DBF- BP 1998

DATE NUMBER SUBJECT

1/ 23/ 98 98-1 Screen Change in PYRL

1/ 23/ 98 98- 2 Payrol | Processi ng Changes

2/ 20/ 98 98-3 Expirati on of Exenpt Status on
Form W4

3/ 4/ 98 98-4 Onli ne Cancel | ati ons of Payrol
VWarrants & EFTs

3/ 30/ 98 98-5 On-Li ne Sal ary Refunds

3/ 30/ 98 98- 6 Online Cancel |l ati ons of Payrol
VWarrants & EFTs

4/ 3/ 98 98-7 Suppl erent al Payr ol
Conptroller's Date April 14,
1998

4/ 17/ 98 98- 8 Taxabl e Tuition Wi vers-Spring
Term 1998

5/ 15/ 98 98-9 Onl i ne Payroll Warrant/EFT
Cancel I ation System

6/ 8/ 98 98-10 Deferred Retirement Option
Pr ogr am

6/ 26/ 98 98-11 Al ternative Method for
Processi ng Retroactive CJIP

6/ 26/ 98 98-12 Payrol | Processing

8/ 4/ 98 98-13 Ref und for Overpaynent of Salary

9/ 22/ 98 98- 14 Taxabl e Tuition Wi vers- Sunmer
Term 1998

10/ 7/ 98 98- 15 New AFSCVE M scel | aneous

Deducti on Code

10/ 12/ 98 98- 16 Sal ary Refund Repaynents -
Har dshi p Consi derati ons

10/ 26/ 98 98- 17 Bi weekl y Agenci es Only-Court
Ordered Child Support

11/ 9/ 98 98- 18 Cal endar Year End I nformation

11/ 13/ 98 98-19 Excl uded Enpl oynment Expiration




11/ 17/ 98

12/ 3/ 98

12/ 9/ 98

98- 20

98-21

98- 22

Taxabl e Tuition Wai vers-Fal l
Term 1998

Change of State Chil dcare
Program Provi der

Earning Income Credit Advance
Paynment Certificate-Expiration



January 23, 1998

IN REPLY REFER TO
DBFBP 98- 1

TO AGENCI ES AND | NDI VI DUALS ADDRESSED

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: SCREEN CHANGES I N PYRL

W will be inplenmenting several screen changes over the next year to
primarily address the year 2000. W will try to give agencies at |east
thirty days notice by way of DBFBP nenoranduns so that those agencies that
utilize screen scrape technology will have tine to nake changes to their
prograns. Please ensure that all individuals within your agency who need
to be advised of screen changes are receiving these nenoranduns over the
next year.

The first screens noving into production will be effective on March 1
1998. The screen changes are related to the W4 update screen and Sal ary
Ref und screens. Attached is a nask of the W4 screen for those who nmay be
doing screen scrapes. |If you have a need for |ayouts of screens rel ated
to Sal ary Refunds pl ease contact Zadok Coxwell at the nunber bel ow.

Shoul d you have questions concerning this information, please contact
Zadok Coxwel | at 850/414-1872 or SUNCOM 994-1872.

AR/l c



January 23, 1998

IN REPLY REFER TO
DBFBP 98- 2

TO AGENCI ES AND UNI VERSI TI ES ADDRESSED

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: PAYROLL PROCESSI NG CHANGES

Effective immedi ately, the Bureau of State Payrolls has inplenented the
foll ow ng change for payroll processing:

Al l agency payroll input and payroll certifications nust be received
in the Bureau of State Payrolls by 12 NOON on the |ast business day
bef ore payroll processing. You can also obtain the dates payrol
information is due to the Conptroller by reviewing the information
contained in Volune |1, Section 6, Page 4 of 20 of Payrol
Preparati on Manual Update 98- 1.

Shoul d you have any questions, please call Patricia Manning at 850/ 414-
1817 or SUNCOM 994-1817.

AR/ pm


http://www.dbf.state.fl.us/bosp/PPM.pdf

February 20, 1998

IN REPLY REFER TO
DBFBP 98- 3

TO Agenci es Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: EXPI RATI ON OF EXEMPT STATUS ON FORM W 4

Enpl oyees cl ai m ng exenpt status on their Form W4, Enployee’s Wthhol di ng
Al l owance Certificate, nust file a new Form W4 by February 15 each year.
If the enpl oyee does not give you a new Form W4 the Internal Revenue
Service requires that income tax be withheld as if the enployee is single
with zero all owances.

Enclosed is a listing of those enpl oyees in your agency that have not
filed a new Form W4 for 1998. Effective February 15, 1998 the

wi t hhol di ng for these enpl oyees has been changed to single with zero
al |l onances as required by the Internal Revenue Service.

Eli gi bl e enpl oyees may cl ai m exenpt status for the remai nder of 1998, or
change their status and all owances, by conpleting a new Form W4. Refer
to Payroll Preparation Manual, Volune V, Section 5. Turnaround W4s have
been rel eased to the agencies for these affected enpl oyees.

Encl osed is a copy of Internal Revenue Service Form W4 which contains
instructions to assist enployees in determning their eligibility for
exenpt status. For those not eligible for exenpt status, the instructions
provide a worksheet to help figure the nunber of withhol ding all owances
that may be clainmed on the new Form W4. Al so, |IRS Publication 505, Tax
Wt hhol di ng and Estimated Tax, provides additional information concerning
the Form W4. Fornms may be obtained fromthe Internal Revenue Service by
calling the toll-free nunber for forns 1-800-829-3676.

I f you have any questions regarding these instructions, please call Janet
Joi ner at 414-1875 or SUNCOM 994- 1875.

AR/ 1l c


http://www.dbf.state.fl.us/bosp/PPM.pdf
http://ftp.fedworld.gov/pub/irs-pdf/p505.pdf

March 4, 1998

IN REPLY REFER TO
DBFBP 98- 4

TO AGENCI ES ADDRESSED

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT:  ONLI NE CANCELLATI ONS OF PAYROLL WARRANTS AND ELECTRONI C FUND
TRANSFERS ( EFT)

Begi nning April 1, 1998, agencies will have the ability to cancel payrol
warrants or EFT transactions on-line wthout the assistance of the Bureau
of State Payrolls or Bureau of Accounting. W wll be sending you the new
on-line procedures for inclusion in your Payroll Manual as soon as
possi bl e.

Warrants still in an outstanding status may be canceled at any tinme up to
one year after the warrant date. EFT cancellations can only occur prior
to the processing of the EFT. The EFT cannot be cancel ed once it has been
processed. Agencies will be expected to adopt procedures that ensure
proper steps are taken when it is necessary to cancel warrants.

Al practical controls and edits have been built into this new on-Iline
process. For exanple, one of the controls require two individuals to
cancel a warrant or EFT; one to enter the transaction and another to
approve. All available tables are edited to ensure that the | atest

i nformati on avail abl e indicates that the warrant is outstandi ng and may be
canceled. |f a duplicate warrant has been requested, a nessage will be

di spl ayed that indicates there is a duplicate warrant. In the case of EFT
cancel l ations, the cutoff time is checked to nmake sure that it is not too
late to cancel the transaction

We believe that this change will benefit agencies in that they will not be
reliant upon the Bureau of State Payrolls for warrant cancellations or the
Bureau of Accounting for EFT cancellations. However, please understand
that with this change cones added responsibility. |f proper procedures
are not inplenmented and foll owed, serious problens nay result. For
exanple, this office has routinely received requests to cancel origina
warrants only to find that a duplicate was requested because the warrant
was lost. If a warrant is canceled when a duplicate is issued, the
duplicate will be rejected by the Treasurer’s O fice when presented for
paynment. Oiginal warrants |ocated after a duplicate has been issued
shoul d sinply be marked “VO D' and destroyed using the agency’s warrant
destruction procedures.

