each pay period.  Only use leave donated in the first week of the pay period; leave donated in the second week may not be available for use that pay period, but can be used retroactively.
8. If after several pay periods you see that some of the donated leave has not been applied to the LES, contact Joyce Stitely in BPLB to discover why.  She will work to have this corrected.

9. If leave MUST be used in the pay period and it is not showing on the LES, contact your Payroll Liaison who can look in the DFAS system for available amount.  

10. If LWOP is charged in error by DFAS, contact Joyce Stitely for assistance.

11. Do NOT use Advanced Annual Leave while employee is in VLTP – DFAS will not allow it.

12. If employee is granted Advanced Sick Leave, a) ask supervisor to grant up to 240 hours, not smaller amounts, since the recipient may need to use more during the emergency; and b) make sure it is entered in ITAS during the first week of the pay period; if it is entered into ITAS the second week, use it retroactively.

