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                 19 December 2006

MEMORANDUM FOR All State Civil Service Employees and State Active Duty




    Service Members

SUBJECT:  State Personnel Programs Policy Memorandum # 2006-15


        Governor’s Office Informal Time Off (ITO)

1. In celebration of the holiday season, the Governor has authorized informal time off (ITO) for all State employees and service members based on the following information.

2. Full-time employees will be permitted four hours of ITO.

3. Part-time employees working less than ¼ time will be permitted one hour of ITO; employees working ¼ to ½ time will be permitted two hours of ITO; and employees working more than ½ time will be permitted four hours of ITO.

4. Intermittent employees, seasonal employees and retired annuitants working 1-43 hours during the month of December will be permitted one hour of ITO; employees/annuitants working 44-87 hours will be permitted two hours of ITO; and employees/annuitants working 88 or more hours will be permitted four hours of ITO.  

5. All employees using ITO must report it on their time sheets.  FLSA and SAD exempt employees may either combine their ITO with paid leave to equal a full day off, or they may use their ITO to leave early after working a partial day.

6. For most employees, the ITO will be either Friday, December 22, or Friday, December 29.  The time off should be granted in a manner consistent with maintaining necessary services to the public.  Employees required to work these days should be granted the time off prior to 30 June 2007.

7. If you have any questions regarding ITO, please call Barbara Appel (916) 854-3717 (State Civil Service) or Ms Cheryl Arbaugh (916) 854-3311 (State Active Duty).
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