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A INTRODUCTION

[1] The PDB System

The nucleus of the Department of
Higher Education's personnel, pay and
budget systems is the Personnel Data Base
(PDB). The PDB is a computerized record-
keeping system for employee, position, pay
and budget data. Employee pay 1is calcu-
lated; pay checks are produced; and re-
ports are generated for budgeting, inter-
nal control and governmental reporting
purposes, from these records.

[2] PDB Data Elements, Processes And

Foras

Section 10 defines the PDB data ele-
ments; explains the different types of PDB
processes; and describes PDB forms. It
also provides information regarding com-
pensation accounting, payroll withhold-
ings, accounting for employee benefits,
compensation processes, distribution of
pay, the employee leave system and other
related topics.

[3] Human Resource Management

Section 10 also describes activities
related to human resource management.
These personnel-payroll activities have a
direct impact on all ODHE employees. The
purpose, therefore, of the personnel-pay-
roll portion of Section 10 is to serve as
a practical working guide for ODHE insti-
tutions in the day-to-day management of
their human resources.

[4] Confidentiality Of Personnel Data

Although most personnel-payroll data
is a matter of public domain, discretion
should be used as to its access by others.
This topic will be expanded on in para-
graph 10.00E, System Security/Confidenti-
ality of Information, at a future date.
For related information, see paragraph
10.00D, INTERNAL CONTROL.

8 AN OVERVIEW

[1] Since Section 10 contains numerous,
and perhaps complex, PDB and personnel-
payroll topics, the reader should thor-
oughly review the Table Of Contents. The
Table lists the specific locations of the
following human resource management top-
ics:

Section Topic

10.01- Establishing an employee in
10.1X the PDB System and the inter-
action between the subse-
quently established records.

10.3X- Employee compensation and the
10.5X activities involved in cap-

turing pay transactions

Section Topic

10.3X- through the application of

10.5X deductions from that pay.
(cont'd.)] The information follows the
order of the data found on a
Direct Deposit Earnings
Statement or check stub.

10.6X The processes performed to
take accumulated data in the
PDB to generate an employee's

net pay.

10.7X Distribution of an employee's
net pay.

10.8X The processes involved in re-

cording an employee's leave
accrual and accounting for
that leave.

10.9X Miscellaneous information
that may be of a temporary
nature, thus not being in-
cluded in any of the previous
sub-sections.

Note: Section 10, as outlined in the Ta-
: ble O0f Contents, is constructed in
chronological order. This order
follows the employee's hiring, com-
pensation, withholdings, etc.,
processes.

[2] Although some sub-sections may be de-
leted, and new ones added, the overall
structure of Section 10 will remain the
same. This structure allows the institu-
tion to find needed information based on
where, in the human resource management
process, a question arises.

c REFERENCES

[1] The following references are used
throughout Section 10. Several of the
references, including the Oregon Revised
Statutes and the cross-referenced FASOM
sections, are also individually cited in

the appropriate sub-sections. S

Assistant Attorney General, Tax Section,
Jerry Bronner's Letter to Ron
Anderson re: "Benefits Subj}ect to
IRC Section 132 (discounted season
tickets)," dated 6/19/89.

Bureau Of Labor And Industries, State Of
Oregon, various publications.

Collective Bargaining Units' Agreements/
Contracts Between the State of Oregon
Executive Department and ODHE Employ-
ees.
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Department of General Services Policy 125-
6-600, "State Agency Provided Housing
and the Rental Reduction Schedule."

Executive Department Administrative Rules:

eese 15-060-01, "Release of Payroll
Checks."

eess 15-065-01, "Taxation Of Employee
Fringe Benefits (Personal Use Of
State-Owned Vehicles)."

Executive Department Personnel Policies:
eses 3.1.7, "Stand-by Time Compensation.”
sees 7.1.1, "Working Hours."

eess 7.3.1.1, "Vacation Leave."

eeee 7.3.1.2, "Sick Leave Pay."

eees 7.3.1.3, "Other Leaves With Pay."
eses 7.6.1, "Holidays."

Executive Department Personnel Rules:

eses 1-3-210, "Other Unclassified Posi-
tions."

eees 3-1-100, "Personnel Policies General-
ly Concerning Merit Pay Sys-
tem."

eees 3-4-100, "Personnel Policies Concern-
ing Overtime Pay."

eeee 3-4-200, "Overtime Pay."

eees 7-1-100, "Personnel Policies Concern-
ing Hours Of Work."

eese 7-5-100, "Curtailment of Operations,
Closure of State Offices and
Institutions or Reassignment
of Employees Because of Haz-
ardous Environmental Condi-
tions."

Fair Labor Standards Act, Title 29, United
States Code Of Federal Regulations,
"Federal Wage And Hour Law," 201-219.

Fair Labor Standards Amendments Of 1985,
based on U.S. Senate Bill #1570,
which became Public Law 99-150.

Fair Labor Standards Amendments Of 1989,
based on U.S. House of Representa-
tives Bill #2710, which became Public
Law 101-157.

FASOM Sections/Paragraphs:
eeee 01.21, Recording Income.
eess 01.21D{5], Reduction Of Expense Re-

ceipts.

eees 02.00, Transaction Codes.

vee. 05.05D[12], Student Payroll - PAR
Forms.

sses 07.13, Worker's Compensation.

«ese 13.01A[7], Assigned Compensation.

«eee 13.01R[7], Research Subjects.

eses 13.03D, Affidavit To Obtain Payment
Due Deceased Person (C0-192).

eess 13.06C{4], Definition -- Independent

Contractor.

esss» 13.06G, Persons Ineligible For Inde-
pendent Contractor Status.

vess 13.92H, Disbursement Request (Form
C0-257).

eee+101.29, Employee Leave Summary.

«s..101.30, Leave Status Detail By Depart-

ment.

«e++101.31, Leave Status Detail By Insti-
tution.

«++.102.15, Supplemental Academic Wages-
Paid In Payroll Month XX/8X.

Internal Revenue Code Sections:

sees 32, "Allowance Of Credit," Regula-
tion 1.43-2, "Earned Income
Credit."

eese 61, "Gross Income," Regulation 1.61-
2T, "Taxation Of Fringe Bene-
fits."

eees 119, "Meals or Lodging Furnished For
the Convenience of the Employ-
er."

eees 125, "Cafeteria Plans."

eess 129, "Dependent Care Assistance Pro-
grams."

eses 132, "Certain Fringe Benefits," Reg-
ulation 1.132-2T, "No-Addition-
al-Cost Service."

eees 151, "Allowance For Deductions For
Personal Exemptions."

sees 403, "Taxation of Employee Annui-
ties."

eeee 415, "Limitations On Benefits and
Contributions Under Qualified
Plans."

eess 457, "Deferred Compensation Plans of
State and Local Governments and
Tax-Exempt Organizations."

esee 911, "Citizens Or Residents of the
United States Living Abroad."

Internal Revenue Notice 110-A, "Table for
Figuring the Amount Exempted From
Levy of Wages, Salary and Other In-
come."

Internal Revenue Regulations:

eses Code 1441, "Withholding of Tax on
Non-Resident Aliens," Regulation
1.1441-4, "Exemptions From With-
holding."

.es. Code 3402, "Income Tax Collected At
Source," Regulation 31.3402,
"Requirement of Withholding."

«e.. Code 6011, "General Requirement of
Return, Statement or List," Reg-
ulation 31.6011(b)-2, "Employ-
ees' Account Numbers."

eess Code 6109, "Identifying Numbers,"
Regulation 301.6109-1, "Social
Security Numbers and Employer
Identification Numbers."

Internal Revenue Rulings:

cee. 69-454, 1969-2 Cumulative Bulletin
(CB)193, "Non-Resident Alien."

eees 80-68, 1980-1 Cumulative Bulletin
(CB)225, "Form W-4."

eeee 86-109, 1986-2 Cumulative Bulletin
(CB)196, "Receipts For Employees."

Internal Revenue Service Publications 54,
"Tax Guide For U.S. Citizens And Res-
ident Aliens Abroad" and 919, "Is My
Withholding Correct For 1988?".
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"Kelley Blue Book Auto Price Manual," pub-
lished monthly by the National Auto-
mobile Dealers Used Car Guide Compa-
ny, 8400 West Park Drive, MclLean,
Virginia, 22102-9985.

ODHE Administrative Rules:

eees 580-20-005, "Academic Rank."

eees 9580-21-030, "Vacations.”

ceee 580-21-040, "Sick Leave Plan For Aca-
demic Personnel.”

cees 580-21-100, "Kinds of Appointments.”

ODHE Controller's Division, Personnel-Pay-
roll Section, Barry Ostrom's letters
to institutions regarding, "Employee
Personal Use Of State Vehicles,"
(6/13/85 and 10/3/85).

ODHE Systems Support Services Communica-
~ tions Terminal User's Manual, Chapter
XII, "Payroll Input Programs."

Office of Management and Budget (OMB) Cir-
cular A-21, "Principles For Determin-
ing Costs Applicable To Grants, Con-
tracts and Other Agreements With the
Federal Government."

Oregon Administrative Rules -- Bargaining
Unit Benefit Board (BUBB)/State Em-
ployees' Benefit Board (SEBB). -

Oregon Administrative Rule (Budget and
Management Division) 122-20-020,
"Personal Service Contracting Guide-
lines and Policies.”

Oregon Department of Revenue Administra-
tive Rule 150-316.167(1), "Withhold-
ings By Employer."

Oregon Public Employees Union (SEIU Local
503, AFL-CIO, CLC) (OPEU) Collective
Bargaining Agreement, Article 56,
"Sick Leave," Section 8, "Hardship
Leave."

Oregon Public Employees Union (SEIU Local
503, AFL-CIO, CLC) Collective Bar-
gaining Agreement, Article 56, "Sick
Leave," Section 8, "Hardship Leave"
-- "Addendum To 1987 OPEU Contract"
with attached "Letter of Intent,”
from Peg Ralston, Deputy Administra-
tor, Personnel and Labor Relations
Division, Executive Department, to
Agency Heads and Personnel Managers,
7/10/88.

Oregon Revised Statutes (ORS):

eeee 23.175, Definitions for "Disposable
Earnings," "Earnings," "Em-
ployer" (and) "Garnishment."

Note: All definitions per-
tain to garnishment of

: employees' wages.
esss 23.185, Maximum Wage Subject To Gar-
nishment; Exceptions; Debtor

Waiver Void; Contents of Le-
gal Process Served On Gar-
nishee; (and) Discharge From
Employment Prohibited.
esee 25.050, Alternative Procedure When
(Support) Payments Are Delin-
quent.
eeee 25.350, Order To Employer Or Trustee
~ To Withhold Delinquent Pay-
"ments From Money Otherwise
Due.
eese 25.450, Withholding On Support Order
From Another Jurisdiction;
(and) Documentation.
«e..182.415, Definitions for "Furnish-
ings," "Housing," "Dormi-
tory," "State Agency" (and)
"Department.”

Note: All definitions per-
tain to "Agency-Pro-
vided Housing."

«e++182.425, State Agency Required To Col-
lect Rental For Housing Pro-
vided Employees; Furnishing

Prohibited; (and) Determina-

tion of Fair Rental Vvalue.

esee182.435, Uniform Schedule of Reduction

From Fair Rental Value; (and)

Management Policies.

ee++237.003, Definitions for "Annuity,"

"Calendar Year," "Continuous

Service," "Employee," "Fiscal

Year," "Pension," "Public Em-

ployer," "Salary," "Volunteer

Fire Fighter," "Police Offi-

cer," "Final Average Salary,"

"Fire Fighter" (and) "Normal

Retirement Age."

Note: All definitions per-
tain to the Public Em-
ployees Retirement
System (PERS).

«++.237.197, Variable Annuity Program; Em-
ployee Elections; Investment
of Account; (and) Payment of

Benefits.

eee.2040.145(3), Duties Of Administrator.

ee..240.200, Exempt Service.

esee240.205, Unclassified Service.

eve+240.207, Other Unclassified Positions.

eee+240.235, Compensation Plan For Classi-
fied Service.

eess 40.240, Application Of Chapter To Un-
classified Or Management

Service.

ee++240.250, Rules Applicable To Manage-
ment Service.
.e..240.391, Definition for "Severely

Handicapped Person."

es+.240.394, Satisfactory Completion By

Severely Handicapped Person

of Temporary Appointment;

(and) Trial Service Status

Without Additional Examina-

tion.

esss240.551, Working Hours, Holidays,

Leaves Of Absence And Vaca-

tions Of Employees In State

Classified Service.
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+se+243.105, Definitions for "State Agen-

cy," "Eligible Employee,"
"Administrator," "Health Ben-
.efit Plan," "Premium," "Pay-
roll _Disbursing Officer,"
"Carrier," "Family Member"
(and) "Board."

Note: All definitions per-

eees2lt3.107,

tain to "Employee Ben-
efit Plans."

Employees Eligible To Partic-
ipate Under

ORS 243.105 to

243.205 (Employee  Benefit
Plans). -
cess243,115, State Employees' Benefit
: Board; Membership; (and)
Chairman.
eees243.125, Powers and Duties; (and) Com-

pensation and Expenses.

....243.130,

Health Care Cost Containment

Principles.

ve..243.135,
lic

Health Benefit Plans For Pub-

Employees; (and) Terms

and Conditions.

vees243.145,
To

Board Authority With Respect
Health

Benefit Plans;g

(and) Termination of Partici-
pation of State Agency.

eees243.155,

Board May Contract Without

State Participation For Addi-

tional Benefit Plans

To Be

Provided At Expense of Par-
ticipating Employees.

ceee243.157,

Payment of Cost For Retired

Officer Or Employee.

. e..243.160,

Eligibility of Retired State

Officer Or Employee To Par-

ticipate
Plan.

State Employees'
count;

. es.243.165,

tion
eees283.175,

In Dental Benefit
Benefit Ac-
Continuing Appropria-
For Account,

Computation of Health Benefit

Contributions By Employee and

....243.180,

State.
Computation of Dental Benefit

Contributions By Employee and
State.

..ee243.182,

Expenditure of Health Benefit

Contributions Made By Employ-
ees and State.

eees2l3.185,

Transfer of Moneys From Gen-

eral Fund For Payment of
Costs of Health Benefit
Plans.

eese243.195, Salary Reduction For Partic-
ipating Employee's Monthly
Payment For Health Benefit
Plan; (and) Disbursal of Mon-
eys To Benefit Plan Contrac-
tor.

evs.243.205, Reports.

eees243,215, Certain Eligible Employees
Permitted To Receive State

Contributions For Health Ben-

efit
ce..243.440,

Plans of Their Choice.

Salary Deduction For Deferred
Compensation

Plan; Amount;

(and) Payment.

ee..243.550,
vee.243.555,

ees.243.560,

ee..243,565,
.e..243.570,
ve..243,575,

eee.243.580,
eeee243.650,

«v.+243.820,

ve..243.830,

eree243.910,

Assistance

Dependent Care
Plan. ‘ . ‘
Definitions for  "Benefit
Board," "Expense Reimburse-

ment Plan," "Payroll Disburs-
ing Officer," "Qualified Em-
ployee Expenses" (and). "State
Agency." .

Note: All definitions per-
tain to "Dependent
Care Assistance Plan."
Rulemaking; Charge For Admin-
istration; (and) Records.
Administration of Plan.
Compensation Reduction Agree-
ment.

Computation of Retirement and
Pension Benefits; (and) Taxa-
ble Income.
Compensation
volving Fund.
Definitions for "Appropriate
Bargaining Unit," "Board,"
"Certification,"” "Collective
Bargaining," "Compulsory Ar-
bitration," "Confidential Em-
ployee,"” "Employment Rela-
tions," "Exclusive Represent-
ative," "Factfinding," "Fair-
share Agreement," "Labor Dis-

Reduction Re-

pute," "Labor Organization,"
"Legislative Body," "Super-
visory Employee," "Media-
tion," "Payment-in-Lieu-of-
Dues," "Public Employee,"
"Public Employer," "Strike,"

"Unfair Labor Practice" (and)
"Voluntary Arbitration."

Note: All definitions per-
tain to "Collective
Bargaining."

Agreement For Payment of An-
nuity Premium Or Investment
Company Share Contribution.
Effect of (Tax-Sheltered An-
nuities For Educational Em-
ployees) Agreement On Retire-
ment Contributions and. Bene-
fits.

Definitions for "Board," "Em-
ployees" (and) "System."
Note: All definitions per-
tain to Higher Educa-
tion Supplemental Re-
tirement Benefits.

e+0.264.040(1), "Code Of Ethics."

eee+292.026,
«e0+292.043,

ve..292.045,

. e+.292.051,

Tssuing Payroll Checks.
Department of Higher Educa-
tion; (and) Wage Deduction
For Foundations.

Deduction of United Fund Con-

tribution; (and) Payment To
United Fund.

Deduction of Cost of Group
Insurance and Other Services;
(and) Payment To Insurance
Companies or Other Contrac-
tors.
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e+¢+292.053, Deduction For Repayment of
Loan To Director of Veterans'
Affairs.

eee:292.055, Deduction of Payment For La-
bor Organization; Payment To
Organization; (and) Fees Pay-
able To State.

vee4292.061, Deduction For Payment of De-
linquent Taxes.

«ees292.065, Deduction of Payment For
Parking Fees; (and) Agree-
ments For Parking In State
Lots.

©e0:292.067, Deduction of Requested Pay-
ments To Financial Institu-
tions; (and) Payment To Des-
ignated Central Depositories.

ee0¢4292.070, Withholding Compensation To
Purchase United States Sav-
ings Bonds Or Other Obliga-
tions; (and) Employees' Bond
Savings Account.

ee++292.080, Issuance of Bonds; (and) De-
livery To Employee.

eees316.167, Withholding of Tax Required;
Elective Provisions For Agri-
cultural Employees; (and) Li-
ability of Supplier of Funds
To Employer For Taxes.

es+4652.140, Payment On Termination of Em-
ployment; Notice of Intention
To Quit; (and) Forwarding
Wages By Mail.

ceee652.150, Civil Penalty For Failure To
Pay Wages On Termination of
Employment.

e.0e.652.610, (Statements Relating To Em-
ployee's Salary and Deduc-
tions Therefrom) -- Itemized
Statement of Amounts and Pur-
poses of Deductions Required.

ees¢653.025, Minimum Wage Rate.

eee+656.000, Workers' Compensation.

Personnel and Labor Relations Division
(Executive Department) Guidelines --
Addendum To Personnel Policies
7.3.1.1, "Vacation Leave," and
7.3.1.2, "Sick Leave Pay," 4/1/88.

Public Employees Retirement Act of 1945
and subsequent Amendments.

Public Employees Retirement System (PERS)
Policies and Procedures.

State Employees' Benefit Board (SEBB) Ad-
ministrative Rules.

State Employees' Benefit Board (SEBB) Ad-
ministrative Rule 102-10-030, "Bene-
fit Eligibility and State Contribu-
tion For Two Or More Appointing Au-
thorities."

United States Code, 1982 Edition (Contain-
ing The General and Permanent Laws of
the United States In Force On January
14, 1983), Title 46, "Shipping," Sec-
tion 601, "Attachment Or Arrestment
0f Wages;" "Support Of Wife and Minor
Children;" (and) "State Tax Laws."

U.S. Department Of Labor, Employment
Standards Administration, Wage and
Hour Division, various publications.

D INTERNAL CONTROL

[1] There should be adequate separation
of duties among employees in Personnel and
Payroll Offices to safeguard data on the
PDB. To ensure that only properly author-
ized and accurate data are entered, the
following standards should be met:

«++. Persons who enter pay/budget data, or
who process time cards and adjustment
cards, should not also receive and
distribute pay checks.

«.++ Persons who enter employee data on
the PDB should not also enter pay/
budget data, or process time cards or
adjustment cards.

«eo. The duties of data input and input
verification should be separated.

[2] 1In some situations, complete separa-
tion of duties may not be feasible due to
staffing limitations. In such circum-
stances, multiple levels of approval
should be used to assure the authenticity
of data. For example, the payroll super-
visor should approve what the payroll
clerk processes, or the business manager
should approve inputs by the payroll su-
pervisor,
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A EMPLOYEE DATA ELEMENTS/FIELDS
[1] General , :
Employee data elements/fields are

placed on the Personnel Data Base via tel-

eprocessing terminals.

Instructions for

entering employee data, and for displaying
data on file, are contained in the Commun-
ications Terminal User's Manual produced
by Systems Support Services.

[2] Data Flements/Fields Table

This table lists element/field numbers

and names for abbreviations used on termi-

nal displays of employee data.

The ele-

ments/fields are listed alphabetically by

abbreviation or by name,
tion is present.

Abbr. No.

9/12
A-21
ACCT

ADDR
APPD
APPS
APPT
BNK#
BORN
C#
C-AD
c/ey
C-DT
C-ND
C-PH
C-ST
CHKD
CITY
CI1TZ
CLAS
CREF
D2DT
D2IN
DEG2
DGDT
DGIN
DIRC
DPCD
DUPL
EEOQ
EFF
ELIG
EMPS
ETHN
EXMP
FC
FDYR
FERS
FICA
FICD
FPAY
FUTR

H-PH
HCAP
HIDG
HIRE

1907

060
085
401

029
050
059
049
072
024
630
030
074
012
058
030
057
073
029
064
008
011
062
043
042
041
040
039
028
640
003
020
002
047
051
021
070
633
034
648
066
067
055
002A

029
022
038
027

if no abbrevia-

Element/Field Name

Term Of Service

A-21 Code

Major Department's Account
Number

Home Address

Appointment Date
Appointment Status
Appointment Type

Bank Number

Birthdate

Certificate Number
Campus Address
County/City Code
Classification Date
Contract End Date

Campus (Work) Phone
Contract Start Date
Check Disposition

City (Address)
Citizenship Code
Classification Category
Classification Code

CREF Policy Number

Other Degree Date

Other Degree Institution
Other Degree

Highest Degree Date
Highest Degree Institution
Directory Print Code
Deposit Code .
Additional Record On File
EEQ Category

Effective Date

PERS Eligibility Date
Employee Status

Ethnic Code

Exemptions

freeze Code

Years Of Federal Service
FERS Eligibility Date
FICA Code

FICA Effective Date
Forecast Pay Authorization
Future Effective Transac-
tions Pending

Home Phone

Handicap Code

Highest Degree

Most Recent Employment

Date
I-9 Date

Abbr.
IUSE
LPA#

LPAD
LTRD
LTRN
LTRT
LVAC
LVCD
LVND
LVST

MEMO
MERR
MERR
NAME
o/T

PA#

PFIC
PFRN
PFTE
PMOD
POS#
PRSV
PTDA

PURP
QUAL
RANK
RC
RESL
RET
RET#
RNKD
RNKS
SABE
SABS

SAIF
SAL
SERV
SEX
SIDT
SPBD
SPOU
SSN
STAT
STAX
SXMP
TAXS'
TAXX
TERM
TFTE
TIAA
TITL
TNUR
TRAN
TRCD
TRMD
TTL1
TTL2
USED
Usxo
VET
VSID
WRKL
1P

No.
075
052

053
077
076
078
033
035
037
036
631
071
054
620
007
018
017
052
641
174
175
044
014
081
061
157

657
016
009
079
632
652
045
046
010
013
621
623
622

065
015
032
019
054
112
006
029
644
645
068
069
004
063
025
056
076
624
005
026
026
655
656
023
654
653
029

Element/Field Name
Institution Use Element
Last Personnel Action Num-
ber

Last Personnel Action Date
Last Transaction Date
Last Transaction Reason
Last Transaction Time
Leave Accrual Code

Leave Type Code

Leave End Date

Leave Start Date

Method Of Appointment
Memo Payroll Register
Merit Rating Date and
Merit Rating Code

Name

Overtime Eligibility Code
Pay Step

Personnel Action Number
Prenotification

Previous FICA Deductions
Previous FICA Earnings
Position FTE

Position Modifier
Position Number
Negotiated Prior Service
Past Tax Deferred Invest-
ments

Purpose 0f Visit

Salary Rate Qualifier
Rank Code

Record Status
Recruitment Code
Residence Location
Retirement Code
Retirement Number

Rank Date

Rank Status

Sabbatical Leave Code
Sabbatical Leave End Date
Sabbatical Leave Start
Date

SAIF Amount

Salary Rate

Service Anniversary Date
Sex Code

Salary Increase Date
Spouse Birthdate
Spouse's First Name
Social Security Number
State (Address

State Tax Schedule

State Tax Exemptions

Tax Schedule

Tax Exempt Code
Termination Code

Total FTE

TIAA Policy Number

Title Code

Tenure Status
Transaction Reason
Transit District Code
Termination Date

Title and

Title

U.S. Entry Date

U.S. Exit Date

Veteran Status

Visa Identification Type

Work Location
Zip Code (Address)
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(31

Data Element/Field Properties Table
The following table contains a tabu-

lation, for each employee data element/
field, of the information listed below:

Element/Field Number: The element's/
field's identification number.

Abbreviation: The abbreviation used
on terminal displays to identify a
given data element/field.

Class Category: Each job classifica-
tion 1is assigned to a category for
administrative and reporting purposes
(see paragraph 10.01A[4], Employee
Data Element/Field Descriptions, ele-
ments 008-Classification Category,
and 011-Classification Code). This
section of the table defines whether
a data element/field is required, op-
tional or not applicable for each
Classification Category.

The symbols used are:
R = Required for all

employees in
this category.

X = Required under certain circum-
stances as described in paragraph
10.01A[4], Employee Data Element/
Field Descriptions, for the ele-
ment/field.

0 = Optional. Some optional elements
are derived by the computer as
described in paragraph 10.01A[%4],
Employee Data Element/Field De-
scriptions, Most optional ele-
ments/fields are needed for re-
ports.

- = Not applicable to the category.
Inputs are rejected. If an em-
ployee changes from another cate-
gory to this category, data on
file is deleted.

t = Not applicable to the category.
Previously entered data, however,
remains on file.

Blank = Data on file is derived; no entry

is possible.

Element Format: The length and com-
position of each element/field are
indicated. For longer data elements/
fields, the number of characters is
indicated in parentheses.

Category Element Format
Elem, A = Alpha; N = Numeric
No. Abbr, Element Name F {C G |U |0 [N [X = Alpha/Numeric
002 EFF jEffective Date. . . » « . « « JR |R |R |R |R |R |R |NNNNNN
002A |FUTR |Future Effective Trans. Pending A
003 DUPL |Additional Record on File . . .JX X X |Xx {Xx {x |- |A
004 TERM |Termination Code. . . . . . . X IX X IX [x Ix |x IN NN
005 TRMD |Termination Date. . . . o « o« o|X |X |X {X |X IX X ]NNNNNN
006 |SSN {Social Security Number. . . . .|R R |R |[R [R IR IR IN < . . N (9)
007 INAME {(Name. . + « « o o ¢« 4+ o+ s o« « «JRIR|RIR|IRI|IRIR A . . . A (23)
008 ---- |Classification Category . . . . A
009 |JRANK JRank Code + o 4 o o « o o o« o ofR |- |~ IR |- |- |- (A
010 RNKD (Rank Date « . . . +« &« « o o « oJR |- |- IR |- |- |- |NNNNNN
011 CLAS |Classification Code . . . . . .JR IR JR [IR R R |R [ANNNNAA
012 C-DT jClassification Date . . . . . .|JR [R IR |R |R {R {R |NNNNNN
013 |RNKS |Rank Status « « « + ¢« o o & « o]0 |- |- ]O }- |- |- IN
014 PMOD {Position Modifier . . . . . . |- {X |- |- {- |- |- |A
015 |[SAL |Salary Rate » « o . « « o « o« {X#IR O |X |R |O |- |NNN,NNN.NN
016 QUAL {Salary Rate Qualifier . . . . |X#R |x IX IR Ix |- [A
017 e Pay Stepc . . . . . . ] [ . . [ NN
018 {0/T |Overtime Eligibility Code . . .}- o [- |- |- |- |- {A
019 SEX SexCode. « ¢« ¢« ¢+ ¢ ¢« s « o « +JR IR IR |R |R R |- |A
020 EEO0 JEEO Category. . « « +« « » « « {0 0 {0 |0 jO JO ]- |[NN
021 ETHN (Ethnic Code . . . . . « . « « JR|R IR IR IR |R |- |A
022 HCAP |Handicap Code . . « . . . . . .l0 |0 |0 {0 [0 |]O |- |NN NN NN
023 VET Veteran Status. . « « . . . . .J0 {0 JO {0 jOo {0 |- [NN
024 [BORN {Birthdate . . . « « « « « « « /R IR JR JR {R |R |R |NNNNNN
025 |TITL |Title Code. « « « o « « &« o« « +{0 fO |0 |O |O jO |- INNN
026 TTLT fTitle . ¢« o ¢ ¢ ¢ ¢« ¢ ¢« o o « «{0 {0 |O JOJO|O fO |]A . . . A (20)
026 TTL2 |Title + & ¢« ¢« ¢ ¢ o ¢ ¢« o » &« 240 JO JO O |O JO |O JA . . . A (20)
027 |HIRE [Most Recent Employment Date . .|R |R |R |R |R |R R |NNNNNN
028 DIRC |Directory Print Code. . . . . .|/0 |0 JO {0 Jo |o |-
029 |H-PH |Home Phone. + . « « « « . . . .JO |0 |0 {0 |Oo [0 [0 |NNNNNNN
029 |ADDR |Home Address. . « « « « « . . .|O {0 {0 JO {0 |O {O e o+ X (28)
029 |CY City (Address). . . . . . . . JREHR IR IR IR IR [R]A . . . A (19)
029 |STAT [State (Address) . . . . . . . .|{R#|R |[R {R |R |R [R |AA
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Class Category

Element Format

Elem. ) A = Alpha; N = Numeric
No. |Abbr. Element Name F {C IS {G {U |0 [N |X = Alpha/Numeric
029 ZIP |Zip Code (Address). . . . . « {R#|/R |R {R |R |R JR |NNNNN
030 C-AD (Campus Address. « « ¢« « ¢« ¢« « JO O JO JO JO O {O |X . « « X (10)
030 {C-PH |Campus (Work) Phone . . . . . .]O jO [0 |0 |O {0 |O |NNNNNNN
032 SERV |Service Anniversary Date. . . .|0 |0 ]J- ]O {0 |- |- |NNNNNN
033 LVAC [Leave Accrual Code. . « « « o« of- [R |- |- |- ]- |- |A
034 FDYR |Years of Federal Service. . . .|X |X |0 |O |0 ]O |- {NN
035 |LVCD {Leave Type Code . . . . « . « o|X X |- |- [X |- |- |[NN
036 LVST iLeave Start Date. . . « « &« « o|X IX |- |- |X {- |- ]INNNNNN
037 LVND jLeave End Date. . . . « & o o of|X |X }- {- X }=- |- |NNNNNN
038 HIDG jHighest Degree. . . « « o|R#{O |O |O |O |O |- NN
039 DGIN {Highest Degree Institution. o ofR IX [X |X X IX [~ [XXXXXX
040 DGDT |Highest Degree Date . . . . . JR |X |X |X X }X l- [XXXXXX
041 DEG2 |Other Degree. . . . e o +{0 JO 10 |O |O JO §- |NN
042 D2IN {Other Degree Institution. o o ofX |IX IX IX |X |X |- |NNNN
043 D2DT |Other Degree Date . . . « « « o|X |X |X |X |X }X |- |NNNN
044 |PFTE |Position FTE. « « « o o o o « J|X#|R*|0 |X JO |O ]- |N.NNN
045 RET Retirement Code . . . . . . . .{R#JR |{R |R |R |R |R |NN
046 |RET# [Retirement Number . . . . . . {0 {0 |0 |0 |]O |O |O |NNNNNN
047 ELIG |PERS Eligibility Date . . . . }X#|X |X |X {X }X [X |NNNNNN
049 APPT |Appointment Type. « ¢« o« « &« « o}= |[R |- |- |- |- |- [A
050 APPD |Appointment Date. . « + ¢« « & of= {R |- |- |- |- |- |NNNNNN
051 EMPS |Employee Status « « « ¢« « o o o)== R |- |- |- |- }|- |A
052 PA# Personnel Action Number e o of0 |X |O JO {O JO }O PXXXXXX
052 LPA# |Last Personnel Action Number. . XXXXXX
053 LPAD {(Last Personnel Action Date. . . NNNNNN
054 |SIDT |Salary Increase Date. . . . . .{- [R*|- |- |- |- |- |NNNNNN
054 MERR (Merit Rating Date . . . . e of- |R¥]~ {- - |- |- |NNNNNN
055 |FPAY |Forecast Pay Authorization. . «|0 jO |O |O JO |O |- |A
056 TNUR |Tenure Status . « « o &« o o « o|X#|- |- |X |- |- |- |A
057 C-ST |Contract Start Date . . . . . |X#]0O JO |X JO O ]O ]NNNNNN
058 C-ND [Contract End Date . . « « « « o|X#|X |O |X |]O |O |O {NNNNNN
059 |APPS |Appointment Status. . . . . . JR }- |- |0 |- |- |- }A
060 |9/12 |Term of Service « « « « « « « o|R#}- |- |R |- |- |- |N
061 PRSV |Negotiated Prior Service. . . .}O0 {t |- - |- }- |- [NN
062 CREF |CREF Policy Number. . . . . . «|X [T |t |t [T |T |- {ANNNNNNN
063 TIAA |TIAA Policy Number. . . « . o« o|X |t [T |t [T |t |- JANNNNNNN
064 |CITZ |Citizenship Code. . . « . « « JR#IR |R |R |R |R |- |N
065 SAIF [SAIF Amount . . + « « o « « « «|O#}0 JO {O O |0 |- |N.NN
066 FICA |FICA Code . . . e o« o« o o « o|R#IR {R |R |R |R |R |N
067 FICD |FICA Effective Date e o « o o« «|R#EfR |R |R JR {R |R |NNNN
068 TAXS |Tax Schedule. . « « « « « « « |R#|R |R IR |R |R |R |A
069 TAXX {Tax Exempt Code « « ¢« o« « « « JOF|0O 10 (O |JO |O R |A
070 |EXMP |Exemptions. . . e « « s o « o|/REIR |R IR |R |[R |R |NN
071 MEMO {Memo Payroll Register e o o« « o0 |]O |O |O JO }JO jO |NN
072 BNK# Bank Number o o & o o & & o o o 0 0 0 0 0 0 0 N o o o N ( )
073 CHKD |Check Disposition . . . . . « JR IR IR |R [R |R {R INNX . . . X (18 X's)
074 C/CY |County/City Code. . « « « . « JR#JR |R |R |R {R |- |NNA
075 IUSE |Institution Use Element . . . |0 |O jO {0 JO JO O IXXXXX XXXXX XXXXX XXXXX
076 TRAN |Transaction Reason. . . « - « {0 |X JO {10 {0 |O |O YNNN NNN NNN NNN
076 LTRN [Last Transaction Reason . . . . NNN NNN NNN NNN
077 LTRD |Last Transaction Date . . . . . NNNNNN
078 LTRT |Last Transaction Time . . . . . NNNNNN
079 ---- |Record Status . « « ¢« ¢« & ¢ o+ o N
081 POS# |Position Number . . . . . « « .JO |JR JO |0 |O |O O FNN~NNNNNNN
085 A-21 |A-21 Code .+ « .+ e + ¢« o o «|O |0 |]O {O O {0 |- 1XX
112 |SPOU |Spouse's First Name . . . . . |0 |o fo o o |o A...A((10)
157 {|PTDA {Past Tax Deferred Investments .[X |x |+ Ix |+ |+ |- NN, NNN.NN
401 ACCT |Ma}or Department's Acct. No.. .JR |JR |R JR |[R R |[R [N . . . N (9)
620 MERR |[Merit Rating Code . . . e o of= |R*¥}{~- j- [ |- |- |A
621 ---- {Sabbatical Leave Type Code. . o NN
622 SABS |Sabbatical Leave Start. . . . . NNNNNN
623 SABE }Sabbatical Leave End Date . . . NNNNNN
624 TRCD {Transit District Code . . . . .{R#{R |R |R |R - |A
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Class Category Element Format
Elem. A = Alpha; N = Numeric
No. Abbr. Element Name FIc|s [G [u [0 [N |X = Alpha/Numeric
630 |C# Certificate Number . . . . .. JO |X }O 10 |O {0 ]O ]JANNNA
631 M Method of Appointment . . . . .JO |[X JO {0 |O |O JO }A
632 RC Recruitment Code . . . . . . .}J0O [X {0 |O }JO |0 |O |AA
633 |FC Freeze Code . « . « ¢« ¢« « « « of0O §Xx |O (O JO jO |O |N
640 |DPCD |Deposit Code Number . . . . . .}JX X X |X |X |X |X |XX
641 ---=- |Prenotification . . . . . « . . X
644 |STAX |State Tax Schedule. . + « « . .|O#|0 |0 |0 {0 {0 |- |A
645 SXMP |[State Tax Exemptions. . « . . .{O#}0 |O |O {0 |0 |- |NN
648 |FERS |FERS Eligibility Date . . . .« |X#{X }- 1- }- |- |- |NNNNNN
652 RESL |Residence Location. . . « « . JR#IR {R JR {R |R |- [AAAAAAAA
653 |WRKL jWork Location . . « « « . « « .JRF#|R |R |R |R JR |- JAAAAAAAA
654 |VSID |Visa Identification Type. . . .|X#[X |X §X [X. |X |- |AAA
655 |USED {U.S. Entry Date « ¢« « « ¢ & o o|X#|X |X |X {X |X ]- |NNNNNN
656 |USXD |U.S. Exit Date. « « ¢ « « o o |X#F[X |X |X |[X |X |- |NNNNNN
657 |PURP |Purpose of Visit. . « . . « . |X#|X |X |X X [X |- [NNA
--- {IDT |I-9Date. +« « ¢« ¢ ¢« ¢« o o« o « |0 10 JO |O |O JO }- |NNNN
--- |SPBD |Spouse Birth Date . . . . . . +}X X IX {X |X X |X |NNNNNN
--- |TFTE [Total FTE « o ¢« ¢« ¢« s o o o » 41X JR JO IX JO JO |- IN.NNN
R = Required - = N/A, should be blank
# For Emeritus/Courtesy appointment: X = May be required. + = N/A, can be on data
015, 016, 044, 045, 047, 056, 0 = Optional base
065-070, 074, 624, 640, 641, 644, —
645, 648 and 652-657 must be Classification Category Key:
blank.
F = Faculty, Admin,/Prof. Non-Faculty
029, 038, 057, 058, 060 & 064 C = Classified, Management Service
are optional. S = Student
G = Graduate Assistant, Resident, Intern
* Optional for temporary classified U = Unclassified - Miscellaneous
employees (code "T" in element 0 = Other
049). N = Non-Employee
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[4] Employee Data Element/Field Descrip-

tions
No. Element Name/Description Abbrev.
002 Effective Date EFF

Required on all transactions, The
date when an 1input to the Personnel Data
Base 1s effective. If a Personnel Action
(PA) form (PD 124) is produced, this date
is printed on the PA as the effective
date. If a future EFF date is entered, a
PA is not produced until that date.

A transaction entered with a current
or past EFF date 1s immediately placed on
the data base if:
eees The EFF date is in a past month, or
eeee The input 1s after the 10th of the

effective month, or
eses The input 1is before the 11th of the

effective month, but does not contain
any of the following data elements/
fields:

4 TERM, Termination Code (Except 999)
9 RANK, Rank Code
1 CLAS, Classification Code
4 PMOD, Position Modifier
5 SAL, Salary Rate
16 QUAL, Pay Rate Qualifier
35 LVCD, Leave Type Code
49 APPT, Appointment Type Code
66 FICA, FICA Code
81 POS#, Position Number
401 ACCT, Major Department's Account
Number

A transaction is placed on a pending
file and processed as a "future" transac-
tion as described below if:
eees It is entered with a future EFF date,
or
eese It is entered before the 11th of the
effective month and contains any of
the data elements/fields 1listed in
the preceding paragraph, or

«ees It is entered after a regular payroll
process and before the 11th of the
effective month; and it 1is a change
to the Federal Tax Schedule (Element

68, TAXS) and the State Tax Schedule

(Element 644, STAX) or the Tax Exempt

Code (Element 69, TAXX) or the Feder-

al Tax Exemptions (Element 70, EXMP)

and the State Tax Exemptions (Element

645, SXMP).

The date elements listed below cannot
be entered on a "future" transaction. If
the corresponding code(s), i.e., Termina-
tion Code, Rank Code, etc., is entered or
changed, the EFF date will be placed in
the date element when the transaction is
applied to the data base file.

5 TRMD, Termination Date
10 RNKD, Rank Date
12 CLSD, Classification Date
36 LVST, Leave Start Date .
50 APPD, Afgointment Date (see Note)
67 FICD, FICA Effective Date

Note: The codes corresponding to Appoint-
ment Date (Element 50, APPD) are
Classification Code (Element 11,
CLAS) or Major Department's Account
Number (Element 401, ACCT).

Personnel transactions are recorded
on one of two files. The "data base file"
is the primary file and contains all cur-
rent personnel records. The "pending
file" is a secondary file that contains
only those records entered as "future"
transactions as described above.

A pending file record 1is inactive.
It can be deleted, but cannot be changed.
On the EFF date or the 11th of the effec-
tive month, whichever is later, the pend-
ing file record is activated and applied
to the current data base file. The trans-
action is audited at this time and listed
on an error report if it fails to pass any
audits. A transaction that fails to pass
a "reject" audit will not update the cur-
rent file; the data must be re-entered on
a current transaction.

When a "future" record is on the
pending file, the terminal display of the
employee's data base record will have a
"y" in FUTR. The pending file record can
be displayed by entering "FUT"™ in NEXT AC-
TION. Paragraphs 10.01A[4][a] -
10.01A[4]1[f] describe how future effective
records are entered, displayed, changed
and deleted.

[a]l] Enter A “Future" Record For A New

Employee

Input is the same as for any new em-
ployee record. A pending record is creat-
ed with the future date in EFF and "Y" in
FUTR. This record is displayed when the
employee record is accessed by terminal,
but it is not on the current data base
file and cannot be changed. Employee data
element changes can be entered per para-
graphs 10.01A[4]1(b] and 10.01A[41[c], how-
ever. On the EFF date or 11th of the ef-
fective month, whichever 1is later, the
pending file record is activated.

[b] Change to "Future™ New Employee Re-

cord

The future record cannot be changed,
but a future change record can be entered
on the pending file. Input is the same as
described in paragraph 10.01A[4][c]. The
EFF date for the change must be the same
as or later than the EFF date for the fu-
ture new employee record.

[c] "Future™ Change To An Employee Record -

A future change is input by display-
ing the data base record, entering or
changing the desired data elements, and
entering the future effective date in EFF,
After the 1input 1is transmitted, the data
base record has a "Y" in FUTR but is oth-
erwise unchanged. The future change
transaction is recorded on a pending file
record., On the EFF date the change is
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activated on the current data base file.

[d] Delete A "Future" New Or Change Re-
cord
A record with a future EFF date is
deleted by displaying the future record
and entering "D" in FUTR and "999999" in
EFF.

[e] Change To "Future" Change Record

An employee data change entered with
a future EFF date cannot be changed. It
must be deleted and re-entered. See para-
graph 10.01Al4][d], above.

[f] Change To "Future" Effective Date

A future EFF date cannot be changed.
The record must be deleted and re-entered
with the new EFF date. See paragraph
10.01A[4]1[d], above.

002A Future Effective Transactions

Pending FUTR

Computer derived. A "Y" is displayed
on a new employee record entered with a
future Effective Date, and on an existing
employee record for which a future effec-
tive transaction is on the pending file.
FUTR is blank in all other cases. To de-
lete a future effective transaction, dis-
play the transaction, and enter "D" in
FUTR and "999999" in EFF.

003 Additional Record On File DUPL
Required to enter a second Position
Number (Element 81, POS#) for an employee,
Separate employee data records are re-
quired when an employee is assigned to two
positions, The first record is coded "p"
- Primary and the second "S" - Secondary.

When the employee data record for the
secondary position is entered, code "S"
must be placed in Element 3, DUPL. The
original record is then automatically cod-
ed "P," Only "S" can be entered -- code
"p" is always computer-generated. The
codes on the two records can be reversed
if desired. This is done by changing code
"p" to "S." The other record is automat-
ically changed from code "S" to "P,"

When employee data is displayed on a
terminal, a "P" in DUPL indicates there is
a secondary record. DUPL 1is blank 1{if
there is no secondary record.

A secondary record entered in the
first ten days of the month it is effec-
tive, or with a future date in Element 2,
EFF, is placed on the pending file. It is
activated on the effective date or 11th of
the effective month, whichever is later.

The primary and secondary records
must contain the same data in all elements
listed below, To achieve this, data en-
tered in the primary record is automatic-
ally placed in the secondary record., At-
tempts to alter the data on secondary re-
cords are rej}ected.

No. Abbr. Element Name

6 SSN Social Security Number
7 NAME Name
19 SEX ~ Sex Code
21 ETHN Ethnic Code
22 HCAP 'Handicap Code
23 VET Veteran Status
24 BORN Birthdate
28 DIRC Directory Print Code
29 Home Phone And Address
34 FDYR VYears Of Federal Service
38 HIDG Highest Degree
39 DGIN Highest Degree Institution
40 DGDT Highest Degree Date
41 DEG2 Other Degree
42 D2IN Other Degree Institution
43 D2DT Other Degree Date
44 PFTE Position FTE
45 RET Retirement Code
46 RET# Retirement Number
47 ELIG PERS Eligibility Date
55 FPAY Forecast Pay Authorization
62 CREF CREF Policy Number
63 TIAA TIAA Policy Number
64 CITZ Citizenship Code
65 SAIF SAIF Amount
66 FICA FICA Code
67 FICD FICA Effective Date
68 TAXS Tax Schedule
69 TAXX Tax Exempt Code
70 EXMP Exemptions
71 MEMO Memo Payroll Register
72 BNK# Bank Number
73 CHKD Check Disposition
85 A-21 A-21 Code
112 SPOU Spouse's First Name
157 PTDA Past Tax Deferred Investments
640 DPCD Deposit Code Number
641 ---- Prenptificatioen
644 STAX State Tax Schedule
645 SXMP State Tax Exemption
648 FERS FERS Eligibility Date
652 RESL Residence Location
653 WRKL Work Location
654 VSID Visa Identification Type
655 USED U.S. Entry Date
656 USXD U,S. Exit Date
657 PURP Purpose (f Visit

EXCEPTION: The following elements must be
blank on the secondary record when it is
coded "C" - Courtesy ar "E" - Emeritus in
Element 59, APPS, Appeintment Status: 44,
45, 47, 65-70, 640, &41, 644, 645, 648 and
652~ 657.

004 Teraination Code TERM

The first digit, Termination Type, is
required on all termination transactions,
Digits two and three, Termination Reason,
are required for classified and management
service employees who resign or are laid
off, and are optional otherwise. Element
632, RC, Recruitment Code, is also re-
quired for classified and management serv-
ice. .

The Termination Code is placed on the

pending file when the termination date is
in the future, or in the first ten days of
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the month and input is before the 11th.
The Termination Code is activated on the
data base on the effective date or the
11th of the effective month;, whichever
is later.

On a reactivation, the Termination
Code must be changed to "999." All pay/
budget and deduction records are stopped
when an employee is terminated, and must
be re-entered on reactivation. The ef-
fective date of reactivation must be the
current or future date (Element 5, TRMD,
Termination Date). A reactivation is
recorded on the data base on the effec-
tive date, including when in the first
ten days of the month.

Termination Valid Termination
Type: Codes:

1 - Layoff 100, 109, 111-118
2 - Resignation 200-209, 221-226
3 - Retirement 300-309, 321-326
4 - Death 400

5 - Dismissal 500, 509, 511-518
6 - Termination Of

. Appointment 600, 609, 611-618

7 - Removal From

Trial Service 700, 709, 711-718
8 - Transfer To

Other Agency 800, 802-804, 807,
809
900-909, 911-918,
921-926, 999

9 - Other

Termination Reason Codes:
00 - No Reason
01 - Stay Home
02 - Better Job

03 - Dissatisfied
04 - Marriage

05 - Maternity

06 - Illness

07 - Relocation
08 - Education

09 - Other

11 - Shortage Of State Funds

12 - Shortage Of Federal Funds
13 - Shortage Of Work

14 - Change Of Duties

15 - Change In Organization Unit
16 - End Of Contract Or Grant

Termination Reason Codes:

17 - Elimination Of Program

18 - Classification Restructure

21 - Accepted Teaching Position 1In
Other State

22 - Accepted Teaching Position 1In

State (Not OSSHE)

23 - Accepted Position With Federal
Government (Academic Only)

24 - Accepted Position In Private In-
dustry (Academic Only)

25 - Accepted Similar Job With Higher
Pay (Not OSSHE)

26 - Accepted Promotion To Higher Level

Job
99 - Reactivation
005 Termination Date TRMD

Required to enter the effective
date of termination, except when input
is a "future" transaction as described
below. Pay transactions for months
after the termination month are rejected
by audit 1112, Employee Is Terminated
(see paragraph 15.01B1112, Employee Is
Terminated). The Termination Date is
automatically entered in Element 115,
Pay Stop Date, of pay/budget records if
no prior Pay Stop Date is entered.

The termination date is not en-
tered in TRMD on a future effective
transaction. A "future" transaction is
one that is effective either (1) on a
future date, or (2) in the first ten
days of the current month and is input
before the 11th. In such cases, TRMD is
left blank and the termination date is
entered in Element 2, EFF, Effective
Date. The termination transaction is
stored on the pending file. On the
effective date, or the 11lth of the
effective month, whichever is later, the
transaction is activated on the data
base and the EFF date is placed in TRMD.

On a reactivation, enter the cur-
rent date in TRMD or a future date in
EFF (Element 2, Effective Date). If the
actual date of reactivation is a past
date, it should be entered in Most Re-
cent Employment Date (Element 27, HIRE).
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006 Social Security Number SSN

Required to enter all transac-
tions. The Social Security number is
the key to all Personnel Data Base re-
cords; a record cannot be entered or
retrieved without it. To change or de-
lete a Social Security number, the in-
stitution should prepare an SSN Change
Card, C0-618, and send it to the Con-
troller’s Division (see  paragraph
10.08D, SOCIAL SECURITY NUMBER CORREC-
TIONS). The institution should also
send a copy of the employee’s Social
Security number card with any change
other than a terminal operator’s error.
When correcting an operator’s error, the
C0-618 should indicate an input error
and be signed by the employee who made
the original entry.

A new employee who has no Social
Security number must apply for one (see
the subordinate paragraphs in 10.084,
SOCIAL SECURITY NUMBER). The institu-
tion should request a "dummy" Social
Security number from the Controller’s
Division, Personnel-Payroll Section, for
use until the employee has a Social Se-
curity number.

Note: The institution should prepare and
send an SSN Change Card to the
Controller’s Division when the em-
ployee receives a permanent Social
Security number.

007 Name NAME

Required when the first record is
entered for a Social Security number.
Must be entered in the following se-
quence: last name, first name (or ini-
tial), middle initial (or name) and ap-
pellation, e.g., Jr., Sr., III, etc. Up
to 23 characters, including spaces, may
be entered. The hyphen (-) is the only
non-alphabetic character that may be en-
tered. Omit commas and apostrophes (en-
ter OHARA, not O’HARA). Do not leave

spaces in names (enter VANBUREN, not VAN
BUREN) .

Note: Only the first 20 characters of

the name, including spaces, are
contained in the records, of clas-
sified employees, transmitted to
the Personnel Division.

008 Classification Category

Each Classification Code, Element
11, CLAS, is assigned to one of the cat-
egories listed below. Category codes
are used for reporting and administra-
tive control purposes. They are not
displayed on terminals and do not appear
on reports. Classification Codes and
Categories are matched in the descrip-
tion of Element 11, CLAS, Classification
Code.

Classifi- Description:
cation
Category
Codes:
c Classified And Management
Service »
F Faculty, And Administrative
Or Professional Non-Faculty
G Graduate Assistant, Medical/
Dental Intern, Resident Phy-
sician/Dentist, Fellow
S Student
¢} Other
N Non-Employee
18) Unclassified -- Miscellane-
ous
009 Rank Code RANK

Required for all faculty and grad-
uate assistant employees. Identifies
the employee’s academic rank (ref.: 08S-
HE Administrative Rule 580-20-005, "Aca-
demic Rank").

Code: Rank - Faculty:
A Professor
B Associate Professor
C Assistant Professor
D Senior Instructor
E Instructor
H Lecturer
I Senior Research Associate
J Research Associate
K Senior Research Assistant
L Research Assistant
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Code: Rank - Faculty:
N No Rank

Code: Rank - Graduate:
P Graduate Teaching Assistant
Q Graduate Research Assistant
R Fellow
N

No Rank

The Rank Code is placed on the
pending file when the rank date is in
the future, or in the first ten days of
the month and input is before the 11th.
The Rank Code is activated on the data
base on the effective date, or the 1l1lth
of the effective month, whichever is
later.

010 Rank Date RMKD

Required for a faculty or graduate
appointment or change in rank to record
the effective date of rank, except when
(1) the input is a "future" transaction
as described below, or (2) Rank Code is
"N" - No Rank.

A date is not entered in RNKD on a
future effective transaction. A "fu-
ture" transaction is one that is effec-
tive either (1) on a future date, or (2)
in the first ten days of the current
month and input is before the 11th. 1In
such cases, RNKD is left blank and the
rank date entered in Element 2, EFF,
Effective Date. The transaction is
stored on the pending file. On the ef-
fective date, or the 11th of the effec-
tive month, whichever is later, the
transaction is activated on the data
base and the EFF (Element 2, Effective
Date) date is placed in RNKD.

011 Classification Code CLAS

Required for all new employees.
The Classification Code is placed on the
pending file when the effective date is
in the future, or in the first ten days
of the month, and input is before the
11th. The Classification Code is acti-
vated on the data base on the effective
date, or the 11th of the effective
month, whichever is later. This is a
twelve-character code comprised of five

components as follows:

—Represented/Excluded Designation
Classification & Category Codes
Bargaining Unit Representation
, Range Option Code
[-[-Pay Option Code

— — |
X XXXXX XXXX X X

Note: Although the 12-character Classi-
fication Code appears on the terminal
display screen, the Bargaining Unit
Representation, Range Option Code and
the Pay Option Code components are found
in Element 642, Representation Code (see
Element 642 for further information on
these three components of the Classifi-
cation Code).

X - Represented/Excluded Designation:

For classified and management
service employees, . the prefix for the
classification from the Personnel Divi-
sion’s Class/Compensation Table must be
entered. Valid prefixes include: "C" -
Representable Classified; "X" - Manage-
ment Service; and "T" - Temporary.

Valid "unclassified" prefixes are:

U - If the employee is not part of an
employee group that is represented
by a bargaining unit.

U - If the employee is represented by
a bargaining unit and is not "ex-
cluded."

Z - - If the employee is part of an em-

ployee group that is represented
by a bargaining unit, but has been
designated as excluded. Includes
unclassified secretaries (Classi-
fication Codes 2925, Private Sec-
retary (to Chancellor or Presi-
dent) and 2969, Board Secretary).

N - Enter for a non-employee who is
placed on the data base to collect
PERS contributions (see paragraph
13.06G[5], PERS Member).
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XXXXX - Classification And Category
Codes:

For classified and management
service employees, use the Classifica-
tion Codes that are listed in the Per-
sonnel Division’s Compensation Plan.
For unclassified, e.g., faculty, stu-
dents, etc., use the Codes listed below.

Note: Normally, a student must work less
than 121 hours a month to be as-
signed a Classification Code of
2985, Non-System Student; 2998,
Student - CWSP; or 2999, Student.

Valid unclassified employee Clas-

sification and Category Codes include
(ref.: ORS 240.200, Exempt Service;
240,205, Unclassified Service; and
240.207, Other Unclassified Positions;

as well as Personnel Rule 1-3-210, Other
Unclassified Positions):

Code: Category: Position:

2904 F Professor

2905 F Associate Professor

2906 F Assistant Professor

2907 F Instructor

2910 F Scholar

2911 F Research Assistant

2912 F Lecturer

2914 F Research Associate

2915 F Fellow

2920 F Chancellor

2921 F Vice Chancellor

2922 F Assistant (to Chancellor
or Vice Chancellor)

2923 F President

2924 F Vice President

2925 F Private Secretary (to
Chancellor or President)

2926 F Controller

2927 F Chief Budget Officer

2928 F Director Of Business Af-
fairs (Business Manager)

2930 F Director Of Admissions

2931 F Registrar

2932 F Dean

2933 F Associate Dean

2934 F Assistant Dean -

2935 F Director Of Athletics

2936 F Coach

10

Code: Category: Position:

2937 F Trainer

2938 F Management Audits Di-
rector

2939 F Librarian

2940 F Director Of Alumni

2941 F Director Of University
Development

2942 F Director Of Information
Services

2943 F Director Of Publications

2949 F Interpreter - Hearing
Impaired

2950 G Graduate Teaching As-
sistant

2951 G Graduate Research As-
sistant

2952 G Resident Physician or
Dentist

2953 G Intern

2954 G Clinical Fellow

2956 G Graduate Teaching Fellow
-1

2957 G Graduate Teaching Fellow
-2

2958 G Graduate Teaching Fellow
-3

2959 G Graduate Teaching Fellow
-4

2960 U Farm Laborer

2961 U Apprentice

2966 U Work Incentive Employee
(WIN)

2967 3] Upward Bound Employee
2968 0 Board/Commission Member
(Exempt)

2969 F Board Secretary

2970 F Counselor

2971 F Other Unclassified - Di-
rectly Involved in
Teaching, Research, Ex-
tension or Counseling

2985 0] Non-0SSHE Student

2998 S Student - CWSP

2999 S Student’

9996 N Contractor - Non-OSSHE

Employee - PERS Member

CLASSIFICATION CATEGORY KEY:

(see Element 8, Classification Category)

F - Faculty,

and Administrative or Pro-
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fessional Non-Faculty

C - Classified and Management Service
(All Codes Not Listed Above)

S - Student

G - Graduate Assistant, Resident, In-
tern

0 - Other

N - Non-Employee

U - Unclassified -- Miscellaneous

XXXX - Bargaining Unit Representation:
(see Element 642, Representation
Code, for further information on
this component of the Classifi-
cation Code).

This component of the Classifica-
tion Code identifies: (1) the collec-
tive bargaining unit that represents the
employee group to which the employee be-
longs; (2) employees excluded from col-
lective bargaining unit representation
under the provisions of ORS 243.650,
Definitions Pertaining To Collective
Bargaining; and (3) other employee and
non-employee groups who are not repre-
sented but who may be placed on the PDB
to receive pay.

R Unit Group

T XA Temporary Classified Employees.

C NHH ONA - Oregon Nurses Association.

C G GCIU - Graphic Communications
International Union.

U D AFT - American Federation of
Teachers.

U H AAUP - American Association of
University Professors.

C OA OPEU - Oregon Public Employees
Union.

U s APSOSC -Associated Professors of

Southern Oregon State College.

C AHH AFSCME - American Federation of
State, County and Municipal Em-
ployees.

C UA UNREP CL - Unrepresented classi-
fied employees not represented
by a bargaining unit. Also in--
cludes representable employees.

U u UNREP UNCL - Unrepresented un-

classified employees not repre-
sented by a bargaining unit,

11

R Unit Group
and who would be excluded if a
bargaining unit existed.

X MM  MGT SVC - Excluded employees who

' are part of a group that is rep-

resented, but who are designated
as "excluded."

T XC CONTRACTOR -Independent contrac-
tractors.

Z X UNCL EXCL - Excluded and exclud-
able directors & administrators.

KEY TO BARGAINING UNIT REPRESENTATION

CODES:

"R" - Represented/Excluded.

Unit - Collective Bargaining Unit.

Group - An abbreviation for, and a short
description of the Bargaining
Unit.

Note #1: 1In addition to the Bargaining
Unit designations above, the respective
codes are followed by these designa-
tions:

1) Employees who are not subject to
PERS, but who are members of the Federal
Employees Retirement System (FERS) (see
paragraph 10.51J, Federal Civil Service
Programs) are coded "F" Federal Re-
tirement (Retirement Code "05" - Exempt
PERS, Subject Federal, Pre-1984, in Ele-
ment 45, RET, Retirement Code).

2) Employees who are members of & bar-
gaining unit which has two or more bar-
gaining agreements with OSSHE institu-
tions, i.e., academic employees, have
Representation Sub-Codes. Valid insti-
tutional Representation Sub-Codes are:

1 - EOSC 4 - SOSC 7 - OHSU

2 - WOSC 5 -Uof O 9 - PSU

3 - 0SU 6 - OIT

Note #2: The sources of the Classifica-

tion Code and the Represented/Excluded
designation above are in the File of Ta-
bles, i.e., (SB) - Current Class Table
(for Classification); (SA) - Past .Class
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Table; or (SE) - Biennial Class Table.
For Bargaining Unit Representation, the
source is (SD) - Current Rate Table;
(S5C) - Past Rate Table; or (SF) - Bien-
nial Rate Table.

X - Range Option Code:
(see Element 642, Representation
Code, for further information on
this component of the Classification
Code).

This component of the Classifica-
tion Code designates the type of salary
range used for a compensation plan,
e.g., "by-step," "minimum-maximum, "
"one-rate, " etc.

Note: The source of this component is
the File of Tables, i.e., (SD) - Current
Rate Table; (SC) - Past Rate Table; or
(SF) - Biennial Rate Table.

X - Pay Option Code:
(see Element 642, Representation
Code, for further information on
this component of the Classification
Code).

This component of the Classifica-
tion Code permits multiple salary ranges
to be associated with the same classi-
fication and representation code. It
may be used when compensation depends on
the employee’s educational level, e.g.,
nurses. It may also be used when two
agencies with the same representation
code and classes have different salary
ranges, e.g., management service, etc.

Note: The source of this component is
the File of Tables, i.e., (SD) - Current

Rate Table; (SC) - Past Rate Table; or

(SF) - Biennial Rate Table.

012 Classification Date C-DT
Required, except on a "future"

transaction, for all new employees and
for the following changes to Element 11,
Classification Code: any change to the
five-digit Classification Number, and a
change of the Bargaining Unit Represen-
tation Code to/from "X" - Excluded. The
Classification Date is the effective

12

date of the employee’s current Classifi-
cation Code. '

No date is entered in C-DT on
future effective transaction. A "fu-
ture" transaction is one that is effec-
tive either (1) on a future datej; or (2)
in the first ten days of the current
month and input is before the 11lth. C-
DT is left blank, in such cases, and the
classification date is entered in Ele-
ment 2, EFF, Effective Date. The trans-
action is stored on the pending file.
On the effective date or the 11th of the
effective month, whichever is later, the
transaction is activated on the data
base with the EFF date in C-DT.

013 Rank Status RNKS
Optional. Designates temporary or
subordinate rank. Adjunct status may be
applied to a person from outside the in-
stitution who is temporarily assigned to
a teaching, research or service position
to make use of the individual’s special
talents or knowledge (ref.: OSSHE Admin-

istrative Rule 580-20-005, "Academic
Rank").
Valid Rank Status Codes are:
1 - Adjunct 2 - Acting
014 Position Modifier PMOD

Required for classified and man-
agement service employees, except tempo-
rary, when a transaction will result in
"double-filling" a position. Must be
blank otherwise. There are five "dou-
ble-fill" categories as follows:

® Administrative: An employee is as-
signed to a position before the incum-
bent is terminated or re-assigned.

¢ Training: An employee is assigned to
an occupied position to receive job
training before the incumbent leaves.

® Leave: An employee is assigned to a
position while the incumbent is on
leave of absence. ‘

® Job Share: Up to five employees can
be assigned to a job share position.

® Part-Time: Up to eleven part-time em-
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ployees may be assigned to a position.

When an employee is assigned to an
occupied position, enter the appropriate
Double-Fill Category Code from Table 1
below. Position Modifier Codes are
computer-derived as shown in Table 2.
When the second employee 1is assigned,
the Position Modifier is derived on the
data base for both the incumbent and the
new employee. When additional employees
are assigned to a job-share or part-time

13

position, the Position Modifier is de-
rived for each new employee.

Table 1 -- Double-Fill Category Codes
(Entered by Terminal Opera-
tor)

Category: Co
Administrative

Training

Leave

Job-Share

Part-Time

[=N

e:

L A o I
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Table 2 -- Position Modifier Codes
(Derived By Computer)

EmployeefAdmin|Trng |Leave|Job-Shr| P-T
1 A T B I 0
2 D c L J P
3 K Q
4 M R
5 N S
(3 U
7 v
8 L
9 X

10 Y
1" YA
Example: When adding an employee to

a part-time position, Category Code "P" is

entered. If there 1is one other employee
in the position, Position Modifier Code
"0" is derived for that person and code

"P" is derived for the new employee. If
there are three employees already in the
position with Position Modifier Codes "0,"
"p" and "R," the lowest available code "Q"
is computer-derived for the new employee.

Terminal program PMU can be used to
change Position Modifier codes to codes in
a different category. This might occur,
for example, when a position is to be
changed from administrative double-fill
(codes "A" and "D") to part-time to add a
third employee.

A transaction entered in the first

ten days of the month it is effective, or
with a future effective date in Element 2,
EFF, Effective Date, 1is placed on the
pending file. It is activated on the ef-
fective date or the 11th of the effective
month, whichever is later.

015 Salary Rate SAL
Required for all new classified, man-
agement service, faculty and graduate as-
sistant employees, and when a rate 1is
changed. The full-time rate should be
entered for all employees including those
working part-time or appointed for a lim-
ited time. Enter dollars only for annual
and monthly rates. Enter dollars and
cents, even if zeros, for all other rates.
Exceptions: This element is not required
for faculty and graduate as-
sistants when Element 59,
APPS, Appointment Status, is
"Z" - Academic Pay. Leave
blank for "Courtesy" and
"Emeritus" appointments.

For classified and management service
employees, if a monthly or hourly pay rate
is entered, it must equal a standard rate
from the compensation plan for the employ-
ee's classification unless the Salary Rate
Qualifier, Element 016, QUAL, is coded "I"

11

- Non-Standard Hourly Rate, or "N" - Non-

Standard Monthly Rate.

For faculty and graduate assistants,
when an annual salary rate is entered it
must be in whole dollars. It 1is the
amount that the employee would earn for
working a full 9- or 12-month year. The
annual rate will differ from the actual
amount paid to an employee who works less
than the full 9- or 12-month year.

When a Salary Rate change is entered
before the 11th of the month it is effec-
tive, a future effective transaction is
created and placed on the pending file,
The pay rate is activated on the data base
on the 11th,

016 Salary Rate Qualifier QUAL

Required for all employees when a
Salary Rate 1is entered. The Qualifier
identifies the time period or other basis
for the salary rate.

Note: This element must be blank for
"Courtesy" and "Emeritus" appoint-
ments.

¥hen a change to the Salary Rate

Qualifier is entered before the 11th of
the month in which it is effective, a fu-
ture effective transaction is created and
placed on the pending file. The qualifier
code is activated on the data base on the
11th.

Valid Salary Rate Qualifier Codes include:

A - Annual (Faculty And Graduate Assist-

ants Only) '

Monthly (All Categories)

Hourly (All Categories)

Daily (All Categories)

Piece (All Categories)

Other (All Categories)

Non-Standard Hourly Rate (Classified

And Management Service Only)

- Non-Standard Monthly Rate (Classified
And Management Service Only)

Z HOTUVOIX

017 Pay Step
Computer-derived for classified and
management service employees. The step at

which the employee is paid within the pay

range for his/her Classification Code.
Used for reporting purposes only. :
018 Overtime Eligibility Code o/T

Computer-derived from the indicator
for the classification on the File of Ta-
bles. An input will override the derived
code.

