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November 8, 2002

Memorandum For:
HEADS OF SERVICE AND STAFF OFFICES

From:


VICKIE L. JONES

DIRECTOR, NATIONAL PAYROLL CENTER 

SUBJECT:
Processing Separated Associates 

This memorandum serves as a reminder to all Supervisors, Certifying Officials, and Time and Attendance (T&A) Clerks as to the appropriate method for processing separated associates both in the Comprehensive Human Resource Information System (CHRIS) and in the Electronic Time and Attendance Management System (ETAMS).

When an associate separates from GSA employment, the associates’ supervisor needs to ensure a Request for Personnel Action is sent to their servicing human resource office for processing through CHRIS.  At the same time, the associate’s Time and Attendance Clerk needs to properly prepare the final timecard in ETAMS.  

ETAMS is a true exception-based time, attendance, and employee leave data-reporting system.  As an internal control check, ETAMS contains a separation indicator on the T&A record titled “Sep Ind”.  When the T&A record is submitted for the last pay period worked by the separating associate, it is critical that T&A Clerks check this block “Yes.”  Certifying Officials also need to review the final T&A record for separated associates and ensure this indicator is marked “Yes.”

When the final ETAMS record is processed, the GSA National Payroll Center (NPC) is notified of the associates’ separation.  If this indicator is not marked “Yes”, and the separation action is not received from CHRIS, the associate will continue to be paid causing an overpayment situation.  

We are requesting that everyone be proactive when processing separated associates so we can ensure they are paid accurately and not overpaid in subsequent pay periods.  

We appreciate your assistance.  If you have any questions, please contact the NPC Customer Service Unit at (816) 823-3900.
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