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THE CITY OF NEW YORK 
OFFICE OF THE COMPTROLLER 

SCOTT M. STRINGER 
COMPTROLLER 

COMPTROLLER'S MEMORANDUM 

#16-01 

Agency Heads/Fiscal Officers 

Michele Mark Levine /1 /Jr-/--
Deputy Comptroller for Accountancy/Chief Accountant 

July 19, 2016 

Subject: Changes to Responsibilities and Contact Information Referenced in Sections 6 and 8 of 
the Office of the Comptroller's Directive #14 -Leave Balance Payments. 

This Comptroller's Memorandum (CM) reflects amendments to the Office of the Comptroller's 
Directive #14 -Leave Balance Payments. The amendments involve updates to the responsibilities and 
contact information detailed in Sections 6 and 8 of the Directive. 

Sections 6 and 8 have been reproduced below in their entirety. Amended text is italicized. 

6. REQUIRED DOCUMENTATION AND AGENCY SUBMISSION PROCEDURES

6.1 Required Documentation

Agencies are required to submit the following information on required forms to the Director of 
Payroll & Time Management, Bureau of Administration, at the Office of the Comptroller. A list 
of the required forms are in Appendix B. 

6.1.1 Managerial Pay Plan Summary Sheet 

The agency should submit the original and a copy of the Managerial Pay Plan Summary 
Sheet. The Managerial Pay Plan Summary Sheet must summarize the unused leave 
balances of the manager or employee serving in an Executive Position, and the lump 
sum value calculated for each leave balance listed. A final lump sum value is derived 
and authorized by a high-level agency official (usually the Agency Head or Designee.) 

6.1.2 Record of Prior 12 Months' Usage 

The Record of Prior 12 Months' Usage must provide complete information about the 
annual leave and sick time that the manager or employee serving in an Executive 
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