The following is a description of the elements contained on the Vacation Leave
Liability Account Activity report, Exhibit A:
1.

Date
Indicate the month-end date for which the report was produced.

2.

Expenditure Account
A listing of the departmental account, funding source, and appropriate salary
subaccount.

3.

Name
All employees who accrued or used vacation against the funding source are
listed in employee number order.

4.

Employee Number
The University’s six-digit identifier of the employees listed in item 3.

5.

Timekeeper Code
The individual timekeeper code associate with the employee paid from the
funding source. The codes are assigned in the time Data Recording and
Leave Accounting System (PINS II).

6.

Period
The date associated with the accrual and/or the usage of vacation. The date
can be either the current or a prior month if an adjustment has been
submitted.

7.

Rate MO/HR
The salary rate (either hourly or monthly) of the employee as it is currently
established in the Payroll/Personnel System (PINS).

8.

Accrual Hours
The number of accrued hours of vacation being charged to the funding
source for an employee during a calendar month, as well as any prior pay
period adjustment affecting vacation accrual. If an employee is split-funded
between various funding sources, the total number of hours accrued or
adjusted will be prorated to the various funding sources.

9.

Pay
The dollar value of the accrued vacation hours. The amount is derived by
multiplying hours (Item 8) by the hourly salary rate. (If the salary rate is
expressed as a monthly rate, the system will divide the monthly rate by 174 to
arrive at an hourly rate).

10.

Benefit
The value of employee benefits associated with the accrual pay in pay (Item
9). (See Item 14 for the percent factors used in the benefit charge
calculation).

11.

Usage Hours
The number of hours reported by departmental timekeepers of vacation
hours used by an employee. Also includes any adjustments to vacation usage
reported on the PTR and any terminal vacation pay-off indicated on the
Separation Certification. For those employees who are monthly rated, the
system will equate the hours to a percent factor for that particular month
which will be indicated in parenthesis under the hours reported.

12.

Pay
The dollar value of the vacation used, determined by multiplying either the
hours reported (for hourly rated employees) or the percent factor calculated
in usage hours (Item 11) (for monthly rated employees) times the employee’s
rate of pay (Item 7). Although this figure is part of Net Sub 6 (Item 17),
there is a budgetary reallocation from the appropriate salary subaccount (0, 1,
or 2) into subaccount 6 in the General Ledger labeled “leave accrual”.

13.

Benefit
The dollar value of employee benefits associated with vacation pay in Item
12. (See Item 14 for percent used in the benefit reimbursement calculation).

14.

BC
The vacation accounting benefit code assigned to the individual employee.
The codes represent the various combinations of employee benefits that
would be applicable to either an academic, management, or staff employee
(see Supplement I).

15.

Subtotals
The total number of hours, pay, and benefits for both vacation accrual and
usage.

16.

Net Sub ___ (Subaccount 0, 1, or 2)
Represents the number of dollars associated with usage pay reimbursement
(Item 12) and will be the General Ledger entry into the appropriate salary
subaccount with an object code of 1850 and labeled “leave usage”.

17.

Net Sub 6
The net dollar amount of the items above that affect subaccount 6. This
amount is comprised of the accrual for pay and benefits which are assessed
against subaccount 6 (Items 9 and 10) and the benefits associated with usage
(Item 13). This amount will be entered in the General Ledger in subaccount
6 with an object code of 8930 and labeled “leave activity”.

18.

Timekeeper Address
The name and mail code of the departmental timekeeper with the
preponderance of employees listed on the account/fund/subaccount.