Valid Overtime Eligibility Codes include:

Y - Eligible For Overtime, Sub}ect To Fair
Labor Standards Act (FLSA).

N -~ Not eligible For Overtime, Exempt From
FLSA

Z - Eligible For Overtime, Exempt From
FLSA
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019 Sex Code SEX D - Declined to respond.
Required for all new employees.
022 Handicap Code HCAP
Valid Sex Codes are: Optional unless the Department of Vo-
F - Female M - Male cational Rehabilitation has-certified that
the individual as "severely handicapped"
020 EEO Category EEO under ORS 240.391, Definition For $everely

Optional. A computer-derived code is
assigned if no code 1is entered. Each
classification in the Compensation Plan is
assigned to an EEQO Job Category and listed
on the File of Tables. A code should be
entered only to override the File of Ta-
bles.

Valid EEQ Category Codes include: ,
01 - Executive, Administrative, Managerial
02 - Faculty

03 - Professional Non-Faculty

04 - Clerical And Secretarial

05 - Technical And Para-Professional

06 - Skilled Crafts

07 - Service And Maintenance

08 - Graduate Assistant

09 - Miscellaneous

021 Ethnic Code ETHN

Required for all new employees re-
gardless of citizenship status. The eth-
ni¢ group to which the employee appears to
belong; identifies with; or is regarded in
the community as belonging. Used for re-
ports required by the Federal Government.
Valid Ethnic Codes include:

A - Asian or Pacific Islander. Persons
having origins in any of the original
peoples of the Far East, Southeast
Asia, the Indian Sub-Continent or the
Pacific Islands. Includes China,
Japan, Korea, the Philippine Islands,
Samoa, India, Pakistan, Bangladesh,
Sri Lanka, Indonesia, Malaysia, Thai-
land, Burma, etc. Includes persons
of Polynesian, Micronesian or Melane-
sian descent.

Black; not of Hispanic origin. Per-
sons having origins in any of the
black racial groups of Africa. May
include Jamaicans, Trinidadians, West
Indians, etc.

Hispanic. All persons of Mexican,
Puerto Rican, Cuban, Central or South
American or other Spanish culture or
origin, regardless of race. Includes
Spain, but not Portugal.

American Indian or Alaskan Native.
Persons having origins in any of the
original peoples of North America and
who maintained cultural identifica-
tion through tribal affiliation or
community recognition. Includes
Aleuts and Eskimos.

White; not of Hispanic origin. Per-
sons having origins in any of the or-
iginal peoples of Europe, North
Africa or the Middle East. Includes
Portuguese, but not Spaniards. In-
cludes persons of Arab, Moor, Berber,
Hebrew, Assyrian and Iranian decent.

12

Handicapped Person, and ORS 240.394, Sat-
isfactory Completion By Severely Handicap-
ped Person 0f Temporary Appointment; (and)
Trial Service Status Without Additional
Examination. This element indicates the
type and severity of up to three types of
handicaps. It is a two-position code.

vValid Handicap Codes include:

First Position - Type

1 - Sight Impairment

- Hearing Impairment

Speech Impairment

Mobility Impalrment

Other Physical Dysfunction
Mental Retardation
Emotional Disability

Other

NNV FTwWwh

Second Position - Degree

1 - Undefined 3 - Moderate

2 - Slight 4 - Severe
023 Veteran Status VET
Optional. Indicates a veteran's most
recent military service era and disability
status. This iIs a two-position code; if
one position 1is entered, both are re-
quired.

Valid Veteran Status Codes include:

First Position - Service Era
1 - Post-Vietnam

2 - Vietnam Era
3 - Post-Korean - Pre-Vietnam Era
4 - Korean Conflict
5 - Post-World War II - Pre-Korean
Era
6 - World War II
9 - Other
Second Position - Service Related
Disability
1 - Yes 2 - No
0254 Birthdate BORN
Required for all new employees. Used

for controlling insurance premium rates

based on age; monitoring pre-retirement
counseling services; over-age surveil-
lance; and statistical purposes.

025 Title Code TITL

Optional. 1If a code is entered, the
title will appear on reports as the em-
ployee's working title, supplemented by
any title entered in Element 26, TTL1,
TTL2, Title.

Valid Title Codes are listed alphabetical-
ly on the next page:
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Code
011
202
010
151
171
003
191
061
141
067
173
063
221
161
009
060
140
150
170
065
001
020
022
021
023
024
025
026
027
028
029
030
031
032
033
034
035
036
037
038
039
040
041
042

043
044
045
046
047
048
049
064
100
101
115
130
122
11
127
112
120
117
108
119
118
121
113
116
124

Title
Administrative Assistant
Adviser
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant
Assistant To
Associate Dean
Associate Director
Budget Officer
Business Manager
Chairperson
Chancellor
Dean
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,
Dean,

Budget Officer
Business Manager
Chancellor

Coach

Dean

Director
Librarian
Manager
Registrar
Resident Director
Superintendent

Agriculture

Architecture

Arts & Letters

Arts & Sciences

Business

Communications

Continuing Education

Dentistry

Education

Engineering

Extension

Fine Arts

Graduate Programs

Health Related Professions
Home Economics

Humanities

Law

Library & Information Services
Medicine

Music

Dean, Nursing

Dean, Occupational Studies (Vocation,
Educational, Technical)

Dean, Pharmacy

Dean, Sciences

Dean, Social Sciences

Dean, Social Work

Dean, Special Programs

Dean, Undergraduate Programs

Dean, Veterinary Medicine

Department Head

Director
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,
Director,

Admissions
Affirmative Action
Alumni Affairs
Athletics

Bookstore

Budgets

Campus Security
Community Services
Computer Center
Food Services
Information Office
Information Systems
Institution Research
Legal Services
Library Services
Men's Athletics

13

114 Director, Personnel/Human Resources
109 Director, Physical Plant
126 Director, Planning
125 Director, Public Relations
110 Director, Purchasing
104 Director, Student Counseling
102 Director, Student Financial Aid
106 Director, Student Health Services
107 Director, Student Housing
103 Director, Student Placement
105 Director, Student Union
123 Director, Women's Athletics
008 Executive Assistant
211 Extension Agent
212 Extension Coordinator
210 Extension Specialist
213 Extension Techniclian
- 201 Head Adviser
190 Head Coach
180 Head Trainer
066 Librarian
172 Manager
231 Medical Consultant
230 Physician
004 President
200 Program Adviser
006 Provost
232 Psychologist
062 Registrar
203 Resident Adviser
220 Resident Director
012 Special Assistant
160 Superintendent
233 , Surgical Consultant
181 Trainer
002 Vice Chancellor
005 Vice President
007 Vice Provost
026 Title TTLY, TTL2
Optional. The employee's administra-

tive working title describing the position
or appointment (not Just the name of the
rank or classification). If a Title Code,
Element 25, TITL, is also entered, the ti-
tle entered here will appear on reports
following the standard title represented
by the Title Code. Example: "TITL:009
TTL1:RECORDS MANAGER" will appear on re-
ports as "ASSISTANT TO RECORDS MANAGER."

027 Most Recent Employment Date HIRE
Required on all new employees and re-
activations. The first day for which the
employee is to receive compensation. This
date is normally the first day worked ex-
cept when the employee reports the first
working day and works the entire month.
For example: If June 1st is a Sunday and
the first day of work is Monday, June 2nd,
then the Most Recent Employment Date is
June 1st. A transaction to pay an
employee for a period prior to this date
will appear on the Payroll Input Detail
and Error List with advisory audit 1114,
Employee Paid Prior To Employment Date,
indicated.
Note: The Most Recent Employment Date is
the beginning hire date with ODHE
except at Oregon State University
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where it is the 0SU hire date only.

028 Directory Print Code DIRC
Optional. This is a multi-purpose
element, It identifies the directories in
which the employee's name is to appear.
It indicates whether the employee has or
has not requested non-disclosure of home
address and phone number. For those em-
ployees who request non-disclosure, it al-
so 1indicates if they are or are not in
"sensitive" positions as defined below.

Codes are assigned from the appropri-
ate column in the table below. Code "H"
is computer-assigned if no code 1s en-
tered.

eses Column 1: Use these codes if the em-
ployee's home address and phone may
be disclosed.

Column 2: Use these codes if the em-
ployee has requested non-disclosure
of address and phone, and the employ-
ee's position is not "sensitive."
Column 3: Use these codes if the em-
ployee has requested non-disclosure
of address and phone, and the employ-
ee's position 1Is "sensitive."

LN

Include employee in:
All Directories
ODHE Directories Only
No Directory
State Directory Only

NZIT>| -
- TVQ®E®IN
CIXRO| W

Note: A "sensitive" position is one where
release of the address or phone
number would potentially j}eopardize
the employee's safety. A position
might be considered sensitive if
the employee must render decisions
that may deny benefits or financial
assistance to members of the pub-
lic; or where access to confiden-
tial information that must be pro-
tected is required.

029 Home Phone And H-PH, ADDR

Address CITY, STAT, ZIP

Home phone number is optional. Home
phone and address are optional for "Cour-
tesy" and "Emeritus" appointments. A
mailing address 1is required for new em-
ployees. W-2 forms are mailed to this ad-
dress. For foreign addresses, enter "ZZI"
in the State element. The foreign country
can be entered in place of a Zip Code (see
the notation at the bottom of the follow-
ing table under FOREIGN COUNTRIES).

STATE ABBREVIATIONS

Alabama.eeeecesessAL
AlaskaeseeseeseossAK

Atizona.........Az
Arkansas........AR

14

STATE ABBREVIATIONS

California......CA
Colorado.eesssssCO
Connecticut.....CT
Dele'are. ®0o 0000 .DE
District of
Columbia......DC
Florida. l....'..FL
GeorgiaseseeesssGA
Hawaii..ooosoee HI
IdahOeeesseesessID
Illinois..l.'.. .IL
Indiana..eeeess IN
Iowa............IA
KansasSeeeesesesKS
KentuckyeeoooooKY
Louisiana..cees LA
Maine..ceeeesesME
Maryland........MD
Massachusetts...MA
Michigan..sese..MI
Minnesota..e..ee «MN
Mississippi.e.s.MS
Missouri..eee...MO
Montana......-..MT
Nebraska..e.«osesNE

Nevada..seoeess NV
New Hamshire...NH
New Jersey.....NJ
New Mexico.....NM
New York...--..NY
North Carolina.NC
North Dakota...ND
ohioo..l.....QOOH.
Oklahomae.ees oo 0K
Oregon..sssss..0R
Pennsylvania...PA
Rhode Island...RI
South Carolina.SC
South Dakota...SD
Tennesse€.eoees TN
TexaSeeeosseoselX
Utah...'l...l.CUT
Vermont..eeose VT
VirginiaseeeeosoVA
Washington.....WA
West Virginia..WV
Wisconsin.,.....WI
Wyoming........WY
District of
Columbia.....DC

TERRITORY ABBREVIATIONS

Trust Territories
(Truk, Yap,
Koror, Ponape
and Kosrae,
Caroline Island;
Ebeye and
Majura, Marshall
Island.eeeesoTT

Virgin Islands.VI

FOREICN COUNTRIES

American Samoa...AS
GUAM. ceesoeeresssGU
North Mariana
Islands (Saipan
and Rota).-....CM
Puerto Rico..e¢...PR

All Foreign Countries......;...};;}.Zi
Note: Foreign Country is also identi-
fied in Element 652, RESL, Res-
idence Location, and is identi-
fied on Table "BA" of the File

of Tables.
030 Campus Address And C-AD
Work Phone C-PH
Optional. The address should be the

campus location for delivery of work-re-
lated mail. Enter the address and phone
number to appear in the staff directory.
Enter the full seven-digit phone number.,

032 Service Anniversary Date

Optional for classified, management
service, faculty, graduate assistant and
miscellaneous unclassified employees. An
adjusted date to reflect years of service.
Enter for new employees; reactivations;
and employees returning from leaves with-
out pay of over 15 calendar days, except
educational, military, Peace Corps or }ob

SERV
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incurred disability leaves. Today's date
minus "Service Anniversary Date" equals
years of service. If Service Anniversary
Date is not input, Element 27, HIRE, Most
Recent Employment Date, is entered auto-
matically on new employees. For classi-
fied and management service: Reflects
years of service with the State of Oregon.
For unclassified: Reflects years of un-
classified service with ODHE.

033 Leave Accrual Code LVAC

Required for all new classified, ex-
cept temporary, and management service em-
ployees. Optional for temporary classi-
fied. Identifies, in the leave system,
the employee's work status to determine
the applicable rules for accruing service;
and for awarding vacation and sick leave
credits. Identifies, in benefits' proces-
sing, the employee's work status to deter-
mine pro-ration of the State's contribu-

tion amount for those benefit packages
coded "Y" - Yes, in the "Pro-Rate" field
of the Bargaining Unit Benefit (BE) Table.
VALID LEAVE ACCRUAL CODES
Employee Status -
Benefits
Code | Description b -cwcemoaranoaaaao -
Full- Part-
Time Time
F Full-Time F —_———
P Part-Time .- P
S Seasonal - - S
Part-Time
J Seasonal - J -——-
Full-Time
T School Term - - T
Part-Time
K School Term - K ———
Full-Time
I Ineligible - -—- I
Part-Time
L Ineligible -| L ---
Full-Time

0358 Years Of Federal Service FDYR

Optional. The number of years during
which the employee has had a Federal ap-
pointment. This element is updated annu-
ally by computer. One year 1is added in
January for employees with FICA Code "S5" -
Subject Federal, Pre-1984; or "6" - Sub-
ject Federal, Post-1983. A terminal input
will override the computer-derived number.

035 Leave Type Code LVvCD
Required for classified, management
service, faculty and graduate assistant

15

employees taking leave.
most recent type of leave.

The current or

valid Leave Type Codes include:
01 - Educational Leave With Pay
02 - Other Leave With Pay

03 - Military Leave Without Pay

04 - Educational Leave Without Pay

05 - Sick Leave Without Pay - Occupational

06 - Sick Leave Without Pay - Non-Job
Related

07 Seasonal Leave Without Pay

08 Suspension Without Pay -

09 - Other Leave Without Pay
10 - Sabbatical Leave

Note: When Leave Type Code 10, Sabbatical
Leave, 1is entered, the Leave Type
Code, Leave Start Date and Leave
End Date are also recorded in Ele-

ments 621, Sabbatical Leave Type
Code; 622, SABS, Sabbatical Leave
Start; and 623, SABE, Sabbatical
Leave End Date, respectively.
036 Leave Start Date LVST
Required to record the date when
leave begins.
037 Leave End Date LVND
Required before the return from
leave. Should be entered with Leave Start
Date, if known,
038 Highest Degree HIDG

Required for new faculty employees;
optional for "Courtesy" and "Emeritus" ap-
pointments and all other employees. The
highest degree earned. Institutions and
the Board's Office require degree data for
statistical reports.

valid Highest Degree Codes are:

Code Degree Code Degree

00 - Unknown 13 - Master's -
01 - PhD Other

02 - DEd’ 14 - Professional
03 - DSc 15 - RN

04 - MD 16 - BA

05 - MD - PhD 17 - BS

06 - DMD/DDS 18 - Bachelor's -
07 - DMD/DDS - MS Other

08 - DMD/DDS - PhD 19 - Certificate
09 - Doctoral - Other Or Diploma
10 - MA 20 - No Degree

11 - MS 21 - Other

12 - MS - RN 22 - MFA Degree
039 Highest Degree Institution DGIN

Required when Highest Degree contains
a degree code. Leave blank if Highest De-
gree code is "20" - No Degree. Use the
codes listed on the File of Tables report
MP901-E, Table - JInstitution Granting
Highest Degree (see Section 100, File Of
Tables Reports, paragraph 100.05, Table -

Institution Granting Highest Degree). For
a foreign institution enter "000998." If
the institution code 1is unknown, enter

"000999."
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040 Highest Degree Date DGDT

Required when Highest Degree contains
a degree code. Leave blank if Highest De-
gree 1is coded "20" - No Degree. Enter
the month and year the degree was awarded.
If the date is unknown, enter "0000."

041 DEG2

Other Degree
Optional. Another degree earned by
the employee. See Element 38, HIDG, High-

est Degree, for a list of valid codes.

042 - Other Degree Institution D2IN
Required if Other Degree 1is coded.

See Element 39, DGIN, Highest Degree In-

stitution, for further information.

043 Other Degree Date D2DT
Required if Other Degree 1is coded.
The month and year the Other Degree was

awarded. Enter "0000" if the date is un-

known. :

0454 Position FTE PFTE
Required for classified employees,

management service, faculty and graduate
assistants except in the following cases:

Optional for temporary classified em-
ployees.
Optional for faculty and graduate as-

sistants when Element 59, APPS, Ap-
pointment Status, 1is "z" Academic
Pay.

eese Must be blank for "Courtesy" and

"Emeritus" faculty appointments.

Not required for employees on leave
without pay (codes 03-09 in Element
35, LVCD, Leave Type Code).

Position FTE 1is a decimal fraction
representing the proportion of full-time
for which the individual is employed in
the position 1indicated in Element 81,
POS#, Position Number. Position FTE indi-
cates either:

.... The percent of full-time monthly pay
that a classified or management serv-
ice employee 1s to receive for the
current month.

or
The percent of full-time annual sala-

ry that an unclassified employee is
to be paid.

the total of Current Annual
FTE, Element 177, for all ac-
counts (see paragraph
10.01C[2]177, Current Annual
FTE).
045 Retirement Code RET
Required for new employees, Must be
blank for "Courtesy" and "Emeritus" ap-.

pointments. This element indicates the
employee’s eligibility to participate in
PERS and other retirement plans. It also
denotes the employee's retirement plan se-
lection. Two digits are required. PERS
Eligibility Date, Element 47, ELIG, is re-
quired. for all "subject"” codes and for
code "06" - Exempt, Eligibility Undeter-
mined. PERS Eligibility Date must be
blank if Retirement Code is "01" - Exempt;
"05" - Exempt PERS, Subject Federal, Pre-
1984; or "08" - Exempt, Over-Age. Non-em-
ployees placed on the data base to collect
PERS contributions must be coded "83" -
Sub}ject PERS Contributions, Multiple Em-
ployer.
Note: Regardless of the Retirement Code
used, pay on transaction code 1201,
Supplemental Unclassified Pay - In-
structional; and transaction code
1215, Commuting - State Vehicle, is
not considered salary for PERS re-
tirement purposes.

valid Retirement Codes include:

01 - Exempt

02 - Subject PERS Attributions

03 - Subject PERS Attributions - Multiple

Employer

05 - Exempt PERS, Subject Federal, Pre-
1984

06 - Exempt, Eligibility Undetermined

07 - Exempt PERS, Subject Federal, Post-
1983

08 - Exempt, Over-Age

09 - Exempt PERS Attributions, Retired

Management Service

11 - Subject PERS And TIAA-CREF Attribu-
tions, Under 5 Years

21 - Subject PERS And TIAA-CREF Attribu-
tions, Over 5 Years

31 - Subject PERS And TIAA-CREF Contribu-
tions, Under 5 Years

41 - Subject PERS And TIAA-CREF Contribu-
tions, Over 5 Years

74 - Subject PERS Contributions And Feder-
al, Post-1983

82 - Subject PERS Contributions

Note: When pay/budget data are en- 83 - Subject PERS Contributions, Multiple
. tered or changed for an un- Employer

classified employee, Position 84 - Subject PERS Contributions And Feder-

FTE on the file is replaced by al, Pre-1984
89 - Subject PERS Contributions, Over-Age

ELEMENT 045, CODE DEFINITIONS
Code # Message ' Eiplanation
01 Exembt The employee is ineligible to participate in a retirement

16
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ELEMENT 045, CODE DEFINITIONS

Code # . Message ' Explanation

plan for a reason other than age. PERS Eligibility Date,
Element 47, ELIG, must be blank. This code is used for the
following employees: students, graduate teaching and re-
search assistants, resident physicians, interns, clinical
fellows and non-resident aliens on educational visas. FICA

Code, Element 66, FICA, should be "1" - Exempt All Year;
or, if the employee had FICA-subject earnings this calendar
year, "2" - Exempt Current.

02 Subject PERS Attri- }The employee is eligible to participate in PERS and receive
' butions : PERS attributions after his/her PERS Eligibility Date, Ele-
ment 47, ELIG. This code applies to most employees who are
not subject to another retirement plan and who have not
elected a TIAA-CREF option.

03 Subject PERS Attri- }The employee is primarily employed by another employer par-
butions, Multiple jticipating in PERS, and is receiving PERS attributions from

Employer . that agency. PERS Eligibility Date, Element 47, ELIG,
should be the same as Most Recent Employment Date, Element
27, HIRE.

05 Exempt PERS, Subject |Used only for OSU Extension Service employees hired before
Federal, Pre-1984 1/1/84., The employee is subject to Federal Retirement con-
tributions at 7% and has elected not to contribute to PERS.
FICA Code, Element 66, FICA, must be "5" - Subject Federal,
Pre-1984,

06 Exempt, Eligibility JApplies to employees who are not currently eligible for
Undetermined PERS participation, but whose future status 1is uncertain.
The employee's status is reviewed prior to the PERS Eligi-
bility Date. This code is used for the following employ-
ees: part-time non-management service employees working
less than 600 hours a year or .30 FTE (.40 FTE for a 9-
month academic employee), Farm Laborers, CETA Program em-
ployees and workers with Classification Code, Element 11,
CLAS, of "9333" - Emergency Classified Appointment. PERS
Eligibility Date, Element 47, ELIG, is required.

07 Exempt PERS, Subject |Used only for O0SU Extension Service employees hired on or
Federal, Post-1983 after 1/1/8%. Where FERS Eligibility Date, FElement 648,
FERS, is after 12/31/83 and before 4/30/86, then the em-
ployee 1is subject to Federal Retirement contributions at
«94% and has elected not to contribute to PERS. FICA Code,
Element 66, FICA, must be "6" - Subject Federal, Post-1983.
Where FERS Eligibility Date and Most Recent Employment
Date, Element 27, HIRE, is 4/30/86 or later, the same rules
apply except that the employee cannot elect to contribute
to PERS.

08 Exempt, Over-Age The employee is retired and is approved to work up to 600
hours a year, or he/she has a Classification Category Code
"F" - Faculty, And Administrative Or Professional Non-Fac-
ulty, in Element 8, Classification Category; a Tenure Sta-
tus Code "I" - Indefinite Tenure, in Element 56, Tenure
Status, TNUR; and is 70 years of age or older.

09 Exempt PERS Attribu- |The employee is retired and is approved to work up to 1,040
tions, Retired Man- [hours a year and he/she has a Classification Category Code

agement Service of "C" - Classified and Management Service, in Element 8,
Classification Category; and a Classification Code prefix
of "X" - Management Service, and suffix of "X" in Element

11, Classification Code, CLAS.
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ELEHENT 045, CODE DEFINITIONS

Code #

Message

Explanatlon

11

Subject PERS And
TIAA-CREF Attribu-
tions, Under 5 Years

The employee is subject to PERS and has elected to partici-‘

|pate in the TIAA-CREF Supplemental Annuity Program, but has

not yet participated in PERS in five calendar years. At-
tributions based on the first 54,800 of subject earnings
per calendar year go into PERS. Attributions based on ag
subject earnings over $4 800 in a calendar year go to TIAA

and CREF .

21

Subject PERS And
TIAA-CREF Attribu-
tions, Over 5 Years

The employee is subject to PERS' has elected to participate
in the TIAA-CREF Supplemental Annuity Program; and has par-
ticipated in PERS in 5 calendar years. Attributions are
divided between PERS and TIAA-CREF the same as for code 11.
The code is changed from 11 to 21 by the Controller's Divi-
sion.

31

Subject PERS  And
TIAA-CREF Contribu-
tions, Under 5 Years

The employee is a member of a bargaining unit with an
agreement requiring PERS contributions; is subject to PERS;
and has elected to participate in the TIAA-CREF Supplemen-
tal Annuity Program, but has not yet participated in PERS
in 5 vcalendar years. Contributions are divided between
PERS and TIAA-CREF the samé as attributiofis with code 11:

41

Subject PERS And
TIAA-CREF Contribu-

tions, Over 5 Years

The employee is a member of a bargaining unit with an
agreement requiring PERS contributions; is subject to PERS;
has elected to participate in the TIAA CREF Supplemental
Annuity Program; and has participated in PERS in 5 calendar
years. Contributions are divided between PERS and TIAA-
CREF the same as attributions with code 11. The codée 1is

changed from 31 to 41 by the Controller‘s Divislon.

74

Subject PERS Contri-
butions And Federal,
Post-1983

Used only for OSU Extension Service employees hired on or
after 1/1/84. Where FERS Eligibility Date, Element 648,
FERS, 1s after 12/31/83 and before 4/30/86, thén the em-
ployee 1is subjéct to Federal Retiremeiit contributions at
.94% and has elected to contribute to PERS. Where FERS El-
igibility Date and Most Recent Employment Date, Element 27,
HIRE, is 4/30/86 or later, the employée must be coded as
"07" - Exempt PERS, Subject Federal, Post-1983, for retire-
ment.

Note: Federal Retirement contributions begin immediately
on hire. PERS contributions begin whern the PERS
Eligibility Date, Element 47, ELIG, 1is current;
FICA Code, Element 66, FICA, MUst be "6" - Stibject
Federal, Post 1983,

82

Subject PERS Contri-

butions

The employee is subject to PERS; is a member of a bargain-
ing unit with an agifeement requiring PERS contributions;
and has not elected to participate in the TIAA-CREF Supple-

mental Annuity Program.

83

Sub}ect PERS Contri-
butions, Multiple
Employer

The employee is primarily employed by another employer par-
ticipating in PERS, and is contributing to PERS. PERS Eli-
gibility Date, Element 47, ELIG, should be the same as Most
Recent Employment Date, Element 27, HIRE.
Note: This code is used for athletic officials and inde-
pendent contractors who are PERS members.

18
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ELEMENT 045, CODE DEFINITIONS

Code # Message

Explanation

Pre- 1984

84 Subject PERS Contri- {Used only for 0SU Extension Service employees hired before
butions And Federal, [1/1/84. The employee is subject to Federal Retirement con-
tributions at 7% and has elected to participate in PERS.
Federal Retirement contributions begin immediately on hire.
PERS contributions begin when the PERS Eligibility Date,
Element 47, ELIG, is current. FICA Code, Element 66, FICA,

must be "5" - Subject Federal, Pre-198%4.,

butions, Over-Age

89 Subject PERS Contri- }jThe employee is a PERS member past age 70; a member of a.
bargaining unit with an agreement requiring PERS contribu-
tions; and approved to work more than 600 hours a year.

046 Retirement Number RET#
Entered by the Controller's Division
for all employees who are subject to PERS,
~i.e., Retirement Codes 02, 03, 09, 11, 21,
31, 41, 74 or 8X. The number 1is assigned
by the Public Employes Retirement Board.

047 PERS Eligibility Date ELIG

Required for employees who are, or
will be, subject to PERS attributions or
contributions, those with Retirement Codes
of 02’ 03, 06, 09, 11’ 21, 31, 41, 74 or
8X. The element is the date in which at-
tributions to PERS on the employee's be-
half, or contributions to PERS by the em-
ployee, will begin. For a new employee
this date 1is usually six months after pay
begins. If Retirement Code, Element 45,
RET, is 03, 09, 83 or 89, then this date
and Most Recent Employment Date, Element
27, HIRE, should coincide.

Note: This date must be blank if Retire-
ment Code is 01, 05, 07 or 08, and
for all "Courtesy" and "Emeritus"

appointments.
049 Appointment Type APPT
Required for all new classified and
management service appointments, May

correlate with Position Type, Element 91
(see paragraph 10.018[61091, Position
Type). Classification Code, Element 11,
CLAS, "9333" - Emergency Classified Ap-
pointment, must be coded "T" - Temporary.

Valid Appointment Type Codes are:
- Academic Year

Permanent

Limited Duration

Seasonal .

Temporary

Emergency

CETA

om=—unr V>

[ SN S B B |

The Appointment Type Code is recorded
on the pending file when the date of ap-
pointment 1is in the future, or in the

first ten days of the month and input is
before the 11th. The Appointment Type
Code 1s activated on the data base on the
effective date or the 11th of the effec-
tive month, whichever is later.

050 Appointment Date APPD

Required for all classified and man-
agement service employees to record the
date of appointment for a new employee, or
the most recent change to the following
Elements: 49, APPT, Appointment Type; 11,
CLAS, Classification Code, when pay range
is also changed; and 401, ACCT, Major De-
partment's Account Number when the insti-
tution number is changed. If one of these
elements is changed and Appointment Date
is not, then the date in Element 2, Effec-
tive Date, EFF, is automatically entered
in Appointment Date.

No date should be entered in APPD on
a future effective transaction. A "fu-
ture" transaction is one that is effective
either (1) on a future date, or (2) in the
first ten days of the current month and
input is before the 11th. In such cases
APPD is left blank and the effective date
is entered in Element 2, EFF. The trans-
action is stored on the pending file. On
the effective date or the 11th of the ef-
fective month, whichever 1is later, the
transaction is activated on the data base
with the EFF date in APPD.

051 Employee Status EMPS

Required for all classified and man-
agement service employees. A new employ-~
ee's status is usually changed from "T"
Trial Service, to "R" Regular, six
months after Most Recent Employment Date,
Element 27, HIRE. Employees coded "T"
Temporary, in Element 49, Appointment
Type, APPT, must have an EMPS code of "N"
- No Status.

Valid Employee Status Codes are shown on
the next page:
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EMPS/APPT CORRELATION MATRIX No.jAbbr.| Element Name
(EMPS) (EMPS) Appolntment Type 16 |QUAL |Salary Rate Qualifier
Code | Definition (APP) Must Be:
. 18 {0/T |Overtime Eligibility Code
N No Status T, Eor C .
m—— 19 |SEX Sex Code
R Regular A, P, L ors$s -
. ; - 21 |ETHN [Ethnic Code
T Trial Serv-| A, P, L or S -
ice 22 {HCAP ([Handicap Code
H Severely A, Py, L or$S 24 |BORN [Birthdate
Handicap- :
ped (Ele- 27 {HIRE |Most Recent Employment Date
ment 22,
Handicap 28 |DIRC |Directory Print Code
Code, must -
be "X4") 29 jvar, |Home Address
30 {C-PH |Campus Work Phone
052 Personnel Action Number LPAF, PAF — e —
Required for all classified and man- 32 {SERV {Service Anniversary Date
agement service personnel transactions af- - -
fecting the elements that require a Per- 35 {LVCD {Leave Type Code
sonnel Action (PA) Number except when: - . :
36 [LVST {Leave Start Date
eess Classification Code, Element 11, — — —
CLAS, is "9333" - Emergency Classi- 37 {LVND (Leave End Date
fied Appointment; ~ - ‘
44 |PFTE {Position FTE
or - -
49 |APPT {Appointment Type
++s« Transaction Reason Code, Element 76, g -
TRAN, is "777" - CORRECTION (Only an 50 JAPPD [Appointment Date
QDHE PA is produced), or "788" - COR- - - -
RECTION (No PA is pmduced). 51 |EMPS |Employee Status
A Personnel Divisigon PA form (PD-124) 54 |SIDT |Salary Increase Date
is produced for each such transaction, .
The PA Number is a reference number that 5S4 |MERR |[Merit Rating Date
identifies the source document. Personnel e - —— - ,
Action Numbers are entered in the "PA#" 58 |C-ND |[Contract End Date
element on the terminal display. The Last . - e
Previgus PA Number {is displayed in the 74 {C/CY [County/City Code
"LPAZ" element. - — -
81 {POS# |Position Number
Eleqents That Require A PA¥ 620|MERR {Merit Rating Code
No. |Abbr.| Element Name 624 |TRCD |Transit District Code
4 TERM Termination Code
— - 053 Last Personnel Action Date LPAD
5 |TRMD Termination Date The date the personnel transaction is
— effective, The date is stored on the em-
7 |NAME Name ployee data file and displayed in "LPAD"
— (Last PA Date).
11 |cLAs | Classification Code
—t= . - 054 Salary Increase Date SIDY
12 jcot Classification Date Required for classified employees ex-
———— - cept temporary. Required for management
14 {PMOD Position Modifler service. Optional for temporary classi-
- : fied. This is the month, day and year
15 |SAL Salary Rate that the employee is next eligible for a
pay increase.

20

For classified employees,
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MONTH is the first full month after the
hire date or six months after the month of
promotion; and DAY 1is always "01." For
management service employees, MONTH is the
month of hire or six months after the
month of promotion; and DAY is the date of
hire or promotion.

Note: The Salary Increase Date is changed
on a promotion only when it is to a
new classification with a higher
pay range.

054 Merit Rating Date MERR

Required for classified employees ex-
cept temporary. Required for management
service. Optional for temporary classi-
fied. The Merit Rating Date indicates the
month, day and year of the next merit rat-
ing. Initially, it is six months after
hire or promotion. After the first merit
review, the Merit Rating Date is the same
as the Salary Increase Date, Element 54,
SIDT, for classified employees and
"0601XX" for management service employees.

055 Forecast Pay Authorization FPAY

Optional. 1Indicates whether the em-
ployee can or cannot be paid by forecast
pay. If an "N" - No, is entered, the em-
ployee can only be paid by time card and
forecast pay on the data base 1is disre-
garded.

Forecast Pay Authorization must be either:

Blank - Yes; or N - No

056 Tenure Status TNUR
Required for faculty and graduate as-

sistants when Appointment Status, Element

59, APPS, is coded "R" - Regular, or "V" -

Visiting. Must be blank when Element 59
is "C" - Courtesy, or "E" - Emeritus. For
definitions of the types of tenure, see

ODHE Administrative Rule 580-21-100, Kinds
of Appointments.

Valid Tenure Status Codes include:

I - Indefinite Tenure (Element 57, C-ST,
Contract Start Date, is required).
Annual Tenure on tenure track.
Fixed Term (Elements 57, C-ST,
tract Start Date, and 58, C-ND,
tract End Date, are required).
Extendable Contract (SOSC only; Ele-
ments 57, C-ST, Contract Start Date,
and 58, C-ND, Contract End Date, are
required).

A - .
F - Con-
Con-

057 Contract Start Date C-ST
Required for faculty and graduate as-
sistants when Tenure Status Code, Element
56, TNUR, is "I" - Indefinite Tenure, "F"
- Fixed Term or "X" - Extendable Contract.
Enter tenure-granted date for Indefinite
Tenure, or Contract Start Date for Fixed
Term, Tenure Status Code "F," or Extenda-
ble Contract, Tenure Status Code "X." Op-
tional for all other employees.

21

058 Contract End Date C-ND

Required for faculty and graduate as-
sistants when Tenure Status Code, Element
56, TNUR, is "F" Fixed Term, or "X"
Extendable Contract. Enter the ending
date of the contract.

Required for classified temporary and
limited duration appointments. Enter the
ending date of the appointment.

Optional to enter the number of days
remaining in the appointment. Contract
End Date 1is calculated from Most Recent
Employment Date, Element 27, HIRE.

059 Appointment Status APPS

Required for faculty appointments and
status changes. Optional for graduate as-
sistants. Indicates the type of appoint-
ment. For Regular, APPS Code "R," or Vis-
iting, APPS Code "V," appointments, Tenure
Status, Element 56, TNUR, 1is required.
"Courtesy" and "Emeritus" appointments
have different data requirements as delin-
eated in the Employee Data Element List at
the beginning of this section, If Ap-
pointment Status 1is coded "Z" Academic
Pay, Elements 15, SAL, Salary Rate; 16,
QUAL, Salary Rate Qualifier; and 44, PFTE,
Position FTE, are not required.

valid Appointment Status Codes are:
R - Regular E - Emeritus
V - Visiting 0 - Other
C - Courtesy Z - Academic Pay

060 Term Of Service 9/12
Required for new faculty and graduate
assistant employees. Optional for "Cour-

tesy" and "Emeritus" appointments. All
employees, except full 12-month appoint-
ments, will be coded "9" - 9-month. Staff

members may be appointed on the academic
year basis; the fiscal year basis; or such
other basis as may be arranged. Staff
members on the academic year basis are
sub}ect to service for three terms normal-
ly extending from September 16th through
June 15th. Such staff members are to be
designated as 9-months. Positions- which
require service in excess of the September
16th - June 15th equivalent but are still
basically academic year appointments are
designated as 9-months. Fiscal year em-
ployees serving from July 1st through June
30th are coded as 12 months.

Valid Term Of Service Codes are:

9 - 9 month 12 - 12 month
Note: Term Of Service Code for 9-month
classified employees 1is identified
by code "A" Academic Year, in
Element 49, APPT, Appointment Type.
061 Negotiated Prior Service
Optional for faculty.
to other employees.

PRSV
Not applicable
The number of months
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of previous experience that will be con-
sidered in determining eligibility for
tenure. The number is determined in nego-
tiations with the employee at the time of
hire. The maximum is 84 months.

062 CREF Policy Number CREF

The College Retirement Equities Fund
policy number. Entered by’ the Control-
ler's Division.

063 TIAA Policy Number
The Teacher's Insurance
Association policy number.

TIAA
Annuities
Entered by the

Controller's Division.

064 Citizenship Code CITZ

Required for new employees. Optional
for "Courtesy" and "Emeritus" appoint-
ments. Used to produce reports for the

Federal Government.

Valid Citizenship Codes include:’
1 - U.S. Citizen/U.S. Resident

2 - U,S. Citizen/Non-U.S. Resident
3 - Resident Alien

4 - Non-Resident Alien

ELEMENT 064, CODE DEFINITIONS

Explanation

Includes citizens who are traveling outside
the U.S. for a definite purpose and period of .
of time, and do not establish a foreign resi-
dence.

Applies to a U.S. citizen who is stationed in
a foreign country for a period of time such
that he?she establishes a home in the foreign
country. ]

Used for an alien admitted to the U.S. under a
permanent immigration visa. This code may
also apply to an alien whose purpose in com-
ing to the U.S. may require an "extended
stay;" or who has no definite intention to the
length of stay; and who establishes a home in |
the U.S. An "extended stay" for a foreign
student, or a Cultural and Educational Ex-
change Program participant, is generally two
full years or more without leaving the U.S.,
or one full year or more for other aliens with
a limfted visa. A forelgn student who leaves
the U,S. during the summer vacation periods is
not considered a resident alien.

Code # Messag;
1 | u.s. Citizen/U.S. Resident
2 | u.s. Citizen/th;ﬁ;SQ Resident
3 | Resident Alien

174 . Non¥Residenf Alien

This code is generally applicable to an alien
admitted to the U.S. under a temporary visa
for a definite period of time; whose status is
that of a transient or sojourner; and who does
not establish a home in the U.S. A foreign
student with an F-1 visa, or an exchange visi-
tor with a J-1 visa, is considered a non-res-
ident alien unless other circumstances exist
that cause a presumption of residence.

065 SAIF Amount SAIF
The amount to be deducted monthly
from the employee's pay for SAIF, The
current monthly deduction amount is en-
tered automatically for employees with
forecast pay. The amount can be changed
with Pay/Budget terminal program PBU,
Must be blank for "Courtesy" and "Emeri-
tus"™ appointments. Enter "0.00" if the
employee works outside Oregon, i.e., Ele-
ment 74, C/CY, County/City Code is "37"

Outside U.S., or greater.

066 FICA Code

Required for new employees. Must be
blank for "Courtesy" and "Emeritus" ap-
pointments, Indicates FICA contribution
status. Non-employees must be coded "1" -
Exempt All Year.

FICA

_The table on the following page lists
and explains all valid FICA Codes.
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ELEMENT 066, CODE DEFINITIONS

Explanation

Employee is currently, and has been, exempt
from FICA since the beginning of the current
calendar year.

Employee is now exempt from FICA, but had
earnings in the current calendar year which
were subject.

Employee is now subject to FICA, but had earn-
ings in the current calendar year which were
exempt.

Employee is exempt from FICA because of spe-
cial circumstances including non-resident al-
ien status or non-U,S. citizen employed in a
foreign country. Coded by the Controller's
Division on the basis of form C0-477, Non-Res-
ident Alien Request For Exemption From Tax
Withholding, for non-resident aliens; or in-
formation provided in accordance with para-
graph 10.07F, FOREIGN EMPLOYMENT OF FOREIGN
NATIONAL, for non-resident aliens employed in
a foreign country. See paragraph 10.08C,
EARNINGS EXEMPT FROM FICA, for further infor-
Tation on earnings exempt from FICA withhold-
ng.

Used only for 0SU Extension Service employees
hired before 1/1/84, Employee has a Federal
appointment; is subject to Federal Retirement
contributions at 7% and the Medicare portion
of FICA (1.45%); and is exempt from the bal-
ance of FICA. Retirement Code, Element 45,
RET, must be "05" - Exempt PERS, Sub}ect Fed-
eral, Pre-1984; "11" - Subject PERS And TIAA-
CREF Attributions, Under 5 Years; "21" - Sub-
}ect PERS And TIAA-CREF Attributions, Over 5
Years; "31" - Subject PERS And TIAA-CREFF Con-
tributions, Under 5 Years; "41" - Subject PERS
And TIAA-CREF Contributions, Over 5 Years; or
"84" . Subject PERS Contributions And Federal,
Pre-1984,

Used only for OSU Extension Service employees
hired on or after 1/1/84. The employee has a
Federal appointment; and is subject to Federal
Retirement contributions at 1.3% and the full
FICA contribution. Retirement Code, Element
45, RET, must be "07" - Exempt PERS, Subj}ect
Federal, Post-1983; "11" - Subj}ect PERS And
TIAA-CREF Attributions, Under 5 Years; "21" -
Subject PERS And TIAA-CREF Attributions, Over
5 Years; "31" - Subject PERS And TIAA-CREF
Contributions, Under 5 Years; "41" - Subject
PERS And TIAA-CREF Contributions, Over 5
Years; or "74" - Subject PERS Contributions

And Federal, Post-1983.

10.01
Personnel-Payroll
Code # Message
1 Exempt All Year
2 Exempt Current
3 Subject Current
4 Exempt Special
5 Subject Federal, Pre-1984
6 Subject Federal, Post-1983
9 Subject All Year

Employee is subject to FICA; and has had no
earnings during the current year which were
exempt. Most employees will be in this sta-
tus.
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The FICA Code 1is recorded on the
pending file when the effective date is in
the future, or in the first ten days of
the month and input is before the 11th.
The FICA Code 1is activated on the data
base on the effective date or the 11th of
the effective month, whichever is later.

067 FICA Effective Date FICD

Required to record the month the FICA
Code is effective for all new employees
and. when FICA Code is changed except when
the input is a "future" transaction. En-

ter the month and year only. Must be
blank for "Courtesy" and "Emeritus" ap-
pointments.

No date 1is entered in FICD on a fu-
ture effective transaction. In such cases
FICD is left blank and the effective date
is entered in Element 2, EFF,
Date. The transaction is stored on the
pending file. On the 11th of the effec-
tive month, the transaction 1is activated
on the data base and the EFF month and
year is recorded in FICD.

Note: A "future" transaction is one that
is effective either:
eeses In a future month, or
eses IN the current month and input
is before the 1tth.

668 Tax Schedule TAXS
Required for new emplaﬁees. Must be
blank for "Courtesy" and “Emeritus"™ ap-
pointments, This element depicts the em-
ployee's marital status as indicated on
Treasury form W-4, Employee's Withholding
Allowance Certificate. The code entered
determines the withholding tax schedule to
be used.
Note: A married employee can elect to use
the single tax schedule.

vValid Tax Schedule Codes include:
M - Married
S - Single (or married, but the em-
ployee wants taxes withheld at
the higher single rate)
Note: Changes entered after a regular and
supplemental payroll processing,
and before the 11th of the effec-
tive month, become future effective
transactions.

069 Tax Exempt Code TAXX

The appropriate code is entered 1if
the employee claims exemption from with-
holding. Codes "1," "2," "3" and "7" be-
low may be entered by instltutions. If
codes "4," "g" or "A-K" appear to apply,
the appropriate completed form should be
sent to the Controller's Division. The
Controller's Division will, in turn, enter
the code, Non-employees must be coded
"3."

Effective

24

vValid Tax Exempt Codes are:

1 - Exempt State.

2 - Exempt Federal.

3 - Exempt Both, Form V-4,
from withholding claimed. See para-
graph 10.07B[é], Incorrect W-4, for
further information.

Exempt Both, Non-Resident Alien.
Non-Resident Alien Request For Exemp-
tion From Tax Withholding, form CO-
477, 1is required (see paragraph
10. O7D NON-RESIDENT ALIENS).

Exelpt Both, Citizen Abroad. See
paragraph 10.07G, FOREIGN EMPLOYMENT
OF U.S. CITIZENS, for further informa-
tion,

Exemption

Note: The following codes A through K are
used in lieu of code "4" above when
a specific amount of earnings is
exempt from tax withholding based:
on the treaty with the individual's

native country.

A - K - Exempt Both, Non-Resident Alien,
First (X)X,XXX Earnings*

* (X)X,XXX = amount of exempt earnings as
follows: i

B = $2 000 G =
C = $3,000 H =
D = $4,000 3=
E = $5,000 K=

Note:

Changes entered after a reguler and
supplemental  payroll essin
and before the 11th of fec-
tive manth, become fptuge eﬁje tﬂ?e
transactions.
070 Exemwptions Exup
Required for new employees. Must he
blank for "Courtesy" and YEmeritus"ap-
pointments, The number of allowances en-
tered by the employee on Treasury form W-
4, Employee's Withholding Allowance Cer-
tificate. If the number of allowances is
more than 14, a capy ef the W-4 form
should be sent to the Contraller's Divi-
sion.
Note: Changes entered after a regular and
supplemental payroll praocessing,
and before the 11th of the effec-
tive month, become future effective
transactions,

071 Memo Payroll Register MEMO

Optional. Coded by the Rayroll Of-
fice. The employee will appear as a memo-
randum entry on the Payroll Register de-
livered to the coded institution in addi-
tion to the regular entry on the Payroll
Register of his check delivery institu-
tion.

Valid Memo Payroll Register Codes appear
on the next page:
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10 - EOSC 34 - Ext. Serv. 50 - UO

18 - 0OIT 35 - Ag. Exper. 70 - OHSU
20 - wosC Stations 90 - PSU

30 - 0OSU 40 - SOSC

072 Bank Number BNK#

Required if the employee elects to
have checks deposited in his bank account.
Enter the MICR routing number for the em-
ployee's bank. This is the first group of
MICR coded numbers printed at the bottom
of checks and deposit slips. It can also
be determined from the check routing num-
ber printed on the upper part of a check
or deposit slip as follows:

Check Routing Number{MICR Routing Number
12-7 12300007
1230
96-67 12320067
1232
96-379 12300379
1230
96-7039 32307039
3230

If a bank number is entered, an ac-
number is required in Element 73,
Check Disposition.

count
CHKD,
Note: When an employee's One Check Bank
Code, File Table FA, Element 6, ONE
CHK, is "10," the transaction can
be processed through the Automated
Clearing House (ACH).

The One Check Bank Codes are de-
rived from the File of Tables,
Bank/ABA Transit Code (FA) Table,
and are found on terminal display
"SFD." ACH transactions will also
initially be processed as a Pre-
Notification, Element 641.

If the One Check Bank Code is not
present, in both the employee file
and the employee's deduction file,
the transaction will not be proces-
sed through ACH, but will appear on
a bank list.

073 Check Disposition CHKD
Required for all new employees to in-
dicate where checks are to be delivered.
The check delivery institution must be
designated in the first two positions.

valid Check Disposition Codes are:

10 - EOSC 30 - 0SU 70 - OHSU
18 - OIT 40 - SOSC 90 - PSU
20 - WOSC 50 - UO

For a "Bank Deposit™ check delivery,
enter the employee's bank account number

25

after the institution number. The comput-
er will move the account number to the
right when the transaction 1is entered.
The account number is the second group of
MICR coded numbers at the bottom of pre-
printed checks. Bank Number, Element 72,
BNK#, is also required. The employee must
provide a deposit slip and a signed au-
thorization to the Payroll Office. Exam-
ple:

BNK#: +1.2.3.2.0.0.6.7
CHKD: .5.0.4.7.5.9.1.

e o e e o o e o s o

Notes The account number section of the
Check Disposition must be a number
no longer than specified by the
bank where the deposit is transmit-
ted through the Automated Clearing
House (ACH).

The record lengths of checking ac-
counts, File Table FA, Element 7,
CHK SZE, and savings accounts, File
Table FA, Element 8, SVE SZE, are
derived from the File of Tables,
Bank/ABA Transit Code (FA) Table,
and are found on terminal display
IISFD'"

The numeric account number, for
both the employee file and the em-
ployee's deduction file, must be
entered as specified in Table FA
record lengths, excluding leading
zeros, It will be right-justified
automatically and only the right-
most digits, including leading ze-
ros, will be passed to ACH.

For a "Distribution By The Institu-
tion" check delivery, enter the department
name or other coding of up to 18 positions
after the institution number. All 18 po-
sitions may also be left blank. A charac-
ter in the third position must be alpha-
betic. Checks are sorted alphabetically
by the code word entered. Example:

BNK#: o o ¢ ¢ o ¢ o o &

CHKD: .4lo.c.H.E.M.IlS.TDRQYQ o o o o o o

074 County/City Code c/cy
Required for all new employees and

when a change of station occurs. Must be
blank for "Courtesy" and "Emeritus"ap-
pointments. The county and city in
Oregon, or the state other than Oregon,’
where the employee 1is permanently sta-
tioned. If the employee works outside
Oregon, Element 65, SAIF, SAIF Amount,

must be "0.00."

Valid County/City Codes are shown in the
table on the following pages.

Note: The counties within Oregon and the
cities/towns within a given county
are each listed alphabetically in
the following table.
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Code # County Cities/Towns Code # County Cities/Towns
01 Baker A. Baker 10 Douglas . C. Elkton
B. Bourne D. Glendale
C. Cornucopia E. Myrtle Creek
D. Haines F. Oakland
E. Halfway . G. Reedsport
F. Huntington "H. Riddle
G. Richland I. Roseburg
H. Sumpter - J. Sutherlin
I. Whitney K. Yoncalla
02 " Benton - A, Corvallis 1 ~Gilliam i Ao Arlington
B. Mornroe - B. Condon.
C. Philomath ; Ce Lonerock
03 Clackamas | A. Barlow 12 : Grant 1 Ao, Austin.
B. Canby ;i Be, Canyon: Ckty
. C. Estacada - C.. Dayville
D. Gladstone ; D.. Granite
MaEplhurst - E.. John Day
E. Milwaukie . F. Long: Creek
: ‘ . F. NMolalla . G. Monument
; ! . G. Giegon City : Ho. Mt. Vernon
ri ! . He Lake Oswego i I. Prairie City
‘ - I. Sandy -
. J. West Linn 3 - Harney A. Burns
t K. Wilsonville . B.. Crane
NSO ‘SN . - : C. Bmeﬂsey
ou Clatsop | A. Astoria " D. Harney
g - B. Gedarhart . E.. Hines
' C. Hamwand : - et
| D' Seaside 14 i Hood River) A. Cascade Locks
1 ' E. Warrenton ‘ ' B, Hood River
o Columbia | A, CRatskanie 15 Jackson . Ao Ashland
: : B. Colunbiia City ‘ | B. Butte Falls
| €. Goble €« Central Point
. De Prescott D. Eagle Polnt
E. Rainfer E. Gold Hill
F. St. Helens F. Jacksenville
G. Se¢dppoose 6. Medford
H. Verneonia H. Phoenix
I. Rogue River
06 Coos A. Bandon J. Talent
B. Coos Bay N
C. Coquille 16 Jefferson | A. Culver
D. Eastside B. Madras
E. Empire C. Metolius
F. Lakeside ——eee
G. Myrtle Point 17 Josephine | A. Cave Junction
H. North Bend B. Grants Pass
I. Powers
: - 18 Klamath A. Bonanza
07 Crook A. Prineville B. Chiloquin
- s . C. Klamath Falls
08 Curry A. Brookings D. Malin
B. Gold Beach E. Merrill
C. Port Orford —
- - 19 Lake A. Lakeview
09 Deschutes | A. Bend B. Paisley
B. Redmond ) C. Silver Lake
C. Sisters
— 20 Lane A. Coburg
10 Douglas A. Canyonville B. Cottage Grove
B. Drain C. Creswell
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CODE # COUNTY

20

CITIES/TOWNS

T oQmmo

. Eugene

Florence

. Junction City
. Oakridge

Springfield

Lincoln

. Lincoln City
. Newport

Siletz

. Toledo
. Waldport

Albany
Brownsville
Halsey
Harrisburg
Lebanon
Scio
Sodaville
Sweet Home

. Waterloo

. Jordan Valley
. Juntura

. Nyssa

. Ontario

. Vale

. Westfall

Malheur

Marion

nWOoOHWOZRrR"NGGUHEIEDQOQMmMEBUO®E>

-

.

. Aumsville

Aurora
Detroit

. Donald
. Gates
. Gervais

Hubbard
Idanha
Jefferson
Mill City
Mt. Angel
St. Paul
Salem
Scotts Mills
Silverton
Stayton
Sublimity
Turner
Woodburn

Morrow

. Boardman
. Hardman

27

CODE #

COUNTY

CITIES /TOWNS
C. Heppner
D. Iomne

E. Lexington

Multnomah

A. Fairview

B. Gresham

C. Portland

D. Troutdale

E. Wood Village

A. Dallas

B. Falls City
C. Independence
D. Monmouth

E. Willamina

A. Grass Valley
B. Moro
C. Wasco

Tillamook

A. Bay City
B. Garibaldi
C. Manzanita
D. Nehalem

E. Rockaway
F. Tillamook
G. Wheeler

e - - - = = - = = s - e . = A —

Umatilla

. Adams

. Athena

. Echo
Freewater
. Helix
Hermiston
Milton-Freewater
. Pendleton
Pilot Rock
Stanfield
Umatilla

. Weston

R GHIZDOEMEUOO W

A.

B. Elgin

C. Inbler

D. Island City
E. LaGrande

F. North Powder
G. Summerville
H. Union

Wallowa
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CODE_{§ COUNTY
B.
C.

WashingtonA.

HonoOoOmMEHOOW®E

Yamhill

HZOQOEMEOOw>

CITIES / TOWNS

Joseph
Lostine

. Wallowa

. Antelope
. Dufer

Friend
Maupin
Mosier
Shaniko
The Dalles

Banks

. Beaverton
. Cornelius
. Forest Grove

Gaston
Hillsboro

. Orenco

Sherwood

. Tualatin

. Fossil
. Mitchell

. Amity

Carlton

. Dayton

. Dundee

. LaFayette

. McMinnville
. Newberg

Sheridan

. Yamhill

OTHER RELATED CODES

CODE

STATE
Outside
U.S.

CODE

&
45

STATE
Colorado

28

CODE
—+#  STATE
51 Idaho

52 Illinois
53 Indidna
'S¢ Towa
55 Kamsas
'S6  Kentucky
'$7  Louisiana
58 Maine
59 Maryland
60 Massachuse
61 Michigam
62 Minnesota
63 Mississipp
64 Missouri
65  Montana
66 Nebraska
67 Nevada
68 New Hampsh
69 New Jersey
70 New Mexico
075 Institution

Institution

CODE
3 STATE

71 . New York
72 North

Carolina
" 73 North Dakota
7% Tonie
75 oklahoma
76 Pennsylvania
77 Rhode Island
78 south

Carolina
79 South Dakota
tts 80  Temnessee
81 Texas
82 Utan
i 83  vVermont
84 virginia
"85 Washington
86 West

Virginia
87 wisconsin
ire 88  Wyoming
" 8s  District of

Columbia

Use Element JIUSE
s may use this element

to record information about the employee

in four 5-character fields.

The fourth
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field is reserved for campus location
code.

076 Transaction Reason TRAN, LTRN
Required on all classified and
management service employee transactions
that require Personnel Action (PA) num-
bers (see Element 52, LPA#, PA#, Person-
nel Action Number, for an explanation of
when a PA number is required). Optional
for academic employees. Up to four
reason codes, identifying the transac-
tion types being input, may be entered
for a given transaction. A Notice of
Appointment is produced when a Transac-
tion Reason Code is entered for an aca-
demic employee. The Transaction Reason
Codes entered on the most recent trans-
action are stored on the data base and
displayed in the "LTRN" element.

Valid Transaction Reason Codes are dis-
played as follows:

Applica- TRAN Type of Action
bility* Code
[REGULAR HIRES]
A/C 141 New Hire/Appointment
AlC 142 Re-Employment/Re-Ap-
pointment
c 144 Return From Layoff
C 145 Appointment To Un-
classified Title
c 146 Appointment From Un-
classified Title
A 150 Academic Pay Appoint-
ment (Irregular Ap-
pointment)
A 155 Extra Compensation
Request (Service 1In
Excess 0f 100%)
A 160 Summer-Term Appoint-

ment

29

Applica- TRAN Type of Action
bility* Code
A 165 600-Hour Appointment
- [SPECIAL HIRES]
C 167 Temporary, Contrac-
tors and Non-State
Employees

[TRANSFERS-IN FROM ANOTHER ACENCY]

C 171 Transfer-In: Promo-
tion

C 173 Transfer-In Lower

c 175 Transfer-In: Equal

[EMPLOYEE DATA CHANGES]

AlC 231 Personal Data Change
c 232 Service-Related Data
Change
c 237 Compensation-Related

Data Change
AlC 240 Social Security Num-
(SSN) ber Changes (Control-
ler’s Division Use
Only)
AlC 241 Other Data Change
c 267 Temporary Employee
Data Change
A 270 Appointment Status
Code
A 271 Tenure Status Code
A 272 Contract Date Change
A 273 Term-0f-Service

Change
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Applica- TRAN Type of Action Applica- TRAN Type of Action
bility* Code bility* Code :
or Major Department
[PROMOTIONS OR RE-ASSIGNMENTS ] Change
AlC 321 Promotion c 460 FLSA Or Overtime Code
---------------------------------------- Change
C 330 Re-Assignment: Equal = — —-cccommoooo -
---------------------------------------- A 470 Rank Change
C 331 Re-Assignment: LOWEI = = —ccocmocm oo mmccceeee
c 332 Re-Assignment: Demo- [SEPARATIONS]
tion
---------------------------------------- c 510 Layoff
C 333 Re-Assignment: LOWEr = —ccmomoom -
In Lieu Of Layoff AlC 520 Resignation
C 340 Return From Re-As- A/C 530 Retirement
signment = e
---------------------------------------- A/C 540 Death
A 350 Other Pay Change W = —--emmmmm e
(Distribution) C 550 Dismissal
c 567 Termination Of Tempo-
[EMPLOYEE RE-CLASSIFICATION] rary Appointment
c 361 Employee Re-Classifi- c 570 Trial Service Removal
cation: Upward = = = ccccceicememcmcmcmcmciacoeana-
---------------------------------------- c 580 Transfer To Another
c 370 Employee Re-Classifi- Agency
cation:’ Downward = = @ ceeeeccmeme e
---------------------------------------- A/C 590 Termination Of  Ap-
c 380 Employee Re-Classifi- pointment
cation: Equal = 0 ;e ememieee e

[OTHER ACTIONS]

AlC 410 Employee Representa-
tion Code Change
c 420 Appointment Type
Change
C 430 Work Out-0f-Class
Change
C 431 Remove Work Out-of-
Class Code
AlC 450 Unit Transfer (Posi-

tion Number Change)

[LEAVE/SUSPENSION WITH PAY]

A 600 Sabbatical Leave
AIC 628 Educational Leave
A/C 620 Other Leave
AlC 710 Suspension With Pay

Educational Leave
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Applica- TRAN Type of Action
bility* Code
AlC 633 Job-Incurred Sick
Leave
AlC 634 Non-Job-Incurred Sick
Leave
AlC 635 Academic Year Leave
AlC 637 Other Leave
AlC 638 Mobility Leave
c 720 Suspension Without
Pay

AlC 681%* Return From Leave
C 750%%* Return From Suspen-
sion
[PAY CHANGES]
AlC 800 Pay Type Change
A/C 811 Base Pay Increase
(Merit Increase)
AlC 812 Base Pay Decrease
AlC 813 Base Pay Increase
(Special)
C 814 Scheduled Salary Ad-
justment
c 815 Pay Restoration After

Pay Decrease

[CHANGE TO UNCLASSIFIED]
(TRAN Code is "520" - Resignation, and
Termination Code (Element 4, TERM) is
"09" - Other, Are Printed On The PA)

c 707 Not Applicable

31

Applica- TRAN Type of Action
bility* Code
[NO CHANGE]
(Only A Salem Transaction Is Produced)
c 755%%% Not Applicable
[CORRECTION]

(Only A Salem Transaction Is Produced)

c 766%%% Not Applicable

[CORRECTION]
(Only A Salem Transaction Is Produced)

c 777%%% Not Applicable

[CORRECTION]
(No PA Or Transaction Is Produced)

788%%% Not Applicable

[NO CHANGE]
(OSSHE Pay/Budget Action Form Produced)

791%%*% Not Applicable

[NO CHANGE]
(Only An OSSHE PA Is Produced)

799%%% Not Applicable

KEY TO TRANSACTION REASON CODE TABLE:

% - Applicability:
"A" - Academic
"C" - Classified and Management
Service
*%x - A PA is produced even if no ele-
ment listed wunder Element 52,
Personnel Action Number, LPA#,

PA#, is entered or changed.
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KEY TO TRANSACTION REASON CODE TABLE:

*%% - When these Transaction Reason
Codes are used, they must be en-
tered as the first reason code on
the transaction. When "766" - Not
Applicable, is used, other reason
codes must also be entered. When
"788" - Not Applicable, or "799" -
Not Applicable, is used, any other
reason code or PA Number (Element
52) entered, 1is ignored in the
file update.

077 Last Transaction Date LTRD
Computer-derived. The date of the
last data transaction entry for the

employee.

32

078 Last Transaction Time LTRT
Computer-derived. The time of day
when the last data transaction was en-
tered for the employee.

079 Record Status ————
Computer-derived. Indicates
whether an employee record is active or
inactive. A record with a future Effec-
tive Date is inactive. "ACTIVE" or
"INACTIVE" appears in front of the em-
ployee’s name on terminal program "EDD"
displays.

Record Status must be'either:

Blank - Active; or 2 - Inactive
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081 Position Number POS# Blank - Not subj}ect or covered by pay ac-

Required for all new classified and
management service employees, and for all
position re-assignments. Optional for un-
classified employees. Individual Position
Numbers consist of a two-character posi-
tion status code; the institution number;
and a unique number designating the posi-
tion to which the employee is assigned.
See paragraph 10.01B[6Y, Position Data El-
ement Descriptions, Element 81, Position
Number, for additional information. A
transaction, for other than a temporary
classified employee, entered with a Posi-
tion Number that 1is not on the position
file, is re}ected.

Unclassified positions that are not
assigned individual Position Numbers are
placed in "aggregate" positions. See par-
agraph 10.01B[4], Unclassified Aggregate
Position Record, for related information.
Major Department's Account Numbers, Ele-
ment 401, ACCT, are used as aggregate po-
sition numbers.

If the position is double-filled, a
Position Modifier, Element 14, PMOD, indi-
cating the reason for double-filling, is
required. Positions for permanent classi-
fied employees must be approved by the Ex-
ecutive Department, Budget and Management
Division.

When a new employee record, or Posi-
tion Number change, is entered with a fu-
ture effective date in Element 2, EFF, or
is entered before the 11th of the effec-
tive month, it is placed on the pending
file. On the effective date or the 11th
of the effective month, whichever is lat-
er, it is activated on the data base file.

When a classified or management serv-
ice employee's Position Number is changed,
all pay records for the old Position Num-
ber are inactivated. Appropriate new pay/
budget records must be entered. Pay re-
cords for the old position can be reacti-
vated for the current month to pay a par-
tial month's salary under the old posi-
tion. The reactivated records become in-
active again on the 11th of the following
month.

When Major Department's Account Num-
ber, Element 401, ACCT, is changed for un-
classified, Position Number is automati-
cally changed.

085 A-21 Code _ A-21

Optional. Indicates that the employ-
ee 1is to be included in A-21 reports.
Used only for employees who do not satisfy
the account number and funding criteria
for selection; or when the institution
wants a monthly, rather than a quarterly,
reporting cycle.

valid A-21 Codes are:

31

count number selection.
99 - Not subj}ect to A-21 reporting re-

quirements.

21 - Subject to A-21 reporting - month-
ly.

24 - Subject to A-21 reporting - quar-
terly.

112 Spouse's First Name SPOU

Optional. The name of the employee's
spouse may be entered for use in printing
a campus directory.

157 Past Tax-Deferred Investments PTDA
The amount of previous tax-deferred
annuity and deferred compensation contri-
butions, and/or retirement attributions
for classified, faculty and graduate as-
sistant employees. A new total amount is
computer-derived at the end of each calen-
dar year by adding the year-to-date TDAj;
deferred compensation; and retirement at-
tribution amounts to the previous total. -
The Controller's Division will enter the
appropriate amount for new employees who
had past contributions or attributions.

401 MHajor Department's

Account Number ACCT
Required for all ‘“employment" and
"transfer iIn" Transaction Reason Codes

1XX, (see Element 76, Transaction Reason,
TRAN, LTRN). Enter the nine-digit account
number (Institution-Type-Number). The
Type should be -05X-, -06X- (except
-069-), -16X- or -863-.

This element identifies the depart-
ment that has fiscal, program and adminis-
trative responsibilities for the position;
and to which the employee is attached for.
purposes of personnel assignment and re-

porting. It is used to control access to
the file.
Note: It is possible that an employee

would not receive funds from his/
her Ma}or Department account.

A transaction to enter or change ACCT
that has a future effective date in Ele-
ment 2, EFF, Effective Date, or that 1is
entered before the 11th of the effective
month, is placed on the pending file. On
the 11th or the EFF date, whichever is
laier, it is activated on the data base
file.

620 Merit Rating Code MERR

Required for classified employees ex-
cept temporary. Required for management
s:r;ice. Optional for temporary classi-
f e L]

The Merit Rating Code indicates the
type of rating required at the next Merit
Rating Date.

valid Merit Rating Codes include:
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A - Annual With Increase

M - Annual - At Maximum

P - Promotional Trial Service
S - Special

T - Trial Service

621 Sabbatical Leave Code ————

Computer-derived, When code "10,"
Sabbatical Leave, 1is entered in Element
35, Leave Type Code, LVCD, it is also re-
corded in this element. The leave start
and end dates entered in Elements 36 and
37, respectively, are similarly recorded
in Elements 622, Sabbatical Leave Start
Date, and 623, Sabbatical Leave End Date.
Terminal program "EDD" displays Elements
622 and 623. Element 621 is not, however,
displayed.

Note: Elements 621; 622, Sabbatical Leave
Start Date, SABS; and 623, Sabbati-
cal Leave End Date, SABE; provide a
permanent record of an employee's .
most recent sabbatical leave. Ele-
ments 35, Leave Type Code, LVCD;
36, Leave Start Date, LVST; and 37,
Leave End Date, LVND, show the most
recent leave of any type.

622 Sabbatical Leave Start Date SABS

Computer-derived from Element 36,
Leave Start Date, LVST. See Element 621,
Sabbatical Leave Code, for further infor-
mation,

623 Sabbatical Leave End Date SABE

Computer-derived from Element 37,
Leave End Date, LVND. See Element 621,
Sabbatical Leave Code, description for ad-
ditional information.

624 Transit District Code TRCD
Required for all new employees and
when a change of station occurs. Must be
blank for "Courtesy" and "Emeritus" ap-
pointments. If no code 1s entered, one
will be computer-derived from Element 74,
County/City Code, C/CY, as follows:

TRANSIT DISTRICT CODES
Code | Location County/City Codes
B Bay Area 06B, 06D & 06H
K Klamath 18C
Falls
L | Lane 20A, 20D & 20H
County
R Rogue 15A, 15C, 15F, 156G,
| Valley 15H & 153
S Salem 24M

32

Code | Location County/City Codes

T Tri- 03, 26 & 34
County

X No Dis- All Others
trict

A code entered by terminal input will
override a computer-derived code or pre-
viously entered code. The code should be
based on the employee's actual work site.
If the work site 1s outside the transit
district, use code "X."