In conjunction with the devel opnent of the on-line salary warrant
cancel | ati on system we are changi ng our procedures regarding the
destruction of the canceled salary warrants. Effective with the

i npl emrentation of the new on-line salary warrant cancellation system we
are del egating the destruction of canceled salary warrants to each

i ndi vi dual agency. We are hopeful this procedure will be nore efficient
for agencies in lieu of mailing cancel ed salary warrants to our office.



Simul taneous with this del egati on, we expect each agency to devel op
witten internal procedures for the destruction of their cancel ed salary
warrants. Prior approval of the witten internal procedures by our office
i's not required.

If you have any questions regarding these instructions, please call either
Zadok Coxwel | at (850)414-1872 ( SUNCOM 994-1872) or Diana Flagg at
(850)414-1880 ( SUNCOM 994-1880) .



March 30, 1998

IN REPLY REFER TO
DBFBP 98- 5

TO AGENCI ES ADDRESSED

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: ON- LI NE SALARY REFUNDS

Begi nning April 1, 1998, agencies will be able to utilize the salary
refund online systemfor all earnings codes (e.g., annual |eave, sick

| eave, special conpensatory |eave, etc.) and for those refunds that

i nclude Earned Incone Credit. Currently, salary refunds that include
these itens nust be submtted to our office on Refund for Overpaynent of
Sal ary form (DBF-BP-29). Updates to the payroll manual reflecting this
change will be distributed as soon as possible.

As part of this enhancenent, the way that agency personnel will access
this screen will be through the Cancell ations and Adjustnents (CA)
selection that will be listed on the Payroll Main Menu. Once the
Cancel | ati ons and Adjustnents option is selected, you will then be able to
access the Salary Refund (SR) screen and continue in the same manner for
on-line salary refunds as before.

If you shoul d have any questions, please contact Gene Moore at 850/ 414-
1886, SUNCOM 994-1886 or Carolyn Howard at 850/414-1887, SUNCOM 994-1887.

AR/ Il c


http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-29.pdf

March 30, 1998

IN REPLY REFER TO
DBFBP 98- 6

TO AGENCI ES ADDRESSED

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT:  ON- LI NE CANCELLATI ONS OF PAYROLL WARRANTS AND ELECTRONI C FUND
TRANSFERS ( EFT)

Pl ease note the On-Line Payroll and EFT Cancel |l ati on conponent of the
Flair Payroll Systemw Il not be available for use by agencies on April 1
1998 as originally conmuni cated through DBFBP Menorandum 98-4 dated March
4, 1998.

In an attenpt to ensure that agencies have adequate tinme to inplenent

i nternal procedures necessary to begin using this new system agencies are
instructed to continue followi ng the procedures set forth in Vol une V,
Section 1, pages 1-3 of the Payroll Mnual until further notification.
Agencies will need to continue sending the payroll warrants for
cancellation to the Bureau of State Payrolls. Also, they should continue
to contact the EFT Section when an EFT needs to be cancel ed. Agencies wl|
be provided with procedures for the new on-line system approximately 30
days prior to the date that the systemw || be available for use. The
Bureau of State Payrolls has schedul ed a training class for agency
personnel on April 22" and 24'" to provide instructions and hands-on
experience with the new system The class will be offered at 8:30 a. m
and 1:00 p.m for both dates. You may register for the class through
Training Direct at internet site
http://fcn.state.fl.us/dns/trac/readne. htm. Sonetinme after the training
has been conpleted, the agency's Access Control Custodian will be notified
as to the date that they may begin setting up access for users. W hope
that this plan will allow the agencies adequate tine to inplenent the

i nternal procedures necessary to ensure a snmooth and orderly transition of
t he payroll warrant/EFT cancellation process fromthe Bureau of State
Payrolls to the agenci es.

If you have any questions regarding this nenorandum please contact D ana
Fl agg at 850/ 414-1880, SUNCOM 994-1880 or Steve |Isted at 850/414-7822,
SUNCOM 994- 7822.

AR/l c


http://www.dbf.state.fl.us/bosp/DBF1998.pdf
http://www.dbf.state.fl.us/bosp/PPM.pdf
http://www.dbf.state.fl.us/bosp/PPM.pdf
http://fcn.state.fl.us/dms/trac/readme.html

April 3, 1998

IN REPLY REFER TO
DBFBP 98- 7

TO COPES AGENCI ES

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: SUPPLEMENTAL PAYROLL
COWPTRCLLER S DATE APRIL 14, 1998

The Departnment of Managenment Services is schedul ed to nove prograns
related to Year 2000 efforts into production April 8, 1998. As announced
at the COPES Year 2000 update neeting held March 11, 1998, the COPES
systemw || be taken down at 7:00 P.M April 8, 1998. At that tinme, the
Depart nent of Managenent Services will process COPES payroll information
submitted for the supplemental payroll due to the Conptroller’s office on
April 14, 1998. COPES anticipates bringing the system back up Monday
norni ng, April 13, 1998.

In an effort to all ow agenci es adequate tinme to submt transactions for
this payroll, the Bureau of State Payrolls will|l process paper
requisitions. We will accept only requisitions for transactions that wll
produce a paynent. Change orders nodifying the Pay Master record control
data will not be accepted and should be submitted in COPES for the next
regul ar payroll. Al requisitions nmust be delivered by 12: 00 P. M Monday,
April 13, 1998. W ask for your cooperation in sending requisitions as
soon as possible after April 8, 1998; facsimle transm ssions will be
accepted. To ensure conpliance with the established payroll processing

wi ndow, the paper requisition deadline will be strictly enforced. Agencies
shoul d be aware that any transaction entered into COPES on Monday, April
13, 1998 will be submtted on the next regular COPES payroll.

We hope this effort to coordinate with the Departnent of Managenent

Servi ces’ COPES Year 2000 inplenentation efforts eases concerns regardi ng
tinmely subm ssion and processing of payroll data. |f you have any
guestions or concerns please call Tonmy Wagner, DMS/ COPES, at 850/ 487-
3443, SUNCOM 277-3443 or Cindy Sauls, BOSP, at 850/414-7821, SUNCOM 994-
7821.

AR/ cgs



April 17, 1998

IN REPLY REFER TO

DBFBP 98- 8
TO Agency Payroll Ofices
FROM Al'l en Reans, Chief
Bureau of State Payrolls
SUBJECT: TAXABLE TU TI ON WAI VERS - SPRI NG TERM 1998

Tuition free graduate courses are currently taxable under Internal Revenue
Code (I RC) Section 127. However, as outlined in Bureau of State Payrolls

menor andum DBFBP 97-4, job rel ated enpl oyer provided education assi stance

may be excluded fromtaxation as a working condition fringe benefit.

The attached schedul e |ists agency enpl oyees enrolled in Spring Term 1998
graduat e courses under the state tuition waiver programand the tuition
val ues reported to the bureau by the state universities. Please review
the courses listed for your agency enpl oyees and determ ne those courses
that are job related and excludable fromtaxation as provided by Interna
Revenue Code and Internal Revenue Service Regulations. Tuition val ues not
exenpt fromtaxation nust be reported to the bureau as outlined bel ow
under Reporting Spring Term 1998 Taxabl e Tuition.

