
Separations Workgroup 
Points to Remember 

 
 

 



Appointment Change/Transfer 
• Terminology –Separation from your 

agency /Appointment Change 
• Checklists for each section 
• Transmittals  
• Health Care Payments Losing-Gaining 
• LNI Coding 
• Garnishments-Child Support 
• Voluntary Deductions –Savings Bonds 
• Involuntary –Retirement 
 



More to Remember for any 
Separation 

 • Transmittal (SAAM 25.20.50) 
– Basic details from HRMS 084 Report 

• ZCAT6 to ensure all leave has 
been adjusted  

– Although agencies have a clear report 
from HRMS they must complete a 
transmittal when an employee is 
transferring to another agency. 

– Employee Personnel/Payroll Records 
Transmittal (DOP website) 
 



Transmittal Form from DOP 



Transfer to Another Agency 
• Send transmittal to the Gaining 

Agency – Appointment Change 
• Keep in Files for other Separations  
• If you are not an agency who uses 

HRMS/CATs for leave 
– Reconcile employee balances prior to 

preparing transmittal 
– Gaining agency reconcile accruals then 

create earned and taken 
 

 



Transfer to Another Agency 
• If the employee is transferring to another 

agency, the gaining agency will perform the 
appointment change process and agency 
transfer. 

• The losing agency will need to enter/change 
any remaining master data prior to the 
gaining agency performing the appointment 
change action.  

• Example:  leave to enter or delete in CATS, 
garnishments, or anything pending master 
data for the employee. 
 

 



Employees Enrolled in Health 
Insurance 

• When a transfer occurs at any time prior 
to the end of the month, the losing 
agency is responsible for paying the 
state share for the entire month.  

• The gaining agency will not be billed for 
state share until the month following the 
transfer.  
 



Losing Agency Pay 1 Adjust 

• The losing agency must enter 401 
(transfer out code) in the TRANSFER 
REASON field, and the last day of the 
month in the TRANSFER EFF DATE 
field. Press PF10 to update.  

• Both the employer /employee premiums 
will be taken by HCA automatically from 
the loosing agency GL 5181 
– WT2983-Health Adjustment pretax (EE) 
– WT2550-Health (ER) 

 



Gaining Agency Pay 1 Adjust 
• The gaining agency must enter the 

new HOME AGENCY/SUB-AGENCY 
(move the cursor to the home agency 
field), enter 201 (transfer in code) in the 
TRANSFER REASON field and the 
transfer-in date (the first day of the 
month in which the new agency is 
responsible for premiums) in the 
TRANSFER EFF DATE field. Press F10 
to update.  



Gaining Agency Adjustment 

• This will set the home agency lock to 
the new agency. Do not update any 
other fields on this screen until after the 
transfer transaction. Additional changes 
to the A.41 screen fields will require a 
separate transaction.  

• In HRMS the process is dependent on 
the date the employee transfers 
 
 
 



Health Care Premiums 
• Employee transfers out on the 15th or in 

on the 16th 
– No adjustments in HRMS needed the GL’s 

will process correctly between agencies  
• Employee transfers out on the 30th or in 

on the 1st. 
– Gaining agency key positive adjustments 

on their first payroll so that the 25th payroll 
collects the double premiums 

– ER (WT2550) EE (WT2983) 



Health Care Premium 
Appointment Change 



Health Care Premium Adjust 
EE and ER adjustments must be processed 
under Additional Payments in HRMS under the 
Payroll Tab 



Health Care Premium Adjust 

The losing agency must post the EE and ER 
adjustments then the gaining agency can post 
their adjustments.  Best practice to process these 
in the pay period they come into your agency 



Losing /Gaining Agency (ER)  



Losing /Gaining Agency (EE)  

Try to process in current period.  If processed in retro you must ensure 
GL posting is complete. 



Appointment Change/Transfer 

• Shared Leave 
– Check for pending reversions of donated 

shared leave to separating employee 
– Revert separating employee’s shared 

leave balances 
– Shared Leave does not transfer between 

agencies 
• Child Support 

– Complete card prior to separation 
– Continue on a transfer out  



Appointment Change/Transfer 

• Garnishments 
– Check name of garnishee defendant 
– If “State of Washington” 

• continue at the new agency 
• forward file. 

– If specific agency is named 
• End garnishment   
• Complete final second answer 

• End dating of Infotypes worksheet 
 



 
Appointment Change/Transfer 

 
• Savings bonds are pay date driven 

– What will happen when the employee 
leaves with the gaining agency GL and the 
losing agency GL (reserve balance in 
losing agency etc) 

• Personal Leave day (union shop only) 
– How should this be removed if they have 

not used it 
• Time Quota Comp (do not account) or 
• Absence Quota 2006 end dating 
 



LNI - IT0234  
Display Add. Withh.Info. US 

• Gaining agency will:   
– Process the employee with the BEGIN date 

of the first pay period the employee will be 
paid from their agency 

• Losing agency should not have to end 
date.   

• If the losing agency end dates they will 
– End date the IT with the last day of the pay 

period the employee will be at their new 
agency 
 
 



HRMS automatically transfers 

• Retirement (PERS 1-3) 
– PERS 1-3 transfers without any action 
– Other plans may need to be processed by 

the gaining agency 
• PSERS (only available at some agencies 
• LEOFF 
• State Patrol 

• Health Benefits 
– Medical 
– Dental 

 



HRMS automatically transfers 

• Deferred Comp 
• Life Insurance 
• LTD 
• FSA / DCAP 
• GET  
• IRS   

– W-4 
– Exempt 

 



HRMS automatically transfers 
• Bank details 

– Some agencies may still require a last pay 
check rather then the transfer of EFT that 
happens automatically in HRMS. 

• Recurring Payments 
– Union Dues 

• If end dated the losing agency must have 
something in writing from the employee 

– Parking 
• If it is directly for your agency it should be end 

dated 

 



HRMS automatically transfers 

– Associations or Agency specific deductions 
• If it is directly for your agency it should be end 

dated 
– Foundations / Charity 

• These would not be end dated unless 
requested by the employee 

– Auto / Home – Liberty Mutual 
• Do not end date unless requested in writing 

 



Mid Period Transfer 

• Transfer on any day other then the 1st or 
16th is highly discouraged 
– Reconciliation of general ledgers 
– Verify wages 
– Verify planned working time  

• Internal sub-agency transfers will cause 
the same issues 



Additional Resources 
 

• On Line Quick Reference 
– Quota Create YTD Sick Leave Balances 
– Separations Action PA40/PA30 
– Appointment Change Action Transfer 



Additional Resources 

• DOP Training Manuals 
– Forced accruals and renewals 

• Quota Correction to reduce the automatic accrual 
when accrual has been forced earlier 

– ZCAT6       
– ZT60     
– 084  Attendance System Change Report 

• OFM SAAM Chapter 25 
• WAC 357 
 



Separations 

QUESTIONS 
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