Note: Oregon State Board of Higher Educa-
tion members are exempt from the
transit district tax and should be
coded "X."

630 Certificate Number c#
Required for classified and manage-
ment service appointments when the Trans-
action Reason Code, Element 76, TRAN, is
coded with a "141" - New Hire/Appointment;
"171" - Promotion With Increase; or "321"
- Promotion, Enter the certificate number
from the Certificate of Eligibles 1list
from which the employee was appointed.
Used for Executive Department reporting.

631 Method Of Appointment M

Required for new classified and man-
agement service employees. Indicates how
the appointment was made. Used for Execu-
tive Department reporting.

vValid Method Of Appointment Codes include:
C - Appointed from a Certificate of
Eligibles
R - Direct Appointment - Registration
Class
D - Direct Appointment - Other

632 Recruitment Code RC

Required for classified and manage-
ment service terminations. Indicates how
the vacancy will be filled. Used for Ex-
ecutive Department reporting.

Valid Recruitment Codes are:
AP - Agency Promotion
0C - Open Competition
SW - State-wide Promotion
OT - Other

633 Freeze Code FC

Required for classified -and manage-
ment service employees in certain situa-
tions as described below for each code.
This code 1indicates when an employee
should not receive any automatic pay ad-
Justments, or when employee records should
not be updated. For Executive Department
reporting.
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Valid Freeze Codes are:

1 - Review position when vacant.

2 - Abolish position when vacant.

3 - Bypass the position on salary ad-
justments.

4 - Bypass on salary adjustment; em-

: ployee above step due to demotion.

5 - Bypass on salary adjustment; em-
ployee above maximum.

7 - Other reason; do not update em-
ployee records.

8 - Bypass on merit increase.

9 - Employee on leave without pay; by-
pass on salary adjustment unless
Leave Type Code, Element 35, LVCD,
is "03" - Military Leave Without
Pay. :

640 Deposit Code DPCD

Required for all employees with a
Bank Number, Element 72, BNK#, and a
bank account number in the account num-
ber field, positions 4 through 20, of
Element 73, Check Disposition, CHKD.

Valid Deposit Codes must be either:
22 - Checking Accounts; or
32 - Savings Accounts

Note: A Deposit Code is also required
for Automated Clearing House (ACH)
deductions in the employee’s de-
duction record.

641 Pre-Notification

Computer-derived for all employees

who have a Deposit Code, Element 640,

DPCD. A one-character, alpha-numeric

Pre-Notification "flag" is derived for

these employees when the Bank Number,

Element 72, BNK#, is:

B First entered into the system;
or
B Changed, e.g., if an employee’s start
date on the Automated Clearing House
(ACH) deduction changes;
or
0 Reactivated from the deduction or em-
ployee level, e.g., if an employee is
reactivated.

33

This Pre-Notification "flag" is
not found on a terminal display. It is
set to "N" No Pre-Notification Has
Been Done. It operates on the "Residual
Net Pay Amount," i.e., the positive net
pay remaining after deductions, in the
employee’s record and in the deduction
record account for ACH deductions.

When the monthly Pre-Notification
cycle is processed, the follow1ng steps
occur:

0 A Pre-Notification record is created
for the ACH for each employee; and
0 The Pre-Notification "flag" is changed
from "N" to "Y" - Pre-Notification Has
Been Done.
Valid Pre-Notification Codes must be
either:
23 - Checking Accounts; or
33 - Savings Accounts
642 Representation Code
This element collectively repre-
sents the last three components of the
12-character Classification Code, Ele-
ment 11, CLAS. Specifically, it con-
tains the 4-character Bargaining Unit
Representation Code; the single-char-
acter Range Option Code; and the single-
character Pay Option Code. For a de-
tailed description of these component

codes, see Element 11, Classification
Code, CLAS.
644 State Tax Schedule STAX

Required for all new employees.
Computer-derived from Tax Schedule Code,
Element 68, TAXS.

A change in the tax schedule is
entered in this element when:

* An employee wants a tax schedule to be
different from the Tax Schedule Code,
Element 68, TAXS;

or

* The Oregon Department of Revenue makes
a Determination Order which causes the
State Tax Schedule Code to differ from
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the Federal Tax Schedule Code, Element

68, TAXS.

If there is no Determination Or-
der, the source of this change is the
employee’s W-4 form, Employee’s With-
holding Allowance Certificate. The W-4
form should be identified for State tax
purposes by writing the following phrase
across the top of the form: "State Tax
Schedule and Exemptions."

The State Tax Schedule Code en-
tered determines which withholding tax
schedule is used. A married employee
may elect to use the "Single" tax sched-
ule, Code "S," to have taxes withheld at
the higher single rate.

Valid State Tax Schedule Cods must be
either:
M -
s -

Married; or

Single (or married, but the
employee wants taxes with-
held at the higher single
rate)

645  State Tax Exemptions SXMP
Required for all new employees.
Computer-derived from Exemptions, Ele-
ment 70, EXMP.

A change in the number of exemp-
tions is entered in this element when:

® An employee wants a different number
of exemptions or allowances from the
Exemptions Code, Element 70, EXMP;

or '

® The Oregon Department of Revenue makes
a Determination Order which causes the
State tax exemptions to differ from
the Federal Tax Exemptions Code, Ele-
ment 70, EXMP.

If there is no Determination Or-
der, the source of this change is the
employee’s W-4 form, Employee’s With-
holding Allowance Certificate. The W-4
form should be identified for State tax
purposes by writing the following phrase
across the top of the form: "State Tax

34

Employee Data Elements

Schedule and Exemptions."

The State Tax Exemptions Code
entered determines the amount of State
tax to be computed using the State Tax
Schedule Code present (see Element 644,
State Tax Schedule, STAX).

Note: If an employee declares more than
ten allowances on a W-4 form, a
copy of that W-4 must be sent to
the Controller’s Division, Person-
nel-Payroll Section.

648 FERS Eligibility Date FERS

Used only for eligible OSU Exten-

sion Service employees. This date is

the hire date for a new employee, or a

re-hire, who is eligible for immediate

participation in the Federal Retirement

System (FERS). Otherwise, it is the ef-

fective date of an employee’s change of

status.

This date is equal to the employ-
ee’s beginning date of participation in
Federal retirement and/or PERS. retire-
ment and Medicare (Social Security) for
an employee under the Civil Service Re-
tirement System (CSRS).

If the FERS Eligibility Date is
prior to January 1, 1984, then the Re-
tirement Code, Element 45, RET, must be
"05" - Exempt PERS, Subject Federal,
Pre-1984; or "84" - Subject PERS Contri-
butions And Federal, Pre-1984; and the
FICA Code, Element 66, FICA, must be "5"
- Subject Federal, Pre-1984.

If the FERS Eligibility Date is
after December 31, 1983, and before A-
pril 30, 1986, then the Retirement Code,
Element 45, RET, must be "07" - Exempt
PERS, Subject Federal, Post-1983; or
"74" - Subject PERS Contributions And
Federal, Post-1983; and the FICA Code,
Element 66, FICA, must be "6" - Subject
Federal, Post-1983.

If an employee’s FERS Eligibility
Date and Most Recent Employment Date,
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Element 27, HIRE, is April 30, 1986, or
later, then the Retirement Code, Element
45, RET, must be "07" - Exempt PERS,
Subject Federal, Post-1983; and the FICA

Code, Element 66, FICA, must be "6"
Subject Federal, Post-1983.
652 Residence Location RESL

Required for all new employees.
This field denotes either where the em-
ployee votes or where he/she resides for
income tax purposes, e.g., a non-resi-
dent alien.

The Residence Location Code is a
three-part field containing eight posi-
tions as follows:

O The first three positions contain the
employee’s city of residence code or
"37" - Outside U.S. The city mname
codes are derived from the File of Ta-
bles, City Names (FT) Table, and are
identical to Codes "01" - "37" of Ele-
ment 74, County/City Code, C/CY.

00 Positions 4, 5 and 6 contain the em-
ployee’s country of residence code.
Position 4 is the Region Code; while

positions 5 and 6 are the Country
Code. Example: Cuba would be coded
"HCU." "H" is the region and "CU" is

the country.
Note: The regions and countries are
derived from the File of Ta-
bles, Region/Country (BA) Ta-
ble, and are found on terminal
display "SFD." '

O Positions 7 and 8 contain the employ-
ee’s state of residence code.

Note: State of residence names are
identical to those found in the
State Abbreviations Table in
Element 29, STAT. The states’
abbreviations, Code "ZZ" - For-
eign Countries; and Code "AA"
are used. Code "AA" input into
the state field replaces FICA
Code, Element 66, with "9" -

35

Subject All Year; and makes Tax
Exempt Code, Element 69, blank.
This action causes tax with-
holding for those employees who
failed to file for tax exemp-
tion while preserving the data
base. detail as to residence,
work location, visa identifica-
tion, purpose of visit and cit-
izenship coding.
653 Work Location WRKL
Required for all new employees.
This field denotes where the employee is
currently and physically working.

The Work Location Code is a three-
part field containing eight positions as
follows:

# The first three positions contain the
employee’s city of work location code
or "37" - Outside U.S. The city name
codes are derived from the File of Ta-
bles, City Names (FT) Table, and are
identical to Codes "01" - "37" of Ele-
ment 74, County/City Code, C/CY.

# Positions 4, 5 and 6 contain the em-
ployee’s country of work location
code. Position 4 is the Region Code;
while positions 5 and 6 are- the Coun-
try Code. Example: Cuba would be
coded "HCU." "H" is the region and
"CU" is the country.

Note: The regions and countries are
derived from the File of Ta-
bles, Region/Country (BA) Ta-
ble, and are found on terminal
display "SFD."

% Positions 7 and 8 contain the employ-
ee’s state of work location code.

Note: State of work location names are
identical to those found in the
State Abbreviations Table in El-
ement 29, STAT. Only the states’
abbreviations and Code "ZZ" -
Foreign Countries, are used.
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654 Visa Identification Type VISD
Required for all non-resident ali-
en employees. The appropriate -VISD Code
is determined by form C0-477, "Non Resi-
dent Alien Request For Exemption From
Withholding."

The Visa Identification Type Code
- is a three-character field. When enter-
ing a two-character code, position 1
must be blank, e.g., "_F 1."

Note: VISD Codes are derived from the
File of Tables, Visa (BD) Table,
and are found on terminal display
"SFD."

An employee’s exemption from So-
cial Security taxation is noted as fol-
lows:

« His/her VISD Code must be either "F1"
- Student; "J1" - Exchange Visitor; or
"NA" - Not Applicable - Foreign Na-
tional.

Note: Employees with VISD Code "H1" -
Temporary Worker of Distin-
guished Merit Ability, are FICA
subject.

and :

# His/her Citizenship Code, Element 64,
CITZ, must be "4" - Non-Resident Ali-
en; and FICA Code, Element 66, FICA,
must be "4" - Exempt Special.

Exceptions: .
VISD Code "H1" - Temporary Worker of
Distinguished Merit Ability, must be
coded "9" - Subject All Year, in Element
66, FICA Code, FICA.

or
VISD Code "NA" - Not Applicable - For-
eign National, must be coded "4" - Ex-
empt Special, in Element 66, FICA Code,
FICA; and "4" - Non-Resident Alien, in
Element 64, Citizenship Code, CITZ.
655 U.S. Entry Date
Required for all non-resident al-
ien employees. This six-position field
contains the date a non-immigrant em-

USED -

36

ployee entered the United States.

Note: USED is not required when the em-
ployee’s Visa Identification Type
Code 1is "NA" - Not Applicable -
Foreign National, in Element 654,
Visa Identification Type, VISD.

The U.S. Entry Date is taken from
form C0-477, "Non-Resident Alien Request
For Exemption From Withholding." It may
be referenced on the Arrival/Departure
Form I-94 of the Immigration and Natu-
ralization Service.

This field is used to audit the
maximum period of time a non-resident
alien employee may temporarily reside in
the U.S. and still be eligible for the
privileges specified in a given U.S./
foreign country treaty.

Note: Such a treaty defines the income
tax guidelines for that employee
while he/she resides in the U.S.

656 U.S. Exit Date USXD
Required for all non-resident
alien employees. This six-position

field contains the date the employee’s
authorization of employment expires.

Note: USXD is not required when the
employee’s Visa Identification
Type Code is "NA" - Not Applicable
- Foreign National, in Element

654, Visa Identification Type,
VISD.
The U.S. Exit Date is taken from

form C0-477, "Non-Resident Alien Request
For Exemption From Withholding." It may
be referenced on the Arrival/Departure
Form I-94 of the Immigration and Natu-
ralization Service.

When income tax guidelines are
involved, the U.S. Exit Date must agree
with the exit date taken from the File
of Tables, Treaty (BB) Table.
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Note: This table may be found on termi-
nal display "SFD."

USXD must be calculated for all
employees with visas coded "F1" Stu-
dent. The student employee’s maximum
presence in the U.S., recorded in days,
is derived from the Treaty (BB) Table.
The exit date is identified as "DS" -
Duration of Status, where the employee
is registered as a full-time student.

Note: If the employee’s visa provides no
limit to his/her "maximum presence
in the U.S.," then the U.S. Exit
Date is coded "1 2 3 1 9 9."

657 Purpose Of Visit PURP
Required for all non-resident ali-
en employees. This three-position field
identifies the employee’s pay by catego-
ry of personal services.

The Purpose Of Visit is taken from
form C0-477, "Non-Resident Alien Request
For Exemption From Withholding."

Note: PURP Codes, and the category of
personal services for each, are
derived from the File of Tables,
Purpose of Visit (BC) Table, and
are found on terminal display
" SFD . "

When a treaty exemption from with-
holding tax is requested, the PURP Code
must agree with the purpose of visit de-
rived from the File of Tables, Treaty
(BB) Table. '

Note: This table may be found on termi-
nal display "SFD."

698 I-9 Date I9DT
Required for all new employees
hired after November 7, 1986. This
four-position date field is taken from
the Immigration and Naturalization Serv-
ice’s Form I-9, "Employment Eligibility
Verification."

I9DT is the expiration date, shown

37

as "M 0 Y R" - Month and Year, of the
employee’s "supporting documents." An
employee must furnish OSSHE with various
types of these "supporting" documents to
establish identity; employment eligibil-
ity; or both. Some typical "supporting"
documents include:

v/ A U.S. Passport.

v A Certificate of U.S. Citizenship.

v A Certificate of Naturalization.

v An unexpired foreign passport with at-
tached Employment Authorization.

v/ An Alien Registration Card with a pho-
tograph. :

v/ A State-issued driver’s license or a
State-issued identification card with
photograph, or other information, in-
cluding name, gender, date of birth,
height, weight and color of eyes.
Note: State of issuance must be spec-

ified.

v A U.S., Military card.

v An original Social Security card (oth-
er than a card stating it is not valid
for employment).

v A birth certificate issued by a State,
county or municipal authority bearing
a seal or other certification.

v An unexpired Immigration and Natural-
ization Service Authorization.

Note: INS form number must be speci-
fied.

Note: The earliest expiration date of
any of the above "supporting" doc-
uments should be used in the I9DT
field.

If none of the employee’s "sup-
porting" documents carries an expiration
date, the date "1 2 9 9" may be entered
in this field. This date indicates a
valid INS Form I-9 is on file for the
employee.

-—- Spouse Birth Date SPBD
Required for all employees who
participate in the spouse’s optional

term life insurance coverage program.
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This four-position field, shown as "M O
Y R" - Month and Year, denotes the birth
date of the employee’s spouse.

Note: This field is found on terminal
display "SEU" - Short Employee Up-
date.

38

Total FTE TFTE
Computer-derived. An employee’s
Total FTE is the sum of all decimal
proportions of employment entered in
Element 44, Position FTE, PFTE.

Note: An employee’s TFTE may be less
than 1.000, i.e., full-time, but
never more than 1.000.
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B POSITION DATA ELEMENTS

file" contains records
of all classified and management service
positions, and of unclassified positions
for which position records are entered.
Unclassified positions that are not as-
signed position numbers are summarized by
Major Department's Account Number on "“ag-
gregate" position records.

The "position

[1] Classified (except temporary) and
Management Service Peositien Records
A Personnel Action form for a new po-
sition, or to reclassify, split or change

the specifications for an existing posi-
tion, is sent to the Executive Department,
Budget and Management Division. The Budg-
et and Management Division coordinates ap-
proval and adds authorized new positions
and changes to the Position Information
Control System (PICS) file. The PICS file
is then used to modify the ODHE position

file.
[2] Temporary Classified Position Records
If there is no position record for
the Position Number when an employee data
record is entered for a temporary classi-
fied appointment (code "T" in element 49,
Appointment Type), a computer-generated
partial record is placed on the file.
[3] Faculty, Graduate Assistant and Other
Unclassified Positions
A position record may be entered by
terminal for each employee. Input proced-
ures are described in Data Services Cen-

no position records are entered are com-
bined on aggregate position records as de-
scribed in paragraph [4].

f{4] Unclassified Aggregate Position Rec-
ords

Aggregate position records are com-
puter-generated whenever a department has
unclassified employees or budgeted unclas-
sified "TBA" positions without correspond-
ing position file records. The aggregate
position records indicate the total bud-
geted pay and FTE for such employees and
positions by Major Department's Account
Number. A department may have up to two
aggregate position records - one for
filled positions and a second for unfilled
"TBA" positions. Budgeted pay and FTE are
totaled for the department and recorded on
aggregate position records as follows:
(1) the total for pay/budget element 121,
Original Budget Amount, is placed in posi-
tion element 86, Original Budget Amount;
(2) the total for pay/budget element 120,
Annual FTE, is placed in position element
87, Original FTE, The third position of
element 80, Position Record Status, is
coded "F" (filled) or "T" (TBA) as appro-
priate. Only elements 81 (Position Num-
ber), 80, 86 and B87 apply to aggregate

records.
[5] Position Data Element List

The table below 1lists the position
record data elements. Elements 82, 92,
93,94 and 95 are also on the employee data
record, but with different element num-
bers. It 1s possible that the codes ap-
plicable to a position and to the employee

ter's Communications Terminal Operators assigned to that position will differ.
Manual. Unclassified positions for which
Element Position Category¥*
Number Element Name C T F G 0 A Element Format
80 Position Record Status AAA
1st character - Status D D D D D D
2nd character - Category D D D D D D
3rd character - Fill Status D D D D D D
81 Position Number D D R R R D AANN-NNNNNNN
82 Classification Code D R R R R - ANNNNAA
83 Current Budget Change Amount NNNNNNN
84 Current Budget Change FTE NNN .NNN
86 Original Budget Amount NNNNNNN
87 Original FTE NNN .NNN
88 Authorized Budget Amount 0 0 0 0 0 0 NNNNNNN
89 Authorized FTE 0 0 0 0 0 0 NNN . NNN
91 Position Type D D - - - - A
92 Appointment Status - - R 0 - - A
93 Full Time/Part Time DR ]R R IR A
94 Term of Service - - R R - - N
95 Tenure Status - - R - - - A
96 Authorizaton Number (PICS) Dl -t-1-1-1- X o o o X (9)
98 Authorization Date (P1CS) D | - - - - NNNN
99 Expiration Date D - - - - - NNNN
140 Wage Savings Code D - - - D A
* Position Category R = Required A = Alphabetic
C = Classified G = Graduate Asst. 0 = Optional N = Numeric
T = Temp. Class. "0 = Other Unclass. D = Derived X = Alpha/Num.
F = Faculty A = Aggregate Pos. - = Not Applicable )
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[6] Positien Data Element Descriptions

080 Position Record Status
This is a 3-character code that iden-
tifies the position type and status.

First character: Status
A = Active X = Active, Not Matched
I = Inactive to PICS File

Second character: Position Classification
C = Classified U = Unclassified
F = Faculty Miscellaneous
G = Graduate 0 = Other
S = Student N = Non-Employee

Third charaecter: Fill Status

S = Normal Single Fill Positien
F = Filled Aggregate Position
T = TBA Aggregate Position (unfilled)

All three codes are computer-genera-
ted for classified and management service
position records (always coded "A C S")
and unclassified aggregate position rec-
ords (coded "A * F" or "A ¥ T®; * =
blank).

081 Position Number

This is the approved Position Number
from the Executive Department's PICS file
for all classified (except temporary) and
management service positions. For tempo-
rary classified positions and all unclas-
sified single fill positions, Position
Numbers are assigned by institutions and
entered on the employee data record input.
Position Numbers are computer-assigned for
unclassified aggregate positions. A Posi-
tion Number consists of the following:

-2nd & 3rd characters from
element 80, Position Record
Status.
Institution Number.
Unique number assigned to
identify the position.
AANN-NNNNNNN

\___T::::::Aggregate position -

Major Department's Account
Number

082 Classification Code

Required for unclassified single fill
positions and temporary classified posi-
tions. Obtained from the Executive De-
partment's PICS file for permanent classi-
fied and management service positions.
Not applicable to aggregate positions.

See A03, Employee Data Element De-
scriptions, element 11, Classification
Code, for a list of unclassified position
Classification Codes.

083 Budget Change Amount
Not currently used.

084 Budget Change FTE
Not currently used.

086 Original Budget Amount
Not currently used.

087 Original FTE
Not currently used.

088 Authorized Budget Amount

Optional. The fiscal year budget
amount authorized for the position at the
full-funding level. Used to calculate
non-recurring salary savings when actual
funding is below the full~funding level.

089 Autherized FTE

Optional. The fiscal year FTE au-
thorized for the position at the full-
funding level. Should be entered when an
amount is entered in element 88, Author-
ized Budget Amount. Cannot exceed 1.000
for a single fill position.

091 Position Type

Obtained from the Executive Depart-
ment's PICS file for classified (except
temporary) and management service posi-
tions. Code "T" is computer-assigned for
temporary classified positions. A tempo-
rary position cannot be double-filled.
Not applicable to unclassified.

Codes: P = Permanent S = Seasonal
L = Limited T = Temporary
C = Ceta E = Emergency

092 Appointment Status

Required for faculty single fill po-
sitions. Optional for graduate assistant
single fill positions. Not applicable to
classified, management service, other un-
classified and unclassified aggregate po-
sitions. Indicates the type of appoint-
ment applicable to the position.

R = Regular L = Courtesy
V = Visiting E = Emeritus
0 = Other

093 Full Time/Part Time

Obtained from the Executive Depart-
ment's PICS file for classified (except
temporary) and management service posi-
tions. Required for temporary classified
positions and for all unclassified single
fill positions. Optional for unclassified
aggregate positions.

The position is part time if it is
expected that the employee assigned to it
will work less than full time. For facul-
ty and graduate assistant positions, if
the total budgeted annual salary is less
than 100% of the full time rate (90% at
OHSU), the position is part time.

F = Full Time P = Part Time
094 Term of Service

Required for faculty and graduate as-
sistant single fill positions. Not appli-
cable to classified, management service,

other unclassified and unclassified aggre-
gate positions. All positions except full
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12-month positions are to be coded as 9-
month.

9 = 9-month 2 = 12-month

095 Tenure Status

Required for faculty single fill po-
sitions. Not applicable to other posi-
tions. The tenure status appropriate to
the position and expected or eventually
expected of the person filling the posi-
tion.

Indefinite Tenure

Annual Tenure

Fixed Term

Extendable Contract (SOSC only)

>X M B
([ T T 1]

096 Authorization Number

Derived for classified (except tempo-
rary) and management service positions.
Not applicable to other positions. The
unique identification number assigned to
the position by the Executive Department,
Personnel Division.

098 Authorization Date

Derived for classified (except tempo-
rary) and management service positions.
Not applicable to other positions. The
month and year the position was estab-
lished by the Executive Department, Per-
sonnel Division.

099 Position Expiration Date

Derived for classified (except tempo-
rary) and management service positions.
Not applicable to other positions. The
month and year when it is expected the po-
sition will be deleted, as entered on the
request to establish the position.

140 Wage Saving Code

Derived for all positions. Indicates
whether the position is included in the
wage savings system. The derived code can
be overridden.

Y = Included in wage savings. De-
rived for all classified and man-
agement service positions.

N = Excluded from wage savings. De-
rived for all unclassified posi-
tions.

Q@ = Special position.
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C PAY/BUDGET DATA ELEMENTS

The pay/budget file contains budgeted
pay and FTE, forecast monthly pay, actual
monthly pay, and payroll encumbrance in-
formation by employee or budgeted unfilled
"TBA" position. A separate pay/budget
record segment is maintained for each 24-
digit account number from which the em-
ployee (or position) is budgeted to re-
ceive pay or has received pay, or in which
funds are encumbered for anticipated pay-
roll expenses.

[1] Pay/Budget Data Element List
Pay/budget data elements are listed
in the order they are described in C[2],
Pay/Budget Data Element Descriptions. The
unnumbered elements (Option Code, Action
Code, Control, Projected Amount and Month-
ly FTE) are not maintained as a part of
the pay/budget file data. They are used
during the input process to control or
modify the input of other data elements.

Format:
= pha
N = Numeric

No. Element Name X = A or N
65 SAIF Deduction Amount N.NN

111 Fiscal Year NN

113 Record Status A

114 Pay Start Date NNNN

(month/day)
115 Pay Stop Date NNNN
(month/day)

116 FTE - Fall Term N.NNN

117 FTE - Winter Term N.NNN

118 FTE - Spring Term N.NNN
119 FTE - Summer Term N.NNN

120 Original Budget FTE N.NNN

121 Original Budget Amount NNNNN

--- Option Code NN

--~- Action Code AA

--- Control NNNNN.NN
122 Forecast Monthly Pay NNNNN.NN
123 Actual Monthly Pay NNNNN.NN
--- Projected Amount NNNNN.NN

124 Classified Wage Savings NNN
Change Code

125 Process Date NNNNNN
176 Project Encumbrance Amt NNNNNN
177 Current Annual FTE N.NNN
--- Monthly FTE N.NNN

178 Current Budget Amount NNNNN

180 Prior Fiscal Year Pay NNNNN.NN
400 Pay Account Number NN-NNN-NNNN-
: NNNN-NNNN-
XXX-NNNN

409 Classified Wage Savings NN.NNN
Months/FTE

410 Classified Wage Saving NNNNN.NN
Pay Rate .

[2] Pay/Budget Data Element Descriptions

065 SAIF Deduction Amcunt

The current monthly deduction amount
is entered automatically for all employees
with forecast pay in element 122. {f a
different amount is to be deducted monthly

from the employee's pay for SAIF, the cor-
rect amount can be entered by terminal
program PBU.

111 Fiscal Year

The 1last two digits of the fiscal
year to which the pay/budget record
applies.

113 Record Status

Required for all pay record segments.
Code "P" is system-generated for "payroll
actual" segments. The code indicates the
status and type of record.

A = Active pay record.
I = Inactive; has a Past Stop Date.
B = Budget position only. The record

was created to budget for an un-
filled "TBA" position.

E = Encumbrance only. The record was
entered to encumber anticipated

payroll expenses. Actual pay
will be by time card.
P = Payroll actual only. The record

was computer-generated to record
actual pay to the employee. No
pay was budgeted or forecast for
the employee from this account.

D = Delete. This code is used to de-
lete pay records entered in er-
ror. When the code is entered,
the complete record is immediate-
ly expunged. However, a "delete"
transaction is rejected if the
pay record has an amount in ele-
ment 121, Original Budget Amount,
or if the employee has been paid
from the account during the cur-
rent fiscal year.

114 Pay Start Date

The month and day when forecast pay
from the account starts; the first month
when forecast pay will be entered to the
Payroll System from the pay segment.
Forecast pay cannot be entered for months
prior to the Pay Start Date.

Pay Start Date is computer-derived as
the first day of the first month with an
amount in element 122, Forecast Monthly
Pay, unless another date is entered. The
date entered cannot be a past month.

When two pay segments for a single
24-digit Pay Account Number are needed due
to a future change in FTE, they cannot
both be active at the same time. The Pay
Stop Date of one pay segment must precede
the Pay Start Date of the other.

115 Pay Stop Date

The month and day when forecast pay
from the account stops; the last month
when forecast pay will be entered to the
Payroll system from the pay segment. If
no date is present when an employee is
terminated, or the date is later than the
Termination Date (element 5, TRMD), the

Termination Date is used to generate a Pay
Stop Date.
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The date entered cannot be earlier
than the last day of the previous month.
If the last day for which the employee is
to receive pay is other than the last day
of the month, either;

.... Element 122, Monthly Forecast Pay,
must be adjusted to the appropriate
amount, or

.+... Pay Stop Date must be entered as the
last day of the last full month and
the employee paid by time card for
the partial month.

116 FTE - Fall Term

117 FTE - Winter Term
118 FTE - Spring Term
119 FTE - Summer Term

Computer-derived for faculty and
graduate assistants during the automatic
pay calculation process. Term FTE is

based on the employee's forecast pay for
the first full school month each term
(i.e., October, January, April and July).
When Forecast Monthly Pay (element 122)
fer these months is entered or changed,
Term FTE is calculated as follows:

12 month employee:
12 (Forecast Monthly Pay)
Annual Salary Kate

9 month employee:
9 (Forecast Monthly Pay)
Annual Salary Kate

The sum of FTE budgeted for all accounts
cannot exceed 1.000 each term. If derived
FTE is not accurate, the correct Term FTE
may be entered.

120 Original Budget FTE

Required for all budgeted positions
and for all employees to be paid by fore-
cast pay. FTE is a decimal fraction
representing the proportion of full time
effort to be funded from the account by
forecast pay. Original Budget FTE is the
FTE budgeted for the account for the fis-
cal year. It represents the percent of
annual effort applied to the account. The
sum of FTE budgeted for all accounts can-
not exceed 1.000.

121 Original Budget Amcunt

Required for all budgeted positions
and for all employees to be paid by fore-
casl pay. The tctal dollar amount origi-
nally budgeted for the account for the
fiscal year. The QOriginal Budget Amcunt
is a whole dollar amount - do net enter
cents. It does not change after the ini-
tial budget is "frozen" by the Budget and
Fiscal Policies Division e;ee element 178,
Current Budget Amount). The tetal eof
Forecast Monthly Pay amcunts (element 122)
must equal the Original Budgel Amount when
initially entered.

The total budget amounts initially
entered for agll active accounts should not

exceed an unclassified employee's annual
rate as calculated from elements 15, Sal-
ary Rate, and 16, Salary Rate Qualifier.
Annual FTE times annual salary rate should
equal the Original Budget Amount.

--- Option Code

Opticnal for faculty and graduate
assistants; not applicable to other em-
ployees. Forecast Monthly Pay, element
122, can be calculated automatically when
an Option Code is entered. Option Codes
01 - 08 specify how the Current Budget
Amount (element 178) or Control amount
(see page 3) is distributed among the
months of the fiscal year. An Action Code
must be entered in "NEXT ACTION" when an
Option Code is entered. Option Codes 88
and 99 cause the amount entered in Control
(see page 3, Control, second paragraph) to
be used in calculating Forecast Monthly
Pay. The table below indicates how pay is
distributed for each Option Code after
calculations applicable to the Action Code
are performed. An amount entered in Fore-
cast Monthly Pay by the terminal operator
will override the calculated amount.

Opt PAY DISTRIBUTION

Cd jJuly Aug Sept Oct Nov Dec Jan Feb Mar Apr May June
01 J1/92 1/12 1/120 iiie teraiaiienitnnonsinesannasanans 1/12
02 1/18 1/9 /9. iiiiiineiineniannansn 1/9 1/18
03 118 1/9 1/9 /18 1/9 1/ ceieivenrnnns 1/9

04 [1/6 1/6 1/6 1/18 1/18. . iiiteininennecnsnenannanas 1/18
05 [2/15 2/15 2/15 1/15 1/15. i eiiiinaeennrotncennnnns 1/15
06 LI 1 1 1/10
07 2/19 2/19 . it it iiie e eieean 2/19 1/19
08 1/6 /3 /3 1/6 (Pay Start Month = 9)
08 (Pay Start Month = 1) 2/5 2/5 /5

08 (Pay Start Month = 3) 1/6 1/3 1/3 1/6

88 {The amount entered in "CONTROL" 1s automatically entered
1n Forecast Monthly Pay for each month from Pay Start
Date to Pay Stop Date.

99 The amount entered in "CONTROL" 1s automatically divided
equally among the months from Pay Start Date to Pay Stop
Date and entered in Forecast Monthly Pay.

--- Action Code

‘Action Codes may be entered in the
"NEXT ACTION" field to have the computer
perform certain calculations when using
terminal programs PBU or ABU to enter
pay/budget data. An Action Code must be
entered te make wuse of Option Codes.
NOTE: The use of Action Cocdes as des-
cribed below applies only to faculty and
graduste assistants. An Action Code may
be used to calculate classified forecast
pay as described for element 122, Forecast
Monthly Pay. Action Codes and their func-
tions are:

eees CP - Forecast Monthly Pay is calcu-
lated using either the amcunt entered
in Contrel, or the product of Monthly
FTE times annual Salary Rate if a
Contrel amount is not entered. The
amount used is distributed to the
months from Pay Start Dale to Pay
Stop Date based on the Optien Code
fractions fer those months. If no
amount is entered in Current Budget
Amount, it is calculated by adding
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past Actual Monthly Pay and future
Forecast Monthly Pay. When Current
Budget Amount is entered and it does
not equal the computer calculated
Projected Amount, advisory message
Current Budget and Projected Pay Not
Equal (audit 2149) is displayed.

.... C - Forecast Monthly Pay is calcu-
lated and distributed to months from
Pay Start Date to Pay Stop Date using
Salary Rate, Current Annual FTE and
Option Code. Current Budget Amount
must also be entered; it is not cal-
culated.

«+ss CD ~ Original Budget Amount is calcu-
lated by multiplying Original FTE
times the annual Salary Rate. The
Original FTE and Budget Amount are
also entered in the Current FTE and
Budget Amount fields if those ele-
ments are blank.

«+v. CF - Original Budget FTE is calcu-
lated by dividing Original Budget
Amount by the annual Salary Rate.
The Original Budget FTE and Budget
Amount are also entered in the Cur-
rent Annual FTE and Budget Amount
fields if those elements are blank.

After the calculations applicable to
Action Code CD or CF are perfcrmed, Fore-
cast Monthly Pay is calculated for each
pay account. These calculations are made
by multiplying the monthly Option Code
fractions times the Current Budget A-
mount . This procedure is used for all
months except June. Jurne forecast pay is
the Current Budget Amount minus the total
forecast amounts for all other months.

The table below summarizes the above
operations. ‘The terminal operator must
also enter the annual Salary Rate, Option
Code, Pay Start Date and Pay Stop Date.

o e L
Action Code|~ | & &l °
© © ) ) 0 >~
X c cwic cCojloo|—©
Terminal = leelo Iselga (&
Input Prog.|.Jw| T8 5w Lolh - -
-
PBU | ABU |87 (53|35(32lc2(2S
cP ol I A A I
cB EjC |+t ]t ]C |N/A
CF C E t t C |N/A
c * * E E C |N/A

Entered by terminal operator.
Calculated by computer.

Optional; will be blank if not input.
Opticnal; will be calculated if not
input by opersztor.

-+ *xOOm

--- Control

An amount must be entered in the Cen-
trol field when an amount is entered in
element 122, Forecast Monthly Pay. The

Control amount must be the sum of the
amounts entered in forecast pay fields on
the transaction. Example: May and June
forecast pay amounts are changed from $400
to $450 -- $900 must be entered in Con-
trol. If the change is to delete forecast
pay, and there is no other pay change,
Control must be blank. An audit message
will inform the terminal operator if the
forecast pay inputs and Control amounts
are not equal.

When Option Code 88 or 99 is used, no
amounts should be entered in Forecast
monthly Pay. The Control amount is auto-
matically applied to Forecast Monthly Pay
fields as described in the Option Code
paragraph on page 2.

When Action Code CP is wused for
faculty or graduate assistants, an amount
entered in Control will be distributed in
Forecast Monthly Pay from Pay Start Date
to Pay Stop Date based on the Option Code
fractions for those months.

122 Forecast Monthly Pay

@ptional. The amount of pay the em-
ployee is scheduled to be paid from the
account each month. For classified and
management service employees, the total
Forecast Monthly Pay for all active ac-
counts for the current month must not ex-
ceed the monthly Salary Rate in element
15.

For the original annual budget entry,
enter the anticipated amounts for the full
fiscal year. Their total should equal the
Original Budget Amount. Enter subsequent
changes to Forecast Monthly Pay only for
the months from the time of entry on.

Forecast Monthly Pay can be calcula-
ted automatically and entered for faculty
and graduate assistants as described in
the Option Code and Action Code paragraphs
above. When this is done, the total of
Forecast Monthly Pay for all accounts may
not equal the total Current Budget Amount
because of rounding. Terminal operators
can change the calculated amounts.

For classified and management service
employees, Forecast Monthly Pay is calcu-
lated automatically when Action Code "CP"
is entered in NEXT ACTION. The monthly
Salary Rate (PDB element 15) is multiplied
by Monthly FTE and the product entered for
each month from Pay Start Date to Pay Stop
Date. This should be dene whenever Salary
Rate or Monthly FTE is changed. When a
change to Salary Rate is entered with a
future effective date, Forecast Monthly
Pay is updated but the new Salary Rale is
placed on the pending file. The old
Salary Rate remains on the current file
until the effective date, when the new
Salary Rate is activated.
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123 Actual Monthly Pay

Computer-derived from the Payroll
System after each payroll. This is the
actual pay by month and account disbursed
to the employee, including payroll adjust-
ments. When an employee is paid from one
account for two positicns in the same
month, the total pay is posted ta the
pay/budget records for the first position
number encountered on the employee's rec-
ord. Only current fiscal year pay is re-
corded in this element. Non-current pay
for a prior fiscal year is recorded in
element 180.

~-- Projected Amount

This is a computer calculated amount
equal to actual pay to date this fiscal
year plus Forecast Monthly Pay, element
122, for the balance of the year.

124 Classified Wage Savings Change Code

Applicable only to institutions using
the classified wage savings system. Re-
quired on the following pay/budget record
transactions for positions coded "Y - In-
cluded in Wage Savings" in element 140,
Wage Savings Ccde:

.+.. The positicn is vacated.

«ee. The pogition is filled.

... Pay rate is changed.

«.... FTE is changed.

«... The employee starts on or returns
from leave without pay.

.... The employee is paid for unused vaca-
tion credits.

«++. The position is double-filled.

.«.. The position budget is changed or de-
leted.

Funds budgeted for a position are
transferred from the departmental budget
to the classified wage savings reserve
when a pesition is vacant or the employee
is on leave without pay (LWOP). When the
position is filled or the employee returns
from LWOP, funds are transferred from the
reserve to the departmental budget. The
residual funds that result when actual pay
is less than budgeted pay accumulate in
the reserve. These unallocated reserves
are available for funding unbudgeted ex-
penses such as pay increases, vacation
credit pay-offs and double-fill costs.

When a change code is entered, data
may also be required in the following pay/
budget data elements:

.+.. 115, Pay Stop Dste.

.... 409, Class. Wage Savings Months/ FTE.

«++. 410, Class. Wage Savings Pay Rate.
The following table indicates when

these elements are required, and the ad-
justment each transaction type creates.

Ad- 124 - Classifled Wage Required
just- | Savings Change Code Data Elements
ment 409 410 115
* 141 - Appointment TBA TBA
* 142 - Reemployment TBA TBA
* 143 - Reinstatement TBA TBA
* 311 - Reg. Merit Increase TBA TBA -
* 313 - Spec. Merit Increase
* 321 - Promotion w/Increase TBA  TBA
% 361 - Reclassification
* 450 - Transfer In Req. Req.
** 451 - Transfer Qut Req.
** 500 - Termination Req.
* 599 - Vacation Pay-Off FTE Req
% 630 - LWOP - Start Req.
* 681 - LWOP - Return TBA TBA
bl 800 - Excess Double Fill
e 801 - Promotion w/Increase
ki 802 - Prom. from Underfill
e 898 - Delete Pos. Budget Not in Req.
| 899 - Correct Pos. Budget | use
FUND TRANSFERS
*ex 850 - Reserve to Position
* % 851 - Position to Reserve
* e 852 - Department to Reserve
ke 853 - Reserve to Department
* - Increases departmental budget; decreases Wage

Savings account balance.
- Decreases departmental budget; increases Wage
Savings account balance.

**% _ No budget adjustments made; Wage Savings account
is unchanged.

TBA - When a TBA position is being filled, months re-
maining in fiscal year and monthly pay rate are
required.

Req - Required element,

FTE - Employee's FTE required; Transaction Code in Pay
Account Number must be 1411,

125 Process Date
Computer-derived. The date the pay/
budget transaction was processed.

176 Project Encumbrance Amount

Optional. The total project encum-
brance amount in whole dollars for the
position. Used to calculate project pay-
roll encumbrances for grants and con-
tracts. The encumbrance amcunt is reduced
each month by the actual payroll amount.
At the end of the fiscal year, the balance
is carried forward tc the next fiscal
year.

177 Current Annual FTE

Required for all budgeted unclzssi-
fied positions and all unclassified em-
ployees to be paid by forecast pay using
11XX or 16XX tramsaction codes. The sum of
Current Annual FTE for all accounts is
placed in Position FTE (element 44) for
unclassified emplocyees each time Current
Anncal FTE is entered or changed.

Optional for classified and manage-
ment service employees. Element 44, Posi-
tion FTE is not autemetically updated when
Current Annual FTE is changed.

If the sum of Current Annual FTE for
all sctive accounts exceeds 1.000 when a
pay/budget record is updated, the terminal
operator is alerted with adviscry audit
2108, F1E Greater Than 1.000.
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See element 120, Original Budget FTE,
for a definition of FTE. Current Annual
FTE is the FTE applicable to the employee
and account for the current fiscal year.
Current Annual FTE and Original Budget FTE
usually should be equal at the start of
the fiscal year. Changes are applied to
Current Annual FTE, but not to Original
Budget FTE.

--- Monthly FTE

Computer-derived for classified and
management service employees; not derived
for other employees. Monthly FTE is cal-
culated by dividing element 122, Forecast
Monthly Pay for the current month by ele-
ment 15, Salary Rate. This calculation is
performed each time a pay/budget record is
displayed for a classified or management
service employee with terminal program PBD
or PBU. Monthly FTE is not stored on the
data base.

When there is a change to Salary Rate
or FTE, Forecast Monthly Pay can be auto-
matically recalculated for classified and
management service wusing terminal program
PBU. Enter the Effective Date, Transac-
tion Reason Code (311-313), PA Number, Pay
Start Date, new Monthly FTE, and Action
Code "CP" after NEXT ACTION. Forecast
Monthly Pay is updated when the transac-
tion 1is entered. If Salary Rate is
changed without updating Forecast Monthly
Pay on the same transaction, Monthly FTE
is incorrectly recalculated by dividing
the old Forecast Monthly Pay amount by the
new Salary Rate. The correct Monthly FTE
must be entered, overriding the calculated
FTE, to automatically recalculate Forecast
Monthly Pay correctly.

Monthly FTE can be entered for facul-
ty and graduate assistants and used with
the annual Salary Rate and Action Code CP
to automatically calculate Forecast Month-
ly Pay. See the description for Action
Code CP on page 2.

178 Current Budget Amount

Fiscal year budgeted pay for each ac-
count from which an employee has received
or is scheduled to receive forecast pay.
Initially, Current Budget Amount is the
sum of element 122 Forecast Monthly Pay
amounts for the fiscal year, and usually
equals element 121, Original  Budget
Amount. Thereafter, the Current Budget
Amount is updated by terminal to reflect
budget changes.

180 Prior Fiscal Year Pay
Computer-derived from the Payroll
System. Pay for a prior fiscal year paid
to the employee this fiscal year. For
current fiscal year pay see element 123.

400 Pay Account Number

The 24-digit account number from
which the employee will be paid. The
9-digit account number is required and
must be on the Chart of Accounts. A
transaction code is required and must be
in the 1XXX Personal Services series. A
cash account is required for institutions
34, 35 and 37. The remaining account data
elements are optional.

409 Classified Wage Savings Months/FTE
Applicable only to institutions using
the classified wage savings system.
Required when element 124, Classified
Wage Savings Change Code is 450 or 599,
and when a TBA position is being filled
and the Change Code is 141, 142, 143, 311,
321 or 681. Leave blank otherwise.

Enter FTE if element 124 is 599, Va-
cation Pay-0ff. FTE must be in the range
00.010 to 01.000.

Enter the number of months remaining
in the fiscal year for Change Codes other
than 599. Number of months is entered as
a decimal fraction with any partial month
after the decimal point. A partial month
is calculated by dividing the number of
workdays remaining in the month by total
workdays in the month. Example: enter
06.455 for 6 months and 10 of 22 work-
days. Enter all 5 digits. The table be-
low lists workday decimal fractions.

Workdays
Remaining Workdays in Month
in Month 20 21 22 23
1 .050 .048 .045 .043
2 .100 .095 .091 .087
3 150 .143 .136 .130
4 .200 .190 .182 .174
5 .250 .238 .227 .217
6 .300 .286 .273 .261
7 .350 .333 .318 .304
8 400 .381 .364 .348
9 450 .428 .409 .391
10 .500 .476 .455 .435
11 .550 .524 .500 .478
12 .600 .571 .545 .522
13 .650 .619 .591 .565
14 .700 .667 .636 .609
15 .750 .714 .682 .652
16 .800 .762 .727 .696
17 .850 .810 .773 .739
18 .900 .857 .818 .783
19 .950 .905 .864 .826
20 .952 .909 .870
21 955 .913
22 .957

410 Classified Wage Savings Pay Rate

Applicable only to institutions using
the classified wage savings system. Re-
quired when element 409 is entered. Leave
blank otherwise. Enter the monthly rate
for the position.
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D DEDUCTION DATA ELEMENTS

[1] General

The deduction file contains records
of all voluntary deductions taken from em-
ployees' pay. Collections of Federal,
State, FICA and other taxes for "addition-
al" or "prior-year" withholdings may also
be recorded in the deduction file. There
is a separate deduction record for each
deduction Plan/Type Code entered for an
employee.
Note: Regular "involuntary" withholdings
for Federal and State taxes; FICA;
SAIF; and retirement are excluded
from the deduction file.

[2] Maintenance Of The Deduction File

The Controller's Division, Personnel-
Payroll Section, maintains the Plan Mas-
ter/Detail Table. All additions and
changes must be approved by the Control-

well as changes to rates in exist-
ing insurance contracts, must be
approved by the State Employees'
Benefits Board (SEBB).

[3] Deduction Data Element List

The following matrix displays the De-
duction Data Elements. The columnar head-
ings of the matrix are defined below:

Number - Deduction Data Element Number

"Caption" - Teleprocessing (TPR) program
"DDD" - Deduction Data Display
"screen" or "DD2" - Version
"2" of the "DDD" "screen"

Location - Where the Deduction Data Ele-

ment appears, i.e., "DDD" and/
or "DD2" display "screen(s)"
Element Name - Deduction Data Element Name
Source - The origin of the Deduction Data:
"Ded. File" - Employee's Deduc-
tion File or "Comp. Table"
Personnel-Payroll System's Em-
ployee Compensation Tables

ler's Division. Updates are performed by Format - The format of the Deduction Data
the Controller's Division via teleprocess- Element, expressed in number of
ing (TPR) program "FTU" - File of Tables characters:
Update. "A" - Alpha
"N" - Numeric
Note: All new insurance contracts, as "X" - Alpha/Numeric
DEDUCTION DATA ELEMENT LIST
Num- Location Element
ber "Caption” Name Source Format
DDD | DD2

0102 PLN X X Plan Code Ded. File XXX

0103 TYP X X Type Code Ded. File XXX

0104 DED-AMT X X Deduction Amount Ded. File NNNNN. NN

0105 START X X Deduction Start Date Ded. File NNNN

0106 STOP X X Deduction Stop Date Ded. File NNNN

0107 POST-YTD X Post-Tax - Year-To-Date Ded. File NNNNN. NN

YTD DED X

0640 DPCD X Deposit Code Ded. File XX

0641 PRE-NOTE X Pre-Note Flag Ded. File X

0687 BANK ACCT# X Bank Account Number Ded. File X (18)
e —t e e e - e e - ——— o — - +--—-——-—t—-—-—— - —

ABA BANK NBR 1 X ABA Bank "Routing/Transit" Num.rDed. File X (8)
p—— = e = = e — — s el e e e e i i e e e i e -, = - - — e —— o — -
ACH BANK NB X JACH Bank "Routing/Transit" Num.|Ded. File X (8) 7

0688 PTCD X Pre-Tax Code Ded. File X

0689 E-PRI X Priority Number Ded. File NNN

0691 PLN-YTD X Plan - Year-To-Date Ded. File | NNNNN.NN

0692 PREM-MTD X Premium - Month-To-Date Ded. File NNNNN.NN
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DEDUCTION DATA ELEMENT LIST (Cont'd.)
Num- Location Element .
ber "Caption”™ . Name Source Format
: DDD | DD2

0693 PREM-YTD X | Premium - Year-To-Date Ded. File NNNNN . NN
0694 % X Deduction Percentage Amount Ded. File N .NNNNN
0710 PTX-MTD X Pre-Tax - Month-To-Date Ded. File NNNNN . NN
0711 PTX-YTD X Pre-Tax - Year-To-Date Dpd. File NNNNN .NN
0712 POST-MTD X Post-Tax - Month-To-Date {Ded. File | NNNNN. NN
1122 DOC-NO X X Document Number Ded. File XXXXXX |
1274 }DESCRIPTION | X X Short Title Comp.Tablé“XXXXXXXXXXXX
1283 PD X Partial Deduction Ded. File X

1284 CALC X "Calculation”™ Rule Number ‘Ded. File NNN

-~ c X X Action Category Code ‘ None ‘ N

-- (1) X X Inactive/Invalid Deduction {ped. File o n

-- CR X X Current Month Deduction Taken |Ded. File | A

-- TR X X Triple Deduction Code Ded. File A

-- L-DTE X X Last Deduction Transaction Date|Ded. File NNNNNN

-- PO X Priority Override Ded. File Han

[#] Deduction Data Element Descriptions ‘
The following matrix further describes the Deduction Data Elements listed above.

DEDUTTION DATA ELEMENT DESCRIPTIONS

Numsi-
ber

Element
Name

Description

0102

Plan Code

Required on all deduction transactions. The Plan Code identifies
the kind of deduction and the company, agency or program for which
the deduction is taken., Plan Codes recorded on the Flle of Tablés
(C-Table) control the plan input.

0103

Type Code

Required on all deduction transactions. Type Codes identify sub-
divisions of a Plan, such as the types of coverage for a health
insurance program. Type Codes recorded on the File of Tables (C-
Table) control the type input.

0104

Deduction
Amount

The amount to be deducted from the employee's pay. The amount
displayed is dependent on the "S"-Rule - Source Rule Number (see
paragraph 10.60B[5], Descriptions Of Compensation Tables, for fur-
ther information). Note: Deduction amounts which have the Deduc-
tion Table as their source, cannot be changed in the employee's
Deduction File.

0105

Deduction
Start Date

Required on all deduction records. Enter the month and year indi-
cating the employee's first month's pay from which the deduction
will be taken.
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DEDUCTION DATA ELEMENT DESCRIPTIONS (Cont'd.)

Num-
ber

Element
Name

Description

0106

Deduction
Stop Date

Required to stop deductions from being taken from the employee's
pay. Enter the month and year indicating the employee's last
month's pay from which the deduction will be taken. When an em-
ployee is terminated, the termination month/year is automatically
entered as the Deduction Stop Date for all active deductions.

0107

Post-Tax -
Year-To-Date

Computer—-derived. The total "post-tax" deduction taken this cal-
endar year-to-date. MNote: This amount is shown on the "DDD" dis-
play screen as "YTD DED."

0640

Deposit
Code

Required for all employees with a Bank Account Number, and an ABA

Bank "Routing/Transit" Number, in Deduction Data Element 0687, ACH
Bank Number. DPCD is controlled by the Multi-Purpose Data Control
(MPDC) Field, on the Deduction Table, when the code is "ACH" - Au-
tomated Clearing House deduction, in the employee's deduction re-

cord (see paragraph 10.60B[5], Descriptions Of Compensation Tables
-~ Deduction Table). Vvalid Deposit Codes are "22" - Checking Ac-

counts; and "32" - Savings Accounts.

0641

Pre-Note
Flag

Required for all employees with a Bank Account Number, and an ABA
Bank "Routing/Transit" Number, in Deduction Data Element 0687, ACH
Bank Number. PRE-NOTE is controlled by the Multi-Purpose Data
Control (MPDC) Field, on the Deduction Table, when the code is
"ACH" - Automated Clearing House deduction, in the employee's de-
duction record (see paragraph 10.60B[5], Descriptions Of Compensa-
tion Tables -- Deduction Table). Valid Pre-Note Flag Codes are
"N" - No Pre-Notification Has Been Done; and "Y" - Pre-Notifica-
tion Has Been Done. See paragraph 10.01A[4], Employee Data Ele-
ment/Field Descriptions, PDB Element 641, Pre-Notification, ----,
for related information.

0687

Bank Account
Number; ABA

Bank "Rout-

ing/Transit"
Number; ACH

Bank "Rout-

ing/Transit"
Number

Required for all employees with a deduction that is controlled by
the Multi-Purpose Data Control (MPDC) Field, on the Deduction Ta-
ble (see paragraph 10.60B[5], Descriptions Of Compensation Tables
-- Deduction Table). Examples include "ACH" which requires the
input of the Bank Account Number and the ABA Bank "Routing/Trans-
it" Number; "COV" which requires the input of the coverage amount
of life insurance; "DVA" which requires the input of the Depart-
ment of Veterans' Affairs loan number; and "FRS" which requires
the input of the percentage for distribution of the Federal Re-
tirement System's voluntary investment program, i.e., Thrift Sav-
ings Plan (TSP), contributions.

0688

Pre-Tax Code

Required to indicate the Pre-Tax status of the deduction when the
"P-TAX" Code, on the Deduction Table, is "R" - Employee must elect
pre-tax or not. Employee deduction must be coded with a "Y" or
"N", Vvalid PTCD Codes are "Y" - All employee deductions for this
Plan/Type are pre-tax; and "N" - Not a pre-tax deduction (post-
tax). This Deduction Data Element is derived from the Deduction
Table when the "P-TAX" Code is "N", "Y", "P" or "T" (see paragraph
10.60B[5], Descriptions Of Compensation Tables -- Deduction Table,
for further clarification of all five "P-TAX" Codes).

0689

Priority
Number

E-PRI controls the order in which the deduction is processed when
calculating the employee's net pay. Priority "001" is the high-
est. This Deduction Data Element may be modified in the employ-
ee's deduction record only if "override" permission has been
granted, via the Priority Override Code (PRIOR-0), on the Deduc-
tion Table. "Override" permission is granted with a PRIOR-0 Code
of "I" which changes the priority. TIf PRIOR-0 is blank, E-PRI
cannot be modified in the employee's deduction record. See para-
graph 10.60B[5], Descriptions Of Compensation Tables -- Deduction
Table, for further information. MNote: Deductions are also sorted
on reports and check stubs using E-PRI.
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‘DEDUCTION DATA ELEMENT DESCRIPTIONS (Cont'd.)

“Num- Element Description
ber Name

0691 {Plan - Year-| PLN-YTD lists the total deduction amount taken for the current

To-Date Plan-Year-To-Date. It -is controlled by the Plan/Year Start Month
field (PL-ST), on the Deduction Table (see paragraph 10.60B[5],
Descriptions Of Compensation Tables -- Deduction Table, for fur-

ther information). An example of the use of this Deduction Data
Element is as follows: A month "10" indicates, on the Deduction
Table, the month in which the "Flexible Spending" Plan begins,
i.e., October. Deductions accumulate in the Plan-Year-To-Date
‘Field, in ‘the employee's deduction record, through September of
the next year. MNote: PLN-YTD only applies to "Pre-Tax" deduc-

tions.
0692 | Premium - | PREM-MTD lists ‘the total premium amount, deducted from the employ{
Month-To- ee's pay, for the current month-to-date.
‘Date ‘
‘0693 Premium - PREM YTD lists the total 'premium amount, deducted froi the emplOy-
1 Year-To- ee's pay, for the calendar year-to-date.
Date
0694 | Deduction | This Deduction Data Element shows the percentage amount used,‘durJ
1 Percentage ing the input process, to calculate a specific deduction amount.
Amount ] It is dependent on the specific "Calculation" Rule Number (C- RULE)
used from the Deduction Table (ssee paragraph 10.608[5], Descrip-
tions 0f Compensation Tables -- Deduction Table, for a complete
listing/description of all C-RULES).
0710 | Pre-Tax - PTX-MTD lists the total "Pre-Tax" amount, deducted from the em-
Month-To- ployee's pay, for the current month-to-date.
Date
0711 | Pre-Tax - | PTX-YTD lists the total "Pre-Tax" amount, deducted from the em-
] | Year-To- { ployee's pay, Ffor the calendar year-to-date.
] | Date
0712 | Post-Tax - POST-MTD lists the total "Post-Tax" amount, deducted from the ‘em-
Month-To- ployee's pay, for the current month-to-date.
Date 1
1122 | Document Optional on all transactions. A five-character value identifying
Number the input document. Also used to denote a computer-run "mass up-

date".

1274 | Short Title| DESCRIPTION is derived from the Short Title (SHORT TITLE) Field,
on the Deduction Yable (see paragraph 10.60B[5], Desc¢riptions Of
Compensation Tables -- Deduction Table, for additional informa-
tion). It is the abbreviated title for the Plan/Type Code.

1283 Partial PD is reserved for future use.
Deduction

1284 |"Calcula- CALC is computer-derived from the "Calculation" Rule Number (C-
tion" Rule RULE) Field, on the Deduction Table. It indicates the number as-
Number signed to the calculation "routine™ used for a specific deduction,

See paragraph 10.60B[5], Descriptions Of Compensation Tables --
Deduction Table, for a complete listing/description of all C-

RULES.
-- Action C is computer-derived when: a deduction record is entered for an
Category employee; a deduction file record is changed; and a one-time de-
Code duction is taken. Usual values are "0" and "1". Hote: This De-

duction Data Element is designed for future use. Therefore, it is
currently insignificant,
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DEDUCTION DATA ELEMENT DESCRIPTIONS (Cont'd.)

Num-
ber

Element
Name

Description

Inactive/
Invalid
Deduction

The interaction between the employee's deduction record and the.
Deduction Table, i.e., File of Tables (C-Table), depends on the
relationship(s) of the "current" date; Start/Stop Dates on the
C-Table; and the Start/Stop Dates on the employee's deduction re-
cord as follows:

DDU - "New" and "Changes":

The "Start” month-year on the employee's deduction record must
match the "active window" of at least one of the C-Table records.
If no such match exists, then the input is rejected with audit 67
(see paragraph 15.01B0067, Plan/Type Not Active On Deduction Plan
Master, for further details).

DD2, DDD and DDU (Display Function):

If the Plan/Type is not on the C-Table, then the word "INVALID" is
printed in the "Description" cell,

If the employee's deduction record's "active window" does not
match any C-Table "window", then the word "INACTIVE" is printed in
the "Description" cell.

If the employee's deduction record's "active window" does match
one, or more, C-Table "windows", then the data displayed is from a
"most logical" C-Table record which is selected via the following
priorities:

eees 1. The C-Table record that is "currently", i.e., today's
date, active if the employee's deduction record is also
"currently" active. If there is no such record, then,

The nearest "future" C-Table record that matches the em-
ployee's deduction record's "active window". If there is
no such record, then,

The nearest "post" C-Table record that matches the employ-
ee's deduction record's "active window".

cves 2.

evee 3.

Note: 1If no C-Table "window" is "currently”" active, "**¥" is dis-
played between the Start Date and the Stop Date, on the DD2
and DDD screens, in the employee's detail record. The "¥*"
is located below the "I" designation for that column, e.g.,

"START (I) STOP".

Current
Month
Deduction
Taken

CR is computer-derived. A "Y" is displayed if a deduction is tak-
for the current month. It remains blank if the deduction is not
taken., CR is "keyed" to Deduction Data Element 0692, Premium -
Month-To-Date (PREM-YTD). A "Y" is displayed when PREM-YTD is
greater than $0.00.

Triple
Deduction
Code

TR is computer-derived for nine-month faculty and "academic year"
classified employees. These employees are identified in PDB Ele-
ments 49, Appointment Type, APPT, with Code "A"- Academic year;
and 60, Term Of Service, 9/12, with Code "9" - 9-month. Valid TR
Codes, for additional deductions taken in May, are: "J" - July;
"A" . August; and “B" - Both (July and August). Note: TR is re-
tained until the end of the calendar year. See new sub-Section
10.12B, Calendar Year-End Reset (dated 12/89), for additional in-
formation.

Last Deduc-
tion Trans-
action Date

This Deduction Data Element is the input date of the most recent
transaction which affects an employee's deduction record.

Priority
Override

PO is computer-derived when the assigned Priority Number, on the
Deduction Table, has been overridden (see paragraph 10.608[5], De-
scriptions Of Compensation Tables -- Deduction Table, for further
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DEDUCTION DATA ELEMENT DESCRIPTIONS (Cont'd )

Num- Element Description
ber Name
- Priority information). On DDD, DD2.and DDU screens, the modified Priority
Override Number is displayed with an "*", i.e., the Priority Number, 1in the
(Cont'd). |employee's record, is different from the Priority Number 1n the
Deduction Table and the Priority Override Code is "I" - An "I"
changes the priority.
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CUMULATIVE RECORDS

E
[1] General

Current, month-to-date, year-to-date
and other cumulative data base elements
are derived from the Payroll System. Some
of these elements, however, are computer-
generated. Computer-generated elements
are identified with an "*" throughout this
section.
[2] Types Of Cumulative Records
The types and purpose of each of the
cumulative records are as follows:

«ss» Current: Used in the payroll file to
record amounts accumulated for each

payroll.

...+ Month-To-Date (MTD): Sums the
amounts from each payroll for the
month and is equal to the Current
Cumulative Record only after the

first payroll for the month,
Note: Month-To-Date records are re-
set to zero after each month.

Quarter-To-Date (QTD): Not currently

Year-To-Date (YTD): Increases with
each payroll and is reset to zero af-
ter each calendar year. These re-
cords include amounts for the current
calendar year.

Note: YTD records do not

prior-year amounts.

include

[3] Cumulative Totals

Cumulative totals are not reset at
the end of each calendar year. Thus, they
represent an employee's continuous, and
total, accumulation since the record was
first established.
[4] Memo Records
Memo records represent data stored
and displayed from employee record files,
system control files or data derived in a

payroll process.

[5] Cumulative Elements Table
Cumulative data base -elements

listed in the following table:

are

Note: Elements identified with a "#" are
described in more detail following

the Cumulative Elements Table.

used,
CUMULATIVE ELEMENTS TABLE
Cumulative Elements Pay-
Derived From Payroll System PDB |roll
Cumula-|Current| YTD MTD Q1D Cumu- |Memo |YTD jPay-|Pay Misc.
tive Cumula-|Cumu- |Cumu- |Cumu- |lativejRe- Re- {roll|Trans-|Table
Element|tive lative|lative|{lative|Total |cord {cord|{file]action|Key Comments
Name Element |Ele- Ele- Ele- Table |Val-
Number [ment ment ment Add Tolues
Number { Number | Number Gross
Gross 1188 126 127 X X All pay for
Pay the current
year,
Gross N/A N/A 1284 X X {Regu-
Regular lar
Pay
Federal} 1197 129 130 X X |Feder-{ 001-|See Section
Tax al 031 {10.07, Income
With- Tax Withhold-
hold- ing.
ing
State 1203 131 132 X X {State 035-]See Section
Tax With- 056 {10.07, Income
i hold- Tax Withhold-
ing ing.
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CUMULATIVE ELEMENTS TABLE (Cont'd.)
Cumulative Elements Pay-
Derived From Payroll System PDB |roll
Cumula-jfCurrent| YTD MTD QTD Cumu- [Memo {YTD }{Pay-|Pay Misc.
tive Cumula-|Cumu- }Cumu- {Cumu- [lative|[Re- Re- |roll|Trans-{Table
Element|tive lative{lative|lative|Total |cord |cord|File|action{Key Comments
Name Element |Ele- Ele- Ele- : Table }val-
Number |ment ment ment Add Tofues
Number |Number | Number Gross
SAIF/ 1213 133 134 ' X X ]SAIF 073 |See paragraphs
Workers 10.09Cc[1],
Compen- SAIF ASSESS-
sation MENTS, and
Depart- 10.01Cc[2]065,
ment SAIF Deduction
(WCD) Amount.
FICA - 1208 135 136 X X See Section
Contri- 10.08, Social
butions , Security.
PERS - 1218 137 138 X X 086, |See paragraph
Contri- 087 &{10.11C, CON-
butions 088 TRIBUTIONS.
PERS 1221 140 139 X X PERS See paragraph
Subject 10.11cf2], Em-
Pay - : ployee Contri-
Attri- butions.
butions
TIAA- 1227 141 142 : X X 094 |See paragraph
CREF - 10.11E, TIAA -
Contri- CREF PROGRAM.
butions :
PERS - 1223 143 144 X X 085 |[See paragraph
Attri- 10.11cf2]), Em-
butions ployee Contri-
butions.
TIAA- 1225 145 146 X X PERS |090, |See paragraph
CREF 091 &{10.11E, TIAA -
Subject 092 CREF PROGRAM.
Pay -~ :
Contri-
butions
TIAA- 1231 147 148 X X PERS 089 {See paragraphs
CREF 10.11C, CON-
Subject TRIBUTIONS,
Pay - and 10.11E,
Attri- TIAA - CREF
butions . PROGRAM.
TIAA- 1233 149 150 X X 093 |See paragraphs
CREF - 10.11C, CON-
Attri- } TRIBUTIONS,
butions . and 10.11E,
TIAA - CREF
PROGRAM.
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CUMULATIVE ELEMENTS TABLE (Cont'd.)
Cumulative Elements Pay-
Derived From Payroll System PDB |(roll
Cumula-|Current| YTD MTD QTD Cumu- {Memo |YTD {Pay-|Pay Misc.
tive Cumula-|Cumu- |Cumu~ |Cumu- |lative|Re- Re- |roll|Trans-|Table
Elementjtive lativellative|lative|Total |cord |cord|File|action|Key Comments
Name Element |Ele- Ele- Ele- Table |val-
Number {ment ment ment Add Tojues
Number | Number | Number Gross
Federal| 1244 151 152 X X Feder-|096 &|See paragraph
Retire- al Re-{ 097 {10.11F, FEDER-
ment - tire- AL CIVIL SERV-
Contri- ment ICE EMPLOYEE.
butions
Total 1255 153 154 X X See Sections
Deduc- 10.01D, DEDUC-
tions TION DATA ELE-
MENTS, and
10.12, Deduc-
tions.
Tax-De- 157# X See paragraphs
ferred 10.01A[2], Da-
Annui- ta Elements/
ties Fields Table,
and 10.01A[4]
157, Past Tax-
Deferred In-
vestments; and
Section 10.05,
Tax-Deferred
Investment
Program.
Perqui-| 1191 158 159 X | X See Section
sites 10.17, Perqui-
sites.
Record 1258 160*%# |161*# X X
Ad just-
ed
Net Pay| 1261 162 163 X X See Section
10.31, Dis-
bursements To
Individuals.
FICA 1207 164 166 165 X X FICA |B857, |Element 165 is
Sub ject (see 059 &|not currently
Pay "Com- 060 in use. See
ments" Section 10.08,
cell) Seocial Securi-
ty.
PERS 1215 167 168 X X PERS See Section
Subject 10.11, Retire-
Pay - ment.
Contri-
butions
Date 169%#{ X
Last :
Paid
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CUMULATIVE ELEMENTS TABLE (Cont'd.)
Cumulative Elements Pay-
Derived From Payroll System PDB jroll
Cumula-|Current| YTD MTD QTD Cumu- |[Memo |[YTD |Pay-|Pay Misc.
tive Cumula-]|Cumu- {Cumu- |Cumu- |lative{Re- Re- |roll|Trans-|Table
Element |tive lativejlativeflative|{Total |cord |cord|File|action{Key Comments
Name Element {Ele- Ele- Ele- Table |val-
Number {ment ment ment Add Tojues
Number | Number | Number Gross
Payroll 170*#] X
Regis-
ter
Refer-
ence
Number
Prior 171% X X Element 171 is
Quarter (see not currently
FICA Com- in use, Will
Adjust- ments be valid for
ment cell) four quarters
only.
Ratios- 172%#} X X
Federal
& State
Tax
Earned 173# . X ' See Section
Income 10.44, Earned
Credit Income Credit
Withholdings.
Previ- 1744 X X See paragraph
ous 10.01A[2], Da-
FICA ta Elements/
Deduc- Fields Table.
tions -
Other
State
Agency
Previ- 175# X X See paragraph
ous 10.01A[2], Da-
FICA ta Elements/
Earn- . Fields Table.
ings -
Other
State
Agency
Gross 1195 185 186 X X Currently not
Pay - in use.
Federal
Gross 1201 187 188 X X Currently not
Pay - ' in use.
State
Medi- 1247 664 665 X X Feder- See paragraph
care al 10.08C[6],
Subject Medi- Federal Civil
Pay care ) Service Em-
: ployees.
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CUMULATIVE ELEMENTS TABLE (Cont'd.)

