M E M O R A N D U M
TO:

All Property Valuation Administrators
Beth Brosmore, Executive Director



Office of Property Valuation



Wes Salyer, Director



Division of Local Government Services

FROM:

Marian S. Davis, Commissioner



Department of Revenue

DATE:

March 14, 2007

SUBJECT:
Recommendations for Documenting Leave Time 
It is our understanding that PVA employees follow / replicate the State Merit System, by virtue of Kentucky Revised Statues (KRS) and Kentucky Administrative Regulations (KAR).  Although PVA employees are not covered by the Merit System, we recommend that PVA employees follow these Statutes and Regulations.  When holiday courthouse closings occur and State offices are open, we recommend that PVA employees either make arrangements to work or use their personnel leave time (101 KAR 2:102).  During the event of a courthouse closing due to a tornado, flood, blizzard or ice storm, we recommend that PVA employees either use their personal leave time or use Adverse Weather Leave (921), which 921 shall be made up within four (4) months of the occurrence (101 KAR 2:102 Section 10).  If the courthouse is closed due to  construction, repairs, major water leak, electrical failure, fire, HVAC failure, etc., we recommend that Special Leave (Governor’s/Agency Directed Request) (914) be used.  With that being said, the PVA within each County is the Appointing Authority, and the final decision, regarding use of leave time, will be the decision of the PVA within that County, not the decision of the Department of Revenue, nor the Finance and Administration Cabinet.    

Please keep in mind that timesheets are subject to Open Records Request and also to review by the State Auditor’s Office.