Taxabl e tuition values reported to the bureau are subject to incone and
FICA taxes. Due to payroll systens limtations the Conptroller’s Ofice
cannot include taxabl e non-cash values with the enpl oyees’ regular salary
paynment and therefore cannot w thhold i ncone and FI CA taxes
progranmatically. These taxable values will be included with the

enpl oyees’ earnings through the enpl oyee records adjustnment process. This
process collects the FICA taxes on the next regular payroll after the

enpl oyee record update but does not collect incone taxes. Agencies should
notify enpl oyees having taxable tuition values of this additional tax
liability so that they may adjust their Form W4, Enployee’s Wthhol ding
Al'l owance Certificate, as needed.

Taxabl e tuition values entered through the adjustnment process for which
there is no salary paynent on the next regular payroll will create a
collection itemfor the agency. Agencies will receive notification from
t he bureau of uncollected FICA taxes.

REPORTI NG SPRI NG TERM 1998 TAXABLE TU TI ON:

1) The val ue of graduate courses determ ned by the agency to be taxable
nmust be submitted to the Bureau of State Payrolls for processing as
taxabl e non-cash i ncone. Taxable tuition values nust be reported in the
current cal endar year and cannot be carried over into the next cal endar
year.

Not e: Only taxable tuition values are to be reported to the Bureau of
State Payrolls. Tuition values for courses determned to be job rel ated
and therefore not taxable, and the supporting docunentation, are to be
retai ned by the agencies and avail abl e upon request.


http://www.dbf.state.fl.us/bosp/Section127.pdf

2) Taxable tuition record adjustnents received by the bureau wll be
processed and included on the enpl oyee’s next salary paynment foll ow ng
recei pt and record adjustnment processing. As needed, a special record
adj ustment processing will be scheduled to occur two work days prior to
schedul ed bi weekly and nonthly payrolls. The bureau may require up to
three days to prepare record adjustnent data for processing.

3) Taxable tuition values may be submtted to the bureau utilizing Form
DBF- BP- 550A, Enpl oyee Record Adjustnent, Non-Sal ary Conpensation, Current
Cal endar Year. Agencies utilizing this formmnust conplete a formfor

each enpl oyee. Agencies using this formnust submt to the bureau a
cover letter with the fornms being submtted, requesting enpl oyee record
updates for Spring Term 1998 taxabl e graduate courses, listing the

enpl oyee nanes, social security nunbers and taxabl e val ues.

Agenci es may submit taxable tuition values to the bureau in a spreadsheet.
Spreadsheets nust be set up specifically as shown in the attached schedul e
to facilitate keying and batch control at the bureau. Spreadsheets not
conformng to these specifications will be returned to the agency for
correction and resubm ssion. Each spreadsheet page nust include the
totals for each field having val ues.

For m DBF- BP- 550A and the rel ated spreadsheet are encl osed and may be
copi ed on GREEN paper and used as needed. These forns also are avail able
electronically in Excel format. Requests for electronic copies should be
directed to Cheryl Butler at e-mail address

Cheryl E Butler@mil.dbf.state.fl.us, or 850/414-7824, SUNCOM 994-7824.

4) The follow ng data el enents nust be conpleted for each form and
spr eadsheet .

Nanme of Departnent: abbrevi ation or acronym

Dat e: date formis prepared

Warrant Number: use 7555555

Warrant Dat e: use 03/31/98 for Spring Term 1998

Ret. Code: enpl oyee’ s regul ar Retirenent Code

L. Name, F. Nane, M Initial: as shown on W4

Og 1/ 2 first two | evel s of agency org code
(four digits)

FI CA G oss: taxable tuition value (when conbi ned
with year to date nust not exceed
$68, 400)

Medi care G oss: taxabl e tuition val ue

Total G oss: taxabl e tuition val ue

Ear ni ng Code 9103 Taxabl e taxabl e tuition val ue

Tuition - 9103:

In addition, the follow ng information nust be conpleted for each form and
spreadsheet .

Reason for Adjustnent: Spring Term 1998 Taxabl e Tuition
Prepared by: nane of preparer
Tel ephone Nunber: t el ephone nunber of preparer

Aut hori zed Signature: must be authorized to certify payrol


http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-550a.pdf
http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-550a.pdf

5) Enpl oyee record adjustnents submtted for taxable tuition should include
the total of all taxable values for that term There nust be only one
record update for each enployee with a summary (or total) taxable
tuition val ue.

Agenci es and universities are encouraged to submt their taxable tuition
record adjustnents as soon as possible for each termduring the year.
Conpl eted forns and spreadsheets should be forwarded to the attention of
Cheryl Butler, Bureau of State Payrolls.

If you have any questions concerning this matter please contact Cheryl
Butl er 850/ 414-7824, SUNCOM 994- 7824 or Ernest Thonpson at 850/414-1873,
SUNCOM 994- 1873.

AR/l I c

Attachnents



May 15, 1998

In Reply Refer To:
DBFBP 98- 9

TO Agenci es Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: On-1ine Payroll Warrant/EFT Cancel |l ati on System

Begi nning June 1, 1998, the ability to cancel payroll warrants or delete

payroll EFT's through the use of this new on-line system wll becone
available to the agencies. This wll be accessible through the
Cancellation and Adjustnments (CA) selection listed on the Payroll Main
Menu. Once the Cancellation and Adjustnments option is selected, the

Warrant/ EFT Cancellation (WC) option can then be selected. Agency Access
Control Custodians may begin setting up access for users on June 1.

Agency personnel who have not had the opportunity to receive training on
the new system should fax their request for training to the Bureau of
State Payrolls at (850) 922-5181 (SUNCOM 292-5181). Addi tional cl asses
wi Il be schedul ed and placed on Training Direct based upon need.

Revi sed pages to the Payroll Preparation Manual for Volune V, Section 1
are currently being sent out to all holders of the PAYROLL PREPARATI ON
MANUAL .

If you have any questions regarding this menorandum please contact D ana
Flagg at (850) 414-1880 (SUNCOM 994-1880) or Janet Joiner at (850) 414-
1875 ( SUNCOM 994- 1875) .

AR/ df


http://www.dbf.state.fl.us/bosp/PPM.pdf

June 8, 1998

IN REPLY REFER TO
DBFBP 98- 10

TO Agenci es Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: Deferred Retirement Option Program ( DROP)

Effective July 1, 1998, State Enployees under the Florida Retirenent
Systemwi ||l be able to elect to enter the Deferred Retirenment Option
Program (DROP) created by Chapter 98-18, Laws of Florida. This program
all ows enployees to enter a plan in which retirenent benefits begin, but
are deferred while the enpl oyee continues service with his/her Florida
Retirenent System enpl oyer. The payroll systemw || recognize new
retirement codes to facilitate the inplenentation of this program The
codes are as foll ows:

Code Description ER% EE% Subj ect to FICA
DT Drop fromall Plans TRS 12.5 0 No
DP Drop fromall Plans FRS 12.5 0 Yes
DS Drop from SCOERS Division B 12.5 0 Yes
DR Drop from SCOERS Division A 12.5 0 No

The Bureau of State Payrolls is prepared to accept paynent of Annual Leave
for individuals entering the Drop program i npl enented pursuant to Section
121.091, Florida Statutes. The Bureau will al so honor request for paynent
of Speci al Conpensatory Leave earned within el even nonths prior to entry
into DROP pursuant to revisions of Chapters 60K, 60M and 60N, Florida
Adm ni strative Code. Agencies with specific authority to establish their
own rules may el ect to operate under Chapters 60K, 60M and 60N, Florida
Adm ni strative Code, regarding the provisions of DROP until they file
other rules for participation. Leave paynents paid as a result of

enpl oyees entering the DROP program shoul d be paid under the enpl oyee’s
normal retirenent code, NOT the DROP retirenent code.