Cumulative Elements Pay-
Derived From Payroll System PDB |roll

Cumula-|}Current| YTD MTD QTD Cumu- [Memo {YTD {[Pay-{Pay Misc.
tive Cumula-|Cumu- |Cumu- |Cumu- {lative|Re- Re- |roll|Trans-}{Table
Element|tive lativellative|lative|Total |cord {cord|Filefaction|Key Comments
Name Element {Ele- Ele- Ele- Table |val-
Number [ment ment ment Add To|ues
Number | Number [ Number Gross

Medi- 1251 666 667 X X 058,
care 059 &
Subject _ 061
Pay -
Contri-
butions

Medi- 668 669 X Unavailable to

care Payroll.
Subject

Pay -
Medi-
care -
Quali-
fied
(MQ)

Fringe 1193 674 675 X X Fringe See Section
Benefit Bene- 10.34, Taxa-
Pay fit tion OF fringe
Benefits.

Federal| 1235 680 681 X X Currently not
Retire- in use.,

ment -
Pre-'84
Subject

Federal} 1238 682 683 X X Currently not
Retire- . in use.

ment -
Post -
'83

Sub ject

Federal| 1242 684 685 X X Currently not
Retire- in use.

ment -
Post -
'83
Contri-
butions

"Deduc- 686 X Available in
tion . PDB. Unavail-
Taken" able to Pay-
Flags roll,

YTD - X Reserved for

Extra - future use.
n All

Y10 - | X Reserved for

Extra - future use.
'IBH
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CUMULATIVE ELEMENTS TABLE (Cont'd.)
Cumulative Elements Pay-
Derived From Payroll System PDB |roll

Cumula-{Current| YTD MTD QTD Cumu- f{Memo [YTD |Pay-|Pay Misc.

tive Cumula-|Cumu- |Cumu-~ |Cumu- |lativejRe- Re- |roll|Trans-|Table

Elementitive lative|lative|lative]|Total |cord |cord{Filejaction|Key Comments

Name Element |Ele- Ele- Ele- Table |val-

Number |ment ment ment Add To{ues
Number | Number }{ Number Gross
YTD - X Reserved for
Extra - future use.
n C"

YTD - X Reserved for

Extra - future use.

IIDII

YTD - X Reserved for

Extra - future use.

" E"

YTD - X Reserved for

Extra - future use.

"F"

YTD - ) X Reserved for
Extra - future use.

L] G"

YTD - X Reserved for

Extra - future use.

" H!l
YTD - X Reserved for

Extra - future use.

" I"

YTD - X Reserved for
Extra - future use.
IIJ"

[6] Element Descriptions are added to Element 157's cumulative
The following elements are coded with total. See Section 10.60B[5], De-

a "#" in the above Cumulative Elements Ta- scriptions Of Compensation Tables

ble. Noteworthy descriptions of each of (DEDUCTION TABLE - DEDUCTION CATEGORY

these elements follow: CODES) for further information,

««s. 128, Gross Regular Pay: Contains on- «eses 160 and 161, Record Adjusted: The
ly current regular gross pay, flagged Record Adjusted elements are comput-
with a "Y" on the Pay Transaction Ta- er-generated to maintain the gross-
ble. to-net "crossfoot," i.e., gross minus

deductions = net, when net pay is not

eee. 157, Tax-Deferred Annuities - Cumula- changed by the following adjustment

tive Total: The total of tax-defer- activities:

red annuities for all previous years.

At the end of each year, PERS Attri- Codes 20 - 25, "Receivable" ad-

butions - YTD, Element 143; and TIAA- justments.

CREF Attributions - YTD, Element 149; Code 33, Cash Received - Volun-

and Tax-Deferred Annuity deductions, tary Deductioan.

i.e., Deduction Category codes "ID" - Code 34, Cash Disbursed - Volun-

Deferred Compensation; "IF" - Federal tary Deduction.

Employees Retirement System 401K-TSP;

and "IT" - Tax-Deferred Investments, Note: Increases and decreases in net
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pay from the above adjustment
activities are calculated and
applied to the Record Adjusted
elements. The employee's
"true" net pay is the sum of
Record Adjusted plus Net Pay,
i.e., Elements 160 + 162, and
161 + 163.

169, Date Last Paid: The latest date
the employee was paid on a "Regular"
or "Supplemental" payroll. Pay re-
sulting from adjustments is not re-
flected. Element 170, Payroll Regis-
ter Reference Number, reflects ad-
justment acitivities.

170, Payroll Register Reference Num-
ber: This number identifies the last
Payroll Register in which the employ-
ee appeared. The first two digits
identify the "Check Delivery Institu-
tion," derived from Element 73, Check
Disposition (CHKD). The last four
digits indicate the month and year of
the payroll.

172, Ratios - Federal and State Tax:
This element contains two three-digit
fields indicating the percentage of
gross pay withheld for Federal tax
(the first three digits) and State
tax (the last three digits). These
percentages are derived at calendar
year-end by dividing prior calendar
year taxes withheld, i.e., Elements
129 and 131 respectively, by prior

calendar year gross pay,
ment 126.

pressed as
.140,

i.e., Ele-
These percentages are ex-
decimals, e.g., .125,
.043, etc.
Note: The above percentages are used
to calculate Federal and State
taxes only when there is no
current year gross amount in
Element 126. Taxes on non-
current pay are calculated by
deriving percentages from cur-
rent calendar year fields. If
there has been no current year
pay, then prior year percent-
ages are wused. If neither
current year pay or prior year

percentages are present, then
the tax tables are used.
173, Earned Income Credit: The

amount of Earned Income Credit paid
to the employee this calendar year.
See Section 10.44, Earned Income
Credit Withholdings, for further in-
formation.,

174, Previous FICA Deductions - Other
State Agency; 175 - Previous FICA
Earnings - Other State Agency: These
elements are entered by the Control-
ler's Division. They indicate the
employee's FICA deductions and FICA-
subject earnings that resulted from
employment with another State of Ore-
gon agency this calendar year. The
amounts are used to ensure that ex-
cess deductions are not taken.
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F LEAVE RECORD DATA ELEMENTS

[1] General

The Leave System is a method for re-
cording and reporting hours of leave time
earned and taken by each employee. Use of
the Leave System is optional. This section
lists and defines the Leave System data
elements. See section 10.15, Employee
Leave System, for a description of the
system. Reports are described in section
101, Personnel/Budget. Reports.

[2] Data Element List

El. Size
No. Element Name (N=Num. )
330 Sick Leave - Current Bal. NNNN. NN
331 Vacation - Current Balance NNN.NN
332 Personal Leave - Cur. Bal. N.NN
333 Exchange Leave - Cur. Bal. NNN.NN
334 Compensatory Leave - Cur. Bal. NNN.NN
335 Sick Leave Accrued - MTD NN.NN
336 Vacation Accrued - MTD NN.NN
337 Exchange Leave Accrued - MTD NNN.NN
338 Comp. Leave Accrued - MTD NNN.NN
339 Sick Leave Accrued - YTD NNN .NN
340 Vacation Accrued - YTD NNN.NN
341 Exchange Leave Accrued - YTD NNNN.NN
342 Comp. Leave Accrued - YTD NNNN.NN
343 Sick Leave Used - MTD NNN.NN
344 Vacation Used - MTD NNN.NN
345 Exchange Leave Used - MTD NNN.NN
346 Comp. Leave Used - MTD NNN.NN
347 Personal Leave Used - MTD NN.NN
348 Other Leave Used - MTD NNN.NN
349 Sick Leave Used - YTD NNNN . NN
350 Vacation Used - YTD NNN.NN
351 Exchange Leave Used - YTD NNNN.NN
352 Comp. Leave Used - YTD NNNN.NN
353 Personal Leave Used - YTD NNNN.NN
354 Other Leave Used - YTD NNNN.NN
Leave Adjustment - Increase - MTD
355 Sick Leave NNNN.NN
356 Vacation NNN.NN
357 Exchange Leave NNN.NN
358 Compensatory Leave NNN.NN
359 Personal Leave N.NN
Leave Adjustment - Increase - YTD
360 Sick Leave NNNN.NN
361 Vacation NNN.NN
362 Exchange Leave NNN.NN
363 Compensatory Leave NNN.NN
364 Personal Leave N.NN
Leave Adjustment - Decrease - MTD
365 Sick Leave NNNN.NN
366 Vacation NNN.NN
367 Exchange Leave NNN . NN
368 Compensatory Leave NNN.NN
369 Personal Leave N.NN
Leave Adjustment - Decrease - YTD
370 Sick Leave NNNN.NN
371 Vacation . NNN.NN
372 Exchange Leave NNN.NN
373 Compensatory Leave NNN. NN
374 Personal Leave N.NN

Leave Accrual
375 Hours Worked - 1st 6 Months NNNN.NN
376 Hours Worked MTD NNNN . NN
377 Hours Worked YTD NNNN.NN
378 Last Leave Transaction Date NNNNNN

[3] 330-334, Current Leave Balance

The employee's balance of each type
of leave as of the cut-off date for Time
and Attendance Records used in the most
recent leave file update. If the cut-off
date is the end of the month, the balance
is as of the last day of the previous
month. If a mid-month cut-off. is used, the
balance is as of that date in the previous
month. The time and attendance cut-off
date should be the same as the payroll
cut-off date. :

330, Sick Leave - Current Balance

The employee's sick leave balance as of
the previous month time and attendance
cut-off date.

331, Vacation - Current Balance

The employee's vacation leave balance as
of the previous month time and attendance
cut-off date. Cannot exceed 250 hours.

332, Personal Leave - Current Balance

The employee's personal leave balance as
of the previous month time and attendance
cut-off date. Cannot exceed 8 hours.

333, Exchange Leave - Current Balance

The employee's exchange leave balance as
of the previous month time and attendance
cut-off date.

334, Compensatory Leave - Current Balance
The employee's compensatory leave balance
as of the previous month time and atten-
dance cut-off date.

[4] 335-338, Leave Acerued Month-to-Date

These elements indicate the hours of
leave accrued for the previous month based
on the most recent Time and Attendance Re-
cord inputs. The hours accrued are added
to the file during file update, and de-
leted after the monthly reports are
printed. The sick leave and vacation hours
are computer-derived based on the employ-
ee's (Classification Code, months of ser-
vice and hours worked, and the number of
work hours in the month. The exchange and
compensatory leave hours are obtained from
the Time and Attendance Record input.

335, Sick Leave Accrued - MTD

The sick leave hours credited to the em-
ployee's account based on hours worked in
the previous month. Cannot exceed 8 hours.

Full-time Management Service, unclassified
and unrepresented classified employees: 8
hours sick leave are credited if paid
hours are 50% or more of standard or non-
standard work hours. Sick leave credits
are pro-rated if paid hours are less than
50% of standard or non-standard work
hours.

Full-time represented classified employ-
ees: 8 hours sick leave are credited if
paid hours equal standard or non-standard
work hours. Sick leave credits are pro-
rated if paid hours are less than standard
or non-standard work hours.
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Part-time employees: Sick leave credits
are pro-rated based on the percent of full
time work hours for which the employee is
paid.

336, Vacation Accrued - MID

The vacation hours credited to the employ-
ee's account based on hours worked in the
previous month and the employee's accrual
rate.

Full-time Management Service, unclassified
and unrepresented classified employees:
Vacation hours are credited based on the
employee's accrual rate if paid hours are
50% or more of standard or non-standard
work hours. Vacation credits are pro-rated
if paid hours :are less than 50% of stand-
ard or non-standard work hours.

Represented classified employees: Vacation
hours are credited based on the employee's
accrual rate if paid hours equal standard
or non-standard work hours. Vacation cred-
its are pro-rated if paid hours are less
than standard or non-standard work hours.

Part-time employees: Vacation credits are
pro-rated based on the employee's accrual
rate and the percent of full-time work
hours for which the employee is paid.

337, Exchange lLeave Accrued - MTD

The number of exchange leave hours worked
in the previous month by the employee. En-
tered from the Time and Attendance Record.

338, Compensatory Leave Accrued - MTD

The number of compensatory leave hours
earned by the employee in the previous
month. Entered from the Time and Atten-
dance Record. If the employee is eligible
for time and one-half pay for overtime or
holiday work, the compensatory leave hours
entered must be 1.5 times the overtime or
holiday hours worked.

[5] 339-342, Leave Accrued Year-to-Date

Gross sick leave, vacation, exchange
leave and compensatory leave hours cred-
ited to each employee are added to these
elements each month. These are the totals
from July 1 to the last file update. Hours
of leave taken are not deducted. The
amounts are reset to zero each year after
the June and year-end reports are run in
mid-July.

339, Sick Leave Accrued - YID
Total sick leave hours credited to the em-
ployee this fiscal year.

340, Vacation Accrued - YTD
Total vacation hours credited to the em-
ployee this fiscal year.

341, Exchange Leave Accrued - YTD
Total exchange leave hours credited to the
employee this fiscal year.

342, Compensatory Leave Accrued - YTD
Total compensatory leave hours credited to
the employee this fiscal year.

[6] 343-348, Leave Used Month-to-Date

Hours of paid leave taken in the pre-
vious month and reported on Time and At-
tendance Records are recorded in these
elements. Leave adjustment inputs are not
applied. The elements are reset to zero
after monthly reports are run.

343, Sick Leave Used - MTD
The hours of sick leave taken by the em-
ployee in the previous month.

344, Vacation used - MTD
The hours of vacation taken by the employ-
ee in the previous month.

345, Exchange Leave Used - MTD
The hours of exchange leave taken by the
employee in the previous month.

346, Compensatory lLeave Used - MID
The hours of compensatory leave taken by
the employee in the previous month.

347, Personal Leave Used - MTD
The hours of personal leave taken by the
employee in the previous month.

348, Dther Leave Used, MTD
The hours of other paid leave taken by the
employee in the previous month.,

[7] 349-354, Leave Used Year-To-Date

These elements contain cumulative
totals of leave hours taken since the pre-
vious July 1. The "leave used MTD" hours
are added to the totals each month and ac-
cumulated for the fiscal year. Leave ad-
justment inputs are not applied. The ele-
ments are reset to zero after year-end re-
ports are run.

349, Sick Leave Used - YTD
Total hours of sick leave taken by the
employee this fiscal year.

350, Vacation Used - YTD
Total hours of vacation taken by the em-
ployee this fiscal year.

351, Exchange Leave Used - YTD
Total hours of exchange leave taken by the
employee this fiscal year.

352, Compensatory Leave Used - YID
Total hours of compensatory leave taken by
the employeée this fiscal year.

353, Personal l.eave Used - YTD

Total hours of personal leave taken by the
employeé this fiscal year. Cannot exceed 8
hours.

354, Other Leave Used - YTD

Total hours of other types of paid leave
taken by the employee this fiscal year.
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[8] 355-374, Leave Adjustments

Leave adjustments are entered to cor-
rect errors in leave balances. An adjust-
ment increases or decreases the applicable
current balance by the hours entered.
Adjustments are not applied to leave
accrued or leave used elements. Elements
355 to 374 record the adjustments entered
each month and fiscal year. The MTD
elements are reset to zero after monthly
reports are run. YTD elements are reset to
zero after year-end reports are run.

355, Sick Leave Adjustment - Increase -
MTD

Increase adjustment to sick leave hours

entered this month.

356, Vacation Adjustment - Increase - MID
Increase adjustment to vacation hours en-
tered this month.

357, Exchange Leave Adjustment - Increase
- MTD

Increase adjustment to exchange leave

hours entered this month.

358, Compensatory Leave Adjustment - In-
crease - MID

Increase adjustment to compensatory leave

hours entered this month.

359, Personal Leave Adjustment - Increase
- MTD

Increase adjustment to personal leave

hours entered this month.

360, Sick Leave Adjustment - Increase -
YTD

Increase adjustments to sick leave entered

this fiscal year.

361, Vacation Adjustment - Increase - YTD
Increase adjustments to vacation hours en-
tered this fiscal year.

362, Exchange Leave Adjustment - Increase
- YID

Increase adjustments to exchange leave

hours entered this fiscal year.

363, Compensatory Leave Adjustment - In-
crease - YID

Increase adjustments to compensatory leave

hours entered this fiscal year.

364, Personal Leave Adjustment - Increase
- YID

Increase adjustments to personal leave

hours entered this fiscal year.

365, Sick Leave Adjustment - Decrease -
MTD

Decrease adjustment to sick leave hours

entered this month.

366, Vacation Adjustment - Decrease - MID
Decrease adjustment to vacation hours en-
tered this month.

367, Exchange Leave Adjustment - Decrease
T

Decrease adjustment to exchange leave
hours entered this month.

368, Compensatory Leave Adjustment - De-
crease - MTD

Decrease adjustment to compensatory leave

hours entered this month.

369, Personal Leave Adjustment - Decrease
- MTD

Decrease adjustment to personal leave

hours entered this month.

370, Sick Leave Adjustment - Decrease -
YTD

Decrease adjustments to sick leave hours

entered this fiscal year.

371, Vacation Adjustment - Decrease - YTD
Decrease adjustments to vacation hours en-
tered this fiscal year. :

372, Exchange Leave Adjustment - Decrease
- YTD

Decrease adjustments to exchange leave

hours entered this fiscal year.

373, Compensatory Leave Adjustment - De-
crease - YID

Decrease adjustments to compensatory leave

hours entered this fiscal year.

374, Personal Leave Adjustment - Decrease
- YTID

Decrease adjustments to personal leave

hours entered this fiscal year.

[9] 375-377, Accrued Hours Worked/Taken
The total of all hours for which the
employee is paid, except overtime and hol-
iday hours worked, are added to these ele-
ments each month. The hours are entered
from Time and Attendance Records. Accrued
hours worked/taken are used to calculate
sick leave and vacation hours earned each
month as described above for elements 335
and 336. The following are included:
Regular hours worked
Sick leave hours taken
Vacation hours taken
Exchange leave hours taken
Compensatory leave hours taken
Personal leave hours taken
Other leave with pay hours taken
375, Leave Accrual - Hours Worked - 6
Months
The total hours worked plus paid leave
during the employee's first six months
service. This element is reset to zero at
fiscal year-end unless the employee is
still in the first six months service.

376, Leave Accrual - Hours Worked MTD

The regular work hours plus paid leave
reported for the employee for the previous
month. This element is reset to zero after
monthly reports are run.
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377, Leave Accrual - Hours Worked YTD

The total regular work hours plus paid
leave reported for the employee for the
fiscal year. This element is reset to zero
after year-end reports are run in July.

[10] Other Elements ,

378, Last Leave Transaction Date The
most recent date when data was entered to
the employee's leave record.
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G PERSONNEL ACTION FORM (C0-815)

[1] Personnel Action Forms (PA's) are
used to document and enter on the Person-
nel Data Base (PDB) information about em-
ployees.

[2] A blank PA is used for new employ-
ees. After the form is prepared and ap-
proved, -the data is entered by terminal to
the PDB. A computer-printed PA is then
generated and sent to the institution.

[3] The printed PA's provide a record of
data on file for each employee. Addition-
al information, changes, and corrections
can be marked on the printed PA and en-
tered by terminal to update the PDB. A
new PA with current data is then printed
and sent to the institution. Only one PA
is produced per day for an employee. An
"#" js printed with each element changed.
Data is shown as of the last change en-
tered. PA forms can also be requested for
designated groups of employees per 10.01H.

[4] The following lists and briefly de-
scribes the data elements on the PA. For
more information about data elements see
10.01A[3], Employee Data Element Descrip-
tions. The designations in the left
column below are:

LINE: Line number on the PA form.

EL#: PDB element number.

ABBR: The abbreviation used on ter-
minal displays for the ele-
ment .

APPL: Applicability.
Acad = academic employees.
Class = classified and manage-
ment service.

: Blank = both.
LINE

EL#

ABBR

APPL Element Name and Description

1 ADDITIONAL RECORD ON FILE: Always
3 blank except when an employee is as-

DUPL signed to two positions, or a cour-
tesy or emeritus faculty member is
serving a 600-hour appointment. En-
ter "S" on the PA when the employee
is first assigned to the secondary
position. Printed PA's are coded:

P - Primary position PA
S - Secondary position PA

1 PERSONNEL ACTION NUMBER: A PA num-

52 ber is required for classified and

PA# management service employees when
certain data elements are entered or
changed. Optional otherwise. Up to
6 alpha-numeric characters can be
entered. The PA Number is blank on
printed PA's and the last PA Number
entered is shown on line 26 in Last
PA No.

See 10.01A[3], element 52, for a
list of data elements that require a

PA Number.
1 INSTITUTION: On printed PA's, the
401 employee's "Major Department" insti-

---- tution is shown in the center of
line 1. For Centralized Activities
(institution 80) employees, the
"check delivery" institution is
shown. Check delivery institution
is determined from element 73, Check
Disposition, in line 9.

1 CLASSIFICATION CATEGORY: On printed

8 PA's, the employee's Classification

---- Category is shown on the right of
line 1. The Class Category is de-
rived from the Classification Code
shown on line 6.

2 NAME : The employee's name on the

7 PDB is printed here. Enter a new

NAME employee's name or a name change on
line 3. See 10.01A[3], element 7,
for restrictions on entering names.

2 SOCIAL SECURITY NUMBER: The SSN on

6 the PDB for the employee is printed

SSN here. Enter the SSN for a new em-
ployee directly below in 1line 3.
SSN changes and corrections are en-
tered by the Controller's Division
-- see FASOM 10.08D,

2 FUTURE EFFECTIVE TRANSACTIONS: If

2a a transaction with a future effec-
tive date is on the pending file,
"FUT TRAN" is printed in the box at
the right end of line 2.

3 EFFECTIVE DATE: Enter the effective

2 date of employment for a new employ-

EFF ee, or the date the change entered
is effective. An Effective Date is
required on all transactions. See
10.01A[3], element 2, for further
information.

4/5 TRANSACTION REASON CODE: Up to four

76 codes identifying the type of trans-

TRAN action being input can be entered.
The transaction types and codes are
listed on the back of the PA form.
Transaction Reason Codes are re-
quired on PA's for classified and
management service employees when a
PA number is required (see 10.01A
[31, element 52). Transaction
Reason Codes are optional for all
other employees unless required by
the institution.

The PA printed after the transaction
is entered will show, on line 26 in
the Last Transaction Reason block,
the Transaction Reason Codes en-
tered.
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4 FREEZE CODE:
633 code whenever the
FC

description

Enter the applicable
for
that code applies to a classified or

Class management service employee. Freeze

Code 1is not
employees.

633,

applicable to other
See 10.01A[3], element
for a list of Freeze Codes.

OREGON DEPARTMENT OF HIGHER EDUCATION supeAvisor |
PERSONNEL ACTION FORM
DUPL (3) PA NUMBER
1
| NAME (7) LAST/FIRST/MIDDLE SOCIAL SECURITY NUMBER (6)
2 |R
m EFFECTIVE DATE (2)
3o
TRANSACTION REASON CODE (76) | FC | RC |CERT. NO. Method [-TMAJOR DEPARTMENT NAME/ACCOUNT NUMBER (401)
4 ;
| ! L A
! TRANSACTION REASON DESCRIPTION -
i 5 ol
i
£| Exemptions (70]] CLASS CODE (11) CLASSIFICATION NAME CLASS OATE (12) [POSITION NUMBER (81)/ MOD (14)
6 IR
. T i
"l 1 | ;
: TAX SCH (68) | TAX EXEMPT (69) |g|POS. FTE (44) |1 £[SALARY RATE (15)]1 =|QUALIFIER (16) |+ |
©8 R o R R o !
. FICA CODE (66) (FICA DATE (67} DELIVER PAYCHECK TO: BANK NO. (72) CHECK DISPOSITION. (73)
)
’\ Payroil Dept. Bank
i RETIREMENT CODE (45§ PERS RET # (46) |PERS. ELIG. DATE (47) [HIRE DATE (27) |MEMO (71) |TIAA NO. (63)/CREF NO. (62)
I 10
i c|EMPLOYEE STATUS (B1) [ [ APPOINTMENT TYPE (49) £|APPT DATE (50) [ |
11 a
! ] R ~ R o
£|MERITINC/REVIEW (54) - CODE (620) [ A/21 (85) | TITLE CODE (25) TITLE (26)
12
R
i
: T !
13, | X
£|0/T (18)JRANK NAME CODE (9) RANK DATE (10) RANK STATUS (13}] Campus Phone (30} |
14m i
"
M l
150 L [
[
F|APPT.STATUS (59) TENURE STATUS (56) CONTRACT START (57) - END DATE (58)[CAMPUS ADDRESS (30) i
16|n
T
170l | . —_
—F—TEHM OF SERVICE (60) | HIGHEST DEGREE (38)  INSTITUTION (39) CODE  DEGREE DATE (40)
18|
1 OTHER DEGREE (41} INSTITUTION (32) CODE DEGREE DATE (43) |[CITY/COUNTY (74) TRANSIT CODE (624)
| 1o
i
i £ [D Print (28] Home Phone (29} HOME ADDRESS - STREET (29) CITY (29) STATE (29)  ZIP (29)
. 20|m
i
T 3
21lg |
. [ [SEX (19) BIRTHOATE (24 SPOUSE NAME (112) |CITIZENSHIP (64) o ] . -
: 1. — U.S. Citizen/ Resident 2. — U.S. Citizen/Non-Resident
: 22 3. — Resident Alien 4. — Non-Resident Alien
: ETHNIC CODE (21) HANDICAP CODE (22) VETERAN STATUS (23) EEO CATEGORY (20) Prior Ser. (61
P23
: £|FEAVE TYPE CODE (35) n £|STARTDATE(36) END DATE (37) | i
i 24A o] R o - i
' -|FEAVE ACCRUAL (33) T - [SERVICE ANNIVERSARY DATE (32) INSTITUTIONAL USE (75) Location (75)
2% T !
R R ol ] l !
Fed Yrs (34) | TERM CODE (&) DATE (§) [LASTP.A. NO.(52) DATE (53)] LAST TRANSACTION REASON (76) [LAST FILE UPDATE (77}
26
EMPLOYEE SIGNATURE DATE |DEPARTMENT HEAD SIGNATURE DATE | REMARKS:
27
DEAN/DIRECTOR SIGNATURE DATE PHONE
28
PREPARED BY APPOINTING AUTHORITY DATE
29
30
co-815
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4

632
RC
Class

630
C#
Class

631
Class
4/5
401
ACCT

6/7

E XMP

6/1
1"
CLAS

6/7
12
C-DT

6/7

POS#
Class

6/7
14

RECRUITMENT CODE: Enter the appro-
priate code when an employee ter-
minates to indicate how the position
will be filled. Codes are listed in
10.01A[3], element 632,

CERTIFICATE NUMBER: Enter the cer-
tificate number from the Certificate
of Eligibles list from which the em-
ployee is appointed when the Trans-

action Reason Code (element 76,
TRAN) is 141, New Hire/Appointment;
171, Promotion with Increase; or

321, Promotion.

METHOD OF APPOINTMENT: ©Enter for
new appointments to indicate how the
appointment was made. Codes are
listed in 10.01A[3], element 631,

MAJOR DEPARTMENT'S ACCOUNT NUMBER:
The name and account number of the

employee's department are printed on

line 4. For new employees and
transfers, enter the account number

on line 5. See 10.01A[3], element
401, for further information.
EXEMPTIONS: The number of allow-

ances claimed by the employee on
Treasury form W-4 is printed on line
6. For new employees and changes,
enter the number of allowances on
line 7.

CLASSIFICATION CODE/CI.ASSIFICATION
NAME: The code and name of the em-
ployee's classification are printed
on line 6. Enter the Class Code and
Name on line 7 for new employees and
changes. See 10.01A[3] for a de-
scription of this element and list
of unclassified classification
codes. See the State of Oregon Com-
pensation Plan for a list of classi-
fications for classified and manage-
ment service employees.

CLASSIFICATION DATE: The effective
date of the employee's current clas-
sification is printed on 1line 6.
Enter the Classification Date on
line 7 for new employees and Classi-
fication Code changes.

POSITION NUMBER: Ffor classified and
management service employees, the
Position Number is printed on line
6. Position Number is not printed
for unclassified. For new employees
or employees assigned to a new posi-
tion, enter the Position Number on
line 7. When an employee's Position
Number is changed, forecast pay for
the old position is stopped automat-
ically, Pay records for the old
position can be reactivated for the
current month to pay a partial
month's salary under the old posi-
tion.

POSITION MODIFIER: When two or more
employees occupy the same position,

PMOD

Class for

68
TAXS

69
TAXX

44
PFTE

15
SAL

16
QUAL

a Position Modifier code is assigned
each employee. The code is
printed as a suffix to the Position
Number on line 6 for classified and
management service employees; it is
not printed for unclassified. Enter
the appropriate double fill category
code on line 7 when the second and
additional employees are assigned to
a position. Position Modifier codes
are automatically derived by the
computer when the double fill cate-
gory code is entered. Both double
fill category and Position Modifier
codes are listed in 10.01A{3], ele-
ment 14,

TAX SCHEDULE: The employee's mari-
tal status for tax withholding pur-
poses as indicated on Treasury Form
W-4. A married employee can select
the "single" schedule. To change
the code, line out the printed des-
ignation and enter the other code.
M = Married, S = Single

TAX EXEMPT CODE: Applies only to
employees who claim exemption from
tax withholding. "EX STAT" (code
1), "EX FED" (code 2) or "EX BOTH"
(code 3, 4 or 6) is printed. The
element is blank when codes A
through J are entered. Tax Exempt
Codes are listed in 10.01A[3], ele-
ment 69.

POSITION FTE: This is a decimal
fraction representing the proportion
of full-time that the employee is
employed in the position indicated
in element 81 on line 6. Use the

"TO0" block to enter or change Posi-
tion FTE.

Unclassified employees: When pay/
budget data are entered or changed,
the total of Current Account FIE for
all accounts is placed in Position
FTE. See 10.01C, element 177, Cur-
rent Account FTE.

SALARY RATE: The employee's rate of
pay for the time period or other
basis entered in element 16, Salary
Rate Qualifier., Use the "TO0" block
to enter changes. Enter the 9-month
or 12-month annual rate for faculty
and graduate assistants coded "A" in
element 16, regardless of the actual
period worked. Monthly and annual
rates must be in whole dollars.
For a classified or management serv-
ice employee, when the Salary Rate
Qualifier is M or H a standard rate
from the compensation plan for the
employee's classification must be
used. See 10.01A[3], element 15,
for further information.

SALARY RATE QUALIFIER: Identifies

the time period or other basis for
the Salary Rate in element 15. \Use
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FICA

67
FICD

73
CHKD

10
45
RET

the "T0" block to enter changes.
Codes are listed in 10.01A[3], ele-
ment 16.

FICA CODE: Indicates the employee's
Social Security contribution sta-
tus. To change the code, line out
the printed designation and enter
the new code. See 10.01A[3], ele-
ment 66, for - a list and descrip-
tions of codes.

FICA EFFECTIVE DATE:
year the employee's current FICA
Code was effective. When the em-
ployee's FICA Code is changed, line
out the printed date and enter the
new effective date.

The month and

DELIVER PAYCHECK T10: Indicates
where the employee's checks are to
be delivered based on information in
elements 72, Bank Number, and 73,
Check Disposition. Checks are deli-
vered to the institution payroll of-
fice, the employee's department, or
the employee's bank as follows:
PAYROLL - Element 72 is blank; ele-
ment 73 has an institution number
only.
DEPT. - Element 72 is blank; element
73 has a department name.
BANK - Element 72 has a bank number
and element 73 has an employee's
bank account number.

BANK NUMBER: The A.B.A. routing
number for the bank where the em-
ployee's checks are deposited. See
10.01A[3], element 72, for informa-
tion on how the Bank Number is de-
rived.

CHECK DISPOSITION: This element, in
conjunction with Bank Number, deter-
mines where the employee's checks
are delivered. The first two posi-
tions contain the check delivery in-
stitution number. This is followed
by the employee's department name if
checks are to be delivered there.
The employee's bank account number
is in the right segment of this ele-
ment, and element 72 contains a bank
number, if checks are deposited. If

only the institution number is
printed, checks are sent to the in-
stitution payroll office. See
10.01A[3], element 73, for informa-

tion on entering Check Disposition
data.

RETIREMENT CODE: Indicates whether
the employee is or is not eligible
to participate in PERS and other re-
tirement plans. "SuBJECT" is
printed if the employee is eligible,
and "EXEMPT" if ineligible. The Re-
tirement Code is also shown, Re-
tirement Codes are listed and de-
scribed in 10.01A[3], element 45.

10

RET#

10
27
HIRE

10

MEMO

. that

10

63/62

TIAA/
CREF

1"

EMPS
Class

11

49
APPT
Class

1M

APPD
Class

12/13

SIDT/
MERR

Class

RETIREMENT NUMBER: The Retirement
Number assigned to the employee by
the Public Employes Retirement
Board. Retirement numbers are en-
tered by the Controller's Division.

MOST RECENT EMPLOYMENT DATE (HIRE
DATE): The most recent date the em-
ployee was hired or reactivated,
See 10.01A{3], element 27, for fur-
ther information.

MEMO PAYROLL REGISTER: If an em-
ployee is to appear as a memorandum
entry on the Payroll Register of
another institution in addition to
the check delivery institution des-
ignated on line 9 in element 73,
institution number is shown.
Valid institutions are 1listed in
10.01A{3], element 71.

TIAA POLICY NO./CREF POLICY NO.:
The policy numbers are shown for em-
ployees who are members of the
Teachers' Insurance Annuities Asso-
ciation (TIAA) or College Retirement
Equities Fund (CREF)., Policy num-
bers are entered by the Controller's
Division.

EMPLOYEE STATUS: The employee's
status and status code are indica-
ted. Enter changes in the "10"
block. Code "N" (No Status) can be
entered only for temporary and CETA
employees, and appointments to emer-
gency positions. New employees with
code "T" (Trial Service) are changed
to "R" (Regular) six months after
the hire date in line 10, element
27. Code "H" (Severely Handicapped)
can be used only when Handicap Code
is "X4" (line 23, element 22).

APPOINTMENT TYPE: The type of ap-

pointment and code are shown. Enter
changes in the "T0" block. The code
entered must correlate with the
Position Type (see 10.018{6], ele-
ment  91). Temporary employees
(Classification Code prefix = "T")

must be coded "T." Appointment Type
codes are listed in 10.01A[3], ele-
ment 49, and on the back of PA
forms.

APPOINTMENT DATE: The date of ap-
pointment to the employee's current
position. Enter changes in the "T0"
block. Appointment Date should be
changed when there is a change to:
Appointment Type (element 49); Clas-
sification Code (element 11, line 6)
with a change in pay range also; or
Major Department Account Number in-
stitution (element 401, line 4).

SALARY INCREASE DATE/MERIT RATING
DATE: This is a two-part field.

The first part is the date the em-
ployee is next eligible for a pay

increase. Ffor a new employee, it is
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12/13
620
MERR
Class

12/13
85
A-21

12/13
25/26
TITL/
TTL1/

TTL2

14/15

/1
Class

14/15
9/10
RANK/
RNKD
Acad

14/15

RNKS
Acad

14/15
30

the first of the month that is 12
full calendar months after the date
of hire. For an employee who is
promoted to a new classification
with a higher pay range, it is six
months after the month. of promo-
tion, The second part is the em-
ployee's next merit review date. It
is six months after the date of hire
or promotion initially. Thereafter,

it is the same as the Salary In-
crease Date. Enter changes on line
13,

MERIT RATING CODE: Indicates the

type of rating required at the em-
ployee's next Merit Rating Date.
Enter changes on line 13. The codes
are listed in 10.01A[3], element
620,

A-21 CODE: Selection
porting is normally
based on pay account number and
funding criteria. This field is
blank unless the institution has en-
tered a code to alter the normal re-
porting selection. A-21 codes are
listed in 10.01A[3], element 85.

for A-21 re-
automatic and

TITLE CODE/TITLE: The employee's
working title that describes the
position or appointment. If a code
for a standard title was entered in
element 25, the code is also
printed. When a Title Code is en-
tered, the standard title from the
table is printed first, followed by
the title entered in element 26, If
no Title Code is entered, only the
title entered in element 26 is
shown, The entire field may be
blank. Enter changes on line 13,
Standard titles are listed in
10.01A[3], element 25.

OVERTIME ELIGIBILITY CODE: Indi-
cates the employee's eligibility for
overtime pay. The code is computer-
derived based on the employee's
Classification Code. An input will
override the derived code. Enter
changes on line 15,

Y = Eligible N = Not Eligible

RANK CODE & RANK DATE: The employ-
ee's rank name and code, and the
date rank was granted. Enter

changes on line 15. Rank Codes are
listed in element 10.01A[3], element
9, and on the back of PA forms.

RANK STATUS: This element is blank
except when used to designate tem-
porary or subordinate rank. Enter
changes on line 15,

1 = Adjunct 2 = Acting

CAMPUS WORK PHONE:

The employee's
work telephone number

to appear in

16/17
57/58
C-ST1/

C-ND

16/17
C-AD

18
60
9/12
Ac ad

18
38/39
& 40
HIDG/
DGIN/
DGDT

19
41/42
/43
DEG2/
D2IN/

D2DT

19
74
c/cy

directories. Enter changes on line
15. Enter all 7 digits.

APPOINTMENT STATUS:
type of appointment. Enter changes
on line 17, Appointment Status
codes are listed in 10.01A[3], ele-
ment 59.

Indictes the

TENURE STATUS: The employee's sta-
tus relative to tenure. Required
when Appointment Status is "R" or
"W." Must be blank when Appointment
Status is "C" or “E," Optional
otherwise. Tenure Status codes are
listed in 10.01A[3], element 56, and
on the back of PA forms.

CONTRACT START DATE & CONTRACT END
DATE: These elements have various
uses depending on the employee's
classification category as described
in 10.01A[3], elements 57 and 58.
Enter changes on line 17,

CAMPUS ADDRESS: The employee's cam-
pus address used for delivery of
work-related mail. Enter an address
change on line 17 as it should ap-
pear in the staff directory.

TERM OF SERVICE: Indicates whether
the employee is appointed on a 9-
month academic year or 12-month fis-
cal year basis. Enter a change in
the "T0O" block.

9
12

9-month academic year
12-month fiscal year

HIGHEST DEGREE, HIGHEST DEGREE IN-
STITUTION, & HIGHEST DEGREE DATE:
These fields include the highest de-
gree beyond high school earned by
the employee, the institution where
it was received, and the date re-
ceived. Degree and institution
codes are printed after the institu-
tion name. Enter changes by lining

out the printed information and
entering ‘the correct information
above. Degree codes are listed in

10.01A[3], element 38.

OTHER DEGREE, OTHER DEGREE INSTITU-
TION, & OTHER DEGREE DATE: These
fields are for the next highest de-
gree beyond high school earned by
the employee, the issuing institu-
tion, and the date received. See
elements 38/39/40 above for more in-
formation. ‘

COUNTY/CITY CODE: The
county in Oregon, or the state out-
side Oregon, where the employee is
permanently stationed. The County/
City Code is also printed. Changes
are made by lining out the printed
data and entering corrections
above. See 10.01A[3], element 74
for a list of County/Ciiy Codes.

city and
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19
624
TRCD

20

DIRC

20/21

H-PH/
ADDR/
CITY/
STAT/
ZIP

22
19
SEX

22
24
BORN

22
112
SPOU

22
64
CiTz

23
21
ETHN

23
22
HCAP

TRANSIT DISTRICT CODE: The code for
the mass transit district where the
employee works is printed below
"(624)." To change, line out the
printed code and enter the correct
code. Transit District Codes are
derived as shown in 10.01A[3], ele-
ment 624, when no code is entered.

DIRECTORY PRINT CODE: This is a
multi-purpose code that: (1) indi-
cates the directories in which the
employee's name should appear; (2)
identifies employees who request
non-disclosure of their home address
and phone number; and (3) identifies
those employees who have requested
non-disclosure and are also deemed
to be in "sensitive" positions. En-
ter changes on line 21. Directory
Print Codes are listed in 10.01A[3],
element 28,

HOME PHONE AND ADDRESS: Home phone
number is optional. Home address is
required and is the employee's mail-
ing address. Enter changes on line
21. See 10.01A{3], element 29, for
a list of state and territory abbre-

viations used by the U. S. Postal
Service.
SEX: "MALE" or "FEMALE" is printed

based on the Sex Code on the PDB for
the employee. If incorrect, line
out the designation and enter "F"
(female) or "M™ {male).

BIRTHDATE: The month, day and year
of the employee's birth. If incor-
rect, line out and enter the correct
date.

SPOUSE'S FIRST NAME: Optional. To
add or change, enter the first name
of the employee's spouse in this
block, 1lining out the name shown
when incorrect.

CITIZENSHIP CODE: The code repre-
senting the employee's current citi-
zenship status is printed in the
left side of this block. To change,
line out the printed code and enter
the correct code.

ETHNIC CODE: The employee's ethnic
group and code are shown. If incor-

rect, line out the printed data and
enter the correct code. Ethnic
codes are described in 10.01A[3],

element 21, and listed on the back

of PA forms.

HANDICAP CODE: This is an optional
element., 1If a code was entered, the
type of handicap is indicated fol-
lowed by the degree of severity code
(e.g., "MOBILITY 3m"), When more
than one Handicap Code is entered,
the codes are shown for the second

23
23
VET

23
61
PRSV
Ac ad

24
35/36
/37
LVCD/
LVST/
LVND

25

33
LVAC
Class

25

SERV

and third types of handicap. To
change, line out incorrect designa-
tions and enter the correct
code(s). Handicap codes are de-

scribed in 10.01A[3], element 22,
and listed on the back of PA forms.

VETERAN STATUS: Optional element.
If a code was entered for the em-
ployee, the most recent military
service era is indicated followed by
the Veteran Status code. €hanges
are made by lining out the data
shown and entering the correct
code. Veteran Status codes are
listed in 10.01A{3], element 23, and
on the back of PA forms.

EEQ CATEGORY: The job category to
which the employee is assigned for
EE0 reporting purposes. Both the
category and code are shown. If no
code is entered, EEO Category is
derived based on the Classification
Code. To make a change, line out
the printed data and enter the cor-
rect code. EEO0 category codes are
listed in 10.01A[3], element 20,

NEGOTIATED PRIOR SERVICE: The num-
ber of months of previous experience
that will be considered in determin-
ing eligibility for tenure. The
amount of credit for previous exper-
ience is normally agreed on at time
of hire. If incorrect, line out and
enter the correct number of months.

LEAVE TYPE CODE; LEAVE START DATE;
LEAVE END DATE: These elements con-
tain information on the current or
most recent leave of absence. The
leave type and code are shown in
element 35 (e.g., EDUCATION LV W/O
PAY 04). Enter leave codes and
dates in the "TO" blocks. Leave
codes are listed in 10.01A[3], ele-
ment 35, and on the back of PA
forms.

LEAVE ACCRUAL CODE: The employee's
work status for determining the ap-
plicable rules for accruing service,
and awarding vacation and sick leave
credits, Use the "TO" block to en-
ter Leave Accrual Codes. The codes
are listed in 10.01A[3], element 33,
and on the back of PA forms.

SERVICE ANNIVERSARY DATE: An ad-
justed date that reflects years of
service. Initially, the date of
hire, adjusted for any prior ser-
vice, is entered. Adjustments are
made whenever an employee is reac-
tivated or returns from leave with-
out pay of over 15 calendar days ex-
cept educational, military, Peace
Corps, or job incurred disability
leaves. Enter changes in the "T0"
block.
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25
75
IUSE

26
FDYR

26

4/5

TERM/
TRMD

26
52/53
LPA#/
LPAD

26

LTRN

26
77
LTRD

INSTITUTIONAL USE ELEMENT: This
element consists of four 5-character
fields used by institutions as de-
sired. The fourth field is reserved
for campus location codes.

YEARS OF FEDERAL SERVICE: The num-
ber of years that an employee has
had a Federal appointment with the
0SU Extension Service, Updated an-
nually by computer. If incorrect,
line out the number shown and enter
the correct number.

TERMINATION CODE; TERMINATION DATE:
The Termination Code and date are
shown for former employees. Ffor re-
activations, code "999" and the date
the reactivation was entered are
shown, Termination Codes are listed
in 10.01A[3], element 4, and on the
back of PA forms,

LAST PERSONNEL ACTION NUMBER; LAST
PA DATE: The number and date of the
last PA produced for the employee
are printed. For reference only to
identify the source document,

LAST TRANSACTION REASON: Up to four
transaction reason codes, entered
the last time the employee's record
was updated, are shown, The codes
identify the type of transactions
entered.

LAST TRANSACTION DATE: The date the
last transaction updating the em-
ployee's record was entered is
shown, followed by the entering in-
stitution (location) number and the
initials of the employee who entered
the transaction.
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H REQUEST FOR PERSONNEL ACTION FORMS
{(C0-815)

A special request can be made for
Personnel Action (PA) forms for all em-
ployees who are in a designated group
(e.g., all ODHE employees; all employees
of one institution; faculty members and
graduate assistants; members of a bargain-
ing unit; etc.,). Form CO0-215, Request for
Personnel Action Forms (C0-815), is used
to submit requests. A PA is produced for
each employee in the designated group.
The information on the PA's will be as of
the payroll date nearest the requested
"file effective date" (see item 2 below).

COMPLETION INSTRUCTIONS -- FORM CO0-215

1 User Identification:
Required. Enter the 2-digit code
that represents the account number to
be charged for the cost of the PA's.
Codes are assigned on request by Cus-
tomer Relations, Systems Support
Services.

2 File Effective Date:
Optional. If a date is entered, the
PDB file as of the payroll nearest to
that date is wused to produce the
PA's, If no date is entered, the
file for the most recent payroll is
used.

3 Number of Copies:
Required. Either single sheet or 4-
part PA forms can be requested.

4 Sort Sequence:
Required. Only one sort can be des-
ignated on a request. PA's will be
provided in alphabetical order within
either:
(Sort 1) Check delivery institution
derived from PDB element 73, Check
Disposition.
(Sort 2) Institution segment of PDB
element 401, Major Department's Ac-
count Number.
(Sort 3) Classification Category, PD8
element 8,
(Sort 4) Bargaining Unit Representa-
tion and Representation Sub-Code seg-
ments of PDB element 11, Classifica-
tion Code.
(Sort 5) Major Department's Account
Number, PDB element 11; and Classifi-
cation Category, PDB element 8,

10

Check Delivery Institution:

Required if an institution number is
entered in item 6, Leave blank if an
"¥" is entered in item 6. Indicates
whether the institution number in
item 6 is the check delivery (PDB
element 73) or major department (PDB
element 401) institution.

Y
N

Check delivery institution
Major Department institution

Institution Number:

Required. Enter an "*" to request
PA's for employees of all institu-
tions, or the institution number for
a single institution. When an insti-
tution number is entered, PA's are
printed for employees with that in-
stitution number in PDB element 73 or
401 as indicated in item 5.

Classification Categories:

Required. Enter an "*" in the top
line (CC13) if PA's are desired for
all Classification . Categories, PDB
element 8. Enter the Classification
Category code(s) when PA's are needed
for only one or certain categories.

Bargaining Units:

Required for each 1line that has an
entry in item 7, Classification Cate-
gories. Enter an "*" in the first
space to request PA's regardless of
bargaining unit representation. If
PA's are desired only for members of
one or certain bargaining units, or
for unrepresented or excluded employ-
ees, enter the appropriate Bargaining
Unit Representation and Representa-
tion Sub-Code segments of PDB element
11, Classification Code.

Requested By:

Enter the name and phone number (7-
digit) of the individual requesting
the PA's who can be contacted if
questions arise.

Deliver To:

Enter the name, address, and phone
number of the individual who is to
receive the PA's.
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OREGON DEPARTMENT OF HIGHER EDUCATION
REQUEST FOR
. PERSONNEL ACTION FORMS (C0-815)

Job Stream: PBO19 Date Requested:
CNTL PBZ‘I?@ Date Wanted:
IDENT: XPB 88 @ File Eff. Date:
Inst —

@ No. of copies: 1 '—| 4 I
SORT SEQUENCE REQUESTED IS ALPHA WITHIN (CHECK ONE):
@ — Sort 1 — Sort 2 — Sort 3
Check Delivery I————] Inst Major Account '—l Class Category
— Sort 4 — Sort 5
l——] Bargaining Unit '———l Major Account Within Class Category
SELECTION CRITERIA:
@Check Delivery @ Institution @ Class @ Bargaining
Institution? Number Categories Units
(Y = Yes; N = No) (* = All) (* = All) (* = All)
cc1o U cc1 - 12 ‘—l—J cc3 l——' ccla - 23 |4 I I J L l d l ' I
cczqu CCZ5_34‘I‘L‘I|L'I’
CC35 t_l CC36 - 45 l | l 1 I | l | | | '
CC46 ‘_J CC47 - 56 l I l L l l I l | I I
ccs7 ‘_J CCS8 - 67 | l l l l l I IJ; I I
JOB ACCOUNTING:
PBO19 RUN DATE: REQUESTED BY:
(Name] ~ (Phone)
PBO19 START TIME: DELIVER TO:
LIST SNUMB: @
(Phone)
C0-215
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A GENERAL

Time cards are used to authorize pay-
roll disbursements to employees. Time
cards are not used in the following cir-
cumstances:

«.». When active forecast pay records are
on the Personnel Data Base. Pay is
generated from those records. See
FASOM 10.01C, Pay/Budget Data Ele-
ments. Time cards are, however, used
for all pay other than the employee's
regular salary.

«++. When a student employee's pay data is
reported on a Payroll Activity Report
(PAR) form. Pay data is entered from
the PAR form. See FASOM 05.05E02,
Student Payroll - PAR Form.

Time cards can be processed on any
payroll. Payrolls are described in FASOM
10.04, Payroll Checks.

A time card that duplicates PDB fore-
cast pay is rejected.

B PRENUMBERED TIME CARDS (FORM C0-621)

. Prenumbered time cards are blank
cards that departments can use to author-
ize pay. They are used when time cards
are needed and either preprinted cards
were not provided (e.g., new employee), or
the cards provided cannot be used (e.g.,
employee's name is changed). Prenumbered
time cards are prepared per section E.

C PREPRINTED TIME CARD (FORM CD-620)

Preprinted time cards are partly pre-
pared cards that are sent to institutions
for completion. Cards are computer-gener-
ated after each regular and

D DELETE TIME CARD (FORM C0-616)

An error made while entering a time
card by terminal, that is discovered after
the entry is concluded, is corrected by
deleting the erroneous input and re-
entering the time card as follows:

«sss Complete a Delete Time Card form as
described below.

+es. Replace the time card to be deleted
from the batch with the Delete Time

Card. The batch control totals are

not changed.
ees. Add the time card to another batch

for re-input.

The Delete Time Card is a signal to the
Controller's Division, Personnel-Payroll
to delete the time card from the batch,
and identifies the time card on the
payroll input report.

Complete the Delete Time Card in ac-
cordance with the following instructions:
1. Document: Enter the preprinted docu-

ment number from the top left corner

of the time card.

2. Units: Enter the units worked exact-
ly as they appear on the time card.
Do not enter "Days in Month" in line
4 even if it is on the time card,

3. Rate: Enter pay rate(s) exactly as
entered on the time card.

4. Deductions: Enter deduction amounts
exactly as they appear on the time
card. Do not enter Plan-Type codes.

5. Batch No.: Enter the Batch Number of
the batch in which the Delete Time
Card is placed.

When the UNITS, RATE and DEDUCTION
amounts that were input differ from the
amounts on the time card, enter the time
card amounts on the Delete Time Card.

supplemental payroll for
employees paid by time card
on that payroll, except

OREGON STATE BOARD OF HIGHER EDUCATION

DELETE TIME CARD

classified employees who | DOCUMENT UNITS RATE DEDUCTIONS
received only vacation pay y
(transaction code 1411) or (:) 1 (:) (:) j:)
compensatory pay (transaction . .
code 1412). 2

The preprinted cards can 3
be used only for pay for the .

following month. For exam-~
ple, a time card generated
from the regular May payroll
can be wused only for June CO-816(2084)

BATCH NO. @

pay. It is rejected if used

for supplemental May pay or any other non-
current pay. prenumbered time card is
required for these cases.

Preprinted time cards are completed

as described in section F. .
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8. Account Coding: Ac-

E count Number and Trans-

PREPARATION OF PRENUMBERED TIME CARDS

action Code are re-
quired; Variable De-

AT partment and Institu-
l (:) tion Use are optional.

DT @

FATC weT ToE “OUBER ]
o0

@B ©® |0 g

N B BEVEYY

—— Cash Account 1is only
BT entered when the fixed

1

‘<:> (:) cash - account on the

2

chart of accounts is to
be overridden. Since

the transaction code
identifies the type of

AVS 4 MONTe

pay, the code must be
properly indicated.

€0.CTONS

See FASOM section 2,
paragraph 02.10, for a

e G awcuns @
®‘ SROVAL

®

list of pay transaction
codes. When overtime

NOLYINOI HIHDIM 40 USYOR ILVIS NODINO

BUSINESS OFFICE
co-62'

and holiday time are

2.
3.
4.

Document Number: Always prenum-
bered. The first two digits are al-
ways "91" through "99."

Name: Employee's full name with last
name first. Must agree with the PDB.
Social Security Number: Employee's
hyphenated Social Security Number.
Classification: The employee's Clas-
sification Code, PDB element 11, may
be entered for information purposes.
However, the Classification Code on
the PDB will appear on the Payroll
Register.

Month: The month for which payment
is being made. Use two digits (01,
02, etc.). When computing pay, non-
current months are not combined and
separate checks are produced.

Units: The number of units worked by
the employee (e.g., month, hour,
piece, etc.). All units must be in
tenths (e.g., 1.0, 56.5, etc.).

Time may be reported as a part of a
month at a monthly rate by using line
4. The number of possible working
days, 1including holidays, for the
month being paid are indicated in the
"Days In Month" box.. The actual days
worked, plus holidays and other paid
leave time, are indicated in
"Units." See paragraph G, Partial
Month's Pay Calculation, for further
information.

Line 4 may also be used the same as
lines 1, 2 and 3.

Rate: The dollar rate of pay for
each full unit of work, If Units are
in hours, Rate must be the hourly
rate; if the Unit is a month, Rate
must be the monthly rate; if the Unit

is days worked out of Days In Manth,

Rate must be the monthly rate, The
rate indicated for classified and
management service employees should
normally agree with the Personnel
Division's Sompensation Plan.

reported, pay is com-
puted at 1-1/2 times
the rate entered on the
card (transaction codes 1421, 1422, 1520,
1521, 1523). The employee's regular hour-
ly rate and the actual hours worked are
entered for all holiday and overtime work.

9. CWSP Code: CWSP accounts must be on
successive lines on the time card.
For a CWSP student paid 20% by the
department and 80% from a CWSP ac-
count:

a. Enter the 20% charge to the de-
partment on the first line and
"p" (prime account) as the CWSP
code. Enter total units worked
and rate,

b. Enter the 80% account charge on
the second line and either "C"
(on-campus  student) or "L"
(loaned from another campus) as
the CWSP code. Do not enter
Units or Rate.

For students funded 100% by outside

agencies, a single line is used with

an "F" as the CWSP code. When two

CWSP payments are reported on a sin-

gle time card, lines 1 and 3 must in-

dicate the prime (20%) accounts, and

lines 2 and 4 the "C" or "L" (80%)

accounts.

10. SAIF: This field must be completed

and must contain two digits in the
range 00-31. Enter the number of
days worked during the month. The
SAIF deduction is the number of days
worked in the month times the daily
SAIF rate (see FASOM 10,09C[1]). If
the number entered exceeds 31 for a
pay package, the deduction is limited
by the computer to 31 times the daily
rate.,
For those employees with more than
one time card and with the full
amount for SAIF withheld on one time
card, enter "00" on the other time
cards.

Enter "00" for supplemental pay for
employees paid from the PDB including
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employees on sabbatical

leave. Enter "20" for
employees on sabbatical
leave for the full 700024

| CAsT NAmE @ st mwoie | secrat secomiry NuMBRR | CLASSIRILaToe
| @ ; @

| SHINE RISE ANN 543-21-0987 " | 2999

month who are not paid Meaw ] [womes]
from the PDB. (o) |
11, All Deducts/No De- 51

Sawe 10 Tave [TWev Tvre RomaeR vRAWE VAR wan.  aen [owr
i @ i . coos omer | use !
i ! :

vepocrs] loeouers

ducts: Refers only to (e oo
i

|

: \

3.50 {70061 {1015 (1501 |
: 1 I

®

deductions which are on Hi 2
the PDB. Checking the S;Zj&:L‘é
"All Deducts" or "No T .

Toavs in monTw i

Deducts" box on a time a| 5

card does not affect

oehucTions

any time card deduc- | & = e
tion. On time cards

--------

1
AmounT

for a non-current

month, including those [

assINESS ok icE

Loe 2t

for non-current emer-

gency checks, Data Base

deductions are taken only if "All

Deducts"™ 1is checked. On current

month time cards:

a. If "All Deducts" 1is checked,
PDB deductions are taken even if
they were previously taken for
the current month.

b. If "No Deducts" is checked, PDB
deductions are not taken from
either this time card or any
other pay which is combined with
this time card.

C. If neither "All Deducts" nor "No
Deducts" is checked, PDB deduc-
tions are taken automatically
from the first pay for the cur-
rent month but are not taken
again from a subsequent check.
However, if a check reversal or
pay reversal is processed for
current month pay from which PDB
deductions were taken, the PDB
deductions are taken again from
a subsequent check within the
current month,

12. Deductions: Any valid deduction plan
may be processed on a time card up to
a limit of three per document. A
Plan-Type may be indicated on a time
card even if no pay information is
reported on the document, The
"Month" (field 5) must be entered.
The desired deduction amount must be
entered. It does not have to be the
same as the amount on the current de-
duction plan master file.

13. Business Office: Institutional Pay-
roll Supervisor or other person au-
thorizing payment to the employee.

14. Approval: Internal approval as re-
quired by the institution.

15. Date: Date approved.

F COMPLETION OF PREPRINTED TIME CARDS
' Fields 1-5 and 7-9 are machine
entered on preprinted time cards,.
Institutions complete the time cards by:

+e+.. Entering Units of work (item 6) and
SAIF days (item 10).

+ees Lining out and correcting incorrect
preprinted data.

+ees Entering additional pay accounts and
other data as applicable.

1. Document Number: Always preprinted;
cannot be changed. The first two
digits are the check delivery insti-
tution number.

2. Name: Employee's full name from the
PDB; cannot be changed. If the em-
ployee's name 1is changed a prenum-
bered card must be prepared to re-
place the preprinted card.

3. Social Security Number: The pre-
printed number can be changed if the
SSN on the PDB is changed.

4, Classification: The preprinted Clas-
sification Code is for information
only. The code on the PDB will be
entered on the Payroll Register.

5. Maonth: The current month; cannot be
changed. A preprinted time card for
one month can't be used for any other
month,

6. Units: Required for each pay line.
See paragraph E,

7,8. Rate and Account Coding: Preprinted
data can be changed by lining it out
and entering replacement data above,
or by deleting the entire pay line
and entering new pay lines. See
paragraph E for further information.

9. CWSP Code: A preprinted CWSP Code
may not be blanked out. To remove or
change a CWSP code, the entire pay
line must be deleted and a new line
entered. See paragraph E for further
information.

10- See paragraph E for field descrip-

15. tions and instructions.

G PARTIAL MONTH'S PAY CALCULATION

When an employee on a monthly salary
is to be paid for part of a month, pay
line 4 may be used to indicate the propor-
tion of the full month for which pay is
due. Enter the number of possible work
days, including holidays, for the month in
the "Days in Month" box in line 4. Enter
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the number of days for which pay is due in
"Units" and the monthly pay rate in
"Rate." Gross pay is automatically cal-
culated when the time card data is input.

For academic employees, use calendar
days including weekends in both "Days in
Month" and "Units."

For classified and management service
employees, "Days in Month" and "Units" are
determined from the assigned work schedule
and days worked. The following examples
illustrate time card entries in various
situations. Note: "Days in Month" must
be two digits; "Units" must be in tenths.

Example 1: An employee on a regular
8 hours a day schedule works 9.5 of 23
work days. Monthly pay rate is $750.

DAYS IN MONTH (UNITS) (RATE)
4 23 9.5 750.00

Example 2: An employee on a flexible
10-hour day, 4-day week schedule works 8
of 17 work days at $750 a month.

DAYS IN MONTH (UNITS) (RATE)
4 17 8.0 750.00

Example 3: An employee is on a flex-
ible 10-hour day, 4-day week schedule.
The last day worked is Wednesday, November
14, 1984, in a week containing a holiday
(Veteran's Day). The employee worked 8
hour days during the holiday week. In
this case the total scheduled work and
holiday hours for the month (170), and the
total hours to be paid (5 10-hour days + 3
8-hour days = 74) are calculated. The two
totals are divided by 10 and the results
entered as follows:

DAYS IN MONTH (UNITS) (RATE)
4 17 7.4 750.00

Example 4: Because of the employee's
schedule or hours worked, it may not be
possible to express "Days in Month" in two
digits or "Units" in tenths. This can
occur when the employee is. paid for a
partial day (e.g., 3 hours = .375 days),
and when an employee is working a flexible
schedule and the first or last week of the
month is a holiday week (total scheduled
hours can range from 168 to 192 for an em-
ployee on a 10-hour day, 4-day week
schedule). For example, an employee is to
be paid for 86 of 182 scheduled hours at a
monthly rate of $750. In this case it is
necessary to calculate the partial month's
pay as follows:

Hours Paid

X Monthly Rate = Total Pay
Scheduled Hours

86
—— X 750 = $354.40
182

This is entered in any pay line. as
1.0 unit with the calculated amount as the
rate.

UNITS RATE
1 1.0 354.40
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A PAYROLL ADJUSTMENTS

Ad justment cards, form C0-622, are
used to enter and document changes to em-
ployee's pay, payroll deductions and with-
holdings, and payroll records. Each type
of change is called a payroll adjustment
activity and assigned an activity code.

Payroll changes are input to the Pay-
roll System from the adjustment cards.
Each input generates a payroll "package"
that is processed, reported, and audited
as a separate transaction. Transactions
are never combined. Only one activity
code can be used on a transaction, and
each change can normally be entered on one
adjustment card. A change that requires

more than one card must be entered as two
or more transactions.

1] Adjustment Categories

Payroll adjustment cards are used to
make four categories of payroll changes:
(1) reversal - to cancel a paycheck or re-
fund check;  (2) receivable - to set up a
receivable for an amount due from an em-
ployee; (3) adjustment - to record adjust-
ments to pay, pay accounts, withholdings
or deductions; and (4) refund - to refund
retirement contributions, taxes, or pay
redistribution plan amounts to employees.

[2] Activity/Amount Field Correlation

Only the amount fields checked on the
chart below are permitted for each adjust-
ment activity.

g
c|€lm
w|Ooic . .
AMOUNT FIELDS A e Al = el I MM
PERMITTED sEBEREEEEE] I
x w |+ ]a 0O |« |« 3
© Q[ ] o} o [ "
PAYROLL o || [FlelolGlsla|~laf 5] IS
ADJUSTHENT F | RRSRERIZEISEE] B3
ACTIVITY TYPE ololol|afnln] ] de|” |« < le|>]8
el BEEEERRER R SR
Code Description (N (TSN el (2 (VO [Ny =Wy (- (=0 (o ol T (o [P [ -
11|Pay Check Reversal XIXIXEXEXIX XXX PX XXX X XXX
Y FICA Refund Reversal X X
& | &|PERS Refund Reversal x| |x X
= TIAA-CREF Refund Reversal X | X X
> |12{Fed. Retirement Refund Reversal X X
&= Federal Tax Refund Reversal X X
State Tax Refund Reversal X X
) 121|Pay Reversal Receivable XIXPXEXPX[XPXIXIX XXX IX (X {X{X{X
@ [22|FICA Receivable x [x
Z |23 |[PERS Receivable X X
& [24|T1AA-CREF Receivable x [
& [25|Federal Retirement Receivable X
n 30 |Attribution & Attr. Subject X X X | X
— |31|Pay Account Transfer X
¢ 32|Adjustment XIXIX|X[X X X{X XX X
= 33|Cash Received -- Vol. Deduction XX X
D |34|Cash Disbursed -- Vol. Deduction X | X X
a 35|Manual Check XIXIXEX XX EXIXEX IXEX X EX XXX X
= 36|Less Overpayment X :
41|FICA Refund _ X|X
42 {Retirement Refund -- PERS X X
v |43{Retirement Refund -- TIAA-CREF XX
% 44 |Retirement Refund -- Federal X
= |45|Federal Tax Refund X
& |u6|state Tax Refund X
47|Pay Redistribution Refund X
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B

1

7

8 - Plan-Type/Amount:

GENERAL INSTRUCTIONS

- Name:

FOR PREPARING
ADJUSTMENT CARDS

Employee's full

/019346

FIRST . MIOOLE S.5. NO.

3

1 TYPE NUMBER

TRANS CCDE

VAR DEPT INST USE CASH AMOUNT MO-YR PLAN-TY

name,

last name first.

Must match the name on

the
Base.

- Social

ber:

phenated

match
PDB.

Personnel Data

Security Num-
Employee's hy-
SSN. Must

the SSN on the

- Reason:

- Activity Type:
the applicable
ment activity
the appropriate

explanation
reason for the
ment.

- Approval/Date:

ture of person
ized to approve

code

Enter
adjust-
in
box.

Enter a short
of

the
ad just-

Signa-
author-
adjust-

ments, and the date ap-

proved.
- Account
The pay
and the

Number/Amount:
account number,
gross pay a-

mount to be charged or

reversed.

when an

fects gross pay.

account
entered,
quired.
tivity
21, 31,
than 3

Used only
adjustment af-
If an

or amount is
both are re-
Applies to ac-
codes 11, 12,
35,

accounts, enter

and 36 only.

