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In Reply Refer To:
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To: AGENCI ES AND | NDI VI DUALS ADDRESSED
Subj ect : CALENDAR YEAR END | NFORVATI ON

The follow ng payroll related information is provided to assi st
agencies in conplying with the cal endar year end reporting and processing
schedul e. Information concerning upcom ng payroll changes and activities is
i ncl uded.

Fringe Benefit Reporting — The published deadline for reporting
vehicle and other fringe benefits for Novenber 1, 1993, through Cctober 31
1994, is Novenber 30, 1994. Benefits reported after that date may result in
the affected enpl oyee receiving a corrected Formw2 (W2C for cal endar
year 1994. Agencies which have not submtted the required docunentati on and
nmonies to conply with this requirenent should do so i medi ately. Elected
officials and enpl oyees whose conpensation is greater than $108, 200 annual | y
are not eligible to use the comuting val uati on nethod, but are required to
use the Annual Lease Value Table. See Volune V, Section 6 of the Payroll
Preparati on Manual for instructions.

Movi ng Expense — Conptroller's Menorandum No. 7 (1994-95)
contains information regarding the Federal tax and reporting requirenents
appl i cabl e to paynments or reinbursenents for enpl oyee novi ng expenses.

Uni versities payi ng novi ng expenses through |ocal funds nust
provi de the Bureau copi es of docunmentation applicable to paynents or
rei mbursements for noving expenses, as described in Conptroller's Menorandum
No. 7 (1994-95) no later than 5:00p. m, January 3, 1995.

Forms W2 Distribution — Oiginal Forms W2 will be distributed
to all agencies by January 17, 1995. Enployee information statenents wll
acconpany the Forms W2. Conptroller's Menorandum No. 10 (1990-91) covered
the revisions to the Forms W2 and provided information regarding the
procurenent of envel opes. The size of the formand address placenent is
identical to last year's Form W 2.

Sal ary Refunds and Federal |ncone Tax — Refunds of salary
over paynents nust be handl ed in accordance with the instructions in the
Payrol| Preparation Manual, Volune V, Section 2. |If the agency receives a
salary refund by Decenber 31, 1994, and we receive it by 5:00p.m on January
6, 1995, the enployee will be required to only refund the net salary;
however, if these dates and tinme are not net, the enployee will be required
to refund the gross salary.

Cancel |l ati ons and Adjustnents — Any warrant cancellations or
adj ustments made to 1994 earnings or taxes after the Decenber 16, 1994,
deadline will necessitate a FormW2C. Al enpl oyees receiving origina
Forns W2 forns which have the nmessage "Enpl oyee: Please Hold for W2C'
will receive a Form W2C.  This nmessage neans the enployee is to be given
the original form but should refrain fromfiling a tax return until the
Form W2C is received. These Formse W2C will be for 1994 adjustnents
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submtted through January 6, 1995. Provided a conplete address is on
record, our office will mail the Forms W2C directly to those affected
enpl oyees. Agencies will be contacted regarding Forns W2C that cannot be
mai |l ed through the U S. Postal System

Forns W 2C produced from adj ustments processed after the January
6 deadline will be distributed with the reports produced fromthe weekly
cancel | ati on and adjustnment process. Conptroller's Menorandum No. 15 (1990-
91) describes the penalties which nay be assessed if information returns are
not timely and accurately filed. The errors or om ssions subject to penalty
are social security nunbers, surnanmes, nonetary anounts and om ssions of
addr esses.

Revol vi ng Fund Rei nbursenents — Revol ving Fund paynents for wages
made to enpl oyees in cal endar year 1994 nust be reinbursed in 1994. Pl ease
refer to Section 3A-31.226(6), Florida Adm nistrative Code.

FI CA Tax Changes — The Social Security wage base will increase
from $60, 600 to $61,200 in 1995. The Social Security tax rate will remain
at 6.2% for both enpl oyee and enpl oyer contributions. The Medicare tax rate
of 1.45%for both the enployee and enployer will remain the sane.

Duplicate 1993 Forns W2 — The |ast day 1993 duplicate Forms W2
will be system produced is Decenber 21, 1994. Requests that agency
personnel receive during the third week of Decenber should be called in to
the Bureau. Requests for duplicate Forns W2 for 1993 and prior years
recei ved by the Bureau after Decenber 21, will normally take four weeks to
conpl et e.
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