Agencies will be expected to utilize an autonated personnel/payroll system
to process paynents of Annual Leave and Special Conpensatory Leave. Only
in those instances where paynments cannot be made through an autonated
payrol|l systemw Il requisitions be approved by any other nmedium Due to
the projections of thousands of participants expecting to nake deferrals
fromthese | eave paynents, the Bureau of State Payrolls is exploring ways
to automate the current manual process. W reconmend that each office

pl anning to submt requisitions outside of their autonated
personnel / payrol|l system obtain access to a personal conputer with W ndows
NT, Wndows 95 or a later version of Wndows and at |east 15 negabytes of
free hard drive space (Internet access is a plus). These conputers wll
be utilized to submt requisitions of |eave to the Bureau of State
Payrolls. The Bureau will issue further instructions by June 15, 1998, on
t he subni ssion of paynent requisitions not submtted through an aut onat ed
personnel / payrol | system


http://www.dbf.state.fl.us/bosp/60Kindex.PDF
http://www.dbf.state.fl.us/bosp/60Mindex.PDF
http://www.dbf.state.fl.us/bosp/60Nindex.PDF
http://www.dbf.state.fl.us/bosp/60Kindex.PDF
http://www.dbf.state.fl.us/bosp/60Mindex.PDF
http://www.dbf.state.fl.us/bosp/60Nindex.PDF

We have received verbal assurance that COPES will be able to handle al
aspects of the DROP by the effective date. However, we have not received
assurance fromothers that have their own personnel/payroll systens.

Pl ease |l et the Bureau of State Payrolls know as soon as possible if
speci al assistance will be necessary for your office to process DROP
paynments effective July 1, 1998.

The Division of Retirenment nust approve each applicant for participation
in the DROP program The Division of Retirement will performa

determ nation of eligibility and place the enployee on their Application
Tracking System It is the enploying agency’s responsibility to make sure
that this deternination has been nade prior to paynent of leave. Due to
timng, it may not be possible to determne if an enpl oyee has been
determ ned eligible by the Division of Retirenent prior to naking paynent
of salary under the new retirenent codes, but it should al ways be
confirmed that eligibility has been determ ned by the Division of
Retirenment before | eave paynents are authorized.

Pursuant to Section 121.091 (13)(c)3., Florida Statutes, enployees may
only enter the DROP plan at the beginning of a nonth. This poses sone

| ogi stical problens for biweekly enployees since the State Payroll System
does not carry nmultiple Retirenent Codes. It will be necessary to
reclassify portions of paynents paid under the new DROP retirenment codes
back to the regular retirenent code.

The first biweekly warrant with a period overlapping the first day of the
nont h that the enpl oyee has elected to enter the DROP should be paid with
the appropriate DROP retirement code. Wthin a couple of nonths a screen
will be made avail able for agency staff to reclassify the earnings to the
appropriate retirenent code, based on the hours worked in each given
nmonth. This screen is planned to also facilitate the transfer of funds to
the Division of Retirenment for the appropriate additional retirenent
contributions. It will be the agency’ s responsibility to ensure al
appropri ate adjustnents are nade.

The following exanple illustrates the timng of how bi weekly enpl oyee’s
shoul d be transferred to DROP on July 1, 1998:

The bi weekly payroll processing on June 26, 1998 shoul d be processed
usi ng the enpl oyees’ normal (pre DROP) retirenent code.

The biweekly payroll processed on July 13, 1998 should be processed
using the DROP retirenment code appropriate to the enpl oyees’ retirenent
pl an.

A foll owup adjustnment should be processed (when the screen is
available) to reclassify a portion of the biweekly warrant processed on
July 13, 1998 for the pay period June 26, 1998 through July 9, 1998. |[f
t he enpl oyee worked 3 days in June, then 3 days should be reclassified
back to the enpl oyees’ regular retirenent plan

Shoul d you have any questions, please contact Zadok Coxwell at (850)414-
1872 or SUNCOM 994-1872.



June 26, 1998

IN REPLY REFER TO
DBFBP 98- 11

TO Agenci es Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: ALTERNATI VE METHOD FOR PROCESSI NG RETROACTI VE CRI M NAL JUSTI CE
| NCENTI VE _PAYMENTS (CJI P)

The Bureau of State Payrolls has devel oped an alternative nethod for
processing retroactive CJIP paynents. This nethod may only be utilized
for retroactive CJIP processing. These paynments can be processed on any
payrol | except CJIP and Cass C payrolls. Al NEWand TERM NATI NG

enpl oyee paynments must be processed using the appropriate CIJI P change
order forms and processed on the nonthly CJIP payroll

The alternative process requires the follow ng fornmns:

Non-recurring Conpensation Requisition, Form DBF-BP-43

Enpl oyee Record Adjustnment, Form DBF- BP-550 ( GREEN PAPER)

Payrol |l Certification, Form DBF-BP-15

Retroacti ve Paynment Schedul e generated by the agency. This formis
required if processing a paynent for nore than one enpl oyee on a single
Non-recurring Conpensati on Requisition Form

A WNPE

I nstructions:
Non-recurring Conpensation Requisition, Form DBF-BP-43

On the Non-Recurring Conpensation form Key Code 42 nmust be indicated to
process the lunp sumrepresenting the total amount due the enpl oyee for

t he nont hs bei ng processed. Paynents nust be nade fromthe standard

di sbursement account, 103290. When processing a paynent for only one

enpl oyee fill in the beginning and ending dates for the period the paynent
represents. \Wien processing paynents for nore than one enpl oyee | eave the
begi nni ng and endi ng dates bl ank and conplete a retroactive paynent
schedule. (See Volune V, Section 8 in the Payroll Preparation Manual)

The retroactive paynent schedul e nmust contain the enpl oyee’s nane, soci al
security nunber, beginning and ending dates for the period the paynment
represents and the |unp sum anount.

Enpl oyee Record Adj ustnent, Form DBF- BP-550

Form DBF-BP-550 is required to update the enployee’s record. Please
conplete the formby entering the following information in the specified
fields:

Depart ment Nane
Date - This date is the date the formis prepared


http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-550.pdf
http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-15.pdf
http://www.dbf.state.fl.us/bosp/PPM.pdf
http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-550.pdf

Warrant Number - 7779172

Warrant Date - warrant date for the payroll on which the CIIP paynent
will be processed

Soci al Security Nunmber of enployee
Retirenent Code - enployee’s current retirenent code

Voucher Nunber - the type of payroll on which the paynent shoul d be
processed, (i.e., Supplenental, Biweekly, etc.)

ORG 1/2 - Level 1 and 2 of the agency’s organi zation code

The adj ust ment decreases ERN Code 9119 (Lunmp sumin Lieu of Overtine) and
i ncreases ERN Code 9130 (Retroactive Pay). Please see the attached
exanpl e of a conpleted record adjustnent formwhich reflects an enpl oyee
record adjustnment for a |unp sum CJI P paynent of $240. 00.

If you have any questions concerning this process please contact
Patricia Manning at 850/414-1817, SUNCOM 994-1817 or Joyce Kunber at
850/ 414- 1896, SUNCOM 994- 1896.