@

@

TEDERAL
TAX | (9

_—

STAT
TaX

A

il

© SAIF

A
fsouAL‘l (
RETIR
ETIRE ' N

T
CONT '

ATTR

CCNT SuB)

PERS

CONT

| S

@@

TtAA /CREF

ATTR SuB!

FICA

NEYT . ]l

U3,
CHECK ‘ “‘ MiC
l NO

NLAABER

®

K ASCN c0-622 Mn. 517

APPROVAL

ORE STATE BOARD OF HIGHER EDUCATION

g

INST.NO.

DATE

019347

MIOCLE ( )SOCIAL SECURITY NUMBER

2

3

NST 1YFE NUMaz¢

1LAST NAME (') FIRST

TRANS (O0E

VAR DEPT  :nst

casH

AMCUNT

V3

1

<
) &
v

LAt~ TYPE —a

N

AMOUNT

-

—f

)

(6

et

P~
-~
|

Q)

g

g

L

.

o fo fo o o [0 o fo o

B

4
\ REASON

T —? SATE ’

AP?R0VAL

If more
"See side B"

in the third line and continue on the

back.
code 31.

- Account Month-Year:

element
entered.

porting.

6,

Use only side B for activity

Required when
Account Number/Amount

is

Used to control the "actual
pay" record on the PDB, and to deter-
mine the month and year for SFR re-

Used

only for de-

ductions with plan-type codes on the

File of

deduction.

are req
zero de

Tables, Plan

uired. Enter
duction f(e.gq.,

Master/Detail
Table (see- FASOM 100.03).
plan-type code and amount for
Both the code and amount
"0.00"
health insur-

Enter the
each

for a

ance plan funded 100% by the employ-

er).

Applicable zero amount deduc-

tions must be entered for employer

contributions to be correct.
deductions,
last line and

than 7
"See si

plan-type
de B" in the

continue on the back.
9 - Other Deduction and Withholding Data:
Data can be entered only with appro-

If more
enter

priate adjustment activity codes.
The chart in A[2] correlates the
fields and activity codes. The data

fields are:

A - Federal Tax Amount
B - State Tax Amount

€ - SAIF Amount

e
FEDERAL
TAX

T s1ats

I TAX

FEQERAL
REVIRE

| (B), [ KC) (D) ,

TIAA/CREF

| ),

()

CONT

(]:)A CCNT

A

PERS.

ATTR
ATTR

CONT suB) (J) N (L) e

), [ M,

ATTR SUBI

SuBJ
- Federal Retirement Amount
TIAA-CREF Contribution Amount
TIAA-CREF Attribution Amount
TIAA-CREF Contribution Subject
Amount
TIAA-CREF
Amount
PERS Contribution Amount
PERS Attribution Amount
PERS Contribution Subject Amount
PERS Attribution Subject Amount
FICA Amount
FICA Subject Amount
FICA Adjustment Code: Indicates the
reason for a reduction in FICA sub-
ject pay. A code is required if FICA
Subject Amount is decreased, and must
be blank if it is increased. FICA
Adjustment codes are:

pm o4 MmO

Attribution Subject

ZXrXRXuH-

10

A - Student Earnings Exempt

B - Reduce to Maximum

C - Reduction Due to Pay or Check Re-
versal

D - Adjusting Between Quarters

E - Employee Transferred

F - Federal Civil Service Exempt,
Pre-1984

G - Foreigners Exempt

H Error in Pay Computation
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Payroll Register, including zero

c PREPARING ADJUSTMENT CARDS deductions.
9 - Withholding Data: Enter all items to
Ad justment cards are prepared accord- be reversed which appear on the Pay-
ing to the specific instructions for each roll Register in the Current Amount
adjustment activity code and the general and Current Subject Amount columns.
instructions in section 8. 10 - FICA Adjustment Code: Required if a
FICA amount was on the check. Enter
11 - CHECK REVERSAL code "C."
11 - Month-Year For: The month and year
Purpose: To cancel a paycheck or a refund for which the check being reversed
check. was issued. A current month causes
all current month-to-date amounts
General: The check must be reversed ex- stored on the PDB to be adjusted.
actly as it was originally issued and
shown on the Payroll Register. For a FICA refund check reversal, the
Month-Year For must be the same as on
Enter all dollar amounts as positive the original adjustment document.
amounts -- no brackets are necessary. The This data determines the FICA quarter
data processing system determines which to be adjusted.
amounts are positive and which are nega- 12 - Net: Net amount of the check being
tive for the purpose of adjusting the em- reversed,
ployee's year-to-date record. The Payroll 13 - Check Number: Check number of the
Register will show the appropriate nega- original check.
tive signs. 14 - MICR Number: The first 8-digit num-
ber imprinted in magnetic ink near
The total gross amount (field 6) must the lower left corner of the check
equal the net amount (field 12) plus all being reversed.
deductions and withholdings (fields 8 and 15 - Check Month-Year: The month and year
9). An out-of-balance entry is rejected the check was actually written re-
by audit. gardless of when the pay was earned.
Identifies the quarter for which FICA
Required Fields: will be adjusted for other than FICA
1-10 See B, General Instructions. refund check reversals (see 11 -
6 - Account Number/Amount: Enter the Month-Year For). The Check Month-
same as they appear on the Payroll Year is on the Payroll Register to
Register. help locate the original entry.
7 - Month-Year: Required for each ac-
count. Must be the same as field 11, If the Check Month-Year is a prior
Month-Year For. year, current year-to-date amounts
8 - Plan-Type/Amount: Enter all plan- are not affected. Prior year-to-date
type deductions that appear on the totals are not accumulated. by em-
ployee.
() ©) ©)
tast \_/ FIRST MIDDLE 5.5, NO, REV ~REC | ADJ | R
019344 EEL LEE 5yy-33-221] N\
1NST TYPE NUMBER TRANS CODE, VAR DEPT | INST USE AMOUNT MO-YR PLAN-TYPE AMOUNT
760505850\ 130) 992.00, /-84 |247-190| 200,00
()= —=— (.| (0)_|7/7802] 42,88
“FEDERAL STATE FeoERAr T 5‘/0’00, 12,00
1090, 470 | 54,00 ~7y2.80] % [(3) , [58-002] j2,00
| IS U AN 1 A . 773701 00
T % |ATIR w w
\;J cousun __im_jh_/lb:_c?r%z ~ @ qquOO 673'70 AOD
< < T FICA MO- YR,
- mg I 26 75(8) 292,00 B TC = (DI 57 (3)—
(12)503,99| &5 ~33445544 ma?\lo/zg%’ﬁ Sonl-g ™~
On LIOP W o LD 72 (0 24%y
w APPROVAL INST.NO. baté
ORE STATE BOARD OF HIGHER EDUCATION
k REASON Co-622 M. 112

J
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12 - CHECK REVERSAL CANCELLATION

Tast A Yy 700 [ N
Purpose: To cancel a check reversal. (ﬁg“z MOTT 0TTO M lﬂll{j\ 2211 lm (P
The Check reversal Cancellation NS? TYPE NUMBSER TRANS CODE,  wAR DEFT INST St CasH AMOUNT MO-vR PLAN- Y
creates a positive xecord for the 501264|7923| 10! 2203.,00)7/23 A
Check Reconciliation System. a A
' — . A
General: The Net plus all withhold- | OéAIZ["”[[‘{qAGO w (2,20 W A A
ings and deductions must equal the | [= 2 o 2 2|Sr . R
gross amount. If not, the input is |YfGm a—] ¥ Jam s 0 A N
rejected by audit. | 2 [ g ‘{7‘&75!‘42203 AR 12/a N
w| 925, Iﬂ <k (34544543 & IOUWS 3% )2/43
Required Fields: The same fields re- e e —" 7 /Y7
quired for a Check reversal, code 11, £r A o Y . oave
are requ1red for a Check Reversal Can- u‘”"co-uz v ORE STATE BOARD OF HIGHER EDUCATION )
cellation. All items that were on the
original Check Reversal document are !
entered except: 3 - Activity Type: Enter code "12."
10 - FICA Adjustment Code: Must be blank.
21 - PAY REVERSAL RECEIVABLE — ;
019343 | aroN ABRA A B55-44-3333 | B1
Purpose: To reverse a pay item for |7 T i  jeanscooe waeorm inst ust casm GUNT o T FANTITE 3 5
which a check as issued and cashed, or [70|280129(£ |1/0/ 806.0pl17223 .
for which a deposit was made directly N N
to the employee's bank account. R N
Fl?:: 73 SIAIE w sl 'gl(:[(ll.?l
General: The payee is either repaying wl eﬂ “[M;} ﬁiﬁgo ! . R
the money in cash or has made some S an o Eo o = A
arrangement for later payment. The 3= a o - T A
Pay Reversal backs out the dollars }= LA Q? 1 90m" <%.K:cm‘1289 R
from the employee's record. A Record ——L—é;-JZQLiﬂﬂLJ(:> 1 e ’83
Adjusted field entry and a debit to an M&Lﬂﬂiﬁ%_ﬂ_ = " ‘5‘3’£

Accounts Receivable account (XX-012-

RE STATE BOARD OF HIGHER EDUCATIOI

J

6009) are generated for the amount of "““‘“"’“'“

the Pay Reversal '"net. When the

money is repaid the recelvable account is are bracketed. Receivable code 21 is
credited using Transactlon Code 0880, Re- used.

ceived on Account.

The net plus withholdings and deduc-
tions must equal the gross amount. If
not, the input is rejected by audit. To
cancel a Pay Reversal, an adjustment card
containing the same data as the pay rever-
sal is submitted, except that the amounts

Required Fields: The same fields required
for a code 11 Check Reversal are required
for a Pay Reversal except:

3 - Aetivity Type: Enter code "21" in
the REC (Receivable) box.
13 - Check Number: Must be blank.
14 - MICR Number: Must be blank.

-22 - FICA RECEIVABLE

Purpose: To record a FICA amount due [§19344
for a previous pay period rather than e

deduct it directly from a single pay-

check.

General: The FICA coentribution amount ]
enerates an accounts receivable entry

44 | iABOB 508 AL( |525-25'-25ng'“ 2
T T B MR R O Tos
= A 5 D T A - .

XX-~-012-6009). The institution cred-

rens

A

CONT
CONT Subs
ATt

(8 —(37 o

its the receivable account when the. §wnw

P r > Jbv
PERS

1

retro-FICA amount is received. This

rca

37250%] 560 00 [ 793

| S N I

gives the institution the ability to

make specific repayment arrangements 2
with employees. 1If payroll deductions

are made to satisfy the receivable, \_ "> com\ i

wer | = [ & g~
ub; T \10 /-1-3Y
m A ORE BTATE BOARD Oul..'l::;!l IDUCATI;;“

S

use Plan-Type 95X-001.

A separate document must be prepared
for each quarter involved to properly
record the amounts in the employee's

Social Security record. If more than one
month in a quarter is involved, this
should be stated in the "Reason."
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For this type of receivable activity 9 - Withholding Data: Enter the follow-
the employee's year-to-date net pay is not ing:
affected; the offset to the year-to-date Fica Amount: The amount due for the
FICA contribution amount is entered in a quarter.
Record Adjusted field. FICA Subject Amount: Subject pay for

the quarter from which no FICA was

To cancel a FICA Receivable, an ad- withheld
justment card containing the same data as 11 - Month-Year For: The month and year
the FICA Receivable is submitted with the for which the check was issued and
dollar amounts bracketed. Receivable code the FICA Amount is due. If more than
22 is used. one month in a quarter is involved,

enter a single month and the quarter

Required Fields: totals in FICA Amount and FICA Sub-
1-5 See B, General Instructions. ject Amount.

23 - RETIREMENT RECEIVABLE - PERS

24 - RETIREMENT RECEIVABLE - TIAA-CREF
25 - RETIREMENT RECEIVABLE - FEDERAL

Purpose: To record a retirement con- /519342 7 K™ eay ™ 7 l zk 2
tribution due for a previous pay pe- C, T o YA'..M .mwfym.. l;.lé']/ ?qugn W
riod rather than deduct it directly .
from a single paycheck. L R
General: The retirement contribution | TRE] sa o T(E} A
amount generates an accounts receiva- o comt o 4 4
ble entry (XX-012-6009). The institu- |3fm J)g_: m,ii”.:’. ® /0£8.00 .
tion credits the receivable account [3[E=[18 )1 s TR T A A
when the retro-retirement amount is [Zlot= T o = e & c':’: £-84(1) A
received. This gives the institution | S5 [ ] ,
the ability to make specific repayment :,_(égggﬁ M® 29 7-4 -9
arrangements with employees. If pay- ONE $TATE BOARD 0% HGHER EOUCATION

roll deductions are taken to satisfy

TAICN CO-022 o -2

the receivable, use Plan-Type 95X-001.

J

To cancel a Retirement Receivable, an 9 - Withholding Data: Enter the follow-
adjustment card containing the same data ing: .
as the Retirement Receivable is submitted Code 23: PERS Contribution Amount
with the dollar amounts bracketed. The PERS Contribution Subject
same receivable code (23, 24, or 25) is Amount
used. Code 24: TIAA-CREF Contribution Amount
TIAA-CREF Contribution Subject
Required Fields: Amount
1-5 See B, General Instructions. Enter Code 25: Federal Retirement Contribu-
code 23, 24, or 25, as appropriate, tion Amount
in field 3 activity type block "REC" 11 - Month-Year For
(receivable).
30 - ATTRIBUTIONS & ATTRIBUTIONS
SUBJECT ADJUSTMENT fl9343 mS]NNED EN’Ws ‘5/5 78 75/5'@_()!&3\
Purpose: To increase or decrease re- \T R
tirement attributions for an employee, R .
and record the changes to the attribu- R .
tion and subject pay amount records. | R J”‘"r [ R R R
CONT CONT, ONT E
General: Only the following fields |[§[em . 18 -(9 ‘Af:‘:‘f. (9) A A
can be changed with code 30: TIAA- §“’""‘“@__§ O\;{;c?[7 e H/gj 7;:90'5) A
CREF Attribution Amount, TIAA-CREF |219= e T — B (n A——fN
Attribution Subject Amount, PERS [l . | & | | ] il 7 i
Attribution Amount and PERS Attribu- |Net sabject 25 PERS 2% 7-4-
tion Sub J ect Amount. Bracket the k 4 A ORE ::nz BOARD OF ﬁ:«:iu znucAﬂ::a“ —
amounts when Attribution Amount and L) —
Attribution Subject Amount are ,—;ﬁk! L l‘,....l -L 1""1 i T I‘ L =
reduced. If retirement contributions e a a1 T . A
must also be changed, use a separate t p ) Az a .
card and receivable code 23, 24, or $ [t o Rt "
25, or refund code 42, 43, or 44 as 2 e J2YR. 00 £ N F(l - /-
applicable. To transfer attributions wer | EEEE [ =] Seo
between PERS and TIAA-CREF, use Code ;"—élgbt Lo T1AA- CKEF- g Q0 Z-F-¢f
3 2 ;m:'l BOARD O-F.I:I:Ill IWCA‘HOI

\ HAON c0-822 In. s

J

5
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Required Fields:

1-5 See B, General Instructions.

9 - Withholding Data: Enter:
PERS Attribution Amount and PERS
Attribution Subject Amount,

or enter
TIAA-CREF Attribution Amount and
TIAA-CREF Attribution Sub ject
Amount

11 - Month-Year For

31 - PAY ACCOUNT TRANSFER

(019347

ron- |56 87— 8 766( 2 3223)
AMOUNT mo-Yt PLAN=TYPE e’ aMOU

01934 mﬂgfm{? L _BUR)
Purpose: To transfer part or all of [8D|242 ?03; 1541 51,00\ /-5 .
an employee's gross pay from one pay [#/24219039]]506] (51 .00) 1/-¥3 .
account to another. 3212;‘21 32'5; ;;.g; {’?,36‘ ";"g’: .

7. 17+
. 63 (9033 I5p] S ST.on[12-8 .

General: Use only side B of the ad- 2%1‘2 9239 | /50] 750 00) [2-2%
justment document. Twelve account A N .
numbers can be entered on a card. Use §) ) N
additional cards if more than 12 i (8~ . _Q/ .
transactions need to be entered for an . >
employee. Total increases must equal Ir“h *
total decreases on a card. If not, CorrecE oaom y =717

kzmr_c_;eg_ia‘_fq_&a%cg.s_ B L=m— (5) 1/2-7 J

the input is rejected by audit 1176,

Entry Does Not Crossfoot.

LTAST NAME MIDOL »
Required Fields: Dioges [ Suie Slue T lsiEigere T 50
6 —bAtchc.ount Number/Amount: Enter 1:1105'0 221 11972 (?Vo; oy ’
oth: IAD50 (2/( /97 3 .
Transfer to pay account and a- Lﬂg'p LIT [ 1¢f T 399 .
mount to be charged. The ac- 123{3 ”;I,l’ lg;g {(,¢0)1 ;.’ .
count is debited. { £.421) %1 .
Transfer from pay account and a- %%“:{g’, 5”4 S.0v| 32y .
mount  to be transferred. (G5 s TgusT) o 4'3‘} 3-8Y .
Bracket the amount. The ac- |30]65p |45/ 1,919 do 7
count is credited. 080 [avn; I?1I)YT £azl 3~ —
7 - Account Month-Year: Required for 019343 sl T ELLISs T 9/3:'253247{ i]\
each account. L[~ e NUMBES  THANS CODE  VA® DEPI ST LSt [ AMOUNT ‘ mo-va PLAN— TTRE AMOUNT
o 05082111301 Moé/,bo ‘_3;_1-[ .
Activity code 31 can also be used . 2050 2'; (910 1£7.25 .
to control the automatic calculation 35”,—0 S;;l {c ,’i ("[é'.’; .
and transfer of OPE pertaining to the 50 @21011917 (1 E.02 LY
pay being transferred. This situation ﬁ s8¢ Gty 111,120 94 ,
would arise for example, when non- &.ﬂ_%_ yolli3pl 100¥%, 2-%Y .
current pay is transferred and the OPE 30,0 "/D[‘ 1912 £7.25] 2.8 .
rates have changed. The OPE amounts 13 ,3-51 Lg;; 1;;;‘; 7':3" .
entered replace the amounts that would 01850 1evol 913 e 021 7-97 :
navSPEbeen autfqmatigalfl_y r:alculatedE 201050 Ry0 (11919 /2,13 3-8 .
] is transferred if a zero amoun s , 7/
is entered. Each OPE component is \_ o B C%r, = 3‘/J
controlled by a 1910 - 1921 transaction
code.
1913 Medical Insurance
A negative (from) and positive (to) 1914 Dental Insurance
amount must be entered for each OPE com- 1915 Life Insurance and Long-Term Disa-
ponent being controlled, including any for bility
which a zero amount was calculated. 1916 Workers' Compensation Board
1917 SAIF
Code OPE Component 1918 Personnel Division Assessment

1910 FICA 1919 Employee Relations Board Assessment
1911 Retirement 1920 Unemployment
1912 Retirement Attributions 1921 Mass Transit Assessment
32 - WITHHOLDING OR DEDUCTION TRANSFER ‘
decreases the PERS Attribution and
Purpose: To transfer amounts on an em- Attribution Subject Amounts.
ployee's pay record from one withholding
field to another, or from one deduction General: This activity cannot be used to
plan-type to another. change gross or net pay. Total increases
Example: A PERS attribution should must equal total decreases on a card ex-
have been TIAA-CREF. The transfer cept for FICA, PERS, and TIAA-CREF Subject
increases the TIAA-CREF -Attribution amounts. If not equal, the input is re-

and Attribution Subject Amounts, and

jected by audit.

03/84




0SBHE FINANCTAL ADMINISTRATION STANDARD OPERATING MANUAL

10.03

Personnel-Payroll

10.03

Payroll Adjustment Card

When the FICA Subject amount is
decreased, a FICA Adjustment Code is

required. Acceptable FICA Adjustment

Codes are: 619345 NNELLE BLLEN |543'zz-239@1_@
INST e ThANS CODE INST usE CASH mAn-Tvre

A - Student Earnings Exempt . gu-ool | (22, 00)

B - Reduce to Maximum . 2(2-011| 22,00

D - Adjusting Between Quarters (A . L
card for the quarter when FICA |™&%] | R R (8)—1 ..
and FICA Subject are increased is (e = [cov ARy . .
also required. ) (90,001 % L\ " /g9 o nr NI (7.800.59 R

E - Employee Transferred e . 3E w & A

F - Federal Civil Service Exempt, Pre- [%u] =%000.00 S | |1§T & B

G - ;g?‘gigners Exempt PoB rms-ca:/ccl »%:O o2 }o 14

H - Error in Pay Computation \i“”"co-on m.w@ ansnt:nouoonrmantuloucumn J
An entry in a PERS Contribution

or Attribution, TIAA-CREF Contribution

or Attribution, or FICA Amount field re- the "from" amount. "From" and "to"

quires an entry in a corresponding PERS, amount totals must be equal.

TIAA-CREF, or FICA Subject Amount field. 9 - MWithholding Data: Amounts can be

A subject amount can be entered without a
corresponding contribution or attribution
amount, or FICA amount, however.

Required Fields:

1-5,8,9 See B, General Instructions.

8 - Plan-Type/Amount: Both transfer from
and transfer to plan-types are re-
quired to effect a transfer. Bracket

transferred between the following
Amount fields and the corresponding
Subject Amount fields (or between the
Subject Amount fields only): PERS
and TIAA-CREF Contributions; PERS and
TIAA-CREF  Attributions; FICA and
Federal/State Tax. Bracket the
"from" amounts. "From" and "“to"
amount totals must be equal.

33 - CASH RECEIVED -- VOLUNTARY DEDUCTION

Purpose: To update the employee's

year-to-date pay record for a cash @9345
payment by an employee of a voluntary
deduction. There are no accounting

ST T TYPE

o aw paiine Y ss7-852785(2) | B(3)

st

entries generated by this activity.

General: The employee's year-to-date T
record is updated by the amount(s) on

the adjustment card. This entry ap-

pears as a separate column on the

Deduction Report. When the collection

is recorded, an offsetting entry is e

recorded in a Record Adjusted field.
Collections of Tax Deferred Annuity,

Deferred Compensation, or Required k"‘“’"co—ua . o

A EH-pDL)  [4.25
N 7 "\
R (3)_1 L8 |
STATE TEDERAL
N TAX sau RETIRE N
A A A
CONT CONT
. e I Az s A N
® tam a H T ame
v ATIR
< feonr san| N A Lol A A
i 3 =] RS
= {amesun g N A 2]
l CHECK [ mice CHECK
NUMBIR NO MO-¥R
cZi r - éf(; P Y0 Z—Q*W
A 45T, WO,
m ORE STATE BOAAD OF HIGKER lDIlCA‘I’InN
N/

Perquisite amounts require adjustments
to Federal and State Tax fields.

(@)
(1945 lpepie Elgee ERT (1)_15353)
When the adjustment is to a Tax WS e ﬂvgﬁm --w'ngn ;3 3) 353; ....b

Deferred Annuity, Deferred Compensa-

N 92220 319.5_2

tion, or Required Perquisite deduction

plan, no other deduction plan is al-

lowed on the document.

SAIF

ik

_ (o)l 1 (9)_ - N
s‘é’L!QD““ISJZHLpD T | ONEQ N

ATTR

Required Fields:

A

¥
CONT
cont N Sus)

”"es

AT g

TIAA/CREF

FCA|  ves

4
> P P b

1-5,8 See B, General Instructions. B " AN

8 - Plan-Type/Amount: Multiple plan- ] A S T T"-l‘o"Lm =
types can be entered except when a1 mm =o
c;gh is received for a Tpax De- | T2 2 wi Id. %‘-@%& /"”‘y‘f
ferred Annuity, Deferred Compen- m A onESTATE soanwmonen eoucATION
sation, or Required Perquisite kﬁ“““" i _J
for which no deduction was taken.

9 - Withholding Data: Federal Tax
and State Tax must be adjusted pensation, or Required Perquisite
when cash collection of a Tax results in a reduction in tax liabil-
Deferred Annuity, Deferred Com- ity. Bracket the tax amounts.

7 03/84



OSBHE FINANCIAL ADMINISTRATION STANDARD OPERATING MANUAL

10.03

Personnel-Payroll

10.03

34 - CASH DISBURSED -- VOLUNTARY DEDUCTION

Payroll Adjustment Card

Purpose: To record voluntary deduc- (‘9345 |§fMA-RP FQ})M 5 ;*"f 517 C[lgm|

tion refunds to employees through the W
‘Accounts Payable System. Voluntary

TRANS CODE, vad OEFT /INST USE ‘MOW‘A (_‘ &7;";'51 (/ g .22

deduction refunds must be made via

Disbursement Request.

. (s D
e s (O

=
=3
¥4

FEDERAL
SAlf RETIRE
A A

General: The employee's year-~-to-date cont cont o3

record is updated by the amount on the

ATIR

Subs A
At

A

pers

adjustment card. This entry appears

CONT S8))

arTe

A )
A

TIAA 7CREF

ATTR 300

> F P b

A
A
A
A

fncal  ees

FIC, LY MO=YR
A
. I’“"T A sk for

in a separate column on the Deduction

NI"

CHECK uu(: cHECK
NUMBER wO-1R

Report. When the refund is recorded,

an offsetting entry is recorded in a M&%MLM %@M

Record Adjusted field. Refunds of Tax

Deferred Annuity, Deferred Compensa- t‘“’"“"”"’"“\—‘

ORE STATE BOARD OF MIGHER EDUCATION

tion, or Required Perquisite deduc-
tions require adjustments to the Federal
Tax and State Tax fields, When the ad-
justment is to a Tax Deferred Annuity, De-
ferred Compensation, or Required Perqui-
site deduction plan, no other deduction
plans are allowed on the document.

Required Fields:
1-5,8 See B, General Instructions.
8 - Plan-Type/Amount: Multiple plan-

types can be entered except when cash
1s disbursed to refund a Tax Deferred
Annuity, Deferred Compensation, or
Required Perquisite deduction.
Bracket the refund amount.

9 - Withholding Data: Federal Tax and
State Tax must be adjusted when a Tax
Deferred Annuity, Deferred Compensa-
tion, or Required Perquisite refund
results in a tax liability increase.

35 - MANUAL CHECK 19345 T€enr andie o (I |f30-/3—/3130_m

st

TreE NUMBER | TRANS CODE, INST USE MAN-TYPE
Purpose: To record the complete ”10;0;;0’ 130) 51.&%&
manual check transaction to payroll Cs\' v —@

and accounting records.

INONEO

'%"I 30,18 % 9) (2.0 =~ | ) Yol " | 9\. R
General: Manual checks are prepared ..)—‘—Em' gg.‘,‘.",' Jg\ N A
by the Controller's Division. - Insti- - G b~ A
tutions submit adjustment code 35 b -y \11) R
cards for termination pay when a re- 1-g4{15)
volving fund check is issued for total @ 2"5 Z-/0~ 84
net pay. %) ST HO. oATE

Q‘m pr— 4 IME STATE SBOARD OF HIGHER EDUCATION .)
Required Fields: -

1-7 See B, General Instructions.

11 - Month-Year For: The month and vyear
for which the check is to be issued.
Must® be the same as field 7,
Month-Year.

12 - Met: The net check amount must equal
total gross in field 6 minus deduc-
tions and withholdings.

13 - Check Number: Entered by the Con-

14 - MICR Number: Entered by the Control-
ler's Division

15 - Check Month-Year: The month and year
the check was written

Optional Fields: Fields 8, Plan-type
Amount, and 9, Withholding Data,
should be completed as appropriate.
See B, General Instructions. Field
10, FICA AdJustment Code, must be

troller's Division. blank.
uv]nc Aml }
36 - LESS OVERPAYMENT @931::5 Kﬁlzcoukw';’nﬁf:nﬁ ' ‘sulni:;zq- aufzéo nn\ T
Purpose: To reduce the gross of a pay- |70 160]5”5 "ot (12,00)pi -3¢
check. =\ N
. ® ®—® :
General: The Less Overpayment is wgs] [ ] - EE
deducted from paychecks only, never T e T ey - A
from refund checks. The Less Overpay- |z[em PR 3 e e Hren 4 4
ment accounts, amounts, and month-year [3[== ats l;.‘f'.‘L - T T A A
designations will appear on the Payroll |2l T A LG - A
Register. No more than four cards can ] N i | 18 sorne
be entered for one person on a payroll. {[Error in recardm;r Qross. Z;r‘——h@"/ﬁ /-1 787
. . 4 ORE STATE SOARD O-F N‘lﬁi;ll !DUCATI::I‘!
Required Fields: AN Come22 b S J

1-5 See B, General Instructions.

6 - Account Number/Amount: Bracket the
amount. Only two 1lines can be
entered on each card

7 - Month-Year

8 01/86
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Payroll Adjustment Card

41 - FICA REFUND

Purpose: To refund FICA withholdings.
Required Fields:
1-5 See B, General Instructions.
9 - Withholding Data: Enter:
FICA Amount (bracketed) - the re-
fund amount
FICA Subject Amount (bracketed)
- FICA Adjustment Code: Applica-
ble codes:
A - Student Earnings Exempt
- Reduce to Maximum
Employee Transferred
Federal Civil Service Exempt,
Pre-1984
Foreigners Exempt
Error in Pay Computation

10

Mmoo

i vp }

@ IE

(019342

TYPE

—

|53¢- 2825706

AMOUNT MO-TR

ACKER EELL

TRANS CODE, AR DEPT  INST USE t

)

A

—
77\ 7\
Uﬂ) ul)

cco! IA = '!"(‘/

&A— (5)18___[18-57

ORE STATE BOARD OF HIGHER EDUCATION J

FEDEAAL
TAK

EnIRE

I K3

i 9) |

s 432
c..;‘r

mulu

sair
A
CONT
Sus)
ArTR

‘ﬁ' o

sl (ivﬂjﬂ
Tmcl

’!“

A
A
A
A
A
A
A

TIAAZCREF

4 4 4
#ica Lamies

WOV
Tor

N!I

"“°" €O-822 n. 82

11 - Month-Year For: The month and year
of the original check from which the

FICA Amount was withheld.

42 - RETIREMENT REFUND -- PERS

Purpose: To refund PERS retirement
contributions withheld.

Required Fields:
1-5 See B, General Instructions.
9 - llthholdlng Data: Enter:
PERS Contribution Amount (brack-
eted) - the refund amount
PERS Contribution Subject Amount
(bracketed)

- Month-Year For: The month and
year of the original check from
which the PERS Contribution
Amount was withheld.

11

(018343

MENDT

ENot_gigey (L5269 Try @) | ()42

INST T TVPE NUMBER  TRANS CODE, VAR DEFT MO AAOUNT

A

A

A
FEDERAL
RETINE .

L TAT
TAX I S SAi
A

A
CONT
Sus)
arTe
SuBJ

CONT
ATTR
COnT S0
ATTa 0B

wzé.%

A
TICA
snfluL

ORI

”l

2 N T S T . Y

TIAA/ZCREF
fical  eias

p}»»

MO-TR
ror

B = Jer=s{in)

A
mice
NO

A
CAECK

wa | |

A

&Ji

Lo (5) 20 2-3-%/

in errer,

E——C

ORE S$TATE BOARD OF HIGHER EOUCATION )

43 - RETIREMENT REFUND -- TIAA-CREF

Purpose: To refund TIAA-CREF retire-
ment contributions withheld.

Required Fields:
1-5 See B, General Instructions.
9 - Withholding Data: Enter:
TIAA-CREF Contribution Amount
(bracketed) - The refund amount
TIAA-CREF  Contribution Subject
Amount (bracketed)
- Month-Year For: The month and
year of the check from which the
TIAA-CREF Contribution was taken.

11

v

(019344 |Jiian Bpgs (7).

ST VR

" 1s15-16% 151 (2) |43

AMOUNT MO-W

TAAN-TYPE

A

A

A
FEDRAAL
SETIRE N

A

ATE
Py A
CONT

SALF

A
CONT
Sud s
armn
s

A

R
FICA
RES|
R

CHECK
ML

_geiPwné CxXC€ES wi 24 ‘ [ 4 /t.i
@ CO-822 .11 @

e

ATIR

2

~

w0
ncal res

TIAAZCHER
£
! &

3y
ror

)
é_-«-— Q_w

ou lTAT! BOARD OF HIGHER EDUCATION

> > b P P P

& | l-sf/

I e

2-4-8Y]

J

44 - RETIREMENT REFUND -- FEDERAL

Purpose: To refund Federal retirement
contributions withheld from the pay of
0SU Extension Service employees.

Required Fields:

1-5 See B, General Instructions.

9 - Withholding Data: Enter:
Federal Retirement Amount (brack-

eted) - the refund amount

- Month-Year For: The month and
year of the check from which the
Federal Retirement was taken.

11

st

@42 |Bro_yarT L )

NUMBER | TRANS CODE, ¥AR DEPT  (NST USESmelasH

" sis-is=ny

DIMIGIte

A

A

r ~

VN 2Z,

EDERAL FEDERAL
ey

agring

l STALE 1
A4
A

Cont

A

A
CONT
Suss
AR
SuBs

A
Tich T
[suul i

CON?
ATTR
cont sues|
ATTR G0

b > P P P

A

(DN
"o o1 -8Y

CHECE
MO-TR

ey

arme

TIAAZCAEF
rcal ras

}»p»

A

CHECK
NUMBER

NoZ a fod. e%\plgyee

NET I

@ 3¢ 2294

DA
ORE STATE BOARD OF HIGHER EDUCATION

PPROVAL ITNO.

u‘“’" c0-622 m.m\b
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45 - FEDERAL TAX REFUND
Purpose: To refund federal tax with-
holdings.

Required Fields:
1-5 See B, General Instructions.
9 - Withholding Data: Enter:
Federal Tax Amount (bracketed) -
the refund amount.

Fsy v | REC_LAD)

019343 _ILouYA HAL A (1 ) " lsi3- 1z-m)l | @l'?%
st TYRE NUMBER | TRANS CODE, vAR DEFI  INST USE AsH AMOUNT .4N<I"! AMOUNT
G N .
fmsﬂmn R 2 O 3 :

cont cont ot
?, an A § At = g At - 4
o e - N 5 I I . A .

wer | [ 5 | [ % | S5

Fed. Zax e,g-e»;ﬁ fornr (5 ) #o  2-10-84

m :;::o:::n B80ARD 0’::1‘!5"0!0 zoucnton;"

k‘““c" €0-622 1.ttt N/

_/

46 - STATE TAX REFUND

FIRST sty | atc lamy
Purpose: To refund state tax with- (019344  |'Ness wap £ (1) |55)- (r-zzz/() 't l-?}\
holdings' [CTS TYRE NUMBES TRANS CODE, VAR DEFT  INST USE TASH AMOUNT MO-¥R =Tvel AMOUNT
Required Fields: A A
1-5 See B, General Instructions. 9 R L
9 - Withholding Data: Enter: R R0 700) s | | ] A
State Tax Amount (bracketed) - | [o= T ARG R A
the refund amount. o D L pen NN E . R
E.yim.. pn k] _ T D] : EARL N
_State tax exewpl P G) Ll z:1-9¢
- m d ORE STATE SOARD OF m::m\ :oucuvou
WATON Coua2 to M2 Nl J
47 -~ PAY REDISTRIBUTION REFUND — — —
(e[S gl o (7 [sn-rwgi (2)] I@IE
Purpose: To process a refund to an WS TYPE . NUMBER | TRANS CODE, VAR OEFI ,INST USE, TUXoH AMOUNT MO-TE STYeE
employee partPicipating in the Pay Re- . 342-00( (gooA_Q)
distribution Plan.
OO
General: This adjustment activity is |7« [ ] sarr ':?".:r]‘ =
used only when an employee who is par- o N T o - A
ticipating in the Pay Redistribution {g[om R i = A
Plan withdraws from the plan and re- |3[=m s p S TR T A
quests a refund. An input to PDB ele- [Zlmw . *‘m:_ 1% =T & | el N
ment 106, Deduction Stop Date, is re- [ xo-v
quired to stop future pay redistribu- {(W: t/drew From 9//) pdy p@g- (5. 20 234
tion plan deductions. See FASOM _(3) A ;',,’:":;‘mm,,”,mm,m"m
10.01DF1], Deduction Data Elements. LI rrrrrarmy W )
The employee's year-to=date record is
updated by the refund amount. A refund 8 - Plan-Type/Amount: Bracket the a-
request that exceeds the employee's bal- mount. Only the following plan-type
ance in the Pay Redistribution Plan is re- codes can be used:
jected by Audit 1353, "Refund Would Have
Created Negative Balance." EQSC ~ 361-001 U0 - 365-001
WOSC - 362-001 OHSU - 367-001
Required Fields: 0SU - 363-001 0IT - 368-001
1-5 See B, General Instructions. SO0SC - 364-001 PSU - 369-001
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A TAX DEFERRED INVESTMENTS

ODHE employees may defer receipt of
and taxes on a portion of current pay.
The deferred pay is used to purchase tax
deferred investments. The employee pays
no state or federal income taxes on the
deferred income or investment -earnings
until actual receipt of the money.

[1] Eligible Employees

All employees are eligible to parti-
cipate in tax deferred investment pro-
grams. Both full-time and part-time em-
ployees are eligible.

[2] Income Deferral Effects

The income deferral is in the form of
a voluntary salary reduction from gross
pay. The salary reduction amount is in-
vested with a financial institution in an
account in the employee's name. State and
federal income taxes are withheld only on
salary after the reduction. Other with-
holdings, deductions and contributions,
including Social Security taxes, apply to
gross pay before any salary reduction.

Retirement system contributions and
benefits are not reduced because of a
salary reduction (ORS - 243.830). Court
ordered deductions from pay (e.g., gar-
nishment) and eligibility for earned in-
come credit are based on gross pay; they
are not affected by income deferral.

[3] Limitations on Income Deferral

Internal Revenue Code (IRC) sections
403, 415 and 457 authorize tax deferred
investment programs and limit the amount
of pay on which taxes may be deferred. An
employee who has a salary reduction in
excess of the IRC limit is responsible for
taxes on the excess amount.

[4] Execlusion Allowance Definition

The maximum amount that can be ex-
cluded from an employee's taxable gross
pay as tax deferred investments during a
calendar year.

[5] Tax Deferred Investment Programs

Two programs are offered to ODHE em-
ployees: tax deferred annuities and de-
ferred compensation. The two programs
offer similar benefits to employees but
differ in several ways including:

Tax Deferred Annuities

.... IRC sections: 403 and 415.

.... Coordinated by: Controller's Divi-
sion, Personnel-Payroll

«.e+. Exclusion allowance: calculated as
described in section B.

... Funds may be invested in annuity
plans offered by insurance companies,
and in mutual funds.

..., Begin/change salary reduction: use

form CO0-408, Agreement for Salary
Reduction (see section C).

«++. Stop salary reduction: use form
C0-409, Termination of Tax Deferred
Annuity Reduction (see section D).

Deferred Compensation

«ee. IRC section: 457.

«+.. Coordinated by: Executive Depart-
ment, Accounting Division.

««.. Exclusion allowance: lesser of
$7,500 or 25% of gross pay.

«... Funds may be invested in savings
plans offered by banks and credit
unions, and in annuity plans offered
by insurance companies.

.... Begin/change salary reduction:
Deferred Compensation Plan and Agree-
ment forms are furnished by partici-
pating financial institutions.

«++. Stop salary reduction: Deferred Com-
pensation-Employee Update forms are
furnished by the Deferred Compensa-
tion Coordinator.

8 TAX DEFERRED ANNUITY WORKSHEET
FORM C0-415

This worksheet is used to calculate
an employee's TDA exclusion allowance for
a particular year. Participating finan-
cial institutions may provide forms which
can be used in lieu of this worksheet.

A TDA worksheet is necessary for an
employee who wants the maximum salary re-
duction. It is also necessary for an em-
ployee who has had maximum or near maximum
salary reductions in the past. Past
salary reductions reduce the current ex-
clusion allowance.

It is not necessary to complete a
worksheet for an employee who has not had
salary reductions of over 12% in the past,
and is not requesting a reduction of over
12%.

[1] PDB Data

Various PDB data are needed to com-
plete the TDA worksheet. These data are
entered in the upper third of page 1.
Data on the left is obtained with terminal
program EDD.

Pay and pay reduction data on the
right are for the calendar year for which
the TDA exclusion allowance is being cal-
culated. Complete as follows:

PROJECTED CALENDAR YEAR GROSS PAY: Esti-
mate the employee's gross pay for the full
year. Use past and current pay amounts.
Include future summer term pay for a
nine-month appointment and future pay
increases only if they have been ap-
proved. At the beginning of the vyear,
project current pay for the full year and
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Tax Deferred Investment Program

enter in ANNUAL GROSS PAY.
year, enter:

During the

YTD PAY - PDB element 126 amount.

FORECAST PAY - Before July, project
the current pay rate for the rest
of the year. In July and after,
use terminal program PBD to display
forecast pay.

ANNUAL GROSS PAY - Enter the total in
"G" on page 2, item 6.

CURRENT YEAR REDUCTIONS: Complete this
section when calculating the exclusion
allowance during the calculation year, and
when the employee is also participating in
the deferred compensation program.

TDA YTD; DC YTD - Terminal program
DDD displays TDA and deferred com-
pensation amounts by plan. Include
the deferred compensation fee.

TOTAL YTD REDUCTIONS - PDB element
155 (YTD TDA plus deferred compen-
sation).

PROJECTED TOTAL DEF. COMP. - Enter
the projected deferred compensation
amount for the full year in "D" on
page 2, item 6.

[2] Past Excluded Amounts

Items 1 through 5 provide an estimate
of amounts that were excluded from taxa-
tion in the past. Excluded amounts are:
past contributions to the employer funded
PERS pension; employee contributions to
the retirement system that were paid by
the state (attributions); and salary
reduction amounts contributed to TDA's and
deferred compensation.

1. PROJECTED ANNUAL PERS PENSION:
The PERS pension portion of retirement pay
is estimated by multiplying: gross pay
plus attributions times the pension factor
(1%) times years of service.

la. Retirement Salary: Multiply the
Annual Gross Pay calculated above
times 1.06. This will give an amount
equal to gross pay plus the 6% re-
tirement attributions paid by the
state. The amount approximates the
"final average salary" used by PERS
to calculate retirement benefits.

1b. Pension Per Year of Service:
Multiply the Retirement Computation
Salary times .01. The product is an
estimate of the PERS pension for each
year of service.

1c. Years in PERS: The number of
years the employee will have been in
the retirement system while employed
by ODHE as of the age 65 retirement
month. For academic employees the
retirement month is July following
the fiscal year in which age 65 is
reached. For classified and manage-

ment service employees it is the
month after the 65th birthday. The

age 65 retirement date minus PERS
eligibility date (PDB element 47)
equals years and months in PERS if
the employee has had no breaks in
service. If a break in service has
occurred, including employment with
another state agency, it may be
necessary to contact PERS to deter-
mine the period employed by ODHE.
Use Table III to convert months to
years.

1d. Estimated Pension at Age 65:
Pension per vyear of service (1b)
times years in PERS at 65 (1c).

2. RETIREMENT AGE FACTOR (Table I):
Table I gives the value of an annuity that
will return $1.00 a year after retire-
ment. It is based on average life expect-
ancy, 7.5% interest earnings, and retire-
ment at age 65. The factors for 65 years
and one month through eleven months apply
to academic employees who are 65 in May or
earlier and retire on June 30.

2a. Projected Pension Value at 65:
The pension at age 65 (1d) times the
retirement age factor gives the value
of an annuity that would yield the
pension payments.

3. EMPLOYER CONTRIBUTION ~ FACTOR
(Table 1II): Table II gives the amount
that would have to be contributed to PERS
each year the employee is a retirement
system member to accumulate to $1.00 at
age 65. The table is based on interest
earnings of 7.5%. Enter the factor for
the years in PERS at 65 (1c), extrapolat-
ing as necessary for a partial year.

a. Estimated Annual State Contribu-
tion: The projected pension value
(2a) times the employer contribution
factor gives the amount the state
must contribute each year to fund the
pension annuity.

4. PENSION COST -- END OF PREVIOUS
YEAR: The employee's PERS pension is
considered to be a tax deferred annuity
funded by employer contributions. The
employer's cost as of the beginning of the
computation year is determined by multi-
plying the annual state contribution (3a)
by years of PERS membership as an ODHE
employee.

a. Years in PERS: Enter the computa-
tion year (month is always 1) and re-
tirement eligibility date. Subtract
to get the years and months in PERS.
Convert months to years with Table
ITI.

b. Estimated PERS Pension Cost: The
estimated annual state contribution
(3a) times years in PERS gives the
employer's cost of the employee's
PERS pension.
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5. PAST EXCLUDED PAY: Enter the
Past Excluded Pay amount (el. 157).
Element 157 is the sum of retirement

attributions (employee contributions paid
by the state) since July 1979; TDA contri-

a. Total Past Exclusions (P): The
sum of the estimated PERS pension
cost (4b) plus past excluded pay is
the estimated amount excluded from
taxes prior to the computation year.

butions since January 1966; and deferred
compensation since July 1980, through the
end of the previous year.

Enter this amount in "P" on page 2,
item 6.

OREGON STATE BOARD OF HIGHER EDUCATION Pending
TDA EXCLUSION ALLOWANCE WORKSHEET
Date For Year 19 _
NAME PROJECTED CALENDAR YEAR GROSS PAY FOR YEAR
SSN (el. 6) EXCLUSION ALLOWANCE IS CALCULATED:

YTD PAY (el. 126)

FORECAST PAY (Prog. PBD);
Amount x Mos ___
ANNUAL GROSS PAY (G)

SEX (el. 19) M F
DATE OF BIRTH (el. 24)

MOST RECENT HIRE (el. 27)

SERVICE ANNIV. DATE (el. 32)

PERS ELIGIBILITY DATE (el. 47)
CLASSIFICATION CODE (el. 11)

TERM OF SERVICE - ACAD. (el. 60) 9 __ 12 __
PAST EXCLUDED PAY (el. 157) Enter in Item 5

CURRENT YEAR REDUCTIONS:
TDA YTD (Prog. DDD)
DEF COMP YTD (Prog. DDD)
TOTAL YTD REDUCTION (el. 155)

TABLE 1 i
ETREE S FACTOR PROJECTED TOTAL DEF. COMP. Enter in 6D
Factor
vear P honthe  Mah st oale 1. PROJECTED ANNUAL PERS PENSION
g; ] g-’;g ;-2; a. Retirement Sal. (Annual Gross Pay X 1.06)
65 2 8.36  9.64 b. Pension/Year of Service (1a x .01) «v.eevee
& 2 vn c. Years in PERS YR MO
gz 5; g;g 3-;3 Age 65 Retirement Date
65 7 8.27  9.55 PERS Eligibility Date -
65 8 8.25  9.54 X
65 9 8.23 9.52
& M aie s
6 . .
66 - 8.17 9.47 d. Estimated Pension at Age 65 ............. .e
TABLE II
ENPLOYER CONTRIBUTION FACTOR 2. RETIREMENT AGE FACTOR (Table I) ....cc... oo X
Years f;g;'g' Y;g" fg‘;;“;' a. Projected Pension Value at 65 ......cvcene.
Poag g e
3 .29 .
4 L2162 29 .0102 3. EMPLOYER CONTRIBUTION FACTOR (Table II) .... X
z }ggg ;‘1] :gggz a. Estimated Annual State Contribution .......
7 1101 32 .0082
8 .09 3 .
- 3% 0% 4. PENSION COST - END OF PREVIOUS YEAR
10 .0684 35 .0063 s
1 0597 36 .o0s8 - 8. Years in PERS YR M
1% .gzg ;g -gg;g 1st Month Computation Year 1
% 081 39 L0046 Retirement Elig. Date -
15 .0370 40 .0043 X
16 .0333 41 .0039
17 .0300 42 .0037 b. Estimated PERS Pension Cost ....cccvevunnne
18 0271 43 .0034
19 .0246 4 .0031
20 .0223 45 .0029
2 10203 P "0027 *5, PAST EXCLUDED PAY (Element 157) cueuvss ease +
22 .0186 47  .0025 a. Total Past Exclusions (P) ...cicveieeeninnnns
23 .0170 48 .0023
24 .0155 49 .0022
25 .0142 50 .0020
VABLE III *For IRC 415(c)(4)(A) special election in year of separation,
';“TWR c:u::msrgu 75 maximum years in 4a is 9; 5 includes only the last 9 years;
1 =.083 5 =. =, ; ; in i i
P4 Z o 10 - 833 and maximum Years of Service (Y) in item 6 is 10.
3 =.25 7 = .583 11 = .917
4 = .333 8 = .667

C0-415 (Rev. 9/85) Page 1
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Personnel-Payroll Tax Deferred Investment Program

[3] Exclusion Allowance 6. EXCLUSION ALLOWANCE UNDER IRC
Items 6, 7 and 8 are used to calcu- 403(b): The exclusion allowance is

late an employee's exclusion allowance calculated using the formula E = [.2(S - D

under three sections of the Internal Reve- - B)] - P.

nue Code. Complete item 8 only for em- .

ployees who also participate in the de- E = Exclusion allowance.

ferred compensation program during the
computation year.

GENERAL LIMITATIONS

6. EXCLUSION ALLOWANCE UNDER IRC 403(b): y[.2(s -D -E)] -P

E = Exclusion Allowance

= Years of Service

m M mMm M
1}

= Salary -~ Full Year
Projected Def. Comp. £ =

m
1)

Past Exclusions

_——

O W T »n <
n

Annual Gross Pay

7. LIMITATION UNDER IRC 415(c)(1): Lesser of $30,000 or .20(G - D) ..

8. LIMITATION UNDER IRC 457 (required only for employees participating
in Deferred Compensation program): Lesser of $7,500 or .25(G) ..

a. Less Projected Deferred Compensation (D) .......... ceeesetease =
b. Remaining IRC 457 Limitation ...........c0u0nne Ceeeesasecensenen
9. MAXIMUM EXCLUSION ALLOWANCE: Lesser of 6, 7 or 8b .......... ceeeae

IRREVOCABLE ELECTIONS

10. ELECTION UNDER IRC 415(c)(4)(A): See footnote on page 1. Use section 6 to calculate
the exclusion allowance.

11. ELECTION UNDER IRC 415(c)(4)(B):
1 a. IRC 415(c)(4)(B)(i) limitation: .20(G - D), plus $3,200 .......

b. Exclusion Allowance: Lesser of $15,000, 6, 8b or 118 cieeeesess

12. ELECTION UNDER IRC 415(c)(4)(C):

TABLE IV -- ESTIMATED DEFINED BENEFIT FRACTION:
AGGREGATE SALARY FACTOR
a. Estimated Pension at Age 65: (1d) ........

Years Factor Years Factor
s 26 135  b. Maximum Dollar Limit ($90,000 x 1.25) .... 112,500
z §j§§ §§ :2:;3 c. Percentage Compensation Limit (1.4 x 1a) .
Z g:2§ §§ 1;:g; d. Maximum Benefit (Lesser of 12b or 12c) ...
;&2 39 17:82 . Defined Benefit Fraction (12a / 12d) .....
9 7.§9 32 }s.g}
10 8.38 33 8.50 .
11 5 04 3a 18- %6 ALLOWABLE TDA AMOUNT:
12 9.68 35 19.01 £, pefined Contribution Fraction: 1.0 Less
:z }8;23 §$ :g:ig Defined Benefit Fraction (1.0 - 12e) ...
:Z }}:33 ;g :;:;? g. Aggregate Salary (Excluding Deferred Comp)
S 1S 43 2073%  h. Maximum Allowable Addition (.35 x 12g) ...
13082 22 20-29 i, TDA Amount: (12f x 12h - 5 - D - .06G) ..
21 14.39 44 20.85 ( X - - - )
22 14.82 45  21.02
23 15.22 j. Maximum TDA Under 415(c) (.152 x G) ......

k. Net Exclusion Allowance: Lesser of
(8b, 12i, 12j or $30,000) ...ccvvnuunnns
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Tax Deferred Investment Program

Y = Years of service with ODHE from the
original hire date to the end of the
computation year, expressed as full-
time years. Include all periods of
service even if retirement contribu-
tions were withdrawn. Include serv-
ice under a fellowship agreement. A
full academic year equals one year of
service for academic employees on
nine-month appointments. For an em-
ployee who has worked part-time or
partial years, the fractional equiva-
lents of full-time for each year are
added to determine full-time years.
For example, an employee on.a .250
FTE for a full year, or who works
full time for one-fourth of a year,
is credited with .25 of a year.
Years of service cannot be less than

one.
S = Annual gross pay for a full year of
full-time service. For full-time

employees this is the annual gross
pay ("G") calculated at the top of
page 1 of the form. For an employee
working part-time or for a partial
year, the equivalent full-time, full
year gross pay must be calculated.
For example, a 9-month academic em-
ployee on .50 FTE appointment would
include all of current year salary
plus prior period pay equal to
another .50 FTE.

D = Projected deferred compensation
amount for the full computation year.

P = Total past exclusions from item 5a.

The result of this calculation is the
exclusion allowance under IRC 403(b).

7. LIMITATION UNDER IRC 415(e)(1):
The general limitation under IRC 415 is
20% of- annual gross pay (S). If the em-
ployee is participating in the deferred
compensation program, projected deferred
compensation (D) is subtracted from the
annual gross pay. The calculation is then
.20(5 - D). The maximum limitation is
$30,000.

8. LIMITATION UNDER IRC 457: Contri-
butions to tax sheltered annuities for a
_deferred compensation program participant
are limited to the lesser of $7,500 ot 25%
of annual gross pay (S). Deduct from this
amount the projected deferred compensation
(D) to determine the maximum TDA contribu-
tion. :

9. MAXIMUM EXCLUSION ALLOWANCE:
Enter the lesser of the amounts calculated
for sections 6, 7 and 8. This is the em-
ployee's exclusion allowance unless one of
the elections described below is made.

[4] T1TRC 415(c)(4) Special Elections
Internal Revenue Code section 415

provides three alternate methods for cal-
culating exclusion allowance. When an em-

ployee elects to use one of these methods,

however, that election is irrevocable if
the amount excluded from taxable gross pay
exceeds the standard maximum exclusion
allowance (worksheet section 9). The
employee is not permitted to elect any
other special election thereafter.

10. ELECTION UNDER IRC 415 (c)(4)(A)
(year of separation from service limita-
tion): This election may be made only for
the year during which the employee will
terminate service with ODHE. It allows
the employee to disregard the limitation
under IRC 415(c)(1) <(worksheet section
7). The exclusion allowance is calculated
using worksheet sections 1 through 6, but
with the following changes:

«ess 4a, Years in PERS: the maximum is 9
years.

«e.. 5, Past Excluded Pay: include ex-
cluded pay for only the last 9 years.

eses 6, Exclusion Allowance Under IRC
403(b): The maximum Years of Service
(Y) is 10.

The exclusion allowance is the lesser
of $30,000 or the amount calculated. If
the employee also participates in the
deferred compensation program, the limita-
tion under IRC 457 (worksheet section 8)
also applies.

11. ELECTION UNDER IRC 415(c)(4)(B)
(any year limitation): This is a special
"catch up" election intended for employees
with less than maximum contributions in
the past. It may be made at any time and
continued until termination. It allows
contributions of up to $3,200 a year above
the general limitation of 20% of gross
pay. The exclusion allowance is the leser
of the calculated amount, the worksheet
section 6 amount, or $15,000. If the
employee also.participates in the deferred
compensation program, the IRC 457 limita-
tion (worksheet section 8) also applies.

12. ELECTION UNDER IRC 415(c)(4)(C)
(overall limitation): This special elec-
tion allows the employee to disregard the
exclusion allowance and limitation calcu-
lations in worksheet sections 6 and 7. It
may be made at any time and continued un-
til termination. This election allows
contributions up to the lesser of: the
maximum amount that could have been ex-
cluded from taxable income less total past
and current year exclusions; 15.2% of
annual gross pay (G); or $30,000. If the
employee is contributing to a deferred
compensation plan, the IRC 457 limitation
(worksheet section 8) also applies.

This election takes into account em-
ployee benefits from state contributions
to the PERS pension, past exclusions from
taxable income, and current year exclu-
sions from taxable income. "Exclusions™
include retirement attributions paid by
the state, and contributions to TDA and
deferred compensation plans.
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Lines 12a through 12e calculate the
percent of an employee's allowed retire-
ment benefits from tax excluded sources
that will be derived from the PERS pen-
sion. 12f through 12h calculate the
aggregate exclusions from taxable income
allowed to acquire retirement benefits.
The exclusion allowance is then determined
in 12i through 12k.

12a. Estimated Pension at Age 65:
Enter the amount from line 1d on page
1.

12b.. Maximum Dollar Limit: Always
$112,500 [IRC 415(e)(2)(B)(i)].

12c. Percentage Compensation Limit:
Multiply 1.4 times the estimated pen-
sion in 12a [IRC 415(e)(2)(B)(ii)].

12d. Maximum Benefit: Enter the les-
ser of 12b or 12c. This is the maxi-
mum amount that can be excluded from
taxable income for combined employer
and employee contributions to retire-
ment plans.

12e. Defined Benefit Fraction:
Divide 12a by 12d. This is the per-
cent of retirement benefit funding
provided by the PERS pension.

t2f. Befined Contribution Fraction:
Subtract 12e from 1.00. This is the
percent of retirement benefit funding
from employee contributions, includ-
ing any made for the employee by the
state, that can be excluded from tax-
able income.

12g. Aggregate Salary: The employ-
ee's aggregate salary for all years
of ODHE employment must be deter-
mined. Deduct aggregate deferred
compensatian contributions. If
aggregate salary cannot be deter-
mined, it can be estimated by multi-
plying annual gross pay (G) by the
factor in table IV for the years of
service with ODHE (Y).

12h. Max imum Allowable Addition:
Multiply .35 times the aggregate
salary in 12g (.35 is the result from
25% times the factor 1.4). This is
the maximum amount that could be
excluded from taxable income to

acquire retirement benefits,
includin the PERS pension. [IRC
415(e) (35(8)(11)1.

12i. TDA Amount: Calculate the
TDA contributions allowed this year
by: (1) multiplying the maximum
allowable addition (12h) times the
contribution - fraction (12F) to

determine the total contribution
amount; and (2) deducting past
excluded pay (line 5), current year
deferred compensation (D), and cur-

(1]

eesl

.3

)

rent year retirement attributions
(.06G).

12j. Maximum TDA Under IRC 415(c):
The maximum exclusion allowance is
25% of annual gross pay minus the ex-
clusion allowance, less the current
year 6% retirement attribution. This
calculation can be reduced to .152
times annual gross pay (G) as fol-
lows:

X = exclusion allowance

X = .25(G - X) - PERS attribution
X = .25G - ,25X - .06G

1.25X = .19G

X = .152G

12k. Enter the lesser of 8b (deferred
compensation participants only), 12i,
12j, or $30,000.

AGREEMENT FOR SALARY REDUCTION,
FORM CO-408

Instructions For Completing An Agree-
ment For Salary Reduction For The
Tax Deferred Investment Program:

Enter full name, address and Social
Security number of the employee.

Enter the payroll month with which
payroll salary reductiens are to
start. If the month of October is
entered, for example, the salary re-
duction specified is made from the
October check paid October 31.

The second paragraph of the agreement
provides, in part, that only one
agreement may be in existence during
any taxable year. This has been in-
terpreted by the Internal Revenue
Service to mean that an employee may
make one change in a contract during
a taxable year, which is normally the
calendar year. The start of a new
agreement or the termination of an
existing agreement is considered to
be a change. An agreement, however,
may be terminated regardless of prior
activity. A termination of December
31 of any year is considered a change
in that year and permits a restart in
the following year.

The salary reduction is entered as
either a percentage of gross salary
or the total dollars by which the em-
ployee's salary is to be reduced in
the current year, If dollar reduc-
tions are selected, the annual dollar
figure for the following year must be
indicated and must bear a direct
relationship to the amount specified
for the current year.

Example #1: An employee may wish to
start a program in September with a
salary reduction of $100 a month.
Enter $400 ($100 per month for
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September through December as the Example #2: An employee starts a new
current year dollar amount. To con- program in September but wishes a
tinue this amount into the following salary reduction of $1,200 in both
year, enter $1,000 for a 9-month em- the current year and succeeding
ployee or $1,200 for a 12-month em- years. Enter $1,200 in both spaces
ployee as the dollar amount for in paragraph 3. The monthly amounts
succeeding years. In the "Company (item 6) are $300 for the Current
Selected" section (item 6) the month- Year and either $120 (9-month em-
ly amounts are the same for Current ployee) or $100 (12-month employee)
Year and Succeeding Years. for Succeeding Years.

OREGON STATE BOARD OF HIGHER EDUCATION
AGREEMENT FOR SALARY REDUCTION

Tax Deferred investment Program

NAME & ADDRESS SOCIAL SECURITY NO. @

OFFICE USE ONLY

STATE OF OREGON, acting by and through the STATE
(:) BOARD OF HIGHER EDUCATION

By

Education, hereby authorize, effective with respect to amounts earned on and after the firstdayof 19__,
the reduction of my salary by the amount indicated betow. The State Board of Higher Education is to transmitthe funds avail-
able to the company(s) designated below.

In accordance with the provisions of ORS 243.810 to 243.830, |, the undersigned employee of the Stat@' ard of Higher

his agreement shall be legally binding so long as my employment continues; provided, however, that the Board or the
undersigned empioyee may terminate this agreement on 30-days written notice so that it will not apply to salary subsequent to
said termination; provided further that no more than one agreement for such salary reduction may be in existence during any
taxable year of the undersigned employee; and provided further that this agreement shall be applicable to compensation
earned in any one or more institutions or departments of the State Board of Higher Education.

The salary reduction shail be_ﬁh’_% for the current year and succeeding years; AND/OR $
forthecurrentyearand$ for succeeding years. When empioyment is as a nine-month staff
member, fixed dollar reductions aréYo be taken only for the months of January through June and September through Decem-
ber. Percentage reductions are to be made every month in which salary is paid.

EXCLUSION ALLOWANCE: The saiary reduction is not to be in excess of the statutory exclusion allowance under the
United States Internal Revenue Code. | AGREE TO ASSUME ALL RESPONSIBILITY FOR THE ACCURACY OF THE EXCLUSION
ALLOWANCE AND ANY CONSEQUENCES IN CONNECTION THEREWITH.

Employees of educational institutions are generally limited to the maximum exclusion allowance under Internal Revenue
Code section 403(b) or 415(c)(1). An irrevocabie election may, however, be made under IRC415(c)(4) to calculate the exclusion
allowance under one of three special options. |, therefgrg, make the following election:

1. Irrevocable elections: \
— A. Option 415(c)(4)(A). Special allowance for the year in which my separation from service with the Oregon State
Board of Higher Education occurs. .
B. Option 415(c)(4)(B). Special “catch-up” allowance.
C. Option 415(c)(4)(C). Election under 403(b)(2){B) to have ailowance determined under IRC section 415.

2. = Noelection at this time: Exclusion allowance to be caicuiated under 403(b) or 415(c)(1).

COMPANY SELECTED: ! also agree to assume all responsibility for the selection of the company(s) indicated below for the
purposes of this contract. This contract supersedes all previous contracts and inciudes ALL companies and ALL salary reduc-
tions, even though NOT changed.

@ Monthly Amounts
(Percent and/or Dollars)
Company(s) Current Year Succeeding Years
1.
2
3
4,
5
EMPLOYEE’S SIGNATURE @ DATE INSTITUTION

Send all copies to Controiler's Office—(White-retaingd by Controtler: Yelow-returned to employee: Pink-Company)

C0-408 (1029) Rev. 10-82
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Salary reductions may be a percentage
and dollar amount. For instance, an
employee wishing to maximize option
ngn (20% + $3,200) would enter 20% in
the first space, $3,200 (or prorated
amount) for current year dollars, and
$3,200 for succeeding year dollars.

There must be a direct relationship
among the dollar figures entered so
the contract amount does not change.
For instance, it would be improper
in Example #1 to show $400 as the
current year salary reduction and
$2,400 for succeeding years. This
is a change from $100 a month to $20Q
a month in the following year for a
12-month employee. Similarly, the
amounts in Example #2 could not be
$1,200 and $2,400. New agreements in
the new tax year would be required in
these cases. The current year reduc-
tions may be terminated by entering a
zero amount and "Stop 12/31" for
succeeding years, or attaching a
Termination of Salary Reduction form
(C0-409).

Individuals wishing to make a change
in agreement during the year enter
the new percentage rate or total
dollar amount for the current year.
The sueceeding year dollar amount is
based on the new dollar rate. A 12-
month employee wishing to change from
$100 a month to $200 a month, effec-
tive April 1, would enter $2,100 (3
months at $100 and 9 months at $200)
for the current year and $2,400 for
succeeding years.

The Internal Revenue Service imposes

eeed

.o 8

company. Premiums may be allocated
to one or any combination of the
companies authorized to conduct
business with ODHE employees.
Changing the distribution of the
total salary reduction between or

among companies is not considered a
change in agreement, even though a
new agreement form is required.

The employee should sign and date the
agreement and indicate the institu-
tion to which he or she is adminis-
tratively responsible.

Send all copies of the completed form
to the Controller's Division, P.O.
Box 488, Corvallis, OR 97339. It
must be received by the 17th of the
effective month.

E TERMINATION OF SALARY REDUCTION AMOUNT,

(1]

cee2

R

FORM C0-409

Instructions For Completing Termina-
tion Of Salary Reduction Form:

Enter full name, Social Security num-
ber and name of institution.

Enter the payroll month from which
the last salary reduction will  be
taken. For example, if the agreement
is to be terminated after the May
payroll, enter May, 19XX. No reduc-
tion will be taken from June pay.

The employee must sign and date the
termination form.

Send all copies of the completed form
to the Controller's Division, P.O0O.
Box 488, Corvallis, OR 97339. It
must be received by the 17th of the
month following the last month of the
reduction.

certain restrictions on the total
amount upon which tax deferral is
permisssible in a tax year. These
regulations appear in Sections 403
and 415 of the Internal Revenue
Code. In the "Exclusion Allowance"
section, the em-

ployee must indi-

cate the exclusion

option elected or

indicate "No Elec-

tion." The employ- NAME: ... .. .o

ee 1is responsible

for the accuracy of

the exclusion al-.
lowance. The em-
ployee should dis-
cuss this with the
company sales per-
son or institution-
al Staff Benefits

0ffice.

STATE OF OREGCN, acting by and through the
in the "Company STATE BOARD OF HIGHER EDUCATION
Selected" section,
enter the company BY o e e
name(s) and the
monthly amount or
percent of salar
reduction for eac CO-408 (3185

OREGON STATE BOARD OF HIGHER EDUCATION
Termination of Tax Deferred Annuity Salary Reduction

@ SOCIAL SECURITY NO.: .ooecscionsirisnsninnnnes -

INSTITUTION: L. o i e s e e i e

The Agresment for Salary Reduction (for purchase of tax deferred annuity only) provides that the Board of

Higher Education or the employe may terminate the agreement on 30-days’ written notice, In accordance with

this provision salary reductions are to be discontinued on any earnings after the last day of .............ccoeoocnuneene
e e - 190

EMPLOYE'S SIGNATURE

D8I .. ... .. e sneseeret 19 ceenee

@ All copies are sent to Controller's Office
White—retained by Controller; Yeliow—returned to employee; Pink—company

09/85
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A SUMMARY

The Pay Redistribution Plan provides
a method for employees on 9-month appoint-
ments to spread  their net pay over 12
months. Participation -is open only to em-
ployees on 9-month faculty or graduate
assistant appointments. Money is withheld
from some or all paychecks for the payroll
months of Octoeber through May as designa-
ted by the employee. The money withheld is
paid to the employee on the June through
September payrolls. No interest is paid on
the amounts withheld.

