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ACCOUNTING FOR SHARED LEAVE

Following is an excerpt from the OFM Manual setting forth the rules regarding Shared Leave.  

	85.34.20.a
	The Shared Leave Program enables a state employee to donate annual, sick, and personal holiday leave to another state employee to use as sick leave as defined in RCWs 41.04.650 through 670. After approval from agency head or authorized designee, transfer of leave between employees is to be recorded in the accounting and payroll systems in such a way as to allow for statewide reporting of shared leave activity.

	85.34.20.b
	For shared leave transfers between employees within an agency and within the same account, no transfer of cash is involved. The entry is to debit GL Code 6510 "Cash Expenditures/Expenses" with Sub-object BT "Shared Leave Provided - Sick Leave," BU "Shared Leave Provided - Personal Holiday," and BV "Shared Leave Provided - Annual Leave," as applicable, and to credit the same general ledger code with Sub-object BW "Shared Leave Received." (Refer to Subsection 85.42.50.a for an illustrative entry.)

	85.34.20.c
	Shared leave donations between accounts and/or agencies require transfer of cash from one account and/or agency to the other. In the donor's agency and account, the entry is to debit GL Code 6510 "Cash Expenditures/Expenses" with Sub-object BT, BU, and BV, as applicable, and to credit the appropriate cash GL code. In the donee's agency and account, the entry is to debit the appropriate cash GL code and to credit GL Code 6510 "Cash Expenditures/Expenses" with Sub-object BW. (Refer to Subsection 85.42.50.b for illustrative entries.)

	85.34.20.d
	Statute requires that unused shared leave be returned on a pro-rata basis to the various donors. Additionally, if an employee donates multiple types of leave, any reversion is to be returned proportionate to the original donation. When shared leave is returned, the original entries recording shared leave transfers are reversed for the value of the unused shared leave. Amounts are assumed to be immaterial and should be recorded as a recovery of current expenditures. (Refer to Subsections 85.42.50.d and e for illustrative entries.)

	85.34.20.e
	Refer to Section 25.40 for administrative procedures relating to shared leave


Green River Community College’s internal procedure for complying with the OFM policy on Shared Leave Accounting:

1. As shared leave transactions occur, the Payroll Manager will compile a tracking to be submitted to the Controller once all activity for an individual has transpired, or at the end of the fiscal year.  The tracking will include:

· Donor Employee’s name, account structure, dollar value of leave donated, and type of leave donated.

· Donee Employee’s name and total dollar value of leave received.

· EVEN THOUGH YOU MAY HAVE BEEN PROVIDED THE NAMES OF THE DONEE AND DONOR, NEVER INCLUDE THEM IN YOUR ACCOUNTING ENTRY AS THIS WOULD VIOLATE THEIR PRIVACY.  JUST USE WORDS LIKE “SHARED LEAVE DONATED” AND “SHARED LEAVE RECEIVED.”

2. General Accounting will create the accounting entries based on the Payroll Manager’s data.    

· Accounts will be charged based on the donating employee’s current  pay and account structure, with the exception of:
Fund 145 grant accounts (not ETC or I.P.) will be charged to the Grant Overhead account 145-111-2A03.

3. Accounts will be credited to the donee employee’s account structure based on current pay, regardless of whether it is a grant or other account type.  The basis for the distinction from #2 above where a grant will not be charged for Shared Leave, does not apply in this case.  A grant will be reimbursed for an employee who received shared leave because:  

· An employee who was coded to a grant and went out on Shared Leave would continue to receive pay through the Grant, regardless of the fact that they had expired all of their leave.  In order for the Grant to become whole again, the credit for Shared Leave received must go back to the Grant.

4. The following Sub Objects are to be used when creating the accounting entries:

BV:
Annual Leave Donated

BT:
Sick Leave Donated

BU:
Personal Holiday Donated

BW:
Leave Received

5. Illustrative Example:  John Jones donated Annual Leave valued at $600 to Jane Smith.  John Jones is paid 50% from 101–011-1U00 and 50% from 145-111-2Q88 (a grant) and Jane Smith is paid out of 448-255-1101.  The entries would be:

503
101-011-1U00 BV
$300

002
145-111-2A03 BV
$300

502
840-082-1B00
 001
$600






002R 448-255-1101 BW 
($600)
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