OFFI CE OF THE COMPTROLLER
DEPARTMENT OF BANKI NG AND FI NANCE
STATE OF FLORI DA
TALLAHASSEE
32399- 0350

ROBERT F. M LLIGAN
COWTROLLER OF FLORI DA

Cct ober 12, 2001

| N REPLY REFER TO
DBFBP 01- 32

TO Agenci es Addressed

FROM Di ana Fl agg, Chi ef
Bureau of State Payrolls

SUBJECT: Changes to Payroll Schedule for 2001 & 2002

This is to informyou of changes to the payroll schedule for the
cal endar year 2001 and the begi nning of 2002. The changes are
identified bel ow

Ef fecti ve Decenber 26, 2001

A Speci al Suppl enental Payroll will be processed. The purpose
is to all ow agenci es anot her opportunity to submt pay
requisitions for their enployees in the current cal endar year
prior to the system becom ng unavail able due to End O Year
processing. In addition, the COPES cutoff will be extended
until 10:00 A.M on December 26'". The Bureau of State
Payrolls (BOSP) nmust receive all agency paper requisitions and
PC Payment Data by 5:00 P.M on Decenber 24'". Requisitions
may be submitted via electronic mail, fax or hand delivered to
t he “Banki ng & Fi nance-State Conptroller” mail bin (#4400)

| ocated in the Fletcher Building Mail Room (Room # B23). This
payroll will have a warrant date of Decenber 31, 2001. The
deadl i ne for EFT cancellations will be 1:00 P.M on Decenber
27'", 2001.

Ef fecti ve Decenber 31, 2001

The last daily cancell ation/adjustnent run will be processed
for cal endar year 2001. Al warrant cancellations, salary
refunds, etc. nust be added and approved by 5:00 P.M to be
reflected as 2001 business for W2 production and incone tax
wi thhol ding restoration. There will be at |east a 4-nonth
delay in restoration of wthholding tax for any adjustnent
processed after this date.



Ef fective January 2-4, 2002:

The Suppl enental Payroll currently scheduled to process on
January 2, 2002 has been cancel | ed.

The Bureau of State Payrolls will be processing End of Month,
End of Quarter, and End of Year activities at this tine.

After the end of year processing has been conpleted, the
processi ng of warrant and EFT cancel |l ati ons, sal ary refunds,
and ot her types of adjustnents, will resunme on January 4,
2002.

| f you have any questions or concerns regardi ng these payrol
schedul e changes, please contact Yvette MCul |l ough at 410-9449,
SunCom 210- 9449, e-mail yntcull o@mail.dbf.state.fl.us for Payrol
Processing activities or Janet Joiner at 410-9435, SunCom
210-9435, e-mail jjoiner@mil.dbf.state.fl.us for Payrol

Adj ust nent activities.
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