B PAY REDISTRIBUTION DEDUCTIONS

[1] The Pay Redistribution deduction a-
mount is designated by the employee. When
triple deductions are taken in May, the
Pay Redistribution deduction is reduced by
the amount of the extra deductions.

[2] No Pay Redistribution deductions are
taken from non-current pay during the
October -- May period unless "All Deducts"
is checked on the time card. No Pay Redis-
tribution deductions are taken from either

current or non-current pay during the June-

-- September period.

[3] Income tax and FICA withholdings, and
retirement contributions or attributions
are made on the basis of earnings before
Pay Distribution deductions are taken.
Budgets are charged as salary is earned.

C DISBURSEMENT SCHEDULE

[1] The total Pay Redistribution deduc-
tion amount is paid to the employee per
the following schedule:

12.5% -- June

37.5% -- July

37.5% -- August

12.5% -- September

[2] Checks are deposited in the employ-
ee's bank account or sent to the institu-

tion per PDB element 073, Check Disposi-
tion (see FASOM 10.01A, Employee Data Ele-
ments, element 73).

D PAYROLL DEDUCTION AUTHORIZATION

A payroll deduction authorization
must be prepared and signed by the employ-
ee to enroll in the Pay Redistribution
Plan. A suggested format for the authori-
zation is shown on the next page. A new
authorization is needed to change the de-
duction amount or period. The deduction
transaction must be entered on the deduc-
tion file by the last payroll input date
for the month deductions are to begin. If
no Stop Date is entered, deductions will
stop automatically after the May payroll,
and resume each year thereafter on the
designated Start Date. If a Stop Date is
entered on the deduction file, a new de-
duction transaction must be entered if the

employee wants to participate the follow-

ing year.

E EMPLOYEE WITHDRAWAL

A participant can withdraw from the
program at any time. The lower part of
the payroll deduction authorization should
be completed and signed by the employee. A
Stop Date, indicating the last month the
deduction is taken, must be entered to
stop future deductions. If a refund is
requested, process a Payroll Adjustment
Card per FASOM 10.03C, Adjustment Activity
47 -- Pay Redistribution Refund. If no re-
fund is requested, the funds in the em-
ployee's account will be paid in the
following June -- September period.

F DEATH OF A PARTICIPANT

If a participating employee dies, the
money withheld may be paid to the survi-
ving spouse or children per FASOM 10.04G,
Pay Due to Deceased Employee, or to the
estate.
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G SAMPLE PAYROLL DEDUCTION AUTHORIZATION

OREGON STATE BOARD OF HIGHER EDUCATION
(Institution.Name)

Payroll Deduction Authorization
Pay Redistribution Plan

) I, (NAME), SSN (#), hereby authorize the deduction of (amount)
(1) Enter October |monthly from (1) through (2) from my payroll check, except -that

or a later [when triple deductions are taken in May for other deduction plans,
month in the {the amount of this authorization will be reduced by the amount of
academic year. those extra deductions. This deduction will continue from year

(2) Enter May or |to year during the months indicated until stopped or changed by me.
earlier. I understand:

1. That all money deducted under this authorization will be
disbursed to me each year on the following schedule: June-12.5%;
July-37%.5%; August-37.5%; September-12.5%.

2. That no interest will accrue to my credit on these funds.

DATE SIGNATURE

This section is used |I, (NAME) ,- SSN
only when the em-
ployee withdraws or [hereby terminate my payroll deduction for the Pay Redistribution
stops deductions for {Plan. The last payroll month for which the deduction is to be made
the balance of the |is (month and year). [ (do or do not) request a refund.

year.

Date SIGNATURE
Payroll Plan-Type Amount Start Date Stop Date
(3) Must be October |Office 36X-001 (3) (4)
or later. Use Only
(4) Optional. If

no Stop Date is
entered, deduc-
tions will stop
after May and
resume on the
following Start
Date.
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Income Tax Withholding

A INCOME TAX WITHHOLDING

[1] General

Employers are required by law to
withhold appropriate amounts for State and
Federal income taxes from employee's taxa-
ble income. The amounts withheld are re-
mitted to the State Department Of Revenue
and Federal Department Of The Treasury.

[2] Taxable Income
Taxable income subject to withholding
includes:

«+++ Wages, salaries, commissions, and any
other form of remuneration to employ-
ees for personal services.

es.o Pay while on sick leave, vacation,
holiday, jury duty, or other leave of
absence with pay,

+++s Cash awards for employee suggestions.

[3] Perquisites

Perquisites for meals and lodging are
not subject to Federal or State tax with-
holding when:

«ess The meals are furnished on the em-
ployer's business premises . and for
the convenience of the employer.

eess The lodging is furnished on the em-
ployer's business premises and for
the convenience of the employer, and
acceptance of the lodging is required
as a condition of employment.

[4] In general, the employee's availabil-
ity at all times must be required, or em-
ployer-furnished lodging must be necessary
for the employee to perform required serv-
ices. Examples are workers on 24-hour
call or at isolated job sites. The exemp-
tion also applies to meals and lodging
provided to the employee's spouse and
children. Required perquisites are not
subject to FICA, but must be reported for
SAIF purposes in accordance with paragraph
10.090[45, Report Of Assumed Wages.

[5] Deferred Compensation And Tax De fer-
red Annuities
Funds placed directly into a deferred
compensation or tax deferred annuity ac-
count are exempt from income tax withhold-
ing. Such funds are subject to FICA with-
holding, however.

B EMPLOYEE'S WITHHOLDING ALLOWANCE
CERTIFICATE, FORM W-4

[1] General

Each employee must complete a form
W-4, Employee's Withholding Allowance Cer-
tificate (ref. Internal Revenue Code (IRC)
31.3402(f)(2)(A)). This form is used to
determine how much income tax is to be
withheld from the employee's wages. The

W-4 Certificate is also the source docu-
ment - for entering data to the following
PDB elements: 68 (TAXS), Tax Schedule; 69
(TAXX), Tax Exempt Code (see paragraphs
10.07C, EMPLOYEES EXEMPT FROM TAX WITH-
HOLDING; 10.07D, NON-RESIDENT ALIENS;
10.07E, NON-RESIDENTS OF OREGON EMPLOYED
IN OTHER STATES; 10.07F, FOREIGN EMPLOY-
MENT - OF FOREIGN NATIONALS; and 10.07G,
FOREIGN EMPLOYMENT OF U.S. CITIZENS); and
70 (EXMP), Exemptions (see paragraph
10.01A, elements 68 to 70). The institu-
tion retains the form, and where required
in paragraph 10.07B[10], Submission Of
Certain Withholding Certificates To The
Controller's Division, sends a copy, in
triplicate, to the Controller's Division.

[2] Change Of Status Affecting The Cur-
rent Calendar Year (Ref. IRC Regula-
tion 31.3402(f)(2)-1(b))

An employee must file a new W-4 Cer-
tificate within 10 days if the number of
withholding allowances to which the em-
ployee is entitled becomes less than the
number presently claimed. The number
claimed could become reduced for any of
the following reasons:

«ese The employee's spouse for whom the
employee has been claiming a with-
holding allowance is (1) divorced or
legally separated from the employee,
or (2) claims his own withholding al-
lowances on a separate W-4 Certifi-
cate.

+ess The employee is on a taxable year
which 1s other than a calendar year
and the spouse claimed dies in the
calendar year preceding the employ-
ee's taxable year.

+ees The employee finds no allowances al-
lowed under IRC 151(e), Additional
Exemption For Dependents, with re-
spect to an individual claimed on the
employee's W-4 Certificate.

«sss The employee finds that too 1little
tax will be withheld in the current
calendar year. This occurs when the
total withheld amount will be less
than the employee's previous year's
tax liability or less than 90 percent
of the current year's actual tax lia-
bility.

Note: The employee in this situation
may find Internal Revenue Serv-
ice (IRS) Publication 919, "Is
My Withholding Correct?", help-
ful.

[3] Change Of Status Affecting The Next
Calendar Year (Ref. IRC Regulation
31.3402(f) (2)-1(c))

On any day during the year, the num-
ber of withholding allowances, for the
next calendar year, may become less than
the number to which the employee is cur-
rently entitled., The number claimed could
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become reduced for any of the following
reasons:

«ses The employee's spouse .or dependent
dies.

eeee The employee finds that it is unrea-
sonable to expect that a currently
claimed dependent will qualify as his
dependent in the next calendar year.

eeee The employee finds that too little
tax will be withheld in the next cal-
endar year.

[4] If any of these "less than" situa-
tions exist, or are expected to exist, in
the next calendar year, the employee must:

«ees Furnish the employer with a new W-4
Certificate reflecting the decrease
in the number of withholding allowan-
ces on, or before, December 1st of
the year the change occurs.

eese Furnish the employer with a new W-4
Certificate within 10 days after the
change occurs, if it occurs in Decem-
ber.

[5] If the number of allowances, to which
an employee 1is entitled, increases the
next calendar year, the employee may:

«sse Furnish the employer with a new W-4
Certificate on, or before, December
1st of the year in which the increase
occurs. )

esee Furnish the employer with a new W-4
Certificate on, or after, the date on
which the increase occurs. (Note:
This applies to increases occurring
in December.)

[6] Incorrect W-4 (Ref. Revenue Ruling

80-68, 1980-1 CB225)

The employer must request another W-4
Certificate from an employee who indicates
that his current Certificate contains in-
correct information. This false informa-
tion may be present in the name, Social
Security Number, or number of allowances
claimed. If the employee fails to provide
such a corrected W-4, the employer must
withhold income from that employee as a
single person claiming no allowances.

[7] Additional Withholding Agreement

An employee may expect to owe more
Federal income tax than will be withheld.
Therefore, - he may increase the amount
withheld each month by filing a W-4 Cer-
tificate with an additional witholding a-
mount indicated on line 5 of the form. A
separate W-4 Certificate must be completed
as described in paragraph 10.07B[16], W-4
. Completion, to withhold an additional a-
mount each month for State income tax.

[8] Plan-Type deduction records are es-
tablished by the institutional Payroll

Of fice for the additional withholdings.
The requested amounts are withheld each
month in addition to the regular withhold-
ings for income taxes. The additional a-
mounts withheld are included in the income
tax withholding amounts on the payroll re-
cords and the employee's paycheck stub.
The additional amounts continue to be
withheld each month wuntil the employee
files a new W-4 Certificate changing them.

[9] Method OFf Withholding

ODHE uses the percentage method of
withholding with respect to a monthly pay-
roll period. Supplemental pay for the
period is combined with regular pay for
the same period so the tax withheld is de-
termined as if the aggregate of the sup-
plemental wages and regular wages consti-
tute a single wage payment for the regular
payroll period. Therefore, W-4 changes
which cause an increase in withholding are
not input between the regular and supple-
mental payroll processing dates.

Note: This method is used because if the
employee receives pay on the supple-
mental payroll, his total deduc-
tions, including the additional
withholding from his regular pay,
may exceed gross supplemental pay.
An exception to this rule is found
in paragraph 10.078[16], W-4 Comple-
tion, Item 7.

[10] Submission OFf Certain Withholding
Certificates To The Controller's
Division '

The number of withholding allowances
claimed by an employee on the W-4 Certifi-
cate determines the amount of income which
is not subject to withholding. A copy of
the Certificate, in triplicate, must be
sent to the Controller's Division if the
employee claims more than 10 allowances.
The Controller's Division, in turn, for-
wards one copy to the IRS; sends one copy
to the Oregon Department Of Revenue; and
retains one copy for response to any de-
termination orders received.

[11] Employee Claims Exemption From With-
holding Status And Earns More Than
$200 Per Week
An employee may claim exemption from

withholding on the W-4 Certificate only if

he did not have any Federal income tax li-

ability last year and expects to have none

this year. A change of status, i.e., Rev-
ocation Of Exemption, is treated similarly
to the procedure outlined in paragraphs
10.07B[2], Change Of Status Affecting The

Current Calendar Year, and 10.07B{31],

Change Of Status Affecting The Next Calen-

dar Year. An Exemption Certificate re-

mains in effect, in the case of a calendar
year employee-taxpayer, through February

15th of the following calendar year. A

new Exemption Certificate must then be

filed if the exemption is to be continued.

[12] While "the exemption is in effect,
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nothing is withheld from the employee's
pay for either Federal or State income
tax. PDB element 69 (TAXX), Tax Exempt
Code, is coded "3" (Exempt Both, Form W-4)
by the institutional Payroll Office. When
the Tax Exempt Code is entered by the Pay-
roll Office and the employee's salary ex-
ceeds $866 a month, or $200/week, a copy
of the W-4 Certificate and a statement of
the pay rate, both in triplicate, must be
sent to the Payroll Section of the Con-
troller's Division. The Controller's Di-
vision then notifies the IRS and the Ore-
gon Department Of Revenue of all such cas-
es., The third copy of the two pieces of
information is kept on file by the Con-
troller's Division.

[13] Exemption Effective Period

The effective period of exemption be-
gins the first pay period after it is
filed by the employee. It ‘ends on March
1st of the following year unless revoked
earlier by the employee. The exemption is
valid only for the year filed. The em-
ployee must re-file each year.

[14] Taxes Withheld Before Exemption Fil-
in
Tages withheld from an employee's pay
before the exemption claim is received are
not refunded by ODHE. The employee ob-
tains any refund by filing a tax return
for the year the taxes were withheld.

[15] Revocation Of Exemption

The employee may request the institu-
tion to revoke the exemption at any time.
The request must be in writing and signed
by the employee. An employee claiming a
current year exemption who expects to have
a tax liability next year is required by
law to file a new W-4 Certificate by De-
cember 1st of the current year.

[16] W-4 Completion
The W-4 Certificate
the employee.

is completed by
It is then reviewed by the

employer., The Certificate is completed as
follows:
...... Creceeanseneneoseaeess Cul slong N line anG gve this lorm 10 your empIOyEr Keep the reat e yOur 1600MdS  «xne v s eaceomnnan i naaaan .
om W4 Employee’s Withholding Allowance Certificate

Devartmentof the Treasary
Internal Revenve Serve

l OMBNa 838 07
1 Type or print your full name

1987

» For Privacy Act and Paperwork Reduction Act Notice, see instructions.

2 Your social security number

Home address (number and street or rural route) 0 single ] Marriea
3 Mantat [ Matried. but withhold at higher Single cate
. City or town. state. and ZIP code M2US | ote: if married. but legatly seoarated. or spouse s 8

nonresident aien. check the Single b

T

4 Total number of allowances you are claiming (from the Worksheet on page 3)
5 Additionat amount. if any, you want deducted from each pay (see Step 4 on page 2)
6 1claim exemption from withhalding because (see Step 2 above and check boxes betow that apply):
a D Last year | did not owe any Federal income tax and had a nght to a full refund of ALL income tax withbeld, AND
b [ This year 1 do not expect to owe any Federal income tax and expect to have a right o a full refund of | Y3
ALL :ncome tax withheld. If both a and b apply. enter the year effective and “EXEMPT" here . >0
€ _Wyouentered "EXEMPT online 6b, areyou a fulltime student? . . . . . . . . . . -

5

s L:Yes 1 INe
Inger DEnaNies of Darjury. | Cerlity TRAT | am eALTHD [0 he number Of wiIRROIINg STIOWANC# CLTed on Ihl CErlTKaTe OV, 1 CIaIMINg TLEMBTON F1om winhoiGng. Tt | an:
enidtied 1o Claim the esempt stalus

Empioyes's signature b Date 19

» -
7 Employer's name and address (Employer: Complete 7, 8, and 9 only if sending to IRS) 8 Office | 9 Employet identfication number
code

1. Name and Address: Required.

2. Social Security Number: Required.
See paragraph 10,08A, SOCIAL SECURITY NUM-
BER, for more detailed information. A

temporary Social Security Number requires
the completion of a form CO0-204, STATE-
MENT OF INFORMATION -- SOCIAL SECURITY AC-
COUNT NUMBER, and/or a copy of the receipt

for application of a Social Security Num-
ber.

3. Marital Status: Required. This item
is the basis for PDB element 68 (TAXS),
Tax Schedule. Code "A" is used for a sin-
gle employee filing a W-4 Certificate for
the current year. Code "B" is used for a
married employee filing for the current
year. -

4. - Withholding Allowances: Required, e-
ven if zero. A non-resident alien employ-
ee, who is not a resident of Canada, Mexi-
co, or Puerto Rico, is entitled to only
one withholding exemption (ref. Revenue
Rule 69-45, 1969-2 CB193).,

5 Additional Withholding Amount: Op-
tional. This is the amount the employee
wants withheld from his pay each month for
Federal income tax in addition to the a-

mount regularly withheld (see paragraph
10.0;8[7], Additional Withholding Agree-
ment) .

If the employee wants an additional
amount witheld each month for State income
tax, a supplemental W-4 Certificate is
used. The employee must complete the sup-
plemental Certificate as follows:

eess Write "Additional Oregon Withholding"
across the top of the Certificate.

«se» Enter Items 1 and 2.

«se» Enter the additional withholding a-
mount for State income tax in Item 5.

«sss Enter the deduction stop date on line
5 if the employee wants to discontin-
ue the deduction after a known future
month, e.g., "Stop Date - 12/87."

«ess Sign and date the Certificate.

6. Claim Of Exemption From Withholding:
Optional. Completed only when the employ-
ee requests no Federal or State income tax
be withheld (see paragraph 10.07B[11], Em-
ployee Claims Exemption From Withholding
Status And Earns More Than $200 Per
Week). The employee is exempt from with-
holding only if he did not have any Feder-
al income tax liability last year and he
expects to have none this year.

The employee cannot claim exemption
from withholding if he:

sees Is a full-time student, and

eess Expects to be claimed as a dependent
on another person's income tax re-
turn, and
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«+.. Expects to receive some unearned in-
come, e.g., interest, and

+ess Expects his wages' plus the unearned
income to exceed $500.

The employee will have a tax liabili-
ty for the current year under these com-
vinea circumstances, '

7. Sign And Date The Certificate: Re-
quired. The W-4 Certificate is implement-
ed on the first payroll after the payroll
cut-off date following the date received,
or on the date requested by the employee
if later. No change, however, which caus-
es an increase in withholding will be im-
plemented between a regular and a supple-
mental payroll (see paragraph 10.07B[9],
Method Of Withholding).

Exception: The first supplemental payroll
in a calendar year is the first
payroll of that calendar year
for tax purposes. Consequently
a change caused by a W-4 filing
takes effect with that supple-
mental payroll if filing is
timely.

The date that the W-4 Certificate is
filed is also important with respect to a
request to claim exemption from withhold-
ing. Taxes withheld from an employee's
pay, before the exemption claim is re-
ceived, are not refunded by ODHE. The em-
ployee must request any refund from the
IRS by filing a tax return for the year
the taxes were withheld.

C EMPLOYEES EXEMPT FROM TAX WITHHOLDING

[1] General

An employee may be exempt from Feder-
al and/or State income tax withholding in
accordance with paragraphs 10.07B[11],
10.07D, 10.07E, 10.07F, or 10.07G. When
an employee 1is exempt from withholding
from income taxes, the appropriate code is
entered in PDB element 69 (TAXX), Tax Ex-
empt Code. Exemption is determined and
the code is input by the institutional
Payroll Office or by the Payroll Section
of the Controller's Division as indicated
by the following two tables:

Element 69
Element 69, Determined &
Tax Exempt Code| Entered by

1-Exempt State

2-Exempt Fed. Payroll

3-Exempt Both, Of fice
Form W-4

4-Exempt Both,
Non-Res Alien|Controller's

5-Exempt Both, Division
Citizen
Abroad

Income Tax Withholding

Element. 69
Element 69, Determined &
Tax Exempt Code| Entered by

A/J-~Exempt Both
Non-Res AlienjController's
First $X,XXX vivision
of Earnings

[2] Exemption Determined By The Control-

ler's Division = .

The Controller's Division, when de-
termining an employee's tax exemption
status, must rely on the institutional
Payroll Office to provide certain data
necessary to make that determination.
These data include:

eees Form W-4, Employee's Withholding Al-
lowance Certificate.

ee«s Form C0-477, Non-Resident Alien Re-
quest For Exemption From Tax With-
holding.

«ess Information related to out-of-state
or foreign employment (see paragraphs
10.07E€, 10.07F, and 10.07G).

[3] Changes Affecting Exemption Status

After an employee is classified as
exempt from withholding, the institutional
Payroll Office must notify the Control-
ler's Division of any change(s) to the em-<
ployee's situation which may affect his
exemption.

D NON-RESIDENT ALIENS

[1] General '

A non-resident alien may be exempt
from withholding for some or all State and
Federal income taxes if he: .

iess Is temporarily in the United States
as a student or cultural exchange
visitor and :

«ee. Is a resident of a country with which
the United States has a tax treaty.

[2] The non-resident alien must satisfy
all of the conditions for exemption set
forth in the current tax treaty with his
country of residence to be exempt.

[3] Non-Resident Alien Request For Ex-
emption From Tax Withholding, Form
C0-477
A non-resident alien, who believes he

may be exempt from withholding for either

incomé -taxes or Social Security, should
file a request for exemption.. He may use
the following form C0-477, Non-Resident

Alien Request For Exemption From Tax With-

holding, or provide an equivalent state-

ment containing all of the data requested
on form C0-477. A W-4 Certificate claim-
ing exemption on line 6 is insufficient.
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ORECON STAIE SYSIEM OF HIGHER EDUCATION [3] The Cpntroller's Division determines

Non-Resident Alien Request for Exeaption from Tax Withholding the ?Xem'ptlon Status Of SUCh an employee .

The institutional Payroll Of fice must pro-

NAKE sese SOC. SEC. NO._ vide the following employee information
PERMANENT MAILING ADDRESS for the determination:

cny STAIE ZIP CONE

COUNIRY (of Residence)

«oss Place(s) and duration of employment.
A. Oregon Dept. of Higher Education Institution (i.s., PSU, OSU, etc.) _

B. Visa section letter snd number (i.e., F-1, J-1)
(Provide copy, front and back, of form 1-94)

«ess Expected frequency and periods of
travel to Oregon. .
C. Date entered the U.S. Expected depsrture date

D. Primary purpose oith to the United Stetes: «ess Verification that residence is not in

Percentege of time to teschlng Or egon.
Percentage of time to resesrch .
Percantage of time ss s student [a4 Once exemption is determined, PDB el-
L CLAIM EXEMPTION FROM INCOME TAX WITHHOLDING, end declare under penalty of ement 69 (TAXX), Tax Exempt Code, is coded
D petjury that [ am not a citizen or s reeident of the United States, thet "1 = Ex empt State."
earnings paid to me during the ceslendsr year as an employee of the - ¢
Institution named in A sbove are exempt from U.S. Income lax under the
provisions of Article of the tax tresty betwsen the
United States end the country of which | an & F FOREIGN EMPLOYMENT OF
resident. Plesse refer to Table 3, IRS Publicstion 515, f h.
Iforaat con. ' ublication #3 & sourca for this FOREIGN NATIONALS
1 QLAIX EXEMPTION FROM SOCIAL SECURITY (FICA) taxation on esrnings from the
D Institution named in A sbove, and declare that 1 am in the United States as a [1 ] Beneral t ith
non~-immigrent under sub-paragraph (F) or (J) of section 101(a)(15) of the R An employee may be exemp from . Wi -
Inmigration end Nationalization Act. (i.8., F-1 or 3-1 vise dealgnation is holding of both State and Federal income

roquired), taxes if he:

“{Claimant)

DATE: SIGNEDs
esso I8 a citizen of another country and

APPROVAL BY CONTROLLER'S OFFICE

Income Tax Withhaldings [ | Non-xempt [ | Exest  Limitation +20. Has never resided in the United

States and
Social Security Taxstion D Non-Exempt. D Exempt

. +ee. Is employed in another country.
DAIE: SIGNED:

TFor the lontrollmc) [2 ]

This type of employee may request ex-
***IF YOU HAVE NOT OBTAINED A SOCIAL SECURIIY CARD, PLEASE DO SO IMMEDIATELY®s*

emption by providing the Controller's Di-

€0-477 (Rev-11-86) vision with information regarding his cit-
—— izenship and the country where he is em-
[4] Form C0-477 Completion ployed.

The employee must complete all parts
of this form above the "APPROVAL BY CON-

TROLLER'S OFFICE" section, er provide a G FOREIGN EMPLOYMENT OF U.S. CITIZENS
written statement containing all of the

same data. The completed form is then [1] General .
sent to the Controller's Division for de- Employees who are United States citi-
termination of tax withholding status. A zens and temporarily reside in a foreign
request for exemption should be filed an- country are subject to income tax with-
nually because an exemption is granted on- holding. Such employees, however, may be
ly for the balance of the calendar year eligible for deduction from, or exclusion
and expires on December 31st. of, certain income earned abroad. They

may also be eligible for a foreign tax
credit when they file their income tax re-

E NON-RESIDENTS OF OREGON EMPLOYED IN turns (ref. IRC Section 911, Citizens Or
OTHER STATES Residents Of The United States Living A-
broad).
{1] General
An employee may be exempt from with- [2] A reduction in tax liability may ap-
holding of Oregon State income taxes if ply when the employee is:
he:
eess A bona fide resident of one or more
+++s Neither resides nor expects to reside foreign countries for an entire cal-

in the State of Oregon and endar year. Certain foreign earned

income may be exempt from taxation.
«ess Is employed in another state.

«sss Present in one or more foreign coun-

[2] Such an employee may, however, be tries for 330 full days in 12 consec-

subject to withholding of State taxes utive months. Certain foreign earned

if he regularly travels to Oregon in the income may be exempt from taxation.

course of his employment (ref. Administra-

tive Rule 150-316.167(1)). ++s. Required to pay foreign taxes on in-
come. A foreign tax credit may be
allowed.
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Note: The employee in this situation
may find IRS Publication 54,
"Tax Guide For U.S. Citizens
And Resident Aliens Abroad,”

helpful.
H WITHHOLDING TAX STATEMENTS
FORM W-2
[1] General

The Controller's Division prepares
and distributes Federal form W-2, With-
holding Tax Statements, annually in Janu-
ary. 11 calendar year earnings of an em-
ployee who has worked for more than one
institution are combined on a single set
of Withholding Statements, except for cer-
tain Federal employees. Two W-2 forms are
issued, for example, for all 0SU Extension
Service employees who had earnings from
both Federal and non-Federal employment
within ODHE in the same calendar year.

[2] Corrected W-2 Form

A corrected W-2 form is issued when-
ever an employee's pay for a prior year is
adjusted. The Controller's Division is-
sues the corrected W-2 form.

[3] Duplicate W-2 Form

Report PR722-03, W-2 Earnings (see
FASOM Section 102.28, W-2 EARNINGS), con-
tains all of the data needed to prepare
duplicate W-2 forms. Institutional Pay-
roll Offices prepare and issue the dupli-
cate W-2 form when requested by an em-
ployee.

1 FARM LABOR -- STATE TAX

This State tax is withheld for em-
ployees with Classification Code 2960,
Farm Labor. It is 2% of the employee's
gross pay. The number of exemptions
claimed by the employee is not considered
in its calculation (ref. ORS 316.167(1)).

03/87



OSBHE FINANCIAL ADMINISTRATION STANDARD OPERATING MANUAL

10.08 10.08
Personnel-Payroll Social Security
: a Social Security Administration Form S$S-5

A SOCIAL SECURITY NUMBER shown below. These forms are available
from any Social Security Administration

[1] General office or Internal Revenue Service of-
(Ref. Internal Revenue Code (IRC) fice. Completion instructions are con-

Regulations 301.6109-1, 31.6011(b)-2,

and 1.1441-4(a) (2)(ii))

The Social Security Number is the key
to all Personnel Data Base (PDB) records.
It is required for the processing of all
payroll transactions. Other systems, in
addition, use the Social Security Number
for identification purposes because numer-
ous employees' names are alike and numer-
ous addresses change frequently.

[2] The employee's name and Social Secur-
ity Number are required to properly iden-
tify him when ODHE reports to the Social
Security Administration, Oregon Department
of Revenue, Internal Revenue Service, and
other taxpayer accounts.

[3] Each individual who is required to
file a return, statement, or other docu-
ment, and has it filed by another person,
e.g., an employer, must give his tax-
payer's identifying number, i.e., Social
Security Number, to that other person on
request. The employee is required to fur-
nish ODHE with a Social Security Number
when completing and filing such things as:

«ses An Agreement For

Salary Reduction,
Form CO-408

(see paragraph 10.05C, A-

GREEMENT FOR SALARY REDUCTION, FORM
C0-408).
ees. An Employee's Withholding Allowance

Certificate, Form W-4 (see paragraph
10.078, EMPLOYEE'S WITHHOLDING ALLOW-
ANCE CERTIFICATE, FORM W-4).

A Non-Resident Alien Request For Ex-
emption From Tax Withholding, Form
C0-477 (see paragraph 10.07D[3], Non-
Resident Alien Request For Exemption
From Tax Withholding, Form C0-477).

PERS Forms 45922-05, Personnel
cord/Designation Of Beneficiary,
45922-08, Other Beneficiary Designa-
tion (see paragraph 10.11B[3], New
Employees (Non-PERS Members)).

Re-
and

An Earned Income Credit Advance Pay-
ment. Certificate, Form W-5 (see para-
graph 10.13C, REQUEST FOR ADVANCE
PAYMENTS).

[4] Obtaining A Social Security Number
A person needing a Social Security
Number, as required above, must apply for

it in a timely fashion. This means that
the application for the Number must be far
enough in advance so as to allow its issu-
ance before its first required use.

[5] Form SS-5, Application For A Social
Security Number (Original, Replace-
ment or Correction)

A person who has neither secured nor
applied for a Number, must do so by using

tained in the Form booklet.

DEPARTMENT OF HEALTH AND HUMAN SERVICES
SOCIAL SECURITY ADMINISTRATION

Form Aporoved
OMB No_09€0-0066

FORM SS-5 — APPLICATION FOR A SOCIAL SECURITY NUMBER CARD (Original, Replacement or Correction)

Uniess the requested miormation 1s provioed, we may not be able 1o issue 8 Social Security Numper (20 CFR 422-103(b)).

INSTRUCTIONS

TO APPLICANT dark biue or black ink, Do not use pencil. SEE PAGE 1 FOR REQUIRED EVIDENCE.
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[6] Filing Deadlines

The SS-5 Application Form must be
filed on or before the first seven days
after beginning employment. If the em-
ployee leaves employment before the sev-
enth day, the application must be filed on
or before the date he leaves.
[7] Verification Of SSN Card

The employee should be instructed to
bring his Social Security card, when it
arrives, to the institutional Payroll Of-
fice for verification and recording.
Telephone verification is unacceptable.

Withholding Pay

(8]
The institutional Payroll Office
should hold all payroll forms until the

Social Security Number is verified. If
any pay is due an employee who does not
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have a Social Security Number, the Payroll
Of fice should contact the Controller's Di-
vision, Personnel-Payroll Section.

[9] Employee Responsibilities On The
First Day Of Work
A new employee must complete one of
the following procedures on his first day
of work:

«ese If the employee 'has an account number
card, issued by the Social Security
Administration, available, he must
present it to the employer.

eses If the employee does not have his So-
cial Security Number card .available,
but knows what his number is and ex-
actly how his name appears on the
card, he must report that information
to his employer using a form C0-204,
Statement O0f Information -- Social
Security Account Number, shown here.

eees If the employee does not have an ac-
count number card, but has a receipt
issued by a Social Security Adminis-
tration office acknowledging that an
application for such an .account num-
ber has been received, he must show
that receipt to the employer.

eees If the employee is unable to comply
with the above three procedures or if
he has been furnished with a tempo-
rary account number, e.g.,
999-01-XXXX, he must complete a form
€0-204, Statement :0f Information --
Social Security Account Number.

{10] Statement Of Information -- Social
Security Account Number, Form CO-204
This form has multiple uses as de-
scribed throughout this section. It is a-
vailable from institutional Payroll Of-
fices and the Controller's Division,
Personnel-Payroll Section.

[11] Employer Responsibilities Regarding

The Employee’'s Social Security Number

The employer, after being shown the
employee's Social Security Number card,
‘must enter that number and name, exactly
as shown on the card, in the employer's
records. Such records include the PDB and
any other system(s) which require the So-
cial Security Number to be present.

[12] The employer must follow one of the
following procedures if the employee does
not present his Social Security Number
card:

eess If the employee has not applied for
an account number, or has a temporary
number, the employer must inform him
of his responsibilities as described
in paragraph 10.08A[9], Employee Re-
sponsibilities On The First Day O0Of
Work.

«ess If the employee has an account num-
ber, but his Social Security Number

OREGON STATE BOARD OF HIGHER EDUCATION

STATEMENT OF INFORMATION -- SOCIAL SECURITY ACCOUNT NUMBER

Employee's Full Name

Temporary Social Security No.

Present flddress

Place of Birth Date of Birth

Father's Full Neme

Mother'a Full Name (before Marriage)

Sex (M or F)

STATEMENT AS TO PREVIOUS SS-5 APPLICATION

I (check one) have , have not previously filed an application on Form
§S-5. -

1f you checked "have" sbove, indicate the date / / and place

of such filing and the expiration date of the receipt / /.

1f you check “"have not," date end sign this statement below.

Please note that the completion of this form does not relieve you of the requirement to
make applicetion on form SS5-5 to secure a social security eccount number.

Date: - Signed:

{Employee)

JINSTITUT IONAL ‘PAYROLL OFFICE

Forward a copy of this form to the Controller's Division, if two months from the date
recorded sbove, the employee has not provided you a permanent social security number.

C0-204 12/86

card is wunavailable, then he must
complete a form C0-204, Statement .Of
Information -- Social Security Ac-
count Number, as described in para-
graphs  10.08A[9] and 10.08A[10]
above. The completed form is then
submitted to the employer.

eeee If the employee has a receipt for
application for an account number,
the employer must enter the receipt's
contents on his records. This
information must be entered exactly
as shown on the receipt., It should
include the employee's name and
address; the expiration date of the
receipt; and the address of the
office issuing the receipt.

Note: This information can be ob-
tained either from the employ-
ee's receipt or his completed
form C0-204  as described
above.

+ess The employee must provide the employ-

er with a permanent Social Security
Number within two months of the date
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of either the receipt of application
or the completed form C0-204. If the
employee fails to do so, the institu-
tional Payroll Office must provide
the Controller's Division with a copy
of one of the two documents.

[13]) Courtesy Or Emeritus Employees

These types of employees must either
possess a valid Social Security Number or
have a number assigned, e.g., 999-01-XXXX,
by the Controller's Division, Personnel-
Payroll Section.

[14] Name Changes

Any employee, whose name differs from
the name on his Social Security card, must
notify the Social Security Administration
and request a replacement card. This is
done by completing Form SS-5, Application
For A Social Security Number Card (Origi-
nal, Replacement or Correction)(see para-
graph 10.08A[5] above). The completed
form should be sent to the nearest Social
Security Administration District 0Office.

[15] Use Of A SSN Card Containing An
Incorrect Name
A new employee may use a Social Se-
curity card, containing an incorrect name,
as verification of a Social Security Num-
ber. The error, however, must be an ob-
vious one such as a misspelling.

[16] An incorrect card may also be used if
the error is due to a name change. The
employee must, however, present one of the
following as evidence of such a name
change:

«sss A legal "Name Change" certificate is-
sued by a duly constituted authority.

esss A certified copy of a Marriage Cer-
tificate(s).

eses An Adoption Certificate.

++.. An Affidavit from a parent explaining
the use of a stepfather's surname.

Note: Compliance with the above pro-
cedure does not relieve the
employee of the requirement to
notify the Social Security Ad-
ministration of the erroneous
name on his Social Security
Number card.

8 ' FICA WITHHOLDING

[1] FICA withholdings are deducted from
an employee's subject pay in accordance
with current Federal regulations and de-
posited with the Federal Government.

[2] Earnings Subject To FICA

All compensation for employment up to
the current limit, including deferred com-
pensation and tax deferred annuities, is
subject to FICA withholding except as spe-
cifically exempted in paragraph 10.08C,

EARNINGS EXEMPT FROM FICA, for certain
groups of employees.

[3] Except for deferred compensation and
tax deferred annuity payments, rules on
whether pay is exempt from, or subject to,
income tax withholding also apply to FICA
withholding. See paragraph 10.07A, INCOME
TAX WITHHOLDING, for further information.

[4] sSick leave pay, which is a salary
continuation program funded from the same
appropriation (or limitation) as the em-
ployee's regular salary, is subject to
FICA withholding taxes. (Ref. N.R. Fisher
Letter, Social Security Withholding on
"Sick Leave," 11-15-77.)

[5] FICA Deductions From Earnings

FICA withholding taxes are deducted
at the rate determined by law from a sub-
ject employee's earnings during a calendar
year until the maximum earnings subject to
FICA are reached. Pay in excess of the
current maximum subject amount is exempt
from FICA withholding.

[6] Employees With More Than One Employer

An individual who receives pay from
more than one employer during a calendar
year could have more than the maximum FICA
deduction amount withheld from the com-
bined salaries.,

[7] An employee who has been, or is .now,
employed by another State of Oregon agen-
cy, is considered to have a single employ-
er for FICA purposes. Such an employee
should not have more than the maximum FICA
deduction withheld from the combined earn-
ings received from all State agencies dur-
ing the calendar year. Institutional Pay-
roll Offices should advise the Control-
ler's Division, Personnel-Payroll Section,
of such an employee and of the other em-
ploying agency(ies) so that excess FICA
taxes will not be withheld.

[8] An employee's pay from any employer
other than a State of Oregon agency usual-
ly will not affect the amount of pay from
ODHE which is subject to FICA withhold-
ing. This includes earnings from any
city, county, or school district. The em-
ployee can request a refund of any FICA o-
verpayment when he files his Federal In-
come Tax return.

c EARNINGS EXEMPT FROM FICA

[1] The following earnings are not sub-
ject to FICA withholding.

[2] Students

Pay earned by full-time ODHE students
while attending school is exempt from
FICA. This exemption does not apply to
non-State System students.

[3] A student, to be classified as full-

time, must be enrolled for a minimum of 12
credit hours as an undergraduate, or 9
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credit hours as a graduate. Earnings be-
tween terms when the student is enrolled
full-time, except between Spring and Fall
terms, are also exempt. If a student's
class load drops below the full-time lev-
el, his pay is subject to FICA effective
the first day of the next month.

[4] Foreign Students

All earnings of a foreign student who
has entered the country temporarily, on a
Student visa (F-1), to attend school, are
exempt from FICA withholding. A Non-Resi-
dent Alien Reqguest For Exemption From Tax
Withholding, form €0-477, or an equivalent
statement, is required. See paragraph
10.07D, NON-RESIDENT ALIENS, for further
information.

[5] Non-Resident Aliens

The earnings of a foreign national in
the United States temporarily, on an Ex-
change Visitors visa (J-1), are exempt
from FICA withholding. A Non-Resident Al-
ien Request For Exemption From Tax With-
holding, form CO0-477, or an equivalent
statement, is required. See paragraph
10.07D, NON-RESIDENT ALIENS, for further
information.

[6] Federal Civil Service Employees

A Federal Civil Service employee,
hired before January 1, 1984, is subject
to withholding for the Medicare portion of
FICA, but is exempt from withholding for
the balance of FICA., A Federal employee,
hired on or after January 1, 1984, is sub-
ject to FICA. A former Federal Civil
Service employee, hired after a break in
service of less than one year, retains
exemption from FICA and is subject only to
Medicare.

[7] Employees In Foreign Countries
Employees who live in foreign coun-

tries, and who are not United States citi-

zens, are exempt from FICA withholdings.

[8] Employer-Paid Retirement Attributions

Employer-paid attributions to PERS
and TIAA-CREF are exempt from FICA with-
holding.

D SOCIAL SECURITY NUMBER CORRECTIONS

[1] General

Social Security Number corrections
are submitted to the Controller's Divi-
sion, Personnel-Payroll Section, on SSN
Change Cards, form C0-618. A copy of the
employee's Social Security Number card is
required except to —correct an input
error. Three types of corrections are
possible: Delete, Change, and Combine.

[2] SSN Deletion

All employee deduction and pay/budget
data associated with the Social Security
Number are deleted from the Personnel Data
Base. A "Delete" transaction can be used
only when there is no year-to-date pay on
file for the SSN to be deleted, and to

delete budgeted "TBA" positions. If there
is year-to-date pay on file, a "Change" or
"Combine" transaction must be used.

[3] SSN Change

The Social Security Number on the
Personnel Data Base is changed to the
"Correct SS No." indicated on the SSN
Change Card. Used only when all payroll
and personnel data are recorded under the
incorrect SSN. Element 77, Last Transac-
tion Date, is changed.

[4] Combine SSN's

Used when PDB data are recorded under
two SSN's for an employee. The incorrect
SSN is deleted and PDB data are partially
combined as described below. The "Correct
PDB Data" box designates the controlling
record for retention of PDB data. Data on
file for the two SSN's are retained or de-
leted as follows:

+s++ Deductions: Each unique deduction
Plan/Type on file for either SSN is
retained, including all deductions
with the same Plan but different Type
codes. The deduction amounts are
combined if a Plan/Type is on file
for both SSN's, and the action code
and start/stop dates for the "Correct
PDB Data" SSN only are retained.

«ss. Employee Data: All data on file for
the "Correct PDB Data" SSN are re-
tained. Personnel Data on file for
the other SSN are deleted.

«ses Payroll Data: Year-to-date pay a-
mounts are combined.

«+«.. Budget Data: If pay/budget data are
on file for only one SSN, those data
are retained even if "Correct PDB
Data" is designated for the other
SSN. When pay/budget data are on
file for both SSN's, only the data
for the "Correct PDB Data" SSN are
retained.

«eses Element 77, Last Transaction Date:
The date the files are updated.

eess Elements 126 to 168, Cumulative Pay-
roll Information: Data from the two
records are added together.

eses Element 171, Prior Quarter FICA
Ad justment: Ad justments for the same
quarter and reason are added togeth-
er. If the quarter or reason differ,
separate line items are recorded.

esse Elements 169, Date Last Paid and
170, Payroll Register Re ference
Number: The most recent date for
each is retained.

[5] SSN Change Card
1. Correction Type Code: Required on

all transactions. One block, and
only one block, must be checked.
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2.

Incorrect Social Security  Number:
Required on all transactions. The
SSN being deleted. All transactions
will cause this SSN to be deleted
from the Personnel Data Base.

for the SSN that is to control which
data will appear on the combined re-
cord. Leave blank for "Delete" and
"Change" transactions.

6. Name: The employee's Payroll name.
Correct Social Security Number: Re-
quired on all "Change" and "Combine" 7. Date Prepared: The date the form is
transactions; must be blank on a "De- prepared.
lete" transaction. The SSN to re- ’
place the "Incorrect SSN" on a 8. Originating Institution: The 2-digit
"Change" transaction, and to be re- institution number for the institu-
tained on a "Combine" transaction. tion submitting the correction.
ABC Code: Required for each SSN en- 9. Completed By: The name of the person
tered. The first three letters of preparing the form.
the last name associated with the SSN
on the PDB. 10. Approved By: The Controller's Divi-
sion, Personnel-Payroll Section, ap-
Correct PDB Data: Required on "Com- proves all changes.
bine " transactions. Check the box
008456 OREGON STATE BOARD OF HIGHER EDUCATION
@ 8SN CHANGE CARD @
1 DELETE D 2 CHAN D 3 COMBINE D
(Incorrect SS No.) ABC (Correct SS No.) ASC
CORRECT P.D.B. MEA;DD CORRECT P.D.B. Mé D
® ®
Last Name Fiest Middie Completed by
@ ION _(®
Dete Prepared Orig. Institution Approved by
CO-418. 1/73. OSU 491
5 04/87
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A STATE ACCIDENT INSURANCE FUND (SAIF)
Reference: ORS Chapter 656

11 SAIF is a public corporation that
provides worker's compensation insurance
to protect the Department of Higher Educa-
tion against liability for employee injury
or illness arising out of and 1in the
course of employment, SAIF is funded en-
tirely from premiums paid by employers.
Pay that 1is not subject to the Oregon
Worker's Compensation law includes:

a. Tips and other gratuities

b. Excess overtime pay (the portion of
overtime rate that exceeds the
straight-time rate).

c. Severance pay (unless for time
worked) .

d. Bonus pay (where it 1is not antici-
pated under the contract of employ-
ment and 1is paid at the employer's
sole discretion). Bonuses that are
agreed to in advance (e.g. incentives
and commissions) are still included
for premium purposes. Bonuses re-
ceived at regular intervals (quarter-
ly or less) are considered to be
anticipated.

e. Vacation pay - exclude when paid.
This does not include holiday pay or
sick leave pay.

f. Reimbursement of travel and subsis-
tence, provided it is verifiable.

g. Value of special rewards for indi-
vidual invention or discovery.

The formula for includible pay for--

Oregon Worker's Compensation is:

Ad justed Gross Pay = Gross Pay +
assumed wages + PERS pickup (attribu-
tions) - Overtime pay/3 (transaction
codes 1201, 1412, 1420, 1421, 1520,
1521, 1523) - Vacation pay (transac-
tion codes 1211 and 1411) - Retroac-
tive overtime (transaction codes 1418
and 1518) - FLSA overtime on premium

pay (transaction code 1419) - bonus
pay - permanent out-of-state employee
pay.

SAIF also collects assessments on
both employees and employers to fund
supplemental worker's compensation
programs and Worker's Compensation Board
expenses.

[2] For information on coverage, benefits
and claims, see FASOM 07.13, VWorker's
Compensation.

B EMPLOYEES COVERED BY SAIF

[1] The following workers are covered by
SAIF:

esss All full-time and part-time paid em-
ployees stationed in Oregon.

sess All employees on sabbatical leave,

+sss Workers who receive a perquisite as
compensation for their services and
are approved for coverage by SAIF.
See paragraph D.

s+sss CWSP student workers. See FASOM
07.13D.

oo« Athletic officials such as referees
and umpires whether paid on the
payroll as non-employees, or as
independent contractors.

[2] An employee temporarily outside of
Oregon on State business may or may not be
covered by SAIF, An employee permanently
assigned to work outside of Oregon is not
covered by SAIF. See FASOM 07.13D for
further information.

¢  SAIF ASSESSMENTS

[1] All employees who are on the payroll
and covered hy SAIF are required to pay an
assessment by payroll deduction for each
full or partial day of work. The assess-
ment rate depends on the month worked as
follows:

Daily Monthly Max./Mo.

11-81 - 06-83 .105 2.31 3.26
07-83 - 09-83 .08 1.60 2.48
10-83 .095 1.90 2.95
11-83 - 12-83 .11 2.20 3.41
01-84 & later 4 2.80 4.34

The assessment on employers, which
includes the Worker's Compensation Employ-
er Assessment, is differentiated by insti-
tution effective July 1, 1987, as follows:

Inst Rate Inst Rate
OHSU 1.49 S0SC .74
osu .89 woSC .74
uo 1.01 01T .74
PSH) .56 EO0SC 74

The employee and employer assessments
are used to cover injuries to disabled
employees, support sheltered workshops,
and for vocational ' rehabilitation for
disabled persons.

The amount charged to the employee's
pay account is calculated by the Control-
ler's Division by summing the amounts of
three calculations.

a. Ad justed Gross Pay times the institu-
tional rate.

b. Amount calculated in (a) times .D6
(as applicable for PERS pickup).

c. "Days - Worked" times .12 (employer
portion of rate).

Example: If the adjusted gross pay
is $525.00, the employee 1is paid by
W0SC, and the "days worked" are 20,
the total cost to the department's
account would be calculated as
follows:
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$525.00 x D074 = $3,.89
3.89 x .06 = .23
20 x 12 = 2.40
$%.52

[2] Assessments for FEmployees on the
Regular Payroll
For employees with budgeted pay on
the Personnel Data Base, the monthly SAIF
assessment (see C[1]) 1is automatically
entered in PDB element 065, SAIF Amount.
- The SAIF assessment can be changed using
terminal program PBU., The amount entered
is deducted from the employee's regular
monthly pay.

[3] Assessments for Employees Paid by

Time Card

For employees paid by time card,
enter the number of days worked on the
time card. Include partial days. Enter
"00" on the time card if it is for supple-
mental pay for an employee paid on the
regular payroll, or 1if the full SAIF
amount for the employee was reported on
another time card. Enter "20" for an
employee on sabbatical leave for the full
month who 1is not paid on the regular
payroll.

[4] Assessments for Employees on Sabbati-

cal Leave

The SAIF assessment for an employee
on sabbatical leave is the same as for a
full-time instate employee. The standard
monthly deduction (see C[2]) should be
entered on the PDB in element 065, SAIF
Amount. See paragraph C[3] above if paid
by time card.

D WAGES SUBJECT TO ASSUMED WAGE REPORTING

[1] Gross pay for SAIF and Workers
Compensation Department (WCD) Assessments
includes wages payable to workers for the
reasonable value of board, rent, housing
lodging or similar advantages received
from the employer.

[2] All wages subject to SAIF and WCD
premiums and assessments are processed
through the payroll system except required
perquisites. See FASOM 10.17G and H.
Required perquisites (meals and lodging)
are not wages for social security and
income tax withholding, but are wages for
SAIF and WCD subjectivity. Instead of
reporting required perquisites through
forecast pay or time certificates and
taking contra deductions {(as is the case
in 1XX plan-types or the C-Table), the
value of meals and lodging for required
perquisites 1is to be reported on the
Report of Assumed Wages Not Paid By Pay-
roll For Computation of the SAIF Premium,
C0-202. Any pay in addition to the re-
quired perquisite amount 1is processed as
usual, elther by time card or forecast
pay.

[3] Completion of the Report of Assumed
Wages
Institutions report to the Control-
ler's Division at the end of each month
the assumed pay for each worker. The
report is submitted on form C0-202, Com-
plete form C0-202 as follows:

1. Institution: Name of institution
exercising supervision and control
over the listed employees.

2. Month/Year for: The month and year
for which the report is prepared.

3. SSN: The worker's hyphenated Social
Security Number.

4, Name: The worker's full name, last
name first.

5. Regn. Number: Requisition number
assigned by the iInstitution to
identify the payment teo SAIF. Must
contain 6 characters. The first
position must be numeric and identify
the fiscal year to which the expendi-
ture applies, i.e., enter 7XXXXX for
1986-87 fiscal year, B8XXXXX for
1987-88, etc.

6. Account Coding: Acceunt number of
department receiving the worker's
service., The account will be charged
the amount of the SALF premium on the
assumed wages under transaction code
2902, Insurance. Variable Department
and Institutional Use are optional.
Cash Account is only entered when the
fixed cash account onm the chart of
accounts is to be overpridden.

The amount charged to the account 1is
calculated by the Controller's Divi-
sion by using the following
calculation:

Assumed wages times .0074 (varies by
institution)

Example: If assumed wage is $525.00,
the total cost to the department's
account would be calculated as
follows: :

$525.00 x .0074 = $3.89

——

$3,.89

Total Cost

7. Total Assumed Pay for the Month: The
amount 1is based on the worker's
status according to 7(a) or (b).

7(a) Worker receiving board/room perqui-
site: Enter the value of meals and
housing. This is ejther the actual
value, or $150 for an individual or
$250 for a couple,. whichever s
greater.
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7(b)

Employee paid on the payroll who also
receives a required perquisite, e.g.,
State provided housing: Enter the
approved amount applicable to agency
need as reported by the Office of
Facilities Planning or as approved in

Meals (M) or Lodging (L): Code "M,"
"L," or "ML" to identify what the
assumed wage value represents.

Approved by: Signature of a
supervisor authorized to approve the

Board Minutes (President's Perqui- report.
sites).
Form C0-202
OREGON STATE BOARD OF HIGHER EDUCATION
REPORT OF ASSUMED WAGES NOf PAID BY PAYROLL FOR COMPUTATION OF SAIF PREMIUM
_Institution: 1 for the Month of 2 19
sac AL ACCOUNT TO1AL ASSUMED | MEALS (M)
SECURLTY NAME REQUISITION 10 BE VAR wc CASH PAY FOR oR
NUMBER NUMBER CHARGED DEPS. COPE Acct THE MONTH LODGING (L)
3 ] 5 6 7 8
1
b
i
i
1
i
io De Filed with Controller's Office, Corveliis
by the 5th day after the end of the month. PAGE TOIALS
9

€0-202 (Rev. 3/87)

Ref.3

FASOM 10.090 Wages Subject To Assumed Wage Reporting

Approved By
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A DEFINITIONS

Notices of garnishment, support or-
der, bankruptcy order and tax levy are or-
ders from a court or other authority re-
quiring the Department of Higher Education
to withhold a specified amount from an em-
ployee's pay. The amount withheld is sent
by the Controller's Division to the recip-
ient named on the order for applicatien to
a claim against the employee.

[1] Garnishment (Ref. ORS 23.175)

An order from a court to withhold
earnings of an employee for the payment of
a debt.

[2] Bankruptcy Order

An order from a court of bankruptcy
to withhold pay due to an employee for the
settlement of claims against an employee
who has filed for bankruptcy.

[3] Support Order (Ref. ORS  25.050,

25.350, and 25.450)

An order from an Oregon court requir-
ing the employee to contribute to the
support of minor children, or spouse and
child, and requiring the Department of
Higher Education to withhold pay due to
the employee to provide such support. A
support order is a continuing order until
superseded or canceled by a further order
of the court.

Note: If the support order originates
from another state's court, the
claimant should be instructed to
contact the Oregon Department Of
Human Resources, Child Support
Unit. This Department, in return,
will initiate the order on behalf
of the claimant's state.

[4] Tax Levy

An order from the Internal Revenue
Service or the State Department of Revenue
to withhold pay due to an employee for
payment of the employee's past due Federal
or State taxes.

[5] Disposable Earnings (Ref. ORS 23.175)

Earnings remaining after deduction of
amounts required to be withheld by law.
Such deductions are:

«e+s Federal and State withholding taxes.

.... FICA.

eees SAIF.

+ess Retirement deduction when required by
law.

esse "Fair Share" deduction or union dues
when a "Fair Share" clause 1is con-
tained in the collective bargaining
agreement.

«+.. Payroll advances only when any gar-
nishment is served after the advance
is made.

«ees Other prior eclaims against this
month's pay ordered by a court or
other authority.

[6] Other deductions such as health and
life insurance, dues, tax deferred annui-
ties, deferred compensation, wunion dues
when they are voluntary, etc., are
considered part of disposable earnings.

B PROCESSING CLAIMS AGAINST PAY

Notices of garnishment, support
order, bankruptcy order or tax levy are
sent to the Controller's Division, Person-
nel-Payroll for processing.

[1] Institution Responsibilities

On receipt of a notice of garnish-
ment, support, bankruptcy or tax levy, the
institution Payroll Office must promptly:

a. Prepare form C0-404, NOTICE OF CLAIM
AGAINST EMPLOYEE'S PAY, in accordance
with section D.

b. For a Federal tax levy, have the em-
ployee complete Treasury form 668-P,
Statement of Personal Exemptions.
This form is usually attached to the
notice of tax levy.

C. If a payroll check for the employee
is in the institution's possession,
hold or retrieve it and attach to
form CO0-404.

d. Send form CO0-404, form 668-P when ap-
plicable, and any paycheck for the
employee to the Controller's Divi-
sion.

If pay is released to an employee be-
cause a. through d. are not performed
promptly, a receivable will be established
on the institution's books for the amount
that is payable on the claim.

[2] Controller's Division Responsibili-
ties
The Controller's Division, Personnel-
Payroll is responsible for processing
claims against employee's pay including:

a. Determining the amount to be with-
held.

b. Retrieving and reversing employee
paychecks that are outstanding when
notice is received.

c. Responding to each notice and issuing
checks as directed.
d. Issuing a check for the balance due

to the employee.

C EXEMPTIONS & LIMITATIONS

Part of an employee's pay is exempt
from garnishment or other levy. State law
also places limitations on the duration of
claims and employer actions resulting from
such claims.

[1] Reprisals Prohibited

Discharge of an employee for reason
that the employee has had earnings gar-
nished is prohibited. (Ref.: ORS 23.185)
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(2] Discharge or refusal to hire an
employee because of service of order of
withholding for support of children or
spouse and child is prohibited. (Ref.:
ORS 25.050 and ORS 25.350)

[3] Garnistiment

A garnishment that is not a support
order is limited to the amount of pay that
is due to the employee on the day the gar-
nishment notice is served. The maximum
amount that can be withheld is the employ-
ee's gross earnings that are unpaid or un-
deposited as of the day of notice.

[4] A portion of the employee's earnings
is exempt from claim. The exemption for
one month is 173.3333 hours times the cur-
rent minimum wage. The maximum earnings
subject to garnishment is the lesser of
disposable earnings minus the exemption,
or 25% of disposable earnings as defined
in paragraph 10.10A[5], Disposable Earn-
ings.

[5] Classification codes 4450 through
4476 are "“Seamen." Employees with these
classifications are exempt from all gar-
nishments, except support orders, Federal
tax levies and State tax levies, in ac-
cordance with Title 46 U.S. Code Section
601.

[6] Bankruptey Orders

A bankruptcy order can be either a
one-time claim or a continuing claim as
stated on the order. All disposable earn-
ings, as defined in paragraph 10.10A[S],
Disposable Earnings, are subject to bank-
ruptcy orders,

[7] Support OBrder (Ref.: ORS 25.050 and

25.350)

A support order is a continuing gar-
nishment with the same exemptiens as a
garnishment. However, while a garnishment
is for a single specific amount, a support
order is for a payment each pay period
plus delinquent payments due, and con-
tinues wuntil altered or stopped by the
court .

[8] When the maximum earnings subject to
garnishment exceed the monthly payment,
the maximum deduction will be taken until
all delinquent amounts and interest are
paid in full. Thereafter, the amount due
each month is withheld.

(9] Tax Levy

The exemption from withholding for a
Federal tax levy is determined from IRS
Notice 110-A, Table for Figuring the
Amount Exempted from Levy of Wages, Salary
and Other Income. The exemption varies
with the number of dependents claimed on
form 668-P, Statement of Personal Exemp-
tions.

[10] A state tax levy can be either a one-
time claimy, or a continuing claim until
paid in full or released by the court.

[11) The maximum amount of earnings that
are subject to the tax levy is determined
by subtracting the exemption from disposa-
ble earnings as defined in paragraph
10.10A[5], Disposable Earnings.

D NOTICE OF CLAIM AGAINST EMPLOYEE'S PAY

Complete the Notice of Claim form
C0-404 as follows: '

1. Enter the employee's name, institu-
tion number and Social Security num.-
ber.

2. Enter the total amount of the gar-
nishment and the case number from the
Notice of Garnishment.

3. Enter the date and time of day the
Notice of Garnishment was served.
The date served may limit the amount
that can be withheld (see paragraph
10.10C[3], Garnishment).

4, Check whether the employee is paid on
a monthly or hourly basis and enter
the current pay rate.

S If the employee is being paid at an
hourly rate, enter the hours worked
each day for which the employee has
not been paid.

6. Check if the institution has inter-
cepted a payroll check for the em-
ployee, and send the check to the
Controller's Division with the Notice
of Claim form.

7. Check if the employee has received a
payroll advance this month and enter
the amount of the advance.
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R DEPARTMENT OF HIGHER EDUCATION
NOTICE OF CLAIM AGAINST EMPLOYEE'S PAY
To: Personnel-Payroll, Controller's Office

Enclosed is a garnishment, levy or court order served on the earnings of
the following employee:

EMPLOYEE NAME: (1)

INST./SSN: (/7
1 AMOUNT : S (2)

CASE NUMBER: (2)

DATE SERVED: (3)

TIME 0% DAY

SERVED: (3)

REPORT OF EARNINGS:

(4) Emplovee is being paid at a monthly rate of $ (&)

(4) Employee is being paid at an hourly rate of $ (4)
To date of garnishment, employee has worked
the following hours for which he has not been paid:

Prior Month

1511 (17181920212 |23 [26125(126|27{2829} 30 31
©(5)

Current Month

112 3, 4} 51 6 71 8} 9210111121311
(5)

16117 1811912021 |2 |23 j26125)26 |27 {28]|129130{3n

(6) Attached is an Oregon State Board of Higher Education check that was
issued to employee.

(7) A current pay advance for $ (7)
receipt of this order.

was made to employee prior to

Prepared by

C0-404 (Rev. 12-82)
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A  CALENDAR YEAR-END PURGE PROCESS

(1] General

' The following paragraphs describe
the criteria used to purge employee re-
cords which are no longer needed in the
Personnel Data Base (PDB). This process
of eliminating unnecessary data is com-
pleted at the end of each calendar year.
It is performed by the Personnel-Payroll
Section of the Controller’s Division.

(2] Definition Of An "Employee Record"

An employee’s record, as used in
the calendar year-end purge process, is
defined as any "primary" and "secondary"
record found in the employee’s PDB file.

Note: A purged "secondary" record ap-
pears on a "Purge List" (see para-
graph 10.12A[13], Year-End Re-
ports) with an "S" after the em-
ployee’s Social Security number.

[3] "Retained” Records

Paragraph 10.12B, CALENDAR YEAR-
END "RESET" PROCESS, describes what
takes place with those PDB records which
are retained and not purged. It ex-
plains how the new data values, to which
the year-to-date fields are to be "re-
set," are entered. It also details all
other applicable "reset" conditions.

[4] *Calendar Year-End Purge And Re-
set" Program (Job Stream PB014)
This computer program determines
if an employee’s record, and its con-
tents, are to be purged. Job Stream
PB014 works as follows:

.... First, it assumes that all records
are to be purged.
Next, it "looks" at each record

searching for reasons why it -

should not be purged.

Once it determines that an employ-
ee’s record should, in fact, not
be purged, it "resets" that record
with revised year-to-date field
values (see paragraph 10.12B,
CALENDAR YEAR-END "RESET" PROCESS,

for further information).

(5] Purge Criteria

The following criteria are used to
purge an employee’s record at calendar
year-end. The employee’s record will be
purged if it contains:

1) A Most Recent Employment Date, PDB
Element 27, HIRE, which is earlier
than July 1st (see paragraph
10.01A[4], Element 27);

and

2) No year-to-date gross pay in Year-
To-Date Cumulative Element 126,
Gross Pay (see paragraph
10.01E[S], Cumulative Elements Ta-
ble);

or
A last date that the employee was
paid, i.e., internally generated
Element 169, Date Last Paid, which
is prior to July 1st;

Note: "Date Last Paid," as used in
the calendar year-end purge
process, 1is, in actuality,
the June’s Supplemental pay-
roll which occurs prior to
July 10th.

and
3) No active deductions for delin-
quent taxes, i.e., Deduction Plans

333, 334, 335, 336, 340, 351, 352,

353, 354 and 355;

and
4) No year-to-date amount for "9/12"
pay, i.e., Plan/Type 36X-001 (see

Section 10.06, Pay Redistribution

Plan, for additional information

on 9- and 12-month pay);

Note: The generic "X" digit in the
above "9/12" Plan/Type rep-
resents the unique . number
assigned to each institu-
tion.

and
5) No plan year-to-date deductions in
Deduction Element 691, Plan Year-
To-Date, PLN-YTD;
- and
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6)

3

No pay account gross pay using
transaction code 1299, Redistribu-
tion Reduction -- Academic 12-
Month Pay Option (see paragraph
02.10A[4], Unclassified Pay). 1In
other words, the total of all Ac-
tual Monthly Pay, Pay/Budget Data
Element 123, wusing transaction
code 1299, i.e., the "12-Month Pay
Option" equals zero (see paragraph

10.01C[2], Element 123, Actual
Monthly Pay).
Note: Transaction code 1299 is

used to record the reduc-
tions to gross pay and the
subsequent distributions of
gross pay for an academic
employee with a 9-month ap-
pointment who has elected to
enroll in the academic 12-
month option for receiving
his/her pay.

Deduction Plans/Category
Used In The Purge Process
Employee record-purging criterion

Codes

#3 above is also classified by Deduction
Category Codes as follows (see paragraph
10.66BfS], Descriptions Of Compensation

Tables (DEDUCTION CATEGORY CODES),

for

further clarification of these codes):

DEDUCTION PLANS/CATEGORY CODES

Deduction Deduction
Category Description Plan
Code Number (s)
"TIA" FICA-Additional 334
"TIP" FICA-Prior-Year 333
"TMA" Federal Medicare
- Additional 336
"TMP" Federal Medicare - ‘
- Prior Year 335
"TPA" PERS-Additional 351 & 353
"TPP" PERS-Prior-Year 352 & 354
"TRA" Federal Retire-
ment - Additional 355
"TRP" Federal Retire-
ment - Prior-Year -
"TWA" Worker’s Compen-

sation/SAIF -

Deduction

Deduction
Category Description ~ Plan
Code Number(s)
' Additional 340
"TWP" Worker’s Compen-
sation/SAIF -
Prior-Year -——
Note: The third character of each of the

(7]

above Deduction Category Codes is
defined as follows:

"A" - Additional

"P" - Prior-Year

Employee Records Which Are Not
Purged

An employee’s record is mot purged

at calendar year-end if it contains:

Note:

A pay amount in either Pay/Budget
Data Element 121, Original Budget
Amount, or Pay/Budget Data Element
178, Current Budget Amount (see
paragraph 10.01C, PAY/BUDGET DATA
ELEMENTS)
or .

A pay amount in Pay/Budget Data
Element 123, Actual Monthly Pay,

since July 1st (see paragraph
10.01C, PAY/BUDGET DATA ELEMENTS) ;
or

A pay amount in Pay/Budget Data
Element 122, Forecast Monthly Pay,
for the period of January through
June (see paragraph 10.01C, PAY/
BUDGET DATA ELEMENTS);
or

A Class Date, PDB Element 12,
Classification Date, C-DT, within
the period from July 1st through
December 31st (see paragraph
10.01A[4], Employee Data Ele-
ment /[Field Descriptions).

A classified or management service
employee’s record is not purged if
he/she is on leave at December
31st.

Academic Employee Records Which
Are Not Purged

An academic employee’s record is
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not purged at calendar year-end if he/
she is not terminated and his/her record
contains one of the following condi-
. tions:

.... Appointment Status Code, PDB Ele-
ment 59, APPS, is."C" - Courtesy,
or "E" - Emeritus, and Contract
End Date, PDB Element 58, CK-ND,
is after June 30th (see paragraph
10.01A[4)}, Employee Data Ele-
ment /Field Descriptions);

or
Classification Code, PDB Element
11, CLAS, is "2952" - Resident

Physician Or Dentist, or "2953" -
Intern (see paragraph 10.01A[4],
Employee Data Element/Field De-
scriptions);

or
The academic employee is on leave
at December 31lst.

(9] "Purge Report" Record
When an employee’s record is
purged, a "purge report" record is cre-
ated for the "Purge Listing" which is
sorted and printed outside of Job Stream
PB0l14 (see the notation in paragraph
- 10.12A[2], Definition Of An "Employee
Record"; paragraph 10.12A[4], "Calendar
Year-End Purge And Reset" Program (Job
Stream PB014); and paragraph 10.12A[13],
Year-End Reports, for further clarifica-
tion).

[10] T"Before-And-After-Change" Record

When an employee’s record, which
contains no Termination Code in PDB
Element 4, TERM, is to be purged, Job
Stream PB0l4, creates a "before-and-af-
ter-change" record, i.e., a "Transaction
Listing" (see paragraph 10.01A[4], Ele-
ment 4, Termination Code, TERM; and par-
agraph 10.12A[4}, "Calendar Year-End
Purge And Reset" Program (Job Stream
PB014)). This record, in turn, is dis-
played on an internally generated "user
journal" to appear on the Employee
Transaction Register and the employee’s
Personnel Action (PA) Form, PD-124,
which is sent to the Personnel Division

in Salem (see paragraph 10.01A[4], Ele-
ment 52, Personnel Action Number, LPA#,
PA#; and Element 76, Transaction Reason,
TRAN, LTRN, for related information).