AR/l c



June 26, 1998

IN REPLY REFER TO
DBFBP 98- 12

TO AGENCI ES ADDRESSED

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: PAYROLL PROCESSI NG

The follow ng schedule and instructions are to be followed for all payrol
processi ng:

Al'l agency paper payroll requisitions nust be received in the Bureau of
State Payrolls by 12 noon on the | ast business day before the schedul ed
date for payroll processing. Please instruct your courier to deliver the
paper payroll requisitions to the mailroom B-26, The Fl etcher Buil ding
before 10:00 a.m the day before payroll processing. Additionally, you
can obtain the dates on which payroll information is due to the Bureau of
State Payrolls by referring to Volune 11, Section 6, of the Payrol
Preparati on Manual |ocated on the internet at
http://ww. dbf.state. fl.us/bosp/ handbook/ bospweb. ht m .

Agenci es and Universities subnitting tapes and cartridges for Payrol
Processi ng nust submt themdirectly to the Bureau of Production Control,
in roomB-53, Fletcher Building before 9:00 a.m the day of processing.

Al tapes and cartridges should be clearly | abel ed displaying tape nunbers
and Agency’s nane. However, the tape nunbers and record count mnust be
submtted to the Bureau of State Payrolls by Fax (850)922-5181 or SUNCOM
292-5181 or by electronic mail to Joyce Kunber @il . dbf.state.fl.us.

Shoul d you have any questions, please contact Pat Manning at (850)414-1817
or SUNCOM 994-1817.

AR/ nn



August 4, 1998

In Reply Refer To:
DBFBP 98- 13

To: Agenci es Addressed

From Al l en Reans, Chi ef
Bureau of State Payrolls

Subj ect : Refund for Overpaynent of Sal ary

Syst em enhancenents are currently being progranmed to all ow agencies to
directly deposit salary overpaynents into the appropriate Departnental
account. Wen the system changes are conplete, the Ofice of the
Comptroller, Cashier’s Ofice, will discontinue accepting deposits for
salary refunds. In order to ensure that agenci es have adequate tine to

i npl ement the necessary internal procedures, the date for this change has
been tentatively set for Septenber 1, 1998. Agency managers shoul d
establish procedures to deposit these nonies into the appropriate account.
If it is determ ned that Septenber 1, 1998 is not a realistic date for

i mpl emrent ati on due to unforeseen problens with the system changes,
agencies will be notified as soon as possible in witing and a message
will be placed on the PYRL screen of the revised date.

In addition to depositing the refund amount directly into the appropriate
account, you will no longer be required to submt the Transmttal of

Sal ary Refund on-line forms (DBF-BP-07) to Bureau of State Payrolls for
approval . Agenci es should annotate the Treasurer’s Recei pt Nunber on the
formand retain for supporting docunentation. Additionally, this nunber
shoul d be entered online. Entering the nunber online will be the agency
approval . Once the nunber has been entered, the refund will be pulled for
processing at 5:00 p.m that day.

Agencies will not need to submit journal transfer (JT) fornms to the Bureau
of State Payrolls as previously nentioned in our DRAFT Conptroller’s

Menor andum sent out on Septenber 10, 1997 since the salary refund may be
deposited directly into the appropriate account. The Payroll Systemwi ||
transfer the taxes back to the original State account. These transactions
will be reflected in the Enpl oyee Detail Register. It will be the
agency’s responsibility to ensure that Departnental records are updated
accordi ngly. Agencies should naintain appropriate docunentation to
support the deposit of the salary refund in order that this office nmay, at
a |later date, conduct a post-audit.

The Payroll Preparation Manual for Volune V, Section 3 will be updated as
soon as possible to reflect this change and will be sent out to all
hol ders of the PAYROLL PREPARATI ON MANUAL

I f you have any questions regarding this nenorandum please contact Di ana
Fl agg at (850) 414-1880 (SUNCOM 994-1880) or Steve Isted at (850) 414-7822
( SUNCOM 994- 7822) .

AR/ df
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Sept enber 22, 1998

IN REPLY REFER TO
DBFBP 98- 14

TO Agency Payroll Ofices

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: TAXABLE TUI TI ON WAl VERS — SUMVER TERM 1998

Tuition free graduate courses are currently taxable under Internal Revenue
Code (I RC) Section 127. However, as outlined in Bureau of State Payrolls

menor andum DBFBP 97-4, job rel ated enpl oyer provided education assi stance

may be excluded fromtaxation as a working condition fringe benefit.

The attached schedul e |ists agency enpl oyees enrolled in Summer Term 1998
graduat e courses under the state tuition waiver programand the tuition
val ues reported to the bureau by the state universities. Please review
the courses listed for your agency enpl oyees and determ ne those courses
that are job related and excludable fromtaxation as provided by Interna
Revenue Code and Internal Revenue Service Regulations. Tuition val ues not
exenpt fromtaxation nust be reported to the bureau as outlined bel ow
under Reporting Sunmer Term 1998 Taxabl e Tuition.

Taxabl e tuition values reported to the bureau are subject to incone and
FICA taxes. Due to payroll systens limtations the Conptroller's Ofice
cannot include taxabl e non-cash values with the enpl oyees' regular salary
paynment and therefore cannot w thhold i ncone and FI CA taxes
progranmatically. These taxable values will be included with the

enpl oyees' earnings through the enpl oyee record adjustnent process. This
process collects the FICA taxes on the next regular payroll after the
enpl oyee record update but does not collect incone taxes. Agencies should
notify enpl oyees having taxable tuition values of this additional tax
liability so that they may adjust their Form W4, Enployee's Wthhol ding
Al'l owance Certificate, as needed.

Taxabl e tuition values entered through the adjustnment process for which
there is no salary paynent on the next regular payroll will create a
collection itemfor the agency. Agencies will receive notification from
t he bureau of uncollected FICA taxes.

REPORTI NG SUMVER TERM 1998 TAXABLE TU TI ON:

1. The value of graduate courses determ ned by the agency to be taxable
nmust be submitted to the Bureau of State Payrolls for processing as
taxabl e non-cash i ncone. Taxable tuition values nust be reported in
the current cal endar year and cannot be carried over into the next
cal endar year.

Note: Only taxable tuition values are to be reported to the Bureau of
State Payrolls. Tuition values for courses determ ned to be job
related and therefore not taxable, and the supporting
docunentation, are to be retained by the agenci es and avail abl e


http://www.dbf.state.fl.us/bosp/Section127.pdf
http://www.dbf.state.fl.us/bosp/DBF1997.pdf

upon request.

2. Taxable tuition record adjustnents received by the bureau will be
processed and included on the enpl oyee's next salary paynment follow ng
recei pt and record adjustnment processing. As needed, a special record
adj ustment processing will be scheduled to occur two work days prior
to schedul ed bi weekly and nonthly payrolls. The bureau may require up
to three days to prepare record adjustnment data for processing.

3. Taxable tuition values may be submitted to the bureau utilizing Form
DBF- BP- 550A, Enpl oyee Record Adj ustnent, Non-Sal ary Conpensation, and
Current Cal endar Year. Agencies utilizing this formnust conplete a
formfor each enpl oyee. Agencies using this formnust submt to the
bureau a cover letter with the fornms being submtted, requesting
enpl oyee record updates for Sunmer Term 1998 taxabl e graduate courses,
listing the enpl oyee names, social security nunbers and taxabl e
val ues.

Agencies may submit taxable tuition values to the bureau in a
spreadsheet. Spreadsheets nust be set up specifically as shown in the
attached schedule to facilitate keying and batch control at the
bureau. Spreadsheets not conformng to these specifications will be
returned to the agency for correction and resubm ssion. Each
spreadsheet page nust include the totals for each field having val ues.

For m DBF- BP- 550A and the rel ated spreadsheet are encl osed and may be
copi ed in GREEN paper and used as needed. These forns also are
avail able electronically. Requests for electronic copies should be
directed to Cheryl Butler at e-mail address

Cheryl E Butler@mil.dbf.state.fl.us, or 850/414-1884, SUNCOM 994-
1884.

