PROCESSING STAFF TERMINATIONS FOR TERMINAL PAY
Effective date of termination is the next day following the last day of actual work.  

No need to display each funding source with percentage – the system will pay based on current funding.
BI-WEEKLY

1. Include all hours worked and any accruals taken in the final pay period on the paper adjustment voucher. 

2. Calculate prorated vacation accrual – using the pay period accrual rate - divide by 80 - then times this figure by the number of hours in pay status = prorated accrual for the pay period. 

Example:  4.31 divided by 80 = 0.0538 x 64 hours = 3.44 accrual earned in final pay period

3. Include any remaining eligible hours to be paid such as unused holidays or compensatory time.

MONTHLY
1.   Include all hours worked and any accruals taken in the final pay period on the paper adjustment voucher. 
2. Calculation for prorated PTO accrual for partial month – the number of hours paid in the final month – divided by the number of work hours in the termination month - then take this amount times the monthly accrual rate = prorated accrual for the month.

             
Example:  128 divided by 168 (work hours in the given month) = 0.7619 x 24 = 18.29 prorated accrual 
earned in final month.
3. Figuring hourly rate – the hourly rate is figured differently for hours paid in the final month (if the employee did not work the full month) including terminal PTO.  

Regular hours worked – divide the monthly salary by the number of work hours in the given month. 

Example: $3,000 divided by 168 = $17.857
Terminal Pay – divide the full time budgeted salary by 2080 hours.  


Example:  $36,000 divided by 2080 = $17.307.
4.   Terminal pay hours should be reported as one total per earn code.  Not necessary to project for each month until final pay date is listed on the voucher.
       5.   Submit paper adjustment voucher along with approved PTO cards for 2002 through the current calendar year to UHRS.

PAO/SMO

1. Hours need to be reported for each work week within the final month of employment.

Note:  In the HIRE or Transfer month, the monthly-paid employee receives prorated PTO accrual for partial month of work – use the same formula as described in number 2 above.