{11] Purging Employee Deduction Records

An employee’s deduction record is
purged when one of the following condi-
tions exists:

The Deduction Stop Date in Deduc-
tion Data Element 106 is on, or
prior to, December 31st;
or '

Any deduction plan/type is inac-
tive on the File Of Tables, i.e.,
Deduction Stop Date in Deduction
Data Element 106 is on, or prior
to, December 31st, or a deduction
plan/type is not present.

Note: See paragraph 10.01D[2], Deduction
Data Element Descriptions, Element
106, Deduction Stop Date, for fur-
ther information on that element.

[12] Exceptions To Purging Employee De-
duction Records
An employee’s deduction record is.
not purged when it contains:

"9/12" pay, i.e., Plan/Type 36X-
001 (see paragraph 10.12A[5],
Purge Criteria, Criterion #4).

A plan year-to-date deduction
amount in Deduction Data Element
691, Plan Year-To-Date, PLN-YTD
- (see paragraph 10.12A[5], Purge
Criteria, Criterion #5).

Note: When present, these plan
year-to-date deduction
amounts remain unchanged.

‘Certain deduction amounts which
are Other Payroll Expense (OPE)-
related and have not been
"stopped" for more than 18 months.

Note: OPE-related deduction
amounts do not appear on
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production teleprocessing
(TPR) display screens.

[13] Year-End Reports

The following two reports are
produced from Job Stream PB0l4 (see
paragraph 10.12A[4], "Calendar Year-End
Purge And Reset" Program (Job Stream
PBO14)). They contain the results of
the calendar year-end purge process
described in this Section.

CALENDAR YEAR-END PURGE REPORTS

Number Description

PB806-01 Year-End Data Base Purged
Employees

PB806-02 Year-End -- Classified Em-
ployees Who Should Be Termi-
nated -- Non-Purged

B CALENDAR YEAR-END "RESET" PROCESS

(1] General

The following paragraphs describe
the year-to-date values, of the employ-
.ee’s payroll record, that are "reset" at
calendar year-end. They also explain
the "reset conditions" which apply to
certain types of record data of employ-
ees who are retained after the calendar
year-end purge process.

[2] Definition

"Reset"” records are those which
are retained and not "purged"” (see pre-
vious paragraph 10.12A, CALENDAR YEAR-
END PURGE PROCESS).

(3] "Reset” Data Elements/Values
The following table displays the

"reset" values assigned to each Year-To-

Date (YTD) Cumulative Data Base Element
at calendar year-end (see paragraph
10.01E, CUMULATIVE RECORDS, for related
information).

Note: Refer to paragraph 10.12B[4],
Clarification Of Specific "Reset"
Values, for further details on the
following designated Values.

CALENDAR YEAR-END "RESET"
DATA ELEMENTS /VALUES

YTD Cumula-
tive Element Element "Reset"
Number Description Value
126 Gross Pay - YTD "o
129 Federal Tax - YTD "o"
131 State Tax - YTD "on"
133 SAIF/Workers Compen-
sation Department
(WCD) - YTD "o
135 FICA - Contributions
- YTD 1 0 n
137 PERS - Contributions
— YTD " 0 t
140 PERS Subject Pay -
Attributions - YTD "o
141 TIAA-CREF - Contri-
butions - YTD "o
143 PERS - Attributions "O"
- YTD (see "a" below)
145 TIAA-CREF Subject Pay
- Contributions - YTD"O"
147 TIAA-CREF Subject Pay
Attributions - YTD "o
149 TIAA-CREF - Attribu- "O"
tions - YTD (see "a" below)
151 Federal Retirement -
) Contributions - YTD "O"
153 Total Deductions "o
- YTD (see "c" below)
Cumulative
Cumulative Cumulative Total
Total Total "Reset”
Number Description Value
157 Tax-Deferred

Annuities (see "a" below)
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YTD Cumula-
tive Element Element "Reset"
Number Description Value
158 Perquisites - YTD "o
160 Record Adjusted "o
- YTD (see "c" below)
162 Net Pay - YTD "o"
164 FICA - Subject Pay
- YTD "o
165 FICA - Subject Pay
- Quarter-To-Date
(QTD) ron
167 PERS Subject Pay -
Contributions - YTD "o
Memo
Memo Memo Record
Record Record "Reset"
Number - Description Value
171 Prior Quarter FICA
Adjustment "o
172 Ratios - Federal &
State Tax (see "b" below)
YTD Cumula-
tive Element Element "Reset"
Number Description Value
173 Earned Income Credit
- YTD » " 0 n
174 Previous FICA Deduc-
tions - Other State
Agency "o
185 "~ Gross Pay - Federal
- YTD "o
187 Gross Pay - State
- YTD " 0 "
664 Medicare Subject Pay
- YTD " 0 n

YTD Cumula-
tive Element Element "Reset”
Number Description Value
666 Medicare Subject Pay -
Contributions - YTD "o
668 Medicare Subject Pay -
Medicare Qualified (MQ)
- YTD 1" 0 n
674 Fringe Benefit Pay
- YTD il O 1
680 Federal Retirement -
Pre-’84 Subject
- YTD " 0 "
682 Federal Retirement -
Post~’'83 Subject
- YTD " 0 n
684 Federal Retirement -
Post-’'83 Contributions
- YTD n 0 "

[4] Clarification Of Specific "Reset"
Values
The following information refers
to the above designated "Reset"” Values:

(a) Tax-Deferred Annuities (Cumulative

Total Element 157)

This ‘"Cumulative Total" record
accumulates the amounts that were in the
following Year-To-Date Cumulative Ele-
ments prior to the "reset" process:

Element 143, PERS - Attributions -

YTD

Element 149, TIAA-CREF - Attribu-

tions - YTD

and

The "Cumulative Total" record is also
generated from the amounts that were in
the following Deduction Data Element:

Element 711, Pre-Tax - YTD
Note: Element 711 is a cumulative deduc-
tion record associated with the

following Category Codes (see
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paragraph 10.60B[5], Descriptions
Of Compensation Tables -- Deduc-
tion Category Codes):

DEDUCTION CATEGORY CODES

Code

Position Description

1 2 3 4

I D - - Deferred Compensation

I D - O  Deferred Compensation -
Once Only

I D A - Deferred Compensation -
Administrative Charge

I D A O Deferred Compensation -
Administrative Charge -
Once Only

I F B - ' Federal Employees Retire-
ment System - Thrift Sav-
ings Plan (TSP) - Employee
Deduction

I F B O Federal Employees Retire-
ment System - Thrift Sav-
ings Plan (TSP) - Employee
Deduction - Once Only

I T - - Tax-Deferred Investments
(TDI)

I T - O Tax-Deferred Investments
(TDI) - Once Only

Key: "-" = Blank Position

"0" = A "Once Only" Deduction

(b) Ratios - Federal & State Tax

1) Ratio - Federal Tax ("Zero"

Amount)

Memo Record Element 172 above is
"reset" to zero if either of the follow-
ing YTD Cumulative Elements contains a
previous "zero" amount:

Element 126, Gross Pay - YTD

.... Element 129, Federal Tax - YTD

Note: Ratio - Federal Tax <{(Existing
Amount)
If dollar amounts exist in both of
the above elements, i.e., Elements
126 and 129, a new ratio, for Memo
Record Element 172, is computed by
dividing the Federal Tax - YTD

amount by the Gross Pay - YTD
amount, during the "reset" pro-
cess.

2) Ratio - State Tax ("Zero" Amount)

Memo Record Element 172 above is
"reset" to zero if either of the follow-
ing YTD Cumulative Elements contains a
previous "zero" amount:

Element 126, Gross Pay - YTD
.... Element 131, State Tax - YTD

Note: Ratio - State Tax (Existing
Amount)
If dollar amounts exist in both of
the above elements, i.e., Elements
126 and 131, a new ratio, for Memo
Record Element 172, is computed by

dividing the State Tax - YID
amount by the Gross Pay - YTD
amount, during the "reset" pro-
cess. :

(c) Total Deductions - YTD and Record
Adjusted - YTD

1) Voluntary "9/12" Pay Redistribu-

tion

If an academic employee’s volun-
tary "9/12 Pay Redistribution Plan,
Plan/Type 36X-XXX (see Section 10.06,
Pay Redistribution Plan, for additional
information on 9- and 12-month pay),
contains a YTD deduction amount which is
greater than zero, that amount must be
carried forward in his/her YTD record,
via the YTD Cumulative Elements listed
below, as follows:

Element 153, Total Deductions -
YTD:

Amount present remains unchanged
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in the "reset" process;
and -

+«+.. Element 160, Record Adjusted -
YTD:

Amount is "reset" with the oppo-

site sign, i.e., a negative
amount, which causes a zero "net"
amount for "reset" purposes.

2) Deduction Data Element 691, Plan

Year-To-Date, PLN-YTD:

If an employee has a plan with any
amount, in Element 691, i.e., greater
than or less than =zero, that PLN-YTD
amount must be carried forward unchanged
during the "reset" process (see para-

graph 10.12A[12], Exceptions To Purging
Employee Deduction Records).

‘Note: An amount in Element 691 is not

used for "’Gross-To-Net’ «cross

footing"™ purposes, but is used as
~a "control" figure for certain

Plan Year-to-Date deductions.

[5] *Reset™ Conditions For Certain
Types Of Record Data
The following cells contain nu-
merous "’reset’ conditions" which apply
to certain types of record data of em-
ployees who are retained after calendar
year-end purge:

"RESET" CONDITIONS FOR CERTAIN
TYPES OF EMPLOYEE RECORD DATA

"Reset" Condition:

A "primary" or "secondary" record is
purged. '

PDB Element 4, Termination Code, TERM,
is "999" - Other.

All criteria has been met for a classi-

fied employee to be purged, and he/she
is not terminated.

"Reset" Value/Action:

The surviving record has PDB Element 3,
Additional Record On File, DUPL,
"blanked out" (see paragraph
10.01A[4]003).
Element 4, TERM, is "reset" to zero.
PDB Element, Termination Date, TRMD, is
also "reset"™ to zero (see paragraph
10.01A[4], Elements 4 and 5).
A Personnel Action (PA) Form, PD-124, is
produced indicating the following "re-
set" values:
PDB Element 2, Effective Date,
EFF, becomes 12-31-XX; and
PDB Element 4, Termination Code,
TERM, becomes "909" - Other; and
A Termination Reason Code, i.e., a
component of PDB Element 4, TERM,

becomes "590" - Other Termination;
and .
PDB Element 52, Personnel Action
Number, LPA#, PA#, becomes

"Purge."

Note: See paragraphs 10.01A[4], Elements
2, 4, 52 and 76; and 10.12A[10],
"Before-And-After-Change" Record,
for further information.

The one-part PA Form is then sent to the
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"Reset" Condition:

PDB Element 66, FICA Code, FICA, is "2"
- Exempt Current.

PDB Element 66, FICA Code, FICA, is "3"
~ Subject Current.

A Triple Deduction "flag" exists in the
employee’s deduction file, Deduction
Data Element 109, Triple Deduction Code.

(6] Pay/Budget Records

Calendar year-end purge and "re-
set"” processes do not "reset" an employ-
ee’s pay/budget records. When an em-
ployee is purged, all of his/her pay/
budget records are also purged.

[7] Year-End Reports

The following six reports are
produced from Job Stream PB013, "Calen-
dar Year-End °’Reset’" program. They
contain the results of the calendar
year-end "reset" process described in
the above paragraphs.

CALENDAR YEAR-END "RESET" REPORTS

Number: Description:

PB801-01 Purge List

PB989-01 Year-To-Date Totals Posted
From Data Base

PB989-02 Month-To-Date Totals Posted
From Data Base

PB989-03 Data Base Year-To-Date De-
duction Audit Errors

PB989-04 Institutional Year-To-Date
Totals Posted From Data Rase

PB989-05 Institutional Month-To-Date

Totals Posted From Data Base

"Reset” Value/Action:

Personnel Division, in Salem, to update
the employee’s Personnel Division file.

Element 66, FICA, is "reset" to "1"
Exempt All Year (see paragraph
10.01A[4], Element 66).

Element 66, FICA, is "reset®" to "9"

Subject All  Year (see paragraph

10.01A[4], Element 66).

Note: PDB Element 67, FICA Effective
Date, FICD, remains unchanged (see
paragrdph 10.01A[4], Element 67).

Element 109, is "reset" to "Blank" (see

paragraph 10.01D[2], Element 109).

c FISCAL YEAR-END "RESET" PROCESS

[1] General

The following paragraphs describe
the criteria used to "reset" the pay/
budget data elements at the onset of a-
new fiscal year (see paragraph 10.01C,
PAY/BUDGET DATA ELEMENTS, for additional
information).

[2] "Classified Fiscal Year-End Reset"

Program (Job Stream PB012)

This computer program determines
which pay/budget data elements are "re-
set" for classified employees at the
beginning of a new fiscal year. Since
the selection is based on a pay transac-
tion code, non-classified records may be
"reset" as well.

[3] "Reset" Conditions

Pay/budget records for the new
fiscal year are created based on the
current, i.e., June, records as follows:

1) The employee must be "active,’
i.e., not terminated;
and

2) The employee’s June pay/budget
record must contain one of the two
following codes in Pay/Budget Data
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Element 113, Record Status (see
paragraph 10.01C, PAY/BUDGET DATA

ELEMENTS) :
"A" - Active Pay Record; or
"E" - Encumbrance only. The re-

cord was entered to encumber
anticipated payroll expens-
es. Actual pay will be by

time card;

and
3) Transaction code 1301, Staff -
Management Service and Classified
(see paragraph 02.10A[S5], Manage-
ment Service and Classified Sala-
ries) is selected for the employ-

ee;

Note: Some institutions may re-
quest additional transaction
codes.

and
4) The month/day, in the employee’s

Pay Stop Date, Pay/Budget Data

Element 115 (see paragraph 10.01C,

PAY/BUDGET DATA ELEMENTS), must be

"0630" or "blank;"

and
5) The employee’s Forecast Monthly

Pay, Pay/Budget Data Element 122

(see paragraph 10.01C, PAY/BUDGET

DATA ELEMENTS), for the month of

June, must be greater than "0."

Note: All five of the above conditions
must be present to create a new
fiscal year pay/budget record for
the employee.

[4] "Reset” Calculations

If the five "reset" conditions,
noted in the above paragraph, are met, a
new fiscal year record is created for
the employee. His/her new pay/budget
data elements are calculated as follows:

[5] Forecast Pay

The employee’s new Forecast Pay
amount, Pay/Budget Data Element 122, in
all 12 months, equals the Forecast Pay
in June of the "old," i.e., June’s, pay
record.

[6] Current Annual FTE

The employee’s Current Annual FTE,
Pay/Budget Data Element 177, for the
newly created record, is calculated by
dividing the employee’s total year’s
Forecast Pay amount by his/her annual
salary.

Note: Annual salary = 12 x the employ-
ee’s current monthly salary rate.

[7] Original Budget FTE

The employee’s new Original Budget
FTE, Pay/Budget Data Element 120, is
calculated the same as the Current Annu-
al FTE (see paragraph 10.12C[6], Current
Annual FTE).

[8] Original Budget Amount

The employee’s new Original Budget
Amount, Pay/Budget Data Element 121, is
calculated to equal the sum of the Fore-
cast Monthly Pay amounts for the new
fiscal year.

[9] Current Budget Amount

The employee’s new Current Budget
Amount, Pay/Budget Data Element 178, is
calculated to equal the sum of the Fore-
cast Monthly Pay amounts for the new
fiscal year.

[10] T"Reset” Exception Reports

The following two "reset" excep-
tion reports are produced annually by
the Controller’s Division, Personnel-
Payroll Section.

[11] Fiscal Year-End Reset Exception

Report (PB804-01)

The sum of the Current Annual FTE,
Pay/Budget Data Element 177 (see para-
graph 10.01C, PAY/BUDGET DATA ELEMENTS),
for all "reset" accounts, is compared to
the sum of the Position FTE, PFTE, Em-
ployee Data Element 44 (see paragraph
10.01A[4], Employee Data Element/Field
Descriptions). When the sums differ,
the Classified Fiscal Year-End "Reset"
Computer Program produces this exception
report.
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[12] TIf the calculated total of the
Current Annual FTE (see paragraph
10.12C[6], Current Annual FTE, above),
by account, is greater than 1.000 or is
unequal to the Position FTE, it is also
listed on exception report PB804-01.

Note: Institutional action is required
on PB804-0l1. It is probable that
the amount of the employee’s Fore-
cast Pay (see paragraph 10.12C[5].
Forecast Pay, above) in June was
unrepresentative of the entire
fiscal vyear. Action should be
taken, using teleprocessing termi-
nal display (TPR) "PBU" Pay/
Budget Update, to correct the
Forecast Pay and Current Annual
FTE amounts.

[13] Listing Of Unmatched Accounts

Report (PB800-01)

This "reset" exception report

lists those employees who had Forecast

Pay in June but no pay was "rolled over"

because the pay account was not on the

Chart of Accounts.

Note: Institutional action is required
on PB800-01 if a payment is to be
made to these employees. A valid

. account must be selected and pro-
cessed using teleprocessing termi-
nal display (TPR) ""PBU" - Pay/
Budget Update. See Sections
01.01, Account Number, and 01.03,
Chart of Accounts, for additional
information on valid accounts.

D "RESET" CURRENT BUDGET AMOUNT
AND FTE PROCESS

General

The following paragraphs describe
the criteria used to "reset" Pay/Budget
Data Elements 177, Current Annual FTE,
and 178, Current Budget Amount (see
paragraph 10.01C, PAY/BUDGET DATA ELE-
MENTS, for additional information).
This "reset" is completed annually, fol-
lowing the July’s Supplemental payroll.

(1]

10

[2] "Reset Current Budget Amount And
FTE" Program (Job Stream PB015)

This computer program re-computes
Pay/Budget Data Elements 178, Current
Budget Amount, and 177, Current Annual
FTE, each year. It also advises when
the sum of the Current Annual FTE is

greater than 1.000.

"Reset" Re-Calculations

The "reset" re-calculation com-
putes Element 177 where the denominator
is 12 times the employee’s current
monthly salary rate (see the notation in
paragraph 10.12C[6], Current Annual FTE,
above). A portion of the numerator is
the sum of the employee’s actual pay for
July. This pay is identified by the
following Pay/Budget Data Element 113,
Record Status <codes (see paragraph
10.01C, PAY/BUDGET DATA ELEMENTS):

(3]

"A" - Active pay record;
and
"E" - Encumbrance only. The record was
entered to encumber anticipated
payroll expenses. Actual pay will
be by time card;
and
"I" - Inactive; has a Past Stop Date.
Note: These types of pay records must

all be accompanied by a 13XX
transaction code (see paragraph
02.10A[5], Management Service and
Classified Salaries).

[4] The above types of pay are then
added to the employee’s Forecast Monthly
Pay for August through June of the new
fiscal year to determine the second por-
tion of the numerator of the above cal-
culation for the employee’s adjusted
Forecast Pay amount. This adjusted
Forecast Pay amount then becomes the new
Current Budget Amount, Pay/Budget Data
Element 178.

Note: The employee’s Original Budget
FTE, Pay/Budget Data Element 120,
is not re-calculated.
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[5] Calculated Errors From Current
Budget Reset Report (PB810-01)

This report lists those employees,
by Social Security number, where the
above re-computed total of Current Annu-
al FTE, Pay/Budget Data Element 177, is

greater than 1.000

Note: Institutional action is required
on PB810-01.
Annual FTE’s may result from an
overpayment of wages, i.e., an
incorrect payroll activity; or an
incorrect entry of a salary rate
in the employee’s data record.

E UPDATE LIFE INSURANCE PROCESS

General

The update life insurance process
is performed annually by the Personnel-
Payroll Section of the Controller’s
Division. It is completed in October
immediately following September’s Sup-
plemental payroll. This process is
necessary to accurately reflect the
employee’s, and spouse’s, optional term
life insurance premium’s cost as a fac-
tor of his/her current age. The follow-
ing paragraphs describe this process in
more detail.

(1]

[2] "Age-Grading" Coverages

The employee’s cost for optional
term life insurance is based on the
monthly premium cost per $10,000 worth
of insurance coverage. This cost, in
turn, is "age-graded," i.e., it is based
on the employee’s, and spouses’s, cur-
rent age.

[3] Age Tiers For Standard Insurance
Company

The following "age tiers" are used
to calculate optional term life insur-
ance premium costs. They are the tiers
used by the Standard Insurance Company.

Note: Standard Insurance Company’s tiers
are listed here because this firm
provides the majority of the op-

Incorrect Current.

11

tional term life insurance cover-
age for ODHE employees and their
spouses.

Standard Insurance Company
Age Tiers For Optional Employee/Spouse
Life Insurance Coverage

34 and under 55 - 59

35 - 39 60 - 64

40 - 44 65 - 69

45 - 49 70 and over
50 - 54

Deduction File Input Of Coverage
Rates

Employee/spouse optional term life
insurance coverage rates are carried in
the Deduction Detail Table, Table FC
(see paragraph 10.60B[5], Descriptions
Of Compensation Tables, for further in-
formation). These rates appear in the
Deduction Percentage Amount (DED Z)
field of the table. This field displays

(4]

- the rates as dollar amounts per $10,000

worth of life insurance coverage. The
maximum deduction amount which may be
taken is, in turn, shown in the Numeri-
cal Value #1 (VAL-1) field of the table.
The Multi-Purpose Data Control (MPDC)
field, in this same table, identifies
this particular deduction plan, i.e.,
optional term life ‘insurance as one re-
quiring a coverage amount ("COV") to be
input into the employee’s deduction
file.

Deduction Plan Coding - First
" Position Denoting Type Of Coverage

And Institution

The first of three positions in
the employee’s deduction plan series is
an alpha character. This character
identifies the employee’s specific type
of term life insurance coverage, i.e.,
basic or optional. It also identifies
the employee’s institution. Valid alpha
codes are as follows:

(5]

Alpha Type 0f Coverage and
Character Institution
"R" Basic Term Life (All
Institutions)
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Alpha Type Of Coverage and
Character Institution

Optional Term Life

R R el e R R p——

"S" Eastern Oregon State College

"T" Oregon Institute of Technol-
ogy

"gn Western Oregon State College

"V Oregon State University

"W Southern Oregon State Col-
lege

"X University of Oregon

"y Oregon Health Sciences Uni-
versity

"Z" Portland State University

[6] Second And Third Positions Denot-
ing Age Tiers

The next two positions of the
employee’s deduction plan series are
numeric. These two digits follow one of
the above alpha characters. They denote
the upper limit of the age tier for an
employee’s specific type of life insur-
ance coverage (see paragraph 10.12E[3],
Age Tiers For Standard Insurance Compa-

ny).

"S 3 4" denotes age tier 34
and under at Eastern Oregon
State College.

Example:

[7] Fourth, Fifth And Sixth Positions
Denoting Type Of Coverage

The next three positions of the
employee’s deduction plan series are
numeric. These three digits follow the
age tier coded positions described
above. They denote whether the optional
term life insurance coverage is on the
employee or his/her spouse. Valid
plan/type detail codes are:

"001l" - Employee Optional Term Life In-
surance

"201" - Spouse Optional Term Life Insur-
ance"

Note: Basic term life insurance cover-
age, 'R 01 -001", is not age-
graded and carries a single premi-
um cost for all enrolled employees

12

(see paragraph 10.12E[2], "Age-
Grading" Coverages).
[8] .Input Of Employee’s Enrollment

Data ‘

Once an employee enrolls in an
optional term life insurance coverage,
the following Deduction Table fields are
used to input the necessary data in
his/her deduction record (see paragraph
10.60B[5], Descriptions Of Compensation
Tables).

DEDUCTION TABLE

Field Abbreviation
Deduction Plan/Type PLAN/TYPE
Effective Start Date START
Pre-Tax Status Code P-TAX
Multi-Purpose Data

Control (records
coverage amount) MPDC

Note: The above data is entered by using
computer terminal display "DDU" -
Deduction Update.

[9] Input Of Spouse’s Enrollment Data
When an employee’s spouse enrolls
in an optional term life insurance cov-
erage, the spouse’s birthdate must be
entered in computer terminal program
"SEU" - Short Employee Update. This
entry is made before the deduction is
input in the employee’s deduction re-
cord. It allows the chosen age tier
plan to be audited against the employ-
ee’s/spouse’s birthdate to assure the
correct plan is selected (see paragraph
10.12E[3], Age Tiers For Standard Insur-
ance Company).

[10] Annual Update Processing

Once a year, all optional term

life insurance coverages are updated by

the Personnel-Payroll Section of the

Controller’s Division. During this

annual update process, all active alpha

plans, coded "S" through "Z" (see para-
graph 10.12E[5], Deduction Plan Coding -

First Position Denoting Type Of Coverage

And Institution), and with a first char-

acter of the type code of "2" Spouse
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Optional Term Life, or "0" - Employee
Optional Term Life (see paragraph
10.12E[7], Fourth, Fifth And Sixth Posi-
tions Denoting Type Of Coverage), are
selected. Once these plan/types are
listed, the respective insured’s, i.e.,
employee’s or spouse’s, birthdate is
converted to a numerical Julian date.
Next, the date the annual update process
is done is also converted to a Julian
date. If the insured’s "Julian" birth-
date is greater than, or equal to, the
"Julian" process date (and the insured’s
age is not within the current plan’s age
tier), then the "old" optional term life
insurance plan is stopped and a new
plan/type is created using the new age
tier for the insured.

Note: If the insured’s "Julian" birth-
date is less than the "Julian"
process date, and his/her age is
within the current plan’s age
tier, then no update is made to
than optional tefm life insurance
plan/type.

[11]  Revising The Employee’s Deduction
Record
Once a new plan/type is created,
as described in the previous paragraph,
the employee’s revised deduction record
contains the following "stopped" plan’s
Deduction Table fields:

+... An Effective Start Date (START) of
the current month and year.
The Pre-Tax Status Code (P-TAX) of
the "stopped" plan, i.e., either
"Y" or "N".

««.. The Priority Number (PRIOR#) of
the "stopped" plan.

.... The insurance coverage amount
shown in the “"stopped"” plan’s
Multi-Purpose Data Control (MPDC)
field.

Note: The "COV" portion of this
field, i.e., the first six
positions, denotes the
amount of insurance coverage
in thousands of dollars

[12] Monthly Reports

The following two reports are pro-
duced on a monthly basis to monitor the
employee’s and spouse’s age, for "age
grading" purposes, during the year (see
paragraph 10.12E[2], "Age-Grading" Cov-
erages):

Monthly Life Insurance Reports

Number: Description:

PR451-01 Spouse Life Insurance Age
Exception

PR451-02 Employee Life Insurance Age
Exception

[13] Annual Reports

. The following two reports are
produced concurrently with the annual
update of 1life insurance coverages.
They reflect the changes to all new
plan/types.

Annual Life Insurance Reports

Number: Description:

PR452-01 Spouse Life Insurance Age
Update

PR452-02 Employee Life Insurance Age
Update
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A GENERAL STATEMENT

Payroll deductions, in contrast to
withholdings, are wusually voluntary and
are requested by the employee. A signed
enrollment or authorization form is usual-
ly required for each deduction. This sec-
tion identifies most types of deductions.
Contact Personnel-Payroll, Controller's
Division, for information on other deduc-
tion types.

Amounts may be withheld or deducted
from an employee's pay only when: (Ref.
ORS 652.610)

++ss Required by law;

+esee Authorized in writing by the employee
and for the employee's benefit;

+eee The employee has voluntarily signed
an authorization for the deduction;

or

+sse The deduction is authorized by a col-

lective bargaining agreement,

B REFERENCES

«sse State Employes' Benefit Board (SEBB)
Meeting Minutes, Administrative Pro-
cedure #3, 1/18/72.

+s+s Oregon Revised Statutes (ORS) 243.105
to 243.205, 243.135, 243.215,
243.440, 243.550, 243.555 to 243,580,
243,820, 292.043, 292.045, 292.051,
292.053, 292.055, 292.061, 292.065,
292.067, 292.070, 292.080 and
652.610.

«eess SEBB Rule 102-10-030, Benefit Eligi-
bility and State Contribution for Em-
ployes Working for Two or More Ap-
pointing Authorities.

c TYPES OF DEDUCTIONS

[1] Insurance

Deductions made to pay for employee's
group policies. Premiums are deducted
from an employee's pay after application
approval by the specific insurance carri-
er. Various insurance plans are available
to employees, including dependents in some
cases, such as health and dental; life;
automobile casuality; accidental death and
dismemberment; loss of income due to acci-
dent, sickness or other disability; and
legal insurance (Ref. ORS 243.135 and
292.051).

[2] Health and Dental Insurance
Deductions made for health benefit
plans which include both medical and den-
tal care (Ref. ORS 243.105 to 243.205,
243.215 and 292.051). A deduction is tak-
en only when the premium plus the assess-
ment of either the Bargaining Unit Bene-
fit Board (BUBB) or the State Employees'
Benefit Board (SEBB) exceeds the monthly
State support, or contribution, payment.

Note: Collective bargaining agreements
may 1include a provision to defer
medical and dental coverage until
after a specified period of employ-
ment., Collective bargaining con-
tracts may also, however, provide
for the employee's self-payment of
the full cost of medical and dental
insurance.

[3] An employee's dependents may also be
covered on a medical plan. Some dental
plans also cover dependents. See para-
graphs 10.12E, HEALTH AND DENTAL INSURANCE
- RETIREES ON TEMPORARY APPOINTMENTS, and
10.12F, HEALTH AND DENTAL INSURANCE - EM-
PLOYEES WITH MULTIPLE EMPLOYERS.

[4] Tax Deferred Annuity And State De-

ferred Compensation Programs

These are salary reductions which are
exempt from State and Federal income tax
withholding until actual receipt of the
money., The deduction system is used to
facilitate these pay options (Reference
ORS 243.440, Deferred Compensation and
243,820, Tax Deferred Annuities. See Sec-
tion 10.05, Tax Deferred Investment Pro-
gram,

[5] U. S. Savings Bonds

Savings Bonds may be purchased
through payroll deductions (Ref. ORS
292.070 and 292.080). Deductions start
after the employee completes a U. S. Sav-
ings Bonds Payroll Savings Authorization
form and files it with the institution.

[6] Automated Clearing House Deductions

Payments to a financial institution,
such as a credit union for credit union
payments; '‘a savings and loan assocliation
for savings and loan payments; and a bank
and/or mutual savings bank for bank pay-
ments. Financial 1institutions must be
designated by their membership in the Ore-
gon Automated Clearing House (ACH) Associ-
ation or its successor (Ref. ORS
292.067).

The employee must complete an author-
ization form and submit it to the institu-
tional payroll/benefits office to estab-
lish a deduction. The Controller's Divi-
sion, in turn, will remit amounts deducted
to the central clearing house facility
designated by the participating financial
institution,

Note: Authorization forms for credit un-
ions are generally completed at the
local credit union office and a
copy is sent to the ODHE institu-
tion.

[7] United Way

Contributions to the United Way may
be made through payroll deductions (Ref.
ORS 292.045). The employee completes a
pledge card and submits it to a campaign
solicitor for the 1institution. For
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related information, see paragraph deducted. Examples include: -

13.01A[7], Assigned Compensation.

[8] Foundations

Contributions to a "foundation" may
be made through payroll deductions. A
"foundation" 1is a tax-exempt organization
designated by the Board of Higher Educa-
tion to solicit contributions in support
of an ODHE institution (Ref. ORS 292.043).
For related information, see paragraph
13.01A[7], Assigned Compensation.

[9] Campus Parking

Parking fees may be paid through pay-
roll deductions (Ref, ORS 292.065). The
employee completes an authorization form
for monthly payroll deductions until the
parking fee 1is paid. Payment schedules
vary at different institutions,

[10] Union Dues/"Fair Share"

Membership dues and "fair share" pay-
ments to labor organizations, such as OPEU
and AAUP, may be paid through payroll de-
ductions (Ref. ORS 292.055)., The deduc-
tions are paid to the labor organizations.
No deduction authorization is needed for
"fair share" payments mandated by a bar-
gaining agreement,

[11] Payroll Advance - Collections

An employee may assign compensation,
through payroll deductions, to the insti-
tution to repay an advance (see paragraph
10.04D, PAYROLL ADVANCES). Pay advances
are limited to the amount of the actual
net pay earned at the time the advance is
made., Collective bargaining agreements
may limit the number of pay advances that
an employee obtains each calendar year.
The number is based on the employee's cer-
tification that an emergency situation
exists.

[12] Repayment Of Overpayment

An accounts receivable is created to
collect an overpayment to an employee.
Repayments are processed as payroll ad-
Justments (see paragraph 01.21D[5], Re-
duction Of Expense Receipts).

[13] Court Orders :

A court may order that an amount be
deducted from an employee's check for dis-
tribution to others. The order can be in
the form of a garnishment, support order,
bankruptcy order or tax levy (see Section
10.10, Claims Against Employee's Pay).

[14] Pay Redistribution Plan

Employees on 9-month appointments may
have their net pay spread over 12 months
(see Section 10.06, Pay Redistribution
Plan). :

[15] Miscellaneous Deductions

The deduction system can be used to
make non-standard or one-time collections
from an employee's pay. Unique plan-type
codes are used to segregate the amounts

sess Collecting a fee or fine.

esss Taking a one-time deduction when
there is no standard plan.

«ee. Collecting an additional amount due
on a regular deduction plan.

[16] Delinquent Taxes

Deductions made for the payment of
delinquent income taxes, including inter-
est and penalties, due State or Federal
agencies, such as the State Department of
Revenue; and the Federal Internal Revenue
Service (Ref. ORS 292.061). Deductions
must be in accordance with a delinquent
tax withholding agreement between the em-
ployee and the agency. The employee must
complete a deduction agreement and submit
it to the institutional payroll/benefits
office to establish a deduction. The Con-
troller's Division, in turn, remits
amounts deducted to the agency designated
to receive the payment.

[17] Department of Veterans' Affairs Mort-

gage Payments

Deductions may be made for the repay-
ment of a loan to the Department of Veter-
ans' Affairs (DVA)(Ref. ORS 292.053). The
employee must complete and submit DVA Form
837-M, Payroll Deduction Authorization,
All copies of the completed form are sent
to the DVA. The form is available from
the DVA or the institutional payroll/bene-
fits office. When approved, the DVA for-
wards a copy to the employee's institution
for input to TPR program "DDU."

Note: Time card transactions cannot be
processed,

[18] An employee may authorize a Standard
Payment and/or an Additional Payment. A
Standard Payment includes principal, in-
terest and, if applicable, insurance and
property taxes. The DVA sends report num- -
ber ACC014-01, Payroll Deduction Update
Report, to notify the employee and the
payroll/benefits office of any changes,
e.g., 1increases or decreases, to the
amounts established by Form 837-M.

[19] The employee may also authorize an
Additional Payment for an amount in excess
of the Standard Payment. The Additional
Payment must be approved by the DVA.

[20] If a DVA Mortgage Payment deduction
would cause a negative net pay amount, the
deduction will NOT be taken for that
month, The employee, in this case, is re-
sponsible for making the payment directly
to the DVA, 1including any late payment
penalty(ies). ‘

[21] Flexible Spending Accounts

Deductions made for an employee who
has entered into a compensation reduction
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agreement for Dependent Care Assistance

and/or an Expense Reimbursement Plan,

pursuant to Benefit Board rules (Ref. ORS

243,550, Dependent Care Assistance, and

%TB.?SS to 243.580, Expense Reimbursement
an).

[22] When the employee's application is
approved by the Benefit Board, deductions
for Dependent Care Assistance are made
(see Internal Revenue Code, section 129,
Dependent Care Assistance Programs).

[23] Expense Reimbursement is a plan es-
tablished by a Benefit Board in accordance
with State and Federal income tax laws.
Qualified employee expenses include costs
for dependent care; medical expenses; in-
surance premiums; and any other expenses
qualifying for tax-free reimbursement un-
der Internal Revenue Code, section 125,

[24] The amount of the employee's gross
salary, reduced by Flexible Spending Ac-
count (FSA) deductions, is included in the
regular salary for the purposes of comput-
ing retirement and pension benefits earned
by the employee. The amount of the FSA
deductions 1is NOT considered as current
taxable income for the purpose of comput-
ing taxes withheld on behalf of the em-
ployee for Social Security benefits; or
Federal or State income taxes.

D DEDUCTION PROCEDURES

These procedures are used to take de-
ductions from an employee's check.

[1] Deductions In General

Upon receiving a signed deduction
authorization, the institution enters the
necessary information in the deduction
segment of the Personnel Data Base. The
deduction amount is then taken from the
employee's pay for each month until the
month following the deduction stop date.
For deductions from a non-current month's
pay, see paragraph 10.02E, item 11, All
Deducts/No Deducts.,

[2] One-Time Deductions

Some deductions such as garnishments,
assignments, repayments of overpayment and
most miscellaneous deductions may apply to
only one month's pay. Also, when a stan-
dard deduction is missed one month, it may
be necessary to take an extra deduction
the next month. A one-time deduction can
be taken by either:

a. Entering a deduction transaction with
the same date in Deduction Start Date
and Deduction Stop Date (see para-
graph 10.01D, DEDUCTION DATA ELE-
MENTS, elements 105 and 106).

b. Entering a time card transaction in-
dicating the deduction plan-type code
and amount, This method is necessary

to take an -extra deduction for a
standard deduction plan-type. If the
employee is not paid on the payroll
when the time card transaction 1is
processed, the deduction must be re-
entered on the next payroll. :

[3] Triple Deductions

This procedure is used on a set of
pre-determined deductions for nine-month
academic appointees. Extra deductions are
taken on the May payroll to pay premiums
or dues for non-pay summer months.

E HEALTH AND DENTAL INSURANCE -
RETIREES ON TEMPORARY APPOINTMENTS

Retirees who are re-employed on 600-
hour appointments for 90 days or longer
and at .50 FTE or greater are eligible to
have health and dental insurance premiums
paid by the State to the same extent as
other employees. Retired academic employ-
ees appointed at .50 FTE or greater are
eligible for premium payments by the State
when the appointment 1is for an entire
fall, winter or spring term, or for 90
days or longer.

{1] Dental Insurance

To obtain dental insurance, the re-
tiree must re-apply on being re-employed.
Premiums are paid and/or deducted from pay
per the current State agreement.

[2] Health Insurance

Retirees who do not have health in-
surance must re-apply upon being re-em-
ployed to obtain such insurance. Premiums
are paid and/or deducted from pay in ac-
cord with the current State agreement.

[3] Retirees who have health insurance
and have had the premiums deducted from
their retirement pay, or have paid the
premiums themselves, should be advised to
continue to do so. At the end of the tem-
porary employment period, the individual
should present evidence to the Benefits
Officer of those payments for the period
of employment. The employee will then be
reimbursed for the lesser of the total
premiums paid or the maximum State contri-
bution applicable to the employee. A Dis-
bursement Request should be prepared for
the reimbursement, charging it to the in-
dividual's pay account(s). This method is
preferable to enrolling in the current
State health plan. In some circumstances
a retiree who enrolls in the State health
plan could have different or no group cov-
erage after the period of temporary em-
ployment.

F HEALTH AND DENTAL INSURANCE -
EMPLOYEES WITH MULTIPLE EMPLOYERS

[1] An employee working for two or more
State agencies is eligible to enroll in
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the health and dental insurance program of
only one agency and can receive only one
State contribution (ref. SEBB Rule
102-10-030). The employee may enroll only
in the 1insurance program of the agency
where first hired if the dates of hire
differ. When two or more State agencies
hire an employee on the same date, the em-
ployee wusually may select the agency
through which insurance will be obtained.

[2] 1If, after simultaneous employment by
two or more agencies, an employee is sub-
Ject to the jurisdiction of both the State
Employes' Benefit Board (SEBB) and the
Bargaining Unit Benefits Board (BuUBB),

insurance must be obtained through an
agency  where the employee 1is subject to
SEBSB. ‘ :

G HEALTH AND DENTAL INSURANCE -
ACADEMIC EMPLOYEES

An academic employee (category F, PDB
Element 8) on a 9-month or greater ap-
pointment 1is considered a full-time em-
ployee for health insurance purposes
(Ref. SEBB Meeting Minutes, 1/18/72, page
3). This same rule applies to an academic
year classified employee (category A, PDB
Element 49, Appointment Type).
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A SUMMARY

[1] The Leave System uses a computer file
to record and report employee leave data.
Hours worked and leave used are entered on

the file monthly from Time and Attendance -

Records, form C0-809 (see paragraph
10.151, TIME AND ATTENDANCE RECORD).
These data are used to calculate each em-
ployee's new leave balances. Reports con-
taining the new balances are distributed
to departments about mid-month. The Leave
System maintains balances on:

«ess Sick Leave

«sses Vacation

«+es Exchange Leave

«sss Compensatory Leave

«sse Personal Leave

Other types of leave with pay, except edu-
cational and sabbatical leaves, are re-
ported on Time and Attendance Records for
use in computing vacation and sick leave
credits earned.

B REFERENCES

[1] Classified Employees

«... Represented classified employees: see
the collective bargaining agreement.

+ess Unrepresented classified employees:
see paragraph 10.15B[3], Management
Service And Unrepresented Classified
Employees.

[2] Academic Employees (Faculty)

eees OSBHE Administrative Rule 580-21-030,
Vacations.

eeees OSBHE Administrative Rule 580-21-040,
Sick Leave Plan For Academic Person-
nel.

[3] Management Service And Unrepresented
Classified Employees

+eses Personnel Division Policy (PDP)
3.4.1, Overtime Pay

eess PDP 7.3.1.1, Vacation Leave

eees PDP 7.3.1.2, Sick Leave With Pay

eess PDP 7.3.1.3, Other Leaves With Pay

eese PDP 7.5.1, Closure Or Curtailment Of
State Offices and Institutions Be-
cause 0f Inclement Weather Conditions

[4] All Employees

«e.. FASOM 10.01F, LEAVE RECORD DATA ELE-
MENTS

eeses FASOM 101.29, Employee Leave Summary

eess FASOM 101.30, Leave Status Detail By
Department

esss FASOM 101.31, Leave Status Detail By
Institution

c PAID REGULAR HOURS

[1] "Paid regular hours," as used in this
section, refers to the hours an employee
is reqgularly assigned to work and is paid,
whether for work or as leave with pay.
Sick leave, vacation, and personal leave

credits are calculated for certain employ-

ees based on the paid regular hours month-

ly total. "Paid regular hours" include:

«.+s Regular hours worked.

eess Holidays.

eess All authorized sick leave, vacation,
exchange leave, compensatory leave,
and personal leave taken.

«ees Other leave with pay taken in accord
with the employee's classification
category and bargaining unit status
(e.qg., jury duty, pre-retirement
counseling leave, military training
leave, etc.).

"Paid regular hours" excludes:

«ses Educational or sabbatical leave with

pay.

+ees Holiday, overtime, or exchange hours
worked.

D SICK LEAVE CREDITS

[1] General

Sick leave credits are automatically
calculated each month for employees on the
Leave System. Credits are earned based on
the employee's Classification Code (PDB
element 11) and paid regular hours.

[2] Represented Classified Employee
Sick leave credits are -awarded per
the applicable bargaining agreement. Ap-
plies to Class Codes CXXXXB, CXXXXN,
CXXXX0, CXXXXP, and CXXXXT. The following
apply unless they conflict with a bargain-
ing agreement:
ees+ When paid regular hours equal a full-
time month, 8 hours are credited.
«ese When paid regular hours are 32 or
more but less than full-time, a pro
rata part of 8 hours is credited.
«ese When paid regular hours are less than
32, no sick leave is credited.

[3] Unrepresented Classified Or Manage-
ment Service Employee
Sick leave credits are awarded per

PDP 7.3.1.2, Sick Leave With Pay, as fol-

lows:

eeees Full-time employee -~ B8 hours are a-
warded each full or partial month ex-
cept as indicated in the next item.

eees Full-time employee on leave without
pay for 16 or more consecutive calen-
dar days -~ a pro rata part of B8
hours is awarded for the month(s) af-
fected. If two or more months are
involved and the LWOP is less than 16
calendar days in the first and/or
last month, an adjustment is needed
because sick leave will not be pro
rated.

eess Part-time employee -~ credits are a-
warded on a pro rata basis.

[4] Faculty

Academic staff on the Leave System
are awarded sick leave credits per O0SBHE
Administrative Rule 580-21-040, Sick Leave
Plan For Academic Personnel, as follows:

12/86



OSBHE FINANCIAL ADMINISTRATION STANDARD OPERATING MANUAL i . "

10,15

10.15
Personnel-Payroll Employee Leave System
eses Full-time employee -~ 8 hours sick [4] Faculty -~ 12-Month Appointment

leave credits are awarded for each
full month of service, or 2 hours for
each full week in a partial month (an
adjustment may be necessary).

eess Part-time employee, .50 FTE or more
~- sick leave credits are awarded on

a pro rata basis,

esss Part-time employee, less than .50 FTE

~- not eligible for sick leave.

[5] Unclassified Miscellaneous, Other, Or
Student Employee
Unclassified employees with Classifi-
cation Category Code (PDB element 8)
U-Miscellaneous, 0-0Other, or S-Student are
not eligible for sick leave.

[6] Temporary Classified Employee

An employee on a temporary appoint-
ment is not eligible for sick leave. In-
cludes Class Codes TXXXX.

E VACATION CREDITS

[1] General

Vacation credits are automatically
calculated for employees on the Leave Sys-
tem. The hours credited are based on the
employee's Classification Code (PDB ele-
ment 11), Service Anniversary Date (PDB
element 32), and paid regular hours each
month.

[2] Classified Or Management Service --
Permanent, Full-Time Employee
Vacation credits are awarded as fol-

lows:

esss First 6 calendar months of employment
-~ no vacation leave is credited.

eess After first 6 full calendar months -~-
48 hours of vacation are credited.
If the first month of employment was
a partial month, an additional pro
rata portion of 8 hours vacation is
credited.

«ses Represented classified employees ~-
vacation credits are awarded monthly
thereafter in accord with the appli-
cable bargaining agreement.

«ees Unrepresented classified and manage-
ment service employees -~ vacation
credits are awarded monthly thereaf-
ter in accord with PDP 7.3.1.1, Vaca-
tion Leave.

[3] Classified Or Management Service --
Part-Time Or Seasonal Employee
Vacation credits are accrued during

the first 6 months of employment and a-

warded at the end of the sixth month,

«+e. Represented classified employees ~-
vacation credits are awarded in ac-
cord with the applicable bargaining
agreement.

«ess Unrepresented classified and manage-
ment service employees -~ vacation
credits are awarded in accord with
PDP 7.3.1.1, Vacation Leave.

One month vacation with pay is a-
warded after 11 months service and annual-
ly thereafter. Vacation credits are not
cumulative. Vacation that is unused 12
months after being awarded is canceled.

[5] Faculty -~ 9-Month Appointment
Nine-month academic employees are not
eligible for paid vacation leave.

[6] Unclassified Miscellaneous, Other, Or
Student Employee
Unclassified employees with Classifi-
cation Category Code (PDB element 8)
U-Miscellaneous, 0-Other, or S-Student are
not eligible for paid vacation leave.

[7] Temporary Classified Employee

An employee on a temporary appoint-
ment is not eligible for paid vacation
leave. Includes Class Codes TXXXX.

F PERSONAL LEAVE

[1] Classified Or Management Service --

Permanent, Full-Time Employee

The employee is awarded 8 hours per-
sonal leave with pay after completing tri-
al service. An additiomal 8 hours are a-
warded at the beginning of each fiscal
year. Unused personal leave on June 30 is
canceled; it cannot be carried over to the
next fiscal year. An employee who com-
pletes trial service in June is awarded
only 8 hours personal leave on July 1.

[2] Classified Or Management Service --

Part-Time Or Seasonal Employee

The employee is awarded 8 hours per-
sonal leave with pay after completing 1040
hours each fiscal year. The personal
leave must be used in the fiscal year it
is awarded. In the case of an employee
who completes 1040 hours in June, the per-
sonal leave is awarded on July 1 and can
be used in the new fiscal year.

[3] Unclassified Employee
Unclassified employees are not eligi-
ble for personal leave.

f4] Temporary Employee
Temporary employees are not eligible
for personal leave.

G COMPENSATORY & EXCHANGE LEAVE

[1] General

Compensatory and exchange leave bal-
ances of employees on the Leave System are
maintained on the leave file. Hours of
leave accrued and taken are recorded on
the leave file as described in paragraph
10.151, TIME AND ATTENDANCE RECORD,

[2] Compensatory Leave
Classified and management service em-
ployees who are eligible for overtime can

elect to take compensatorf leave in lieu
of overtime pay. The following employees
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are eligible for overtime pay: Leave System to update the leave file. A
«ee. Salary ranges 01 to 18 -- All em- Time and Attendance Record containing em-~

ployees. ployee identification information is then

«eeo -Salary ranges 19 to 22 -~ Employees
who have not been designated exempt
from overtime eligibility.

Compensatory leave is earned when an eli-

gible employee works in excess of full-

time or on a legal holiday. Leave Time is
credited at 1.5 times the overtime or hol-
iday hours worked.

[3] Exchange Leave
Classified and management service em-

ployees who are not eligible for overtime

may qualify for exchange leave as follows:

+ees Salary ranges 19 to 22 -~- Employees
ineligible for overtime earn exchange
leave for hours worked in excess of
full-time or on a legal holiday.

«ses Salary range 23 and above ~- Employ-
ees earn exchange leave when required
to work a scheduled overtime period
to complete a specific project.

Exchange leave is credited on an hour for

hour basis, not time and one-half.

H LEAVE WITH PAY (OTHER)

[1] General

The leave file contains a record for
each type of leave that an employee can
accrue and take at a later time (i.e.,
sick, vacation, compensatory, exchange,
and personal leave). Leave with pay for
other reasons is entered only if the em-
ployee earns sick leave and vacation cred-

its while on leave.

[2] "other™ Leaves Recorded On Leave File
The following paid leaves should be

entered on the leave file:

eses Jury duty.

++ss Witness service required by a subpoe-
na or other court summons.

+ee. Pre-retirement counseling.

eses Military training leave.

«... Represented classified employee -~
other paid leaves in accord with the
applicable bargaining agreement.

«ees Unrepresented classified and manage-

ment service -~ other paid leaves in
accord with PDP 7.3.1.3, Other Leaves
With Pay.

[3] "Other™ Leaves Excluded From Leave
File
The following types of leave do not
earn sick leave or vacation credits and
should not be entered on the leave file:
+ese Educational leave with pay.
«o.ss Sabbatical leave.

1 TIME AND ATTENDANCE RECORD

[1] General

The Time and Attendance Record, form
C0-809, is used to record the hours of
work and leave with pay for each em-
ployee. Monthly totals are input to the

printed and routed to departments for the
next month's input. The form is designed
to record data by calendar month. It can
be adapted, however, to any monthly period
as desired by users.

[2] Purpose

Time and Attendance Records provide a
means to maintain a cumulative record of
paid leave time earned and used by each
employee. Regular hours worked plus paid
leave time are reported monthly and used
to calculate sick leave and vacation hours
earned. For part-time, seasonal, and tri-
al service employees, the paid regular
hours reported also determine when the em-
ployee will receive personal leave. Com-
pensatory and exchange leave balances are
maintained from inputs of hours accrued
and taken.

[3] Form Preparation Instructions

1 Department: Preprinted. Major Depart-
ment's Account Number, PDB element
401, and department name.

2 Institution; Name; Social Security
Number: Preprinted.

3 Pay Period: Preprinted. The payroll
month and year.

4 Standard Hours: Preprinted. The num-
ber of work hours, including paid
holidays, in the calendar month based
on an B-hour day and 5-~day week.

5 Non-Standard Hours: Enter the number
of work hours, including paid holi-
days, in the month when different
from the preprinted Standard Hours.
Line out the Standard Hours. May ap-
ply to employees on irregular or
flexible work schedules, or when time
is reported on a basis other than
calendar month. Must be in the 150-
200 hour range.

6 Regular Work Hours: Record the number
of regularly scheduled hours the em-
ployee worked each day. Omit over-
time, holiday, and exchange time
worked. For legal holidays, enter 8
hours for a full-time employee, or a
pro rata part of 8 hours for a part-
time employee. Enter the monthly to-
tal in the first "PAY" column. The
monthly total cannot exceed the
St andard Hours . " or Non-St andard
Hours. The "Regulatr (Other)" line
can be wused to record unscheduled
straight time hours worked (e.g., by
a part-time employee).

7 Overtime & Holiday Hours Worked: Re-
cord any overtime and holiday hours
worked by all classified and manage-
ment service employees. Enter the
monthly totals of overtime and holi-
day hours worked for which the em-
ployee is paid in the second "PAY"
column. If the employee elects to
accrue overtime/holiday time worked
as compensatory leave, enter 1.5 time
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the overtime and holiday total hours 1" LWOP: Optional. This line may be
in the "ACC" (accrue) -column. used to record all types of leave

8 Exchange Hours Worked: Record any ex- without pay. The data is not used by
change - hours worked by -an employee the Leave System. .
eligible for exchange leave. .Enter 12 Total:  The total in the first "PAY"
the total hours for the month in the -column is the paid regular hours for
"ACC" (accrue) column. ' .the employee as defined in paragraph

9 Shift Differential/On Call/Special ' 10.15C, PAID REGULAR HOURS. This to-
Duty: Optional. These lines may be tal is used to determine sick leave
used to record hours in which premium and vacation credits, and when per-
pay is earned (e.g., for shift dif- sonal leave is awarded to part-time
ferential, stand-by time, work out of and seasonal employees. The second
class, etc.). . The data is not used "PAY" column total is the hours of
by the Leave System. overtime and holiday work for which

10 Sick Leave/Vacation/Exchange Leave/ the employee is paid.
Compensatory Leave/Personal Leave/ 13 Leave Adjustments: This section of
Leave With Pay (Other) Taken: Record the form is used to correct the cur-
the hours taken of each type of rent balances, elements 330-334, on
leave. Enter the monthly totals in the leave file. The balance on the
the first "PAY" column. LWP (Other) leave file is increased by an entry
is used for jury duty, witness ser- in "INCR HRS." and decreased by an
vice, pre-retirement counseling, mil- entry in "DECR HRS." All entries
itary training leave, etc. Briefly should be to 2 decimal places
note the reason for leave with pay (XeXX). Describe entries in the
(other) in the "Remarks" section at ' "Reason For Adjustment" section.

the bottom of the form.
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Graduate Assistants. The perquisite

A GENERAL

Remuneration to employees as compen-
sation for services 1is generally subject
to federal and state income taxes, and
social security tax (FICA). This general
rule applies whether payment is in cash,
or in non-cash items such as lodging, food
or other commodities. Remuneration that
is not primarily compensation for services
may be exempt from taxation.

This section identifies various types
of non-cash remuneration to workers, and
differentiates between such remuneration
that is tax subject and that which is tax
exempt in accordance with IRS Code section
119. Certain tax exempt remuneration is
subject to assessments for SAIF (State
Accident Insurance Fund). See C[1], Re-
quired Perquisites.

B REFERENCES

[1] 1IRS Code section 119, Meals and Lodg-
ing Furnished for the Convenience of
the Employer.

[2] ORS 182.415 - 182.435, -Rules Govern-
ing State-Provided Housing

[3] Department of General Services Policy
125-6-600, State Agency Provided
Housing Programs and the Rental Re-
duction Schedule.

C REPORTING PERQUISITES

Reporting requirements vary depending
on the type of perquisite.

[1] Required Perquisites

Meal and lodging perquisites that
meet the criteria in section G and H are
exempt from tax reporting. However, they
are subject to SAIF assessments and must
be reported on form C0-202, Report of
Assumed Wages Not Paid by Payroll for Com-
putation of SAIF Premium. See section
10.09, SAIF Assessments.

[2] o©ther Tax Exempt Perquisites

There are no reporting requirements
for tax exempt perquisites other than re-
quired perquisites.

[3] Tax Subject Perquisites

Tax subject perquisites are processed
through the payroll system. The perqui-
site amount (i.e., the value placed on the
meals and/or lodging provided tc the em-
ployee for services performed) may be
entered either by time card or on the

pay/budget file of the PDB. It is
reported as income to the employee using
transaction code 1240, Unclassified

Perquisites; 1440, Management Service and
Classified Per%uisites; 1540, Student
Perquisiltes; or 1740, Perquisites-Resident
Physicians, Dentists, Clinical Fellows and

amount is included in gross pay on check
stubs, W-2 forms and reports.

The amount the employee is charged
for meals and/or rent may be entered to
the payroll system either by time card or
on the deduction file of the PDB. The
deduction is entered with a 1XX-XXX plan-
type code (Meals and/or Rent-Non-Required
Perquisite-Tax Subject).

D DEF INITIONS

The following definitions apply only
to the use of the terms within this sec-
tion 10.17.

[1] Remuneration - something given or
done in return for acts performed or serv-
ices rendered. This is a general term

that encompasses any payment or reward for
a worker's time and services.

[2] Compensation - any remuneration that
is primarily to pay employees for services
performed. Compensation is taxable income
whether in the form of cash or non-cash
payments.

[3] Perquisite - any non-cash remunera-
tion to employees or non-employee work-
ers. Perquisites are wusually meals and

lodging, but utilities, furnishings,
transportation, or anything else of value
may also be perquisites.

[4] Required Perquisite - a perquisite
for meals and/or lodging that is tax
exempt because it is a practical working
necessity for the employee to perform all
duties of the position. Sections G and H
outline the criteria for determining when
a perquisite is tax exempt.

[5] Tax Subject Perquisite - (also called
Non-Required Perquisite) a perquisite that
is primarily to compensate the employee
for services, or that is not necessary for
the emplecyee to properly perform the
duties of the job. Any perquisite that is
not identified in section E as tax exempt
is subject to taxes.

E TAX EXEMPT PERQUISITES

The following perquisites are exempt
from federal, state and FICA tax withhold-
ing.

[1] Required Perquisite

A perquisite in the form of meals or
lodging furnished in kind on institution
premises for the caonvenience of the insti-
tution and, in the case of lodging, as a
condition of employment, is tax exempt if
the criteria in sections G and H are met.

[2] Overtime Meal Allcewance
A meal allowance paid to employees
who work overtime is considered to be paid
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for the convenience of the institution and
is not taxable income. Transaction code
2907, Overtime Meal Allowance, is used to
record the payment.

[3] Facilities and Privileges

"Facilities and privileges" refers to
use of employer facilities; tuition and
fee reductions; and discounts on pur-
chages, entertainment, sporting events,
etc. offered to employees. Such services
are tax exempt if furnished or offered to
employees generally, of relatively small
value, and coffered, not as compensation,
but tc promete employee health, good will
or efficiency.

F TAX SUBJECT PERQUISITES

The following are examples of perqui-
sites that would not satisfy the criteria
in sections G and H and are, therefore,
taxable. Their value must be reported as
income with a 1X40 perquisite transaction
code. See C[3]

[1] Meals and lodging furnished away from
the place of employment.

[2] Meals and lodging furnished when it
is not necessary fer the employee to be
immediately availatble. Such perquisites
are taxable income to the employee even if
they are required as a condition of em-
ployment.

[3] Meals furnished during the employee's
time off from work. Two exceptions are
identified in paragraph G[3].

[4] Meals furnished when the employee has
an option to accept groceries or a meal
allowance in lieu of meals.

[5] Meals and lodging furnished when the
emplcyee has a choice of either the meals
and lodging or mcre pay. ‘

[6] Meals and lodging provided primarily
to promote employee good will or morale,
or to attract prospective employees.

G REQUIRED PERQUISITE CRITERIR - MEALS

Meals may qualify as required perqui-
sites when they are furnished in kind for
the convenience of the employer during the
emplcvee's working hours on the businees
premises of the institutign.

[1] "In kind" means prepared meals, ncot
groceries aor a cash allowance for meals.

[2] *“Cenvenience of the employer® means
that there are sgubstantisl business rea-
sons for furnishing the meals such as:

..., The employee must be available for
emergency call during the meal per-
iod.

.... The employee is a food service worker
who works during regular meal times.

ee.. The employee could not otherwise ob-
tain proper meals within a reascorable
time in the vicinity of the work
place.

.... The nature of the job requires a
short meal period such as 30 minutes,
and the empleyee cannot reasonably be
expected to eat elsewhere.

[3] "During working hours" generslly
means the emplcyee's assigned working
hours, and that meals furnished dur-
ing time off are subject to taxa-
tion. There are twoc exceptions:

...+ Food service workers may be furnished
meals during, or immediately before
or after working hours.

«++s Meals may be furnished tec employees
who also receive a required perqui-
site for lodging anytime they are re-
quired to be available.

[4] "Business premises" means at the em-
ployee's assigned work place, or a
near-by eating place on institution
property.

H REQUIRCD PERQUISITE CRITERIA - LODGING

Lodging furnished by the institution
may qualify as a required perquisite only
if all of the following criteria are met:
«++. The lodging is furnished on the busi-

ness premises of the institution.

«+e+s The lodging is furnished for the con-
venience of the employer.

«... The employee must accept the lodging
as a condition of employment.

[1] "Lodging" means the residence and the
cost of utility services (heating, elec-
tricity, water and sewer) necessary to
make the lodging habitable.

[2] "Business premises" means the employ-
ee's place of employment. The lodging
muet be on institution premises, not near
thiem, either in the building where ths em-
ployee works or a neer-by building.

[3] ™"Convenience of the emplever" means
that there are csubstential business rea-
sons for furnishing the lodging, such as:

eess the employee must be available for

duty 24 hours a day in case cof emer-
gency.
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.... The job is at a remote site where
other housing is unavailable.

.+.. The employee provides caretaker or
security duties during non-working
hours.

[4] "Condition of employment” means that
it is a practical working necessity
for the employee to reside in the
lodging provided to properly perform
the duties of the job. It is not
sufficient merely to require the em-
ployee to accept the lodging; a need
for the employee to live on the busi-
ness premises must exist.

I SPECIAL SITUATIONS

[1] Meals and lodging furnished an em-
ployee's family are required perquisites
when the employee is furnished meals and
lodging as required perquisites.

[2] If meals and lodging furnished to an
employee satisfy the required perquisite
criteria, they are required perquisites
even if the employment contract or a state
statute or rule indicates that they are
compensation.

[3] When meals furnished to an employee
meet the required perquisite criteria in
section G and the employee is required to
periodically pay a fixed charge for the
meals whether or not they are eaten, the
amount of the fixed charge must be ex-
cluded from the employee's gross income.
Neither the fact that a charge is made for
the meals, nor that the employee may ac-
cept or decline the meals, is taken into
account in determining if the meals are a
required perquisite.

[4] In the case of an employee who is
furnished lodging in a "camp" in a foreign
country by or on behalf of the institu-
tion, the camp is considered to be busi-
ness premises of the institution. For the
purposes of this paragraph, a "“camp" is
lodging provided to the employee for the
convenience of the employer when:

««. The place of employment in the for-
eign country is in a remote area
where satisfactory housing is not
available on the open market; and

«... The lodging is, as near as practical,
in the vicinity of the work place;
and

«+++ The lodging is in a common area or
enclave which is not available to the
public and which normally accommo-
dates ten or more employees.
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A GENERAL

{1] Receiving Payments

Individuals may receive payments ei-
ther as employees; as independent contrac-
tors; as beneficiaries of stipends, schol-
arships and other forms of financial aid;
or as research subjects. Different laws,
regulations and policies apply to each of
these categories. Each person, to whom
funds are to be disbursed, must be cor-
rectly classified to ensure that the prop-
er payment procedures are applied.

[2] Dual Categories

It 1is possible for two payment cate-
gories to apply to the same individual.
For example, a student employee may also
receive a stipend; or an employee may also
be a research subject. When situations
such as these occur, the two payments must
be identified and kept separate. It 1is
improper to combine them since they have
different requirements. An individual can
never be both an employee and an independ-
ent contractor simultaneously.

B EMPLOYEES

[1] Pay For Services

Persons, other than independent con-
tractors and research sub}ects, who are
paid for services rendered, are considered
employees. They must be placed on the
Personnel Data Base and paid through the
Payroll System.

[2] Student Government Of ficers

Student government officers, and stu-
dent workers who perform services for pay
for Auxiliar Enterprise organizations
such as radio/television stations, newspa-
pers, yearbooks, etc., are also considered
employees. Consequently, they, too, must
be paid on the Payroll System.

{3] Wwithholdings

Employees are sub}ect to withholding
on earned pay for income taxes and FICA,
and to SAIF withholding for days worked.

[4] Improper Payroll Practices

Employees must be paid for services,
as they are rendered, so that there is a
direct correlation between pay and effort.
The following deviations from standard
payroll practices are prohibited:

+.+ss Paying a person before services are
rendered.

«+«+s Paying a person as an employee when
no services are rendered, e.g., a
stipend.

+vees Falling to pay an individual as an
employee for services performed when
that individual is neither an inde-
pendent contractor nor a research
subject.

es.s Redistributing pay between tax peri-
ods to reduce a person's income tax.

+ses Restructuring an employee's pay to
increase retirement benefits,

[5] Falsifying Records

The Federal Internal Revenue Code
sets forth fine and imprisonment penalties
for falsifying payroll records or provid-
ing a false earning statement, as well as
for filing an incorrect income tax return.

C INDEPENDENT CONTRACTORS

[1] Definition

An individual may receive payments
from an institution as an independent con-
tractor. Paragraph 13.06C[4], Definition
-- Independent Contractor, contains guide-
lines for determining if an individual
performing services is an independent con-
tractor.

[2] Payee Status

An independent contractor is not an
employee, and is neither subject to with-
holding nor eligible for employee bene-
fits.

[3] Employees From Other Agencies

A person who is an employee of anoth-
er public agency in Oregon and a member of
PERS cannot be an independent contractor.
He/she must be placed on the Personnel Da-
ta Base and paid through the Payroll Sys-
tem. See paragraph 13.06G, PERSONS INELI-
GIBLE FOR INDEPENDENT CONTRACTOR STATUS,
for further details.

D FINANCIAL AID RECIPIENTS

[1] "Aid" vs. Pay

A person may be paid a stipend or
similar payment for which no services are
performed. The payment is simply a form
of aid to help further the person's educa-
tion. The individual is not an employee;
is not subject to withholding; is not eli-
gible for employee benefits; and must not
be paid through the Payroll System.

[2] State Scholarship Commission
Stipends, scholarships and other fi-
nancial aid payments may not be made from
Current General Fund Budget funds. All
forms of State financial aid are disbursed
through the State Scholarship Commission.

E RESEARCH SUBJECTS

[1] General

Payments to individuals who serve as
research subjects are processed as regular
invoices per paragraph 13.01R[7], Research
Sub}ects. Thls applies whether the indi-
vidual is an employee; a student; or unaf-
filiated with the Department of Higher Ed-
ucation.
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A GENERAL STATEMENT

[1] Purpose

The Fair Labor Standards Amendments
of 1985, and subsequently 1989, brought
ODHE under the Fair Labor Standards Act
(FLSA), commonly known as the Federal Wage
and Hour Law. The purpose of this section
is to assist institutional Payroll Offices
in applying the basic wage and overtime
requirements of FLSA.

[2] Sources Of Additional Information

In addition to the references listed
in paragraph 10.32B, REFERENCES, informa-
tion pertaining to specific personnel
questions may be found in the following
sources:

++es Executive Department's Personnel Pol-
icies and Rules.,

«ess Institutional personnel policies and
communiques, are located in campus'
Personnel/Human Resources Offices.

[3] MHistorical Information/Resources

This type of information and resource
material, regarding the application of
FLSA standards to ODHE, is available from
ODHE's Centralized Activities Office, Per-
sonnel Administration Division.

Note: Details on specific FLSA decisions
in ODHE should be directed to
ODHE's Personnel Administration Di-
vision as well,

B REFERENCES

[1] The following references are the bas-
es for this section. Sources of informa-
tion regarding other personnel-payroll
topics, not addressed in this section, are
listed in paragraph 10.00C[1], REFERENCES.