4. The follow ng data el enments nust be conpleted for each form and
spreadsheet .

Nanme of Departnent: abbreviation or acronym

Dat e: date formis prepared

Warrant Nunber: use 7555555

Warrant Dat e: use 06/30/98 for Summer Term 1998

Ret. Code: enpl oyee's regul ar Retirenment Code

L. Name, F. Nane, M Initial: as shown on W4

Og 1/ 2 first two | evel of agency org code
(four digits)

FI CA Gross: taxabl e tuition value (when conbi ned
with year to date nust not exceed
$68, 400)

Medi care G oss: taxabl e tuition val ue

Total G oss: taxabl e tuition val ue

Taxabl e Tuition — 9103: taxabl e tuition val ue

In addition, the follow ng information nust be conpleted for each form and
spr eadsheet.

Reason for Adjustnent: Summer Term 1998 Taxabl e Tuition
Prepared by: name of preparer
Tel ephone Nunber: t el ephone nunber of preparer


http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-550a.pdf
http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-550a.pdf

Aut hori zed Signature: must be authorized to certify payrol

5. Enployee record adjustnments submtted for taxable tuition should
include the total of all taxable values for that term There nust be

only one record update for each enployee with one taxable tuition
val ue.

Agenci es and universities are encouraged to submt their taxable tuition
record adjustnments as soon as possible for each termduring the year.
Compl eted fornms and spreadsheets should be forwarded to the attention of
Cheryl Butler, Bureau of State Payrolls.

If you have any questions concerning this matter please contact Cheryl
Butl er at 850/414/1884, SUNCOM 994-1884 or Ernest Thonmpson at 850/ 414-
1873, SUNCOM 994- 1873.

AR/ 1l c
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Cct ober 7, 1998

IN REPLY REFER TO
DBFBP 98- 15

TO Agenci es Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: NEW AFSCVE M SCELLANEQUS DEDUCTI ON CODE

Ef fective by noon on Cctober 14, 1998 deduction code 0663, for AFSCME
Union Integrated Benefits, American General will be available for use.
Thi s code was made avail abl e as an AFSCME benefit to State enpl oyees who
are AFSCME union nenbers for life insurance.

Code 0663 will be designated for Consolidated Reporting with the deduction
noneys remtted directly by the Departnent of Banking and Finance to
“AFSCVE/ Ul B/ Aneri can Ceneral”. Agencies will receive neither the

m scel | aneous deduction warrants nor m scell aneous deduction registers.
Shoul d an enpl oyee’s salary warrant with this deduction be cancel ed or
code 0663 deducti on noneys need to be otherw se recovered, you will need
to contact Lori Miurphy of Anmerican CGeneral Life. Her address is:

American General Life Conpanies

Attn: Mass Marketing Adm nistration 3-40

2727-A Al'l en Par kway

Houst on, Texas 77019-2144

1- 800- 231- 3655 or (713) 831-3720, fax (713) 831-3249

Bob Wallerius of Union Integrated Benefits should be contacted for
guesti ons about the product being offered by AFSCME as represented by this
code. Hi s address is:

AFSCME Benefits Coordi nat or

East Coast Regi on and Executive Ofices

425B Pat er son Avenue

East Rutherford, NJ 07073

(201) 531-9660 or (800) 429-8646, Fax (800) 633-0502

Whenever questions arise fromeither your enployees or the payee about
your agency's use of this deduction code, you should attenpt to resolve
t hese questions at the agency level. Should you have any questi ons,

pl ease contact Cheryl Butler at (850)414-1884 or SUNCOM 994-1884.



Oct ober 12, 1998

In Reply Refer To:
DBFBP 98- 16

TO Agenci es Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: Sal ary Refund Repaynments — Hardshi p Consi deration

The purpose of this menorandumis to respond to a question posed to this
of fice concerning the repaynent of a salary overpaynent when the enpl oyee
clainms that the repaynent plan would place himher in a hardship
situation.

The Payroll Preparation Manual (Volunme V, Section 2) specifies that, if
full repayment is not possible at one time, the period for making
repaynents should not be | onger than the nunber of pay cycles in which the
over paynent occurred. For exanple, if overpaynents occurred on five pay
cycles, then the enpl oyee shoul d make the repaynments over a period of tine
not to exceed five pay cycles. To ensure that the repaynent does not

i npose a hardship on the enpl oyee, the enpl oyee’s gross wages m nus the
repaynment nust not fall bel ow m ni numwage in accordance with the Fair
Labor Standards Act. However, if an enployee clains that the repaynent
schedul e creates a hardship, then it is up to the discretion of the

enpl oyi ng agency to determne the existence of a hardship situation that
woul d justify a nore flexible repaynent plan. Docunentation supporting
the action taken should be maintained for review by the Bureau of State
Payrol | s.

If you have any questions regarding this nenorandum please contact D ana
Fl agg at (850)414-1880 or SUNCOM 994-1880 or Steve Isted at (850)414-7822
or SUNCOM 994- 7822.

AR/ df
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Oct ober 26, 1998

In Reply Refer To:
DBFBP 98- 17

To: Agenci es Addressed

From Al l en Reans, Chi ef
Bureau of State Payrolls

Subj ect : Bi weekly Agencies Only — Court Ordered Child Support Deductions

This nmenorandumis to i nform bi weekly agencies how this office plans to
process the subject deductions for the twenty-seventh biweekly payrol

with a payday of Decenber 31, 1998. Because there are twenty-seven
paydays this year, not the usual twenty-six paydays, enployees with a
court ordered child support payroll deduction specified as a nonthly
amount in the court order will not have the child support paynent deducted
on this last biweekly payday for 1998. Court orders that specify a
nont hl y amount are annual i zed and then converted to a biweekly anmount
based upon twenty-si x paydays occurring in the year. Thus, there will not
be a deduction for the twenty-seventh payday on Decenber 31, 1998 for

t hose enpl oyees.

NOTE: This will only affect those enpl oyees of biweekly agencies whose
child support court orders specified a nonthly paynent anount that
required converting to a biweekly paynent anount.

If you have any questions regarding this nenorandum please direct your
calls to Kelly Hand at (850) 414-1882 ( SUNCOM 994-1882) for enployees with
| ast name begi nning A-J and Cynthia Mirphy at (850) 414-1883 ( SUNCOM 994-
1883) for enpl oyees with | ast nanme begi nning K-Z.

AR/ df



November 9, 1998

IN REPLY REFER TO
DBFBP 98- 18

TO Agenci es and | ndi vi dual s Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: CALENDAR YEAR END | NFORVATI ON

The followi ng payroll related information is provided to assist agencies
in conplying with the cal endar year end reporting and processi ng schedul e.
I nformati on concerni ng upcom ng payroll changes and activities is

i ncl uded.

Vehi cl e Fringe Benefit Reporting

The published deadline for reporting vehicle fringe benefits for Novenber
1, 1997 through Cctober 31, 1998 is Novenber 30, 1998. Benefits reported
after that date may result in the affected enpl oyee receiving a corrected
Form W2 (W2C) for cal endar year 1998. Agencies should submt the

requi red docunentation as soon as possible in Novenber to conply with this
requirenent. Elected officials and enpl oyees whose conpensation is
greater than $110, 700 annually are not eligible to use the commuting

val uati on nethod, but are required to use the Annual Lease Val ue Tabl e.

