From: Human Resources Department, Agency Name
To: Agency Name Employees

Subject: 2012 Leave Balances Roll Over on December 31, 2012

-------------------------------------------------------------

Good Morning Employees –

Your leave balances (annual leave, sick leave, etc.) will roll over from 2012 to 2013 on Monday, December 31, 2012. In accordance with state regulations, employees will be allowed to carry over 45 days of Annual Leave and 180 days of Sick Leave from 2012 into 2013. 

Below are recommendations to help ensure your leave rolls over into the new year smoothly.
General Employee Reminders

· Check your leave balances before the end of December, to ensure you are not over the roll-over limit of 45 days of Annual Leave or 180 days of Sick Leave. 
· We recommend that employees print out a copy of their leave balances for comparison after the roll over is completed. 
· Employees will be able to view your 2013 leave balances in MySCEmployee beginning on Tuesday, January 1, 2013. 

· If you have any questions about your leave balances on or after January 1, please contact Name at Phone Number or Email Address for assistance.
· If your Annual or Sick Leave balances exceed the amounts listed above, and you would like to donate any excess leave to our agency leave pool, please contact Name at Phone Number or Email Address before December 31, 2012.

Reminders for Managers and Supervisors Who Approve Leave in MySCEmployee
· Please review and approve or reject all leave requests in a timely manner leading up to the roll-over date, December 31, 2012. 
As always, please don’t hesitate to contact this office if you have questions about the leave roll over on December 31. You can reach us at Phone Number or Email Address.

Thank you,

Name