Pl ease note the four-year recal culation requirenent when using the Annua
Lease Val ue Table. See Volune V, Section 6 of the Payroll Preparation
Manual for instructions.

Movi ng Expenses

Conptroller’s Menorandum No. 1 (1998-99) contains information regarding
the Federal tax and reporting requirenments applicable to paynents or
rei mbursenents for enpl oyee novi ng expenses.

Forms W2 Distribution

Oiginal Forme W2 will be distributed to all agencies by January 20,

1999. Enployee information statenents will acconmpany the Fornms W2. The
size of the formand address placement is identical to last year’s Form W
2.

Cancel | ati ons and Adj ustnents

Any warrant cancellations or adjustnents nade to 1998 earnings or taxes
after Decenber 29, 1998 will necessitate a FormW2C. Al enpl oyees
receiving 1998 original Forms W2 which have the nessage "Enpl oyee: Pl ease
Hold for W2C' will receive a Form W2C. This nessage neans the enpl oyee
is to be given the original form but should refrain fromfiling a tax
return until the Form W2C is received. These Forms W2C will be for 1998
adjustment activity entered in the system by January 12, 1999.

Forms W 2C produced from adj ustnents processed after the January 12, 1999


http://www.dbf.state.fl.us/bosp/PPM.pdf
http://www.dbf.state.fl.us/aadir/cm989901.html

deadline will not cause the 1998 original Forms W2 to display the W2C
message and may possibly be included in the mailing done by our office.
The cutoff between the Forms W2C included in the mailing versus being

di stributed through the agencies will be conmunicated via a PYRL screen
nmessage. Conptroller’s Menorandum No. 15 (1990-91) describes the
penal ti es which may be assessed if information returns are not tinely and
accurately filed. The errors or om ssions subject to penalty are socia
security nunbers, surnanmes, nonetary anounts and om ssions of addresses.

Sal ary Ref unds

Ref unds of sal ary overpaynents nust be handl ed in accordance with the
instructions in the Payroll Preparation Manual, Volune V, Section 2. |If

t he agency collects the salary refund by Decenber 31, 1998, deposits the
noney and approves the refund online with the deposit nunmber by 5:00 p. m
on January 12, 1999, then the enployee will be required to only refund the
net salary. Salary refunds collected after Decenber 31 nust be cal cul at ed
in accordance with the above referenced instructions pertaining to prior
cal endar year overpaynents.

Revol vi ng Fund Rei nbur senent s

Revol vi ng Fund payments for wages made to enpl oyees in Cal endar Year 1998
must be reinbursed in 1998. Please refer to Section 3A-31.226, Florida
Adm ni strative Code.

FI CA Tax Changes

The Social Security wage base will increase from $68,400 to $72,600 in
1999. 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

enpl oyee and enployer will remain the sane.

Duplicate Forns W2

The last day in 1998 that 1996 or 1997 duplicate Forms W2 and W2C w ||
be available via the on-line request systemw ||l be Decenber 28, 1998.
Duplicate 1996, 1997 and 1998 Forns W2 and W2C shoul d be avail able via
the on-line request system by January 25, 1999, or shortly thereafter.

Taxabl e Tuition Wi vers

Graduate courses determ ned by the agency to be taxable nust be submtted
to the Bureau of State Payrolls for processing as non-cash incone.
Agenci es wishing to collect Social Security and Medicare taxes on their
Novenber and Decenber payrolls should note the schedul ed payrol
processi ng dates. Record adjustnents for the collection of taxes should
be subnmitted to BOSP at | east three work days prior to the schedul ed
payrol | processing date. Record adjustnents submitted for processing
after these Decenber dates should include a journal transaction for the
enpl oyer and enpl oyee Soci al Security and Medicare taxes.

If there are any questions concerning this information, please contact our
of fice at 488-7762, SUNCOM 278-7762

AR/ Il c
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November 13, 1998

IN REPLY REFER TO
DBFBP 98- 19

TO Per sonnel O ficer Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: Excl uded Enpl oynment Expiration

Certain types of inconme are excluded fromwi t hhol di ng under the Interna
Revenue Code or an incone tax treaty on a cal endar year basis. The
Internal Revenue Service requires enployees to reapply each year for nost
types of exenptions from w thhol di ng.

Agency payroll report PWJYX05 provides a listing of enployees within your
agency that have an Excl uded Enpl oynent Wt hhol di ng Exenpti on ( DBF-BP-5)
that will expire on Decenmber 31, 1998. This report can be printed or

vi ewed by your agency using RDS. |f you need assistance accessing the
report please contact your agency RDS adm nistrator. A hard copy of the
report will not be nailed by the Bureau of State Payrolls.

This report only lists enpl oyees that have been paid since July 1, 1998.
In order to continue uninterrupted exenption fromw thhol ding, eligible
enpl oyees must submt, to the Bureau, a new Reduction or Exenption From
W t hhol di ng, form DBF-BP-5 (revised August 1998), prior to the Form W4
subm ssion cut-off time and date that applies to the first payroll warrant
dated in the new cal endar year. Refer to Payroll Preparation Mnual
Volune Il, Section 6, Page 5.

Enpl oyees that are also eligible for an exenption from Social Security and
Medi care under the Internal Revenue Code nust be coded with a non-
contributory retirement code. Please review your enpl oyee records to
assure that all enployees are coded correctly.

Agenci es are responsible for nonitoring the residency status of enpl oyees
and the time limtations under incone tax treaties. Wen an enployee is
no longer eligible for an exenption fromw thhol ding the Bureau of State
Payrolls must be notified in witing as soon as possi bl e.

I f you have any questions regarding these instructions, please contact
Becky Johnson at 414-7820 or SUNCOM 994- 7820 or
Becky B Johnson@mi |l . dbf.state.fl. us.


http://www.dbf.state.fl.us/bosp/PPM.pdf

November 17, 1998

IN REPLY REFER TO
DBFBP 98- 20

TO Agency Payroll Ofices

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: TAXABLE TUI TI ON WAI VERS — FALL TERM 1998

Tuition free graduate courses are currently taxable under Internal Revenue
Code (I RC) Section 127. However, as outlined in Bureau of State Payrolls
(BGOSP) nenorandum DBFBP 97-4, job rel ated enpl oyer provided education

assi stance may be excluded fromtaxation as a working condition fringe
benefit.

The attached schedul e |ists agency enpl oyees enrolled in Fall Term 1998
graduat e courses under the state tuition waiver programand the tuition
val ues reported to the BOSP by the state universities. Please reviewthe
courses listed for your enployees and determ ne those courses that are job
rel ated and excludable fromtaxation as provided by Internal Revenue Code
and Internal Revenue Service Regulations. Tuition values not exenpt from
taxation nust be reported to the BOSP as outlined bel ow under Reporting
Taxabl e Tuition.

Taxabl e tuition values reported to the bureau are subject to inconme and
FI CA (social security and Medicare) taxes. Due to payroll systens
[imtations the Conptroller's Ofice cannot include taxable non-cash
values with the enpl oyees' regular salary paynent and therefore cannot

wi t hhol d i ncone and FI CA taxes progranmatically. These taxabl e val ues
will be included with the enpl oyees' earnings through the enpl oyee record
adj ustment process. This process collects the FICA taxes on the next
regul ar payroll after the enployee record update but does not coll ect

i ncone taxes. Agencies should notify enpl oyees having taxable tuition
values of this additional tax liability so that they may adjust their Form
W4, Enployee's Wthhol ding Allowance Certificate, as needed.

Taxabl e tuition values entered through the adjustnent process for which
there is no salary paynment on the next regular payroll wll create a
collection itemfor the agency. Agencies will receive notification of
uncol | ected FI CA t axes.

REPORTI NG TAXABLE TU TI ON

The follow ng procedures apply to the collection of social security and
Medi care taxes through the payroll process. As you will note, only
taxabl e grosses are reported for these record adjustnents.

1. The val ue of graduate courses determ ned by the agency to be taxable
must be submitted to the BOSP for processing as taxable non-cash
i ncone. Taxable tuition values nust be reported in the current
cal endar year and cannot be carried over into the next cal endar year.


http://www.dbf.state.fl.us/bosp/Section127.pdf
http://www.dbf.state.fl.us/bosp/DBF1997.pdf

Not e: Only taxable tuition values are to be reported to the BOSP
Tuition values for courses determned to be job related and
therefore not taxable, and the supporting docunmentati on,
shoul d be retained by the agencies and avail abl e upon
request.

Taxabl e tuition record adjustnments received by the BOSP wi |l be
processed and included on the enpl oyee's next sal ary paynent
followi ng recei pt and record adj ustnment processing. As needed, a
speci al record adjustnent processing will be scheduled to occur two
processing. The BOSP may require up to three days to prepare record
adj ust rent data for processing.

Agenci es and universities should note their Novenmber and Decenber
payrol | processing dates. Record adjustnents nust be processed and
enpl oyee records updated prior to payroll processing in order to
coll ect FICA taxes through the payroll process. Refer to Volune |1,
Section 6, of the Payroll Preparation Manual for the 1998 payr ol
processi ng schedul e.

Paper Submi ssi on:

The reporting of taxable tuition is currently restricted to paper

i nput utilizing Form DBF-BP-550A, Enpl oyee Record Adjustnent, Non-
Sal ary Conpensation, Current Calendar Year. A copy of this formis
attached and may be copi ed and used as needed. Attached also is a
spreadsheet version of this formwhich may be used in |lieu of the
single entry form The spreadsheet will accompbdate up to 25 record
adj ustments per page. Requests for electronic copies of these forns
shoul d be directed to Cheryl Butler at (850) 414-1884, SUNCOM 994-
1884 or e-mail address Cheryl E Butler@mil.dbf.state.fl. us.

Taxabl e tuition record adjustnments should include the total of al
taxabl e values for the term There should be only one record update
for each enployee with one taxable value for each term

The followi ng data el ements nust be conpleted for each form

Narme of Departnent: abbreviation or acronym

Dat e: date formis prepared

Warrant Nunber: use 7555555

Warrant Date: use 09/30/98 for Fall Term

Ret. Code: use regul ar Retirenent Code

L. Name, F. Nane, M Initial: as shown on W4

Og 1/ 2: first two |levels of agency org code
(four digits)

Soci al Security Gross: taxable tuition value (year to date
must not exceed $68, 400)

Medi care Gross: taxabl e tuition val ue

Total G oss: taxabl e tuition val ue

Taxabl e Tuition — 9103: taxabl e tuition val ue

The followi ng information nust be conpleted for each form

Reason for Adjustnent: Fall Term 1998 Taxabl e Tuition
Prepared by: nane of preparer


http://www.dbf.state.fl.us/bosp/PPM.pdf
http://www.dbf.state.fl.us/bosp/PPM.pdf
http://www.dbf.state.fl.us/bosp/Forms/dbf-bp-550a.pdf

Tel ephone Nunber: pr eparer tel ephone nunber
Aut hori zed Si gnat ure: aut hori zed to certify Payrol

8. Spreadsheet submttals nust be set up specifically as shown in the
attached schedule to facilitate keying and batch control at the BOSP
Nonconf orm ng spreadsheets nay be returned to for correction and
resubm ssion. Each spreadsheet page should include totals for fields
havi ng val ues.

9. Requests for record adjustnents should include a cover letter stating
the reason for the adjustnents and the nunber of adjustnents being
submitted. Submittals should be forwarded to the attention of Cheryl
Butl er, Bureau of State Payrolls.

Agenci es are encouraged to submit record adjustnents as soon as possible
to ensure that year to date payroll records are updated prior to payrol
processi ng.

If you have any questions concerning these procedures please contact
Cheryl Butler at 414-1884, SUNCOM 994-1884, or Ernest Thonpson at 414-
1873, SUNCOM 994- 1873.

AR/ 11 b

Attachnments:
Agency Tuition Wiver Listing
For m DBF- BP- 550A
Spr eadsheet Format, For m DBF- BP- 550A



Decenber 3, 1998

IN REPLY REFER TO
DBFBP 98- 21

TO Agenci es Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: CHANGE OF STATE CHI LDCARE PROGRAM PROVI DER

Kids Inc., m scell aneous deducti on code 0649, will be inactivated
i medi ately.

Ef fective imedi ately, the Ina Thonpson Child Care Center and the Gaen
Cherry Center will be operated by Chappell Schools Inc., fornerly naned
Chappel | Child Devel opnment Centers, using mscellaneous deducti on code
0657.

Al state enpl oyees, who use niscell aneous deduction code 0649, for the
I na Thonpson Center, will be required to submit a new payroll deduction
aut horization for m scel |l aneous deducti on code 0657.

If you have any questions concerning these changes, please contact Cheryl
Butl er at 850/410-9422 or SUNCOM 210-9422.

AR/ 11 b



Decenmber 9, 1998

IN REPLY REFER TO
DBF- BP- 22

TO Per sonnel O ficer Addressed

FROM Al'l en Reans, Chi ef
Bureau of State Payrolls

SUBJECT: Earned I ncone Credit Advance Payment Certificate — Expiration

The Earned Incone Credit Advance Paynment Certificate, Form W5 for 1998,
currently on file with the Bureau of State Payrolls will expire on
Decenber 31, 1998. Additionally, any Form W5 filed for 1998 between now
and the end of this calendar year will expire on Decenber 31, 1998.

Agency payroll report PWMJYX04 provides a listing of enployees within your
agency that have an Earned Inconme Credit Advance Payment Certificate (W)

that will expire on Decenmber 31, 1998. This report is dissem nated

t hrough the Report Distribution System (RDS). Should you need assi stance
in viewing or printing the report, please contact your agency's RDS

adm nistrator. The Bureau of State Payrolls will not mail a hard copy of

the report.

Enpl oyees eligible to file for 1999 nust conplete a new Form W5 for 1999.
In order to continue uninterrupted participation, a new Form W5 nust be
submtted to the Bureau prior to the payroll processing date as specified
in the Payroll Preparation Manual, Volune II, Section 6. Refer to Payrol
Preparati on Manual, Volune V, Section 5, for instructions in conpleting
the new form

Encl osed is a copy of the 1999 Form W5 that contains instructions and a
wor ksheet to assist enployees in determning their eligibility. Agencies
are encouraged to keep a supply of fornms available for their enpl oyees.
Forns may be obtained fromthe Internal Revenue Service by calling the
toll-free nunber for forms (1-800-829-3676), or by accessing the Interna
Revenue Service web site http://ww.irs.ustreas.gov. The enclosed form
and instructions may be copies as needed. The Bureau of State Payrolls
wll not maintain a supply of Form W5. Affected enpl oyees need not renew
Form W4, Wthhol ding Exenption Certificate, unless there are changes to
the Form W 4.

I f you have any questions regarding these instructions, please call Janet
Joi ner 850/ 410-9435 or SUNCOM 210- 9435.

AR/ 1D

Encl osur e


http://www.dbf.state.fl.us/bosp/PPM.pdf
http://www.dbf.state.fl.us/bosp/PPM.pdf
http://www.irs.ustreas.gov/