Bureau Of Labor And Industries, State Of
Oregon, various publications.

Executive Department Personnel Policies:
veee 3.1.7, "Stand-by Time Compensation."
vese 7.1.1, "Working Hours."

eees 7.3.1.3, "Other Leaves With Pay."
veee 7.6.1, "Holidays."

Executive Department Personnel Rules:

eess 3-1-100, "Personnel Policies General-
ly Concerning Merit Pay Sys-
tem."

eees 3-4-100, "Personnel Policies Concern-

: ing Overtime Pay."

eeee 3-4-200, "Overtime Pay."

eses 7-1-100, "Personnel Policies Concern-
ing Hours Of Work."

eess 7-5-100, "Curtailment Of Operations,
Closure 0f State Offices And

Institutions Or Re-Assign-
ment Of Employees Because
O0f Hazardous Environmental
Conditions."

Fair Labor Standards Act, Title 29, United
States Code Of Federal Regulations,
"Federal Wage And Hour Law,”" 201-219.

Fair Labor Standards Amendments of 1985,
based on U.S. Senate Bill #1570,
which became Public Law 99-150.

Fair Labor Standards Amendments of 1989,
based on U.S. House of Representa-
tives Bill #2710, which became Public
Law 101-157.

Oregon Revised Statutes (ORS):
sees 280.145(3), Duties Of (Personnel Di-
vision) Administrator
[Prepare such rules, pol-
icies and procedures,
tests and eligible lists
as are necessary to carry
out the duties, functions
and powers of the Person-
nel Division under this
chapter].
esoes 240.235, Compensation Plan For Class-
ified Service.
eees 240.240, Application Of Chapter To
Unclassified Or Management
Service.
«++s 240.250, Rules Applicable To Manage-
ment Service.
+eee 240.551, Working Hours, Holidays,
Leaves 0Of Absence And Vaca-
tions Of Employes In State
Classified Service. -
eees 653,025, Minimum Wage Rate.

BJ.S. Department Of Labor, Employment
Standards Administration, Wage And
Hour Division, various publications.

c SCOPE OF FLSA

[1] General

Fair Labor Standards Act topics com-
monly include, but are not limited to, the
following:

«++. FLSA Coverage:
a) Individual employees.
b) Enterprises.
c) Contractors, etc.

+.+.. Non-Coverage of FLSA:
a) Exempt employees.

++.+. Hours Worked and Compensation for:
a) Voluntary work.
b) Waiting time.
c¢) On-call, show-up, stand-by and
rest time.
d) Bona fide meal periods.
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e) Sleeping time.

f) Training programs, lectures and
meetings.

g) Travel time.

h) Board, Lodging and Other Facili-

ties.
+es. Overtime Compensation.
«++. Equal Pay and Child Labor.

...« Record-keeping.

D BASIC WAGE

[1] ™Regular Rate" Of Pay In Oregon

The basic minimum wage, in Oregon, is
currently $4.25 per hour for calendar year
1990.

Note: Oregon's basic minimum wage rate
will increase to $4.75 per hour af-
ter calendar year 1990 (ref. ORS
653.025, Minimum Wage Rate).

[2] Federal "Regular Rate™ Of Pay

The Federal basic minimum wage rates,
both current and future, are as follows
(ref. Fair Labor Standards Amendments of
1989, based on U.S. House of Representa-
tives Bill #2710, which became Public Law
101-157):

«reo $3.35 per hour for period ending
March 31, 1990.

eees $3.80 per hour during the year begin-
ning April 1, 19290.

eess $4.25 per hour after March 31, 1991.

[3] "Prevailing” Regular Rate Of Pay

The higher Oregon minimum wage rate
listed above (see paragraph 10.32D[1],
"Reqular Rate" O0f Pay In Oregon), pre-
vails over lower rates. In other words,
the rate cannot be less than the Oregon
minimum, or the FLSA minimum, whichever is
greater.

[4] ™"Includable™ Compensation

Certain types of compensation are
FLSA "includable™ in the regular rate of
pay. The following types of "includable"
compensation are paid to non-exempt em-
ployees:

«+.. Stand-by/On-call pay.

.... Employee lunch or meal expenses paid
by ODHE.

.... Salaries.

«... Salary increases, including retroac-
tive increases.

esee Shift differentials,

..., Travel expenses, of employees going
to and from their work station, if

the expenses are paid by ODHE.
«e.. Contest prizes.

«++. Bonuses promised for:
a) Accuracy of work.
b) Good attendance.
c) Continuation of the employment re-
lationship.
d) Incentive.
e) Production and quality of work.

[5] Other Types Of Compensation

Certain types of compepsation are not
necessarily included in the regular rate
of pay. Examples  of these types of pay
include:

+++e Weekly overtime pay.
«ses Call-back .premium pay.

esss All employee time paid at a rate of
time and one-half.

..., Holiday pay, if it is equivalent to
regular earnings.

...+ Absence pay for infrequent or unpre-
dictable absences, etc.

[6] Compensation Types' Descriptions/

Codes ‘

ODHE compensation types are described
in Section 02.10, Transaction Codes, Per-
sonal Services. Detailed characteristics
of pay transaction codes are displayed in
TPR program "SFD" - Pay Transaction Table,
Table BH.

Note: Pay transaction codes include "Cat-
egory™ and "Hour Type™ codes. These
secondary codes identify whether a
pay item is Regular Pay, Overtime
Pay, Differential Pay, etc.

E OVERTIME COMPENSATION

[1] General

The following paragraphs describe
ODHE's overtime compensation policies.
These policies are subject to changes made
in various collective bargaining agree-
ments.

[2] Eligibility

The Compensation Plan Table, Table FJ
or FU, identifies overtime eligible posi-
tions with code "Y" - Eligible.

[3] Classified Employees

All overtime, 1including both FLSA
overtime or contract overtime, worked by
non-exempt employees, should be paid at a
rate of time and one-half., Tt may be paid
either in cash or compensatory time. The
method of compensation is determined by
the employee.
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[4] Management Service Employees

All overtime worked by non-exempt
management service employees should be
paid at a rate of time and one-half, It
may be paid either in cash or compensatory
time. The method of compensation is de-
termined by ODHE.

[5] Use Of Earned Compensatory Time

Compensatory time earned by both
classified and management service employ-
ees may be saved for use at a later date.
It does not have to be used within the
same week or month in which it is earned.
Typically, however, a balance of FLSA com-
pensatory time cannot exceed 240 hours per
employee.,

Note: There are exceptions to this FLSA
compensatory time maximum balance
as outlined in Executive Department
Personnel Rule 3-4-200, "Overtime
Pay."

F COEFFICIENT TABLE FOR
COMPUTING OVERTIME

[1] General

The following Coefficient Table is
prepared by the U.,S. Department of Labor.
It is designed to simplify computing extra
half-time for overtime worked. The fol-
lowing paragraphs explain how the table is
constructed and how it may be used.

[2] Calculating Extra Half-Time For Over-
time Worked
When determining the extra half-time
that is due for overtime pay, the method
of calculation most commonly used is to:

voss Divide the "straight-time" earnings
by the total number of hours worked.

«sss Multiply the result of the previous
step by the number of overtime hours
divided by two.

Examples:
The following matrix displays how

overtime is calculated for various hypo-
thetical work weeks:

Weekly Hours
For Which 0/T 0/T Computation
Is Due
48 Earnings x 8 =
T 48 2
50 Earnings x 10 =
50 2
47-3/4 Earnings x 7-3/4 =
47-374 2

[3] Decimal Equivalents (Coefficients)
For Overtime Hours Worked
The table shown in paragraph
10.32F[5], Coefficient Table For Computing
Extra Half-Time For Overtime Worked, con-
tains the decimal equivalents, i.e., coef-
ficients, of the fraction:

OVERTIME HOURS
TOTAL HOURS X 2

Examples:

The matrix below displays how coeffi-
cients are calculated for variations of
the above fraction:

Over- Coeffi-
time Overtime client
Hours fFraction (Decimal
Worked Equiva-
lent)
48 8 = 1 .083
48 x 2 T2
10 =1 .100
50 0O x2 10
7-3/4 = 7.75 .081
47-3/4 |¥7-37F x 2 95.5

[4] Use Of The "Coefficient Table"
The following two steps explain how
to use the "Coefficient Table."

«ses For a work week with both FLSA and
additional earnings, i.e., shift dif-
ferential, work-out-of-class, etc.,
select the appropriate coefficient
for the total FLSA hours worked in
the week.

... Next, multiply the additional earn-
ings by that coefficient. The result
is the additional half-time amount of
overtime due because of the addition-
al earnings.

Example:

An employee earns $9.60 in shift dif-
ferential in a week that had 48 FLSA
hours, i.e., 8 hours of overtime. The ad-
ditional $.80 of overtime due is calculat-
ed as follows:

$9.60 (Earned in shift differential)
x.083 (Coefficient for 48 hours)
$0.80 (Additional OQvertime Due)

{5] Coefficient Table For Computing Extra
Half-Time For Overtime Worked
This Table is displayed on the next
page.
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COEFFICIENT TABLE FOR -COMPUTING EXTRA HALF-TIME FOR OVERTIME.

FLSA: |- : .
Hours | even}00.25(00.50}00.75} 00.10} 00.20{ 00.30| 00.40} 00.60{ 00.70} 00.80{ 00.:90

- 40. {0.000}0.003}0.006}0.009]0.0012]{0.0025]0.0037]0.0050}0.0074 0.0086.6.0098 0.0110

41 10.012}0.015}0.018]0.021 0.013476.0146.0.0157 0.0169{0.019210.0204}0.021510.0227

42 [0.024{0.027]0.029}0.032{0.0249]0.0261[0.0272}0.0283{0.0305{0.0316]0.03270.0338
~ 43~ [0:0350.038]0.0400.043]0.0360]0.03700.0381]0.0392]0.0413]0.0423}0.0434]0. 0844

- 4~ |0.045]0.048]0.051]0.053]0.0465]0.0475]0.0485]0.04950.0516]0.0526 [0:0536]0.0546]

45 0.056{0.058]0.060{0.063]0.0565]0.0575]0.0585}0.0595}0.0614]0.0624 020633 0.0643]

46. |0.065]0.068}0.070{0.072}0.0662]0.0671]0.0680]0.0690]0.0708}0.0717]0:0726]0.0736]

- 477 [0.074]0.077]0.079]0.081]0.0754]0.0763]0.0772{0:0781[0.0798]0.0807]0.0816{0. 0825 |
~ 48 0.083]0.085(0.088]0.090{0.0842{0.0851{0.08590.086810:0885]0.0893 0.0902]0.0910]

49" 10.092 0.094 0.096 0.0980.0927{0.0935}0.0943 0.0951 0;0968 0..0976 Q.0984 0.0992

. 502 10.10010.102]0.104{0.106{0.1008]0.1016]0.1024{0.1032]0.1047]0.1055[0. 1063}0.1071

51 10.108[0.110]0.112[0.114]0.1086]0.1094}0.1101[0.1109]0.1124[0.1132]0. 1139 0. 1146

527 |02115]0.117]0.119]0.121]0.1161]0.1169|0.1176}0.1183]0.1198]0. 1205 |6:1212|0. 1219}

53¢ [0:123]0.124]0.126{0.128(0.1234]0.1241]0.1248]0.1255[0:1269|0.1276{0+1283]0.1289 -

s6. [0:130]0.131]0.133]0.135{0.1303]0.1310[0.1317]0. 1324 {0.1337]0: 1384 [0. 1350 0. 1357 |

55: 10.136]0.138]0.140]0.141{0.1370]0.1377]0.1383[0. 1390} 0. 1403} 0. 1409 {0. 1416 0. 1822 ]

56: |0.143]0.144]0.146]0.148{0.1435]0.1441[0.1448{0. 1454041466 {0:1473}0. 1479 0. 1485

. 577 |0.149]0.151]0.152{0. 154 {0.1497]0.15030.15100.1516{0. 1528{0. 1534 [0: 1540{0. 1546]

58 [0:155/0.157{0.15810.160{0.1558]0.1564(0.1569{0.1575]0.15870.1593}0.1599{0. 1604

59° [0.161[0.162]0.1640.165|0.1616[0.1622[0.1627]0.1633}0.1644]0.16500.1656 0. 1661

i 60: |0.167]0.168]0.169]0:171}0.1672]0.1678[0.1683]0:1689{0.1700[0: 1705 {01711 {0 1716

P61, 10.172]0.173]0.1750.1760:1727]0:1732{0. 1737} 0. 1743 0. 175304175902 1768 0. 17691
; : ( ( ( ( ( ( (

62 [0:177|0.179]0.180]0.181]0.1779]0. 1785 }0.17900.1795{0. 1805 0. 1810{0.1815 0. 1820

63 10.183]0.184{0.185]0:186]0.1830]0.1835]0.18400.1845]0.1855]0.1860]0.1865]0. 1870

64 |0.188]0.189]0.190{0:191{0:1880{0.1885[0:1890[0.18940.1904]0.1909]0:1914 0. 1918

65 |0.192]0.193]0.195/0.196{0.1928{0.1933]0.1937{0.1942]0.1951]0.1956[0.1960[0.1965|

66. 10:197[0.198]0.199}0.200{0.1974{0.19790.1983]0.1988]0.1997{0.2001{0:2006{0.2010

67 0.201]{0.203}0.204]0.205{0.2019{0.2024{0.2028]0.2033{0.2041]0.2046 QQZOSO 0.2054]:

68: |0.206]0.2070.208}0.209{0.2063]0.2067]0.2072 9.2076 0.2085[0.20890.2093|0.2097

69" 10.21040.21110.21210.213}0.2106{0.2110{0.2114{0.2118}0.2126}0.2131 6,2135 6.2139‘

70 10:214{0.215{0.2160.217{0.2147{0.21510.2155]0.2159]0:2167{0.2171{0.2175|0.2179 ]
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G CALCULATING OVERTIME PAY

[1] General

The following example describes the
procedures for calculating overtime pay.
It uses FLSA guidelines and a fictitious
contract provision requiring overtime pay
for any work in excess of eight hours per
day. It also shows the effect of using
the "Coefficient Table For Computing Extra
Half-Time For Overtime," shown 1in para-
graph 10.32F[5], on additional earnings
such as shift differential.

FACTS:

Type Of Employee:
Weekly Work Schedule:

Non-Exempt

8 hours per day,
starting on Sunday
Employee Eligible For: Shift Differential
Working Out-of-

Class
Monthly Salary: $1,733
Hourly Rate Of Pay: $10.00
HOURS WORKED:
Week SuU H TV v TH F SA
1 - 8 10 (10 8 8 4
2 - 8 8 8 8 8 -
3 - Holi- 8 8 {Sick| 8 5
day
4 - Sick 10 8 8 8 -

ADDITIONAL EARNINGS:

Week FLSA | Non-FLSA Additional
# o/T o/T Earnings
1 8 -- $37.44 *
2 - - -
3 -- 5 6.72 *x
4 -- 2 --

TOTAL  S44.16

* Week ##1: Shift Differential = $.28 x
48 hours = $13.44

+
Qut-of-Class = .05 x $10 x
48 hours = $24.00

TOTAL = S37.04%

*% Week #3: Shift Differential
24 hours = $6.72

]
o
.
N
@
X

OVERTIME CALCULATION:

Week #1:

FLSA 0/T:

8 hours x 1.5 x $10 = $120.00

Additional 0/T Compensation:

$37.44 x 8 = .78 x 4 = 3.12
i3 z

Using Coefficient Method:

$37.44 x (48 hour coefficient) =

$37.44 x .083 (Taken from Coef-

ficient Table) = S$3.11

Week #3:

Non-FLSA 0O/T:

5 hours x 1.5 x $10 = 75.00

Note: No additional 0/T Compensation Re-
quired in Week {#3.

Veek #4:
Non-FLSA 0/T:
2 hours (Earned 3 hours Compensatory Time)

TOTAL OVERTIME PAY $ 198,12
+ Additional Earnings 44 .16
TOTAL TIME CARD PAY $ 262.28
+ Monthly Salary (From Forecast

TOTALPEK%SS PAY S%f%;%f%%

H TIME CARD ENTRIES

[1] General

The computed pay transactions, for
the above example, are recorded on a time
card or entered on the terminal using TPR
program "ETC."

[2] Time Card Entries
The time card entries, for the above
example, are as follows:

915760 |
L Y
L At /3Oﬂ_LQJxLX¥1Jszx£1£% L
s Mo SO emexwc/Fy L
o L 0 372 o x A |

T
am ren —mt

i

FYr TP

1. Pay recorded with Transaction Code
1421, Overtime - Management Service And
Classified, computes to.........5$195.00
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2. Pay recorded with Transaction Code
1435, Shift Differential Pay, computes

tOeeveosssoscsccssssnssssasssssed 20.16

3. Pay recorded with Transaction Code
1414, Work Out-0f-Class, computes to...
- L 1)

4, Pay recorded with Transaction Code
1419, FLSA Overtime On Premium Pay,
cOMPULES tOeeeaoessosnsscceeseesd 3,12

TOTAL (As per example) = $252.728

I FLSA RECORD-KEEPING

[1] General

Record-keeping requirements under
FLSA are described in Executive Department
Personnel Rules 3-4-200, page 7 of 8 (see
paragraph 10.32B, REFERENCES, for further
information). The data currently main-
tained to process pay transactions, and
the personnel data on file, should meet
these requirements.

Note: Record-keeping 1iIs enhanced, how-
ever, if, when processing pay data,
the pay rate and the units recorded
conform to the employee's Salary
Rate, Element 15, SAL; and Salary
Rate Qualifier, Element 16, QUAL
(see paragraphs 10.01A[4]015; and
10.01A[4]016, for detailed informa-
tion).

[2] Record-Keeping Errors

The following example shows how to
avoid some possible errors in FLSA record-
keeping.

[31 A non-exempt employee under FLSA is
paid from two departments on separate time
cards. The employee 1is paid an hourly

rate of $10.00. The first time card re-
cords 100.0 hours at a rate of $10.00 per
hour. The second time card records 1.0
unit at a rate of $880.00 (the employee
worked .50 FTE for the department during a
month with 176 regular working hours,
i.e., 88 hours, also at a rate of $10.00
per hour). The summary of the two pay
transactions is shown below:

Depart-" Units | Pay Computed
ment Worked Rate Pay
1 100.0  |{$ 10.00] $1,000.00

2 1.0 | 880.00 880.00 |

TOTAL PAY $1,880.00

[4]1 In the above example, the employee
should have received regular pay of
$1,760.00 and overtime pay, or compensa-
tory time of 18 hours, of $180.00, i.e.,
12 hours x $10.00 per hour x 1.5, for a
total pay of $1,940.00. This total pay
assumes that the 12 additional hours,
i.e., 100.0 + 88.0 - 176.0, were accumula-
ted as hours in excess of eight hours in a
work day(s) or 40 hours in a work week(s).
The same holds true if, in Department 2,
the employee was paid on forecast pay, ex-
cept in this instance, no units would be
recorded.

Note: To monitor and detect potential er-
rors in an employee's pay, as de-
s¢ribed in the above example, the
Controller's Division, Personnel-
Payroll Section, produces various
monthly payroll reports for insti-
tutions (see Section 102.00, Pay-
roll Reports, for further informa-
tion on specific reports).
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A GENERAL

[1] Definition

Overload compensation is any compen-
sation, other than administrative stipend,
paid to a faculty member for services in
excess of full-time effort for institu-
tionally-sponsored activities.

[2] Guidelines

Institutions should establish prac-
tices and procedures to ensure consistency
with the following guidelines.

[3] Sources
The following activities are typical
sources of overload compensation:

«sss Continuing Education

«see Extension Service

«see Consulting

«eeos Seminars and similar services

[4] Time Limit

Activities 1involving overload time
should not exceed one day in a seven day
week, on an average, or its equivalent
during the academic year or other period
of appointment.

[5] Accounting

All overload compensation, and the
income and expenses of the activities for
which the compensation is paid, should be
channeled through the institution's regu-
lar accounting process.

[6] Unallowable Activities

Regular on-campus classes as well as
time spent in support of grant and re-
search activities are not allowable activ-
ities for overload compensation except un-
der extraordinary or emergency circum-
stances.

[7] Class Size

Overload compensation should not be
based on the number of students per class
or any similar ratio except for corre-
spondence or independent study courses.

[8] Delegated Approval

Institution Presidents may not dele-
gate approval of overload compensation re-
quests below the college, school, division
dean or equivalent officer level,

[9] Amounts
Overload compensation amounts should
be determined by the campus President.

[10] Ineligibility

Presidents, Vice Presidents, Deans
and other equivalent level officers are
ineligible for overload compensation.

[11] Reporting Requirements
Each institution is required to re-
port overload compensation activities for

the previous fiscal year beginning July 1,
1986. Further reports as necessary may be
required. Details of the reporting re-
quirements may be found in new Section
102.15, Supplemental Academic Wages-Paid
In Payroll Month XX/8X, (dated 12/87).

[12] Copies Of Authorizations

Copies of all overload compensation
authorizations should be maintained by
each institution in a central file. This
file should be kept available for Internal
Audit Division review.

B PERS APPLICABILITY

[1] Instructional Services

Overload payments for instructional
services during the period of the employ-
ee's contract are not considered as salary
for purposes of Public Employes Retirement
System (PERS) contributions.

Note:

1. When computing a SAIF premium,
overload 1is treated the same as.
overtime, 1i.e., one-third of the
gross is excluded from the premium
base.

2., If the employee is employed full-
time by another employer partici-
pating in PERS and is contributing
to PERS, (Element 045, Retirement
Code is "03" - Subject PERS Attri-
butions, Multiple Employer; or
"83" - Subject PERS Contributions,
Multiple Employer) all pay for in-
structional services should be
paid under transaction code 1201,
Supplemental Unclassified Pay -
Instructional.

[2] Definition
Instructional services are defined as
any type of teaching of either credit or
non-credit activities regardless of the
iource of funds for payment for the serv-
ces.

[3] Examples

Examples of instructional services
include, but are not limited to, the fol-
lowing:

+es. Teaching which 1involves continuing
education, workshops, seminars and
short courses.

eess Curriculum development directly re-
lated to the overload teaching activ-
ity.

[4] Nine-Month Academic Employees - Sub-
Ject
Earnings of a nine-month academic
staff member for teaching a short course
any time between June 15th and September
15th is considered salary and is subject
to PERS contributions.
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[5] Nine-Month Academic Eaployees - Non-
Subject
If that same nine-month academic em-
ployee, in the above paragraph, has a
full-time appointment to teach summer ses-
sion, any overload during the summer term
is not subject to PERS.

Note: Summer session is only that period
for which the summer term contract
applies, i.e., 5 weeks, 8 weeks, 11
weeks, etc.

[6] Full-Time Classified Employees

Full-time classified employees may be
employed to teach a class or course. Al-
though payment for such instructional
services 1s not considered as overload
compensation, it does not qualify as sala-
ry for PERS contributions {ref. ORS
237.003(8)(c) (H), PUBLIC EMPLOYE'S RETIRE-
MENT SYSTEM -- Definitions). Such pay,
therefore, is included in transaction code
1201, Supplemental Unclassified Pay.
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A GENERAL

[1] TYypes Of Fringe Benefits
Some examples of employee fringe ben-
efits include the following:

«sss Use of State-owned vehicles (see par-
agraph 10.34D, VEHICLES).

seee Use of "company-owned" aircraft,

+see. Commercial flights, free or discount-
ed.

«sss Vacations.

+..o Discounts on property or services.

oo+ Memberships in country clubs or other
social clubs.

eees Tickets to entertainment or athletic
events,

[2] TYax Reporting Of Fringe Benefits

Fringe benefits must be included in
an employee's gross income unless specif-
ically excluded by law. Some benefits are
subject to Federal/State income taxes and
Social Security (FICA) taxes. The follow-
ing section explains the tax regulations
of various fringe benefits.

[3] Calculating Gross Income

The amount of the fringe benefit to
be included in the employee's gross income
is calculated as follows:

"Fair Market Value" of the benefit
minus
The sum of:

[Amount the employee paid for the benefit]
and
[Any amount excluded by law]

Note: See paragraphs 10.34C, REPORTING
TAXABLE BENEFITS; 10.34D, VEHICLES;
and 10.34E, EMPLOYEE DISCOUNTS ON
SERVICES, for actual applications.

[4] Non-Taxable Fringe Benefits

The following examples of fringe ben-
efits are non-taxable according to Execu-
tive Department Administrative Rule 15-
065-01 (see paragraph 10.34B, REFERENCES):

+e.s Services provided to an employee at
no additional cost. An example is
the free use of a locker which 1is
normally provided to a non-employee
for a fee.

eees Qualified discounts. An example 1is
the use of a copying/duplicating ma-
chine at a price which is less than
the price to a non-employee.

«ess Working condition fringe benefits
such as:
a) Institutional parking.
b) Use of on-premise athletic facili-
ties.

c) Use of a State-owned "marked" ve-
hicle by a Campus Security Offi-
cer.

d) Use of a State-owned vehicle by a
Physical Plant driver on 24-hour
call or a driver who houses a
State-owned vehicle at his/her
home.

eses Minimal value fringe benefits. An
example is meals provided at dining
facilities operated for employees.

eses Reduced tuition.

+ess Numerous other specific exclusions.

[5] Income And Wage Base

The above fringe benefits are exclud-
ed from the income and wage base of "con-
trol" and "highly paid" employees only
when the benefits are given to all employ-
ees on a non-discriminatory basis.

[6] Definitions Of "Control"™ And "Highly
Paid" Employees
The following two definitions are
taken from Internal Revenue Code 61, Regu-
lation 1.61-2T (see paragraph 10.34B, REF-
ERENCES) :

esese "Control" employees are elected or
appointed officials requiring the ap-
proval of the legislature.

«sse "Highly Paid" employees are those
whose compensation exceeds certain
limits.

[7] ™Personal Use"™ Restriction

Fringe benefits apply only when an
employee 1is required to use State-owned
property solely for ODHE business, not for
personal wuse. "Personal Use" of such
property is prohibited under ORS 244.040
(see paragraph 10.34B, REFERENCES).

B REFERENCES

[1] The following references are the bas-
es for this section. Sources of informa-
tion regarding other personnel-payroll
topics, not addressed in this section, are
listed in paragraph 10.00C[1], REFERENCES.

Assistant Attorney General, Tax Section,
Jerry Bronner's Letter to Ron
Anderson re: "Benefits Subject to

© IRC Section 132 (discounted season
tickets)," dated 6/19/89.

Executive Department Administrative Rule:

eees 15-065-01, "Taxation Of Employee
Fringe Benefits (Personal Use Of
State-Owned Vehicles).”

Internal Revenue Code Sections:

eses 61, "Gross Income," Regulation 1.61-
2T, "Taxation Of Fringe Bene-
fits."
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esss 132, "Certain Fringe Benefits," Reg-
ulation 1.132-2T, "No-Addition-
al-Cost Service."

"Kelley Blue Book Auto Price Manual," pub-
lished monthly by the National Auto-
mobile Dealers Used Car Guide Compa-
ny, 8400 West Park Drive, MclLean,
virginia, 22102-9985.

ODHE, Controller's Division, Personnel-
Payroll Section, Barry Ostrom letters
to institutions, "Employee Personal
Use Of State Vehicle," (6/13/85) and
(10/3/85). :

Oregon Revised Statute (ORS):
eees 244,040(1), "Code Of Ethics.”

c REPORTING TAXABLE BENEFITS

[1] General

Institutions must report the amounts
of taxable fringe benefits received by em-
ployees to the Personnel-Payroll Section
of the Controller's Division. Each insti-
tutional personnel/payroll office must de-
termine which, if any, of an employee's
benefits are to be reported. The follow-
ing paragraphs describe those benefits
which must be reported for various tax
purposes.,

[2] Non-Cash Taxable Benefits

Non-cash taxable income amounts are
recorded in the employee's Cumulative Data
Base Element 674, Fringe Benefits - YTD.
These same amounts are included at calen-
dar year-end in the employee's Cumulative
Data Base Element 126, Gross Pay - YTD.
They are also reported on the employee's
Internal Revenue Service Form W-2, With-
holding Tax Statement (see paragraph
10.07H, WITHHOLDING TAX STATEMENTS --
FORM W-2).

[3] Transaction Entries

Fringe benefit transactions are en-
tered into the Payroll System by teleproc-
essing terminal input or by a time card.
These transactions are identified by a
Personal Services transaction code (see
paragraph 02.10A, PERSONAL SERVICES).

[4] Tax Withholdings

The benefit amount 1s included in the
employee's gross pay amount for income and
FICA tax withholding purposes. A deduc-
tion is made in the same amount as the
benefit which results in a non-cash trans-
action.

D VEHICLES

[1] General

Taxable fringe benefits apply to
"control" employees who are provided with
a State-owned vehicle for full-time busi-
ness and "personal use" (see paragraph

10.34A[6], Definition Of "Control" And
"Highly Paid" Employees). They also apply
to employees who are eligible to commute
to and from his/her place of employment in
a State-owned vehicle.

Note: Except for a few officials, the on-
ly "personal use" of a State-owned
vehicle is to commute between the
employee's work station and home
(see paragraph 10.34A[7], "Personal
Use" Restriction).

[2] Determining Taxable Amount

The two methods for determining the
taxable fringe benefit amount, depending
on the type of employee, are as follows:

+++« The Annual Lease Value Method for ve-
hicles assigned to "control" employ-
ees.

and

..+ The Alternate Method or Commuting
Valuation Rule for all non-"control®
employees (ref. IRS Regulation 1.61-
2T). See paragraph 10.34B, REFER-
ENCES, for further information.

[3] Benefits Treated As Cash Wages

ODHE may elect to treat taxable
fringe benefits on the personal use of an
employer-provided vehicle as paid on a pay
period, quarterly, semi-annual or annual
basis. The income is treated as if cash
wages had actually been paid on the
date(s) selected. General withholding
methods and deposit rules are followed.
The benefits are treated as paid by Decem-
ber 31st. The same election need not be
made for all employees. Federal income
tax may be withheld at the 20% rate appli-
cable to supplemental wages. Benefits
provided in November and December may be
added to the following year.

[4] Annual Lease Value Method

The Annual Lease Value Method must be
used to determine the amount of income for
"control" employees. After calculating
the Annual Lease Value of the vehicle and
determining the "personal use" mileage,
the fringe benefit income 1s computed and
combined with fuel fringe benefit income,
if any. Once utilized, this method must
be continued for as long as the vehicle is
assigned to the employee.

[5] Fair Market Value

The "Blue Book" (see paragraph
10.34B, REFERENCES) is used to determine
the Fair Market Value of the vehicle as of
January 1st of the first year of use or
subsequent years (see paragraph 10.34D[8],

Full-Year Valuation Method).

Note: The Fair Market Value of a new ve-
hicle is the invoice amount.
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[6] Annaual Lease Value Table

The following table contains the An-
nual Lease Values of vehicles based on
their Fair Market Value.

Note: Higher values, not found on the ta-
ble may be requested from the Con-
troller's Division, Personnel-Pay-
roll Section.

ANNUAL LEASE

VALUE TABLE
Annu-
Vehicle al Vehicle Annual
Fair Market |Lease| Fair Market |Lease
Value Value Value Value

$ 0----999 600417,000-17,999] 4,850

1,000--1,999 850}18,000-18,999} 5,100

2,000--2,999¢1,100}19,000-19,999} 5,350

3,000--3,99911,350}20,000-20,999| 5,600

4,000--4,99911,600}21,000-21,999} 5,850

5,000--5,999}1,850}22,000-22,999| 6,100

6,000--6,999}2,100}{23,000-23,999} 6,350

7,000--7,99912,350|24,000-24,999| 6,600

8,000--8,99912,600{25,000-25,999| 6,850

9,000--9,999|2,85026,000-27,999| 7,250

10,000-10,999}3,100}28,000-29,999}{ 7,750

11,000-11,999} 3, 350} 30,000-31,999{ 8,250

12,000-12,999|3,600}32,000-33,999] 8,750

13,000-13,9991{3,850} 34,000-35,999{ 9,250

14,000-14,99914,100)36,000-37,999] 9,750

15,000-15,999{4, 350} 38,000-39,999110,250

16,000-16,999{4,600}40,000-41,999{10,750

Note: Maintenance and insurance costs are
included in the Annual Lease Value,
whereas fuel must be valued sepa-
rately.

[7] Methods Of Computing Annual Lease
value
Computing the Annual Lease Value of a
vehicle involves using one of the two fol-
lowing methods. The method.chosen depends
on the length of time that the vehicle is
in use.

+s+s Full-Year Valuation Method:
Used for periods of 365 days per cal-
endar year and for partial first year
followed by a full year.

++.. Partial-Year Valuation Method:
Used for two periods as follows:
a) The prorated Annual Lease Value
used for continuous availability
of the vehicle for at 1least 30
days, but less than an entire cal-
endar year; or

b) The Daily Lease Value used for
continuous availability for less
than 30 days.

[8] Full-Year Valuation Method

When using this method of determining
a vehicle's Annual Lease Value, the fol-
lowing procedures apply:

First Four Years:
Select the Annual Lease Value, from
the table shown in paragraph
10.34D[6], Annual Lease Value Table,
that corresponds with the Fair Market
Value of the vehicle on the first
day of use.

Note: This Annual Lease Value ap-
plies from the first day of
use to December 31st of the
fourth full year of use.

Fifth And Subsequent Years:
Select the Annual Lease Value from
the Annual Lease Value Table that
corresponds with the Fair Market Vval-
ue of the vehicle on January 1st of
the fifth year and every year there-
after.

Vehicle Transfer Between Employees:
Select the Annual Lease Value from
the Annual Lease Value Table that
corresponds with the Fair Market Vval-
ue of the vehicle on January 1st of
the year of the transfer.

[9] Partial-Year Valuation Method

When using the Partial-Year Valuation
Method of determining a vehicle's Annual
Lease Value, the following procedures ap-
ply:

Prorated Annual Lease Value:
For periods of continuous availabili-
ty of at least 30 days, but less than
an entire calendar year, the value of
the ODHE-provided vehicle is calcu-
lated as follows:

1) Multiply the Annual Lease Value
(ALV) of the vehicle, selected
from the table shown in paragraph
10.34D[6], Annual Lease Value Ta-
ble, that corresponds with the
Fair Market Vvalue, by

2) The ratio of the number of days of
availability to 365 days per cal-
endar year, i.e.,

Prorated Annual

Lease Value = (ALV) x ({#Days/365)
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Note: A vehicle, unavailable because the
employee is taking a personal vaca-
tion, is not a bona fide reason of
ODHE for unavailability.

Daily Lease Value:
For periods of continuous availabili-
ty of less than 30 days, the value of
the ODHE-provided vehicle is calcu-
lated as follows:

1) Multiply the Annual Lease Value
(ALV) of the vehicle, selected
from the Annual Lease Value Table,
that corresponds with the Fair
Market Value, by

2) The ratio of four times the number
of days of availability to 365
days per calendar year, i.e.,

Daily Lease = (ALV) x (&4 x #Days)
Value 365

[10] Lowest Lease Value

The lowest lease value of a vehicle,
calculated above, should be used for con-
tinuous availability of less than 30 days
based on the lowest result of either:

«»ss The Prorated Lease Value for 30 days,
or
«+e« The Daily Lease Value Method.

Note: The Prorated Lease Value for 30
days will always result in a lower
amount for periods of 8 - 29 days.

[11] "Continuous Availability™ Rules

The rules for determining the contin-
uous availability of an ODHE-provided ve-
hicle apply to non-"control" employees on-
ly (see paragraph 10.34A[6], Definitions
Of "Control" And "Highly Paid" Employees).
They do not apply to the Annual Lease Val-
ue Method (see paragraph 10.34D[4], Annual
Lease Value Method).

[12] Trip Log For Mileage

An employee must keep a trip log for
all "business" mileage. The mileage is
totaled at the end of each reporting peri-
od and is used in calculating a "personal
use" mileage ratio described below. This
ratio, once determined, is then used to
calculate the employee's fringe benefit
income.

[13] "Total" Mileage

The "total" mileage for each report-
ing period is the vehicle's odometer read-
ing at the end of the period minus the
reading at the beginning of the period.

[14] "Personal Use" Mileage

The "personal use" mileage 1is the
"total" mileage minus the "business" mile-
age from the employee's trip log.

[15] "Personal Use" Mileage Ratio

The ratio of the employee's "personal
use" mileage to the "total" mileage, for
each reporting period, is used in calcu-
lating his/her fringe benefit income as
described in the following paragraphs.

[16] Calculating Fringe Benefit Income Us-
ing The Annual Lease Value Method
An employee's fringe benefit income,
using the Annual Lease Value Method, is
calculated as follows:

1) Divide the vehicle's Annual Lease Value
(ALV), selected from the table shown in
paragraph 10.34D[6], Annual Lease Value
Table, that corresponds with the Fair
Market Value, by

2) The reporting period, 1i.e., 12 for
monthly or 4 for quarterly, then

3) Multiply the quotient by the "personal
use" mileage ratio (see paragraph
10.34D[15], "Personal Use" Mileage Ra-
tio), e.g.,

Fringe Benefit = ALV x ("Personal Use"
Income T2 Mileage Ratio)

[17] Calculating “Fuel™ Fringe Benefit In-
come Using The Annual Lease Value
Method
An additional amount for "personal

use" income must be reported if ODHE pro-

vides all fuel for the employee's use of
the ODHE-owned vehicle. Such "fuel"
fringe benefit income, using the Annual

%ease Value Method, is calculated as fol-

ows:

1) Multiply the "personal use" mileage
(see paragraph 10.34D[14], "Personal
Use" Mileage) by $.055 and

2) Add the product to the fringe benefit
income calculated by using the Annual
Lease Value Method (see paragraph
10.34D[4], Annual Lease Value Method).

[18] Example Of Calculating Fringe Benefit
Income Using The Annual Lease Value
Method
The following example combines the

aforementioned procedures for calculating

an employee's fringe benefit income, using
the Annual Lease Value Method, as it per-
tains to the use of an ODHE-owned vehicle.

Circumstances:

A "control" employee has a State-
owned vehicle assigned to him/her all
year. Taxable fringe benefit income must
be reported using the Annual Lease Value
Method.

Facts:
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Vehicle's Fair Market Value
(effective January 1st) = $8,450

Vehicle's Annual Lease Value
(from Annual tease Value
Table)

$2,600

Trip Log Total
(for April through June)

3,000 miles

"Personal Use" commuting 750 miles

Calculation:

The calculation of the employee's
fringe benefits, including fuel, for the
quarter is as follows:

($2,600/4) x (750/3,000)
+

$162.50
41.25

(750 x $.055)
TOTAL FRINGE BENEFIT

[19] Alternate Method Or Commuting Valua-
tion Rule
This method of calculating fringe
benefit income must be used for all non-
"control" employees (see paragraph
10.34D[2], Determining Taxable Amount)
when:

«++» The vehicle 1is owned or leased, by
ODHE, and is provided to one or more
employees for use in connection with
ODHE business,

+ess ODHE requires the employee to commute
to/from work in the vehicle.

«ees A "No Personal Use" policy is fol-
lowed as described in Executive De-
partment Administrative Rule 15-065-
01 (see paragraph 10.34B, REFER-
ENCES) .

Note: The Commuting Valuation Rule ap-
plies only to an ODHE employee who
is assigned the use of a State-
owned vehicle. It does not apply
to a passenger, for example, in the
vehicle.

[20] Commuting Trip Values

Under the Alternate Method of calcu-
lating an employee's fringe benefit 1in-
come, his/her commuting has a value per
trip as follows:

eeses $1.50 per one-way commute; and
eeee $3.00 per round-trip commute.

[21] Example Of Calculating Fringe Benefit
Income Using The Alternate Method
The following example combines the
aforementioned procedures for calculating
an employee's fringe benefit income, using
the Alternate Method, as it pertains to
commuting trip values.

Circumstances:

A non-"control” employee has a State-
owned vehicle assigned to him/her all
year. Taxable fringe benefit income must
be reported using the Alternate Method.

Facts:

The reporting period, quarter begin-
ning April 1st and ending June 30th, has
65 reqularly scheduled working days.

Calculation:

The calculation of the employee's
fringe benefit income, as it relates to
his/her commuting trip values, is as fol-
lows:

($3.00) x (65 days) = $195.00

Note: If the same employee takes a two-
week vacation, 1i.e., 10 working
days, during the quarter, the
amount of taxable fringe benefit
income reported is:

($3.00) x (55 days) = $165.00

[22] Definition Of "Recipient” Of A Fringe
Benefit
The "recipient" of a fringe benefit
Is an employee who 1is performing ODHE
services 1in connection with the provided
benefit.

[23] Use Of A Fringe Benefit By A Non-Em-

ployee

The provision of a vehicle, for exam-
ple, by ODHE, to an employee's spouse, is
taxable to the employee as the "recipi-
ent." The vehicle 1is referred to as
"available to the employee." Use by the
employee's spouse is considered use by the
employee (ref. Internal Revenue Regulation
1.61-2T, "Taxation Of Fringe Benefits").

[24] Use Of A Fringe Benefit By More Than

One Employee

A State-owned vehicle may be used for
commuting by more than one employee, but
the car is assigned to one of the commut-
ing employees. In this case, all of the
fringe benefit income is taxable only to
the employee to whom the vehicle is as-
signed and who performs the driving.

[25] Definition Of "Provider™ Of A Fringe

Benefit

The "provider" of a fringe benefit is
ODHE for whom services are performed.
This definition applies regardless of
whether ODHE actually provides the fringe
benefit to the "recipient" (ref. Internal
Revenue Regulation 1.61-2T, "Taxation Of
Fringe Benefits"). For related informa-
tion see paragraph 10.34D[22], Definition
Of "Recipient™ Of A Fringe Benefit.
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[26] Time Card Entries For Reporting
Fringe Benefit Income
Time card ‘entries for reporting an
employee's fringe benefit income are shown
in the sample below:
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1. SAIF: Enter "Q0" because this non-
cash payment is not subj}ect to SAIF.

2. MONTH: Enter the last calendar month
of the reporting period.

3. UNITS: Enter the number of days the
vehicle was used for commuting during
the reporting period for employees us-
ing the Alternate Method.

4. RATE: Enter the rate per trip, one-
way or round-trip, as applicable see
paragraph 10.34D[20], Commuting Trip
Values, for additional assistance).

5. ACCOUNT NUMBER: Enter the two-digit
Institution Number (see paragraph
01.01A[4], Institution Number XX-xxx-
xXxxX, for a listing of these codes).

6. ALL DEDUCTS/NO DEDUCTS: Leave blank.

7. PLAN-TYPE: Enter the institutional
perquisite deduction number. The plan
numbers assigned are 101 through 109.
See the File of Tables on the terminal
display for specific institutional
numbers.

8. APPROVAL: Same as the regular time
card approval process or the units to
be reported must be approved on the
institution's 1labor distribution re-
port.,

E EMPLOYEE DISCOUNTS ON SERVICES

[1] Definition

An "employee discount" is the differ-
ence in cost of a service, to an ODHE em-
ployee, and the cost to a non-employee.

[2] Vvalue Of "Discounts"”

The Internal Revenue Service (IRS)
considers the value of an "employee dis-
count" to be a fringe benefit. Thus a
portion of the value must be recorded as
taxable income to the employee.

[3] 20% Exemption From Income Taxes

The IRS allows 20% of the cost of a
service, to a non-employee, to be excluded
when calculating the employee's gross in-
come as it relates to a "discount.”

[4] Tax Withholdings On "Discounts"®

Any "discount" in excess of the 20%
noted above is treated as taxable income
to the employee. It is subject to Federal
and State income tax withholdings as well
as Social Security (FICA) withholdings.

[5] Examples Of "Discounts"™
Examples of "employee discounts" in-
clude:

«sess Free athletic tickets provided to em-
ployees.

+ess "Discounted" faculty/staff "Season"
athletic tickets.

[6] Calculating Gross Income Relative To
"Employee Discounts”™
The amount of the fringe benefit to
be included in the employee's W-2 gross
income is calculated as follows:

Cost of service to a non-employee
minus

The sum of:

[Cost of service to the employee]
and
[20% of the cost of the service to a
non-employee]

Example #1: "Free Ticket Provided To An
Athletic Department Employ-
ee "

Cost of a "Season" pass to
football/basketball games to a
non-employee = $260.00

$ -
52.00

AMOUNT RECORDED IN GROSS INCOME

Cost to the Employee
IRS 20% Exclusion

= - 52.00
= $208.00

Example #2: "Discounted Faculty/Staff
'Season' Athletic Ticket"

Cost of a "Season" pass to
football/basketball games to a

non-employee = $260.00
Cost to the Employee = $175.00
IRS 20% Exclusion = 52.00

= - 227.00
AMOUNT RECORDED IN GROSS INCOME=  $ 33,00

[7] 7ime Card Entries For Reporting "Em-
ployee Discounts™ .
Time card entries for reporting a

employee's "discount on services" 1income

are shown in the sample on the next page:
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SAIF:
cash payment is not subject to SAIF.

Enter "00" because this non-

MONTH: Enter the last calendar month
of the reporting period.

UNITS: Enter 1.0.

RATE: Enter the amount to be includ-
ed in gross income.

ACCOUNT NUMBER: Enter the pay ac-
count number for "Employee Discounts
On Services,” i.e., XX-050-8626.

WL 2103 ¥ 260 0 OYOR LIVLS HOD R

Transaction code 1216, Employee Dis-
counts On Services, should also be
used. Use the Institutional Use Code
cell to record the fund receiving the
benefits of the discount.

Note: When OPE charges are material,
they should be redistributed
to the appropriate fund via a
Journal Voucher.

ALL DEDUCTS/NO DEDUCTS:

PLAN-TYPE: Enter the plan/type num-
bers assigned for "Employee Discounts
On Services." The plan numbers as-
signed are 181 through 189. Enter
the deduction amount which must equal
the pay on transaction code .1216.
When the "Units" are equal to "1.0,"
the deduction amount must equal the

Leave blank.

"Rate," i.e., $33.00, in this exam-
ple, (see #3, UNITS, and #4, RATE,
above). See the File of Tables on

the terminal display for specific in-
stitutional numbers.

APPROVAL: Same as the regular time
card approval process or the units to
be reported must be approved on the
institution's labor distribution re-
port.
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A GENERAL

[1] This section applies to management
service and unrepresented classified em-
ployees. Represented classified and repre-
sented wunclassified (faculty) employees
should refer to the applicable collective
bargaining agreement.

B REFERENCES

esees Personnel Division Policy 7.3.1.3,
"Other Leaves With Pay."

«ese Applicable Collective Bargaining
Units' Agreements/Contracts Between
the State of Oregon Executive Depart-
ment and ODHE Employees.

c JURY DUTY

[1] Employees may keep any money paid by
the court for }Jury duty and to reimburse
expenses., Employees are granted leave
with pay for service with a jury.

D WITNESS SERVICE

[1] Definition ‘
"Witness Service" includes:

«+.« Appearance before a court; legisla-
tive committee; or judicial or quasi-
Judicial body in response to a sub-
poena or other official order.

«ese Attendence in a court, or other gov-
ernmental body, 1in connection with
the employee's assigned duties.

«ess Preparing a deposition or other

evidentiary document for a judicial
or quasi-judicial proceeding.

Note: "Witness Service" does not cover
voluntary attendance in a court or
at a governmental meeting, or any
proceeding where the employee is
the plaintiff or defendent.

[2] Matters Unrelated To Assigned Duties

An employee may keep any money paid
as a witness fee or for expenses. The em-
ployee 1is given time off with pay when
compelled by subpoena or other order to
perform "witness service" during working
hours.

[3] Matters Related To Assigned Duties

This category of "witness service"
refers to any individual while serving in
his/her capacity as an employee. Under
such circumstances, he/she is paid and re-
imbursed for expenses the same as for per-
forming his/her normal work. Any money
paid as a witness fee, or to reimburse ex-
penses for services during working hours,
however, must be assigned to the institu-
tion, Such payments for services per-
formed during non-working hours may be
kept by the employee.

Note: A period of "witness service" that
begins during working hours and ex-
tends beyond the end of the employ-
ee's normal work shift is consid-
ered a continuation of working
hours.

[#] Recording As Income

Funds received by 1institutions for
the above described services, performed by
employees, are recorded as revenue. (See
Section 01.21, Recording Income, for fur-
ther information).
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A GENERAL STATEMENT 2. At least one child must be living with

[1] Internal Revenue Code section 32 pro-
vides a tax credit for low income workers
who have dependent children and maintain a
household. The credit 1is based on the
amount of earned income and is called an
Earned Income Credit. Employees who have

ross income of less than $20,264 per year
%Plan/Type 320-001, Single; or Married -
Spouse Does Not File Form W-5) or $10,137
per year (Plan/Type 320-002, Married -
Spouse Also Files Form W-5) may be eligi-
ble for the tax credit (see paragraph
10.44E, CREDIT AMOUNT CALCULATION). An
eligible employee can receive an Earned
Income Credit even if no income tax 1is
owed.

[2] Tax Credit Options

An eligible individual has two op-
tions available for obtaining an Earned
Income Credit. Those options are de-
scribed in the next two paragraphs.

[3] Tax Credit Refund

A worker may claim an Earned Income
Credit when filing an income tax return.
Form 1040 or 1040A must be used. The
Credit will first be applied to any taxes
due from the ‘worker. The balance, if any,
is treated as an overpayment of taxes and
refunded to the worker.

[4] Advance Payment

An employee may choose to get the
Earned Income Credit in advance. When
this option 1is chosen, part of the tax
Credit is included in the employee's pay-
check each month. The monthly Credit is
calculated according to the schedule 1in
paragraph 10.44E, CREDIT AMOUNT CALCULA-
TION).

[5] "Non-Subject™ Credit

The Earned Income Credit advance pay-
ment is not a part of the employee's gross
pay. It is not subject to any withholding
or FICA tax, or to any deduction that is
calculated on gross pay, e.g., PERS.
Rather, it is a tax credit paid by the IRS
to the employee through the employer.

[6] Eligiblility And Processing

This section describes the criteria
for determining employee eligibility for
Earned Income Credit advance payments and
the procedure for processing requests for
those advance payments.

B EMPLOYEE ELIGIBILITY

[1] An employee must meet the following
criteria to be eligible to receive an
Earned Income Credit:

1. The employee's adjusted gross income
must be less than $20,264 per year
(Plan/Type 320-001) or $10,137 per

the employee full-time.

3. If the employee is married, a Joint
income tax return must be filed.

4. An employee who is not married must
pay at least half of the cost of keep-
ing up a household.

5. All of the employee's income must be
earned in the U.S.

6. A child who 1lives with an employee
must be claimed by that employee as an
income tax exemption or the employee
must qualify as an unmarried head of
household because of an wunmarried
child who cannot be claimed as an in-
come tax exemption.

c REQUEST FOR ADVANCE PAYMENTS

[1] Completion Of Form W-5

An employee who chooses to receive
Earned Income Credit advance payments must
complete, and submit to the institutional
Payroll Office, a Form W-5, Earned Income
Credit Advance Payment Certificate. The
certificate expires on December 31, and a
new Form W-5 is required for each year.

[2] Two Or More Employers

An employee who has two or more em-
ployers may file a Form W-5 with only one
employer at a time. If the employee and
spouse are both employed, both may file a
Form W-5.

[3] Employee Status Change

An employee who 1is receiving Earned
Income Credit advance payments is required
to submit a revised Form W-5 when no long-
er eligible, and when the employee's
spouse also files a Form W-5 claiming the
credit.

[4] Form W-5 Completion Instructions
The employee completes Form W-5 as
follows:

Name, Address, Signature, Date:
Required.

Social Security Number:

Required. For a new employee, check it
against the number on the Social Security
card.

1 - Eligibility Expectation:

The employee must check "Yes" to receive
advance payments, or "No" to stop the pay-
ments.

2 - Married?:

"No" should be checked by a single employ-
ee. Box #3 remains blank if "No" 1is
checked in this box.

Note: This item does not apply to a re-
quest to stop advance payments and
may be left blank for such a re-
quest,
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3 - Form W-5 Filed By Spouse?:

"yes" should be checked by a married em-
ployee whose spouse has also filed a Form
W-5. "No" should be checked by a married
employee whose spouse has not filed a

Form W"5

Department of the Treasury
internal Revenue Service

separate Form W-5.

Note: This item does not apply to a re-
quest to stop advance payments and

may be left blank for such a re-
quest.

v Give the lower part of this form to your employer; keep the top part for your records v .
B e D Rttt Detach @long this lin@ -=«=-======cm=cmmeemm o cmacecacccaaoccenaa i
Earned Income Credit

Advance Payment Certificate
This certificate expires on December 31, 1989.

1989

Type or print your full name

Your social security number

Home address (number and street or rurai route)

City or town, state, and ZIP code

Note: [fyou file Form W-5 with an employer to receive advance payments of the earned income credit for 1989, you must frle Form 1040
or Form 1040A for 1989. If married, you must file a joint return (unless you qualify to file as head of household).

2 Are you married?

-3 If you are married, does your spouse have a cemflcate in effect for 1989 woth any employer7 . B

1 1 expect to be eligible for the earned income credit for 1989, | have no other cert_lflcate in effect with any other current Yes | No
employer, and | choose to receive advance payment of the earned income credit .

Signature »

Under penatties of perjury, | declare that the information I have furnished above is, to the best of my knowledge, true, correct, and comp1!te

Date »

D FORM W-5 PROCESSING

[1]  The institutional Payroll Office en-
ters a Plan/Type code on the deduction
file of the Personnel Data Base for an em-
‘ployee who submits a Form W-5. The amount
of the credit is calculated according to
the Plan/Type code and the table in para-
graph 10.44E, CREDIT AMOUNT CALCULATION.
The Plan/Type code 1is based on how the
Form W-5 is completed as follows:

Plan/Type
ode

Form W-5 Checked

Yes No

1 X
320-001

2 X (Single)
(SCHEDULE "A")

3 BLANK (see next page)

1 X 320-001
(Married -

2 X Spouse Does
Not File W-5)

3 X (SCHEDULE ™"A")

(see next page)

Plan/Type
Code

Form W-5 Checked

Yes No
1 X 320-002
(Married -
2 X Spouse Also
Files W-5)
3 X (SCHEDULE "B")
(see next page)
1 X Enter Deduction
Stop Date for
2 BLANK Plan/Type 320-001
: or 320-002 as
3 BLANK applicable.
E CREDIT AMOUNT CALCULATION

[1] Each month during payroll processing,
the Earned Income Credit advance payment
amount is computer-calculated based on the
Plan/Type code and gross pay that month,
The following "Schedules" 1list the Credit
amounts for various "Gross Pay" ranges:

Note: No payment is made for less than
$1.00.
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Plan/Type 320-001 (Single; or Married
Spouse Does Not File Form ¥W-5)
(SCHEDULE "A")

Gross Pay Credit
$0 - $564 14% of Pay
5564+ - 5898 579
$898+ $79 less 10% of pay
over $898

[2] Reporting Tax Credits

The total amount of Earned Income
Credit advance payments is reported to the
IRS annually on the employee's W-2 state-
ment (see paragraph 10.07H, WITHHOLDING
TAX STATEMENTS -- FORM W-2).

Plan/Type 320-002 (Married -
Spouse Also Files Fora ¥W-5
(SCHEDULE "B")

Gross Pay Credit
$0 - $278 14% of Pay
$278+ - 5454 $39
$4544+ - $39 less 10% of pay
over $454

[3] Check Stub Recording

The Earned Income Credit advance pay-
‘ment amount appears on the employee's pay-
check stub directly beneath the "Gross
Pay" box as illustrated below.

$.S. NUMBER CHECK NUMBER [|REGISTER DEDUCTIONS CURRENT MONTH YEAR TO DATE
TYPE UNITS RATE GROSS YEAR TO DATE
EARNED FNCOME CREDIT 39.80 -
BANK NUMBER
PERIOD ENDING OREGON STATE BOARD OF HIGHER EDUCATION NON-NEGOTIABLE
€O 880 P.O. Box 488 Corvallis, Oregon STATEMENT
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A INTRODUCTION

[1] Establishment Of The Public Employ-
ees' Retirement System
The Public Employees Retirement Act
of 1945, and its subsequent amendments,
established the Public Employees' Retire-
ment System (PERS).

[2] Eligibility For PERS Membership

In general, regular State employees
working 600 hours or more per year must
become PERS members after six months of
continuous employment.

[31 The following paragraphs describe
the requirements to become a PERS member.
They also outline the PERS-related proce-
dures to follow when an employee retires
from, or terminates, his/her employment.

Note: Additional information about spe-
cific retirement plans, options and
benefits 1is available through the
PERS office.

[4] Other Retirement Options

Certain personnel may also be eligi-
ble to participate in other retirement
plans such as the Federal Employees' Re-
tirement System (FERS) and the Teachers
Insurance Annuity Association and College
Retirement Equity Fund (TIAA-CREF). De-
tails on these retirement options are also
contained in this Section,

B REFERENCES

[1] The following references are the ba-
ses for this section. Sources of informa-
tion regarding other personnel-payroll
topics, not addressed in this section, are
listed in paragraph 10.00C[1], REFERENCES.

Executive Department, Personnel And Labor
Relations Division, Karen Roach's
Memorandum to Agency Heads, "Employ-
ment Of Retired Persons (House Bill
2851)," August 22, 1989.

Executive Department, Personnel And Labor
Relations Division, Personnel Policy
6.6.1.3, "Pre-Retirement Counseling
Leave,"

"FERS Membership Handbook," United States
Office Of Personnel Management, Re-
tirement And Insurance Group, Booklet
RI 90-1.

Oregon Administrative Rule (Public Employ-
ees' Retirement System) 459-10-065,
"Documentary Evidence" (for Verifica-
tion Of Age).

Oregon Legislative House Bill 2851, "Em-
ployment Of Retired Persons," amend-
ing ORS 237.143, "Re-Employment Of
Retired Employees," effective July

25, 1989.

Ooregon Public Employees Union (OPEU) Col-
lective Bargaining Agreement, "Pre-
Retirement Counseling Leave."

Oregon Revised Statutes (ORS):

eees 237.---, "public Employees' Retire-
ment System."

ces. 243,810, "Tax-Sheltered Annuities For
Educational Employees."

esess 243.820, "Agreement For Payment  0f
Annuity Premium Or Invest-
ment Company Share Contribu-
tion."

esee 243.830, "Effect Of Agreement On Re-
tirement Contributions And
Benefits."

ees. 243.910, "Higher Education Supplemen-
tal Retirement Benefits."

eese 243.920, "Assisting Employees To O0b-
tain Supplemental Benefits;
Employee Contribution."

eses 243,930, "Board Contributions; In-
vestment; Purchase 0f Bene-
fits."

seee 243.940, "Employee Election; Cancel-
lation Of Election."

PERS Employer Brief 87-3, "All PERS Of-
fices Now Require Appointments For
Counseling," July, 1987.

PERS Employer Brief 87-4, "Signature Re-
quired On Notice Of Separation,”
July, 1987.

PERS "Membership Handbook -- 1988-1989."

Title 5 of the United States Code (USC),
Governmental Organizations' Employ-
ees,;" Section 8431, "The Federal Em-
ployees' Retirement System."

Title 5 of the United States Code (USC),
"Governmental Organizations' Employ-
ees," Section 8431, "The Federal Em-
ployees' Retirement System," Chapter
84, §Pbchapter ITI, "Thrift Savings
Plan.

(& PERS MEMBERSHIP

[1] General

All regular employees working 600 or
more hours per year must become PERS mem-
bers after completing six months of em-
ployment with no more than 30 days ab-
sence.

Note: For academic employees, 600 hours
is equivalent to .30 FTE for 12-
month or .40 FTE for 9-month ap-
pointments.

[2] Commencement Of Membership

PERS membership begins during the
first pay period after the employee has
worked for six months.
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[3] Employment Of A PERS Member

An employee may already be a PERS
member at the time of his/her hiring. For
example, the employee may have been work-
ing for another public employer; may have
terminated from ODHE or another public em-
ployer in the past without withdrawing
from PERS; or may currently be drawing
PERS benefits as a retiree.

[4] waiving The Six-Month Waiting Period

The six-month waiting period does not
apply to PERS members hired to work 600 or
more hours per year. Contributions to
PERS, therefore, begin at the time the em-
ployee is hired. 1In the case of a retir-
ee, retirement benefits cease effective
with his/her hire date.

[5] Notice Of PERS "Covered™ Employment

(PERS Form 45922-05)

This .PERS form, displayed on the next
two pages, has several different uses. It
replaces former PERS Forms 45922-05, "Per-
sonnel Record," and 45922-06, "Notice Of
Employment.," It must be completed by em-
ployees who are currently PERS members; by
employees who are former PERS members with
withdrawn accounts; and by all new employ-
ees (Ref. ORS 237.011, "Membership Gener-
ally"). Each specific use of this form is
described in the following paragraphs.

Note: "Covered" employment refers to an
employer who participates in PERS.

[6] Employment Of A Current PERS Member
An employee, who is a PERS member at
the time of hire, must complete a "Notice
O0f PERS. Covered Employment." The complet-
ed form is sent to the Personnel-Payroll
Section of the Controller's Division. Up-
on receipt of the completed form, the Con-

troller's. Division updates the employee's

retirement data elements on the Personnel
Data Base (PDB). Once the update is com-
pleted, the form is forwarded to the PERS
office. ’

[7] Employment Of A Former PERS Member

A PERS member who leaves covered em-
ployment loses PERS membership whenever
that person either:

ee.. Withdraws his/her PERS account bal-
ance after terminating employment,

or

eeee Is not "vested" and leaves covered
employment within five full years.
See paragraph 10.51F, VESTED RIGHTS,
for related information.

[8] A former PERS member must complete a

"Notice Of PERS Covered Employment." He/
she must also meet the six-month/600 hour
requirement described in paragraph
10.51C[1], PERS MEMBERSHIP -- General, un-
less PERS reinstates membership.

Note: PERS may reinstate a former member
who returns to covered employment
within five years and repays the
full amount withdrawn within one
year of re-employment. '

[9] Employment Of A New Employee (Non-

PERS Member) '

The six-month waiting period must be
met by new employees before they are eli-
gible to become PERS members. The employ-
ee must submit a completed “thice Of PERS.
Covered Employment." The 1institution
should complete lines 11, 12, 13 and 14 of
the submitted form. Once the form is com-
pleted by the institution, it should be
sent to the Controller's Division, Person-
nel-Payroll Section.

Note: The new employee should also name a
beneficiary at this time using PERS
Form 45922-08, "DESIGNATION OF BEN-
EFICIARY." See paragraph 10.51D,
DESIGNATION OF BENEFICIARY, for
further details.

[10] Persons Ineligible For PERS Member-
ship
The following persons are ineligible
for PERS membership°

..+« Independent contractors.
.++, Seasonal, temporary, emergency and
part- time employees working less than
600 hours in a calendar year.
vess 12-month academic employees under .30
FTE.
eees 9-month academic employees under .40
FTE.
«..s Students.
esss Employees funded by CWSP, CETA or WIN
Programs.
«++. Employees who are age 70 and over and
who have:
+ess A Classification Category (PDB
Element 008) Code of "F" - Fac-
ulty, And Administrative Or Pro-
fessional Non-Faculty (see para-
graph 10.01A[4]008, Classifica-
tion Category),

and

see. A Tenure Status (PDB Element
056) Code of "I" - Indefinite
Tenure (Element 057, Contract
Start Date, C-ST, is required)
(see  paragraph 10.01A?h]056,
Tenure Status, TNUR).
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PUBLIC EMPLOYES RETIREMENT SYSTEM — 200 SW Market St., Suite 300, Portland

Mailing Address: PO Box 73, Portland, OR 97207-0073 — Phone (503) 229-5824

DO NOT WRITE IN THIS BLOCK
Code Baich Status Class

Type 1. PERS No.

IR BB EEBEEL EEEEREES RN

BD Conf. PREV.ER # "{ PS Credit

D 2. Soc. Sec. No.
s PR R ERERREERERE TR ERNEE TR EEEY)
ﬁloymcm ﬁaxe First Day Subject to Contributions .

IR R R,

(NN WS U

A AR A A R R R,

- NOTICE OF PERS COVERED EMPLOYMENT

Please .Type or Print Legibly

3. {Name: First Middle Last Home Phone
4. |Mailing Address 5. Female U 6. Date of Birth
Male Q
City State Zip 7. Annual Salary
8. Is the employe working: Yes No

full time or in a position which requires 600 hours or more inayear? QO Q
for two or more PERS participating employers? Q Q

as an independent contractor on a personal services contract? Q Q

9. SCHOOL DISTRICTS:

—_ Length of Year Employe Works: 9 Months O 12Months (0 Other, Q; Full Time O  Part Time O -
10. Major Duties:
Teacher O Elected Official O Legislator O Judge O
Fire Fighter O Police O All Other O

EXZZ 2T 22T R YRR L 222222 DR S 2222 2222 2 222 2 A Q222222 222222222 22222222222 2222222 R R L L 2y
11. 1hereby certify under penalty of law that the above information is correct and that the employe is now
and has been employed in a qualifying position, with no more than 30 working days absence, since .
12. Employer Name: (Dot 12 Qulifylog Posiion)
13. Employer No.:

Y 2 e i For PERS use only

14,
Signature of Employer Representative Date
NOT ACCEPTABLE WITHOUT DATE IN QUALIFYING POSITION
AND AUTHORIZED SIGNATURE,

Reference: ORS 237.011 PLY 1
45922-05 (10/87) (See Back of Ply 3 for Instructions.)
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qay-hmw

\O 00

10.
11.

INSTRUCTIONS
for preparation of Form 45922-05
NOTICE OF PERS COVERED EMPLOYMENT

pa Employcr completes this form for all employes (replaces former Personnel Record

(45922-05) AND Notice of Employment (45922—06))

©  Submit after completion of 6-month waiting period for new employes and former
PERS members with withdrawn accounts.

© Submit IMMEDIATELY after hiring for all current PERS members.

. Enter employe’s PERS number if known. (If left blank, PERS will enter the number before

returning a copy to you.)

. Enter employe's social security number.
. Enter employe’s full name; and home phone number, including area code
. Enter employe's maxlmg address.

Mark the appropriate box for male or female.

. Enter employe's date of birth as XX/XX/XX, i.e., 09/18/87.
. Enter employe’s annual salary, if known. (This may be needed by PERS to determine wait-

ing period salary.)

. Mark the appropriate box for each question. ("A year" equals a 12-month period.)
. For School Districts:

Mark the appropriate box for the number of months worked regardless of how paid.
Also indicate whether employe works full or part time.

Mark the appropriate box to indicate the type of duties performed by employe.

Enter first day in a qualifying position.

12. Enter name of employer.

13.

Enter PERS-assigned four-digit employer reporting number.

14. Must be signed and dated by an authorized employer representative.

Mali Ply 1 &2 to: PERS Retain Ply 3.
P. 0. Box 73
Portland, OR 97207-0073

10/89



OSBHE‘FINANCIAL ADMINISTRATION STANDARD OPERATING MANUAL

10.51

Personnel-Payroll

10.51

Qualified Retirement Plans

0 DESIGNATION OF BENEFICIARY

[1] Standard Designation Of Beneficiary

All PERS members must designate a
beneficiary of their account using PERS
Form 45922-08, "Designation Of Benefici-
ary," shown below and on the next page.
The front portion of this form is used to
make a "standard" designation of benefici-
ary.

[2] Specific Beneficlary Designation

If a PERS member chooses not to name
a "standard" beneficiary, he/she may use
the back portion of PERS Form 45922-08,
noted above, to list a specific benefici-
ary.

Note: Regardless of which type of bene-
ficiary is named, only one side
of PERS Form 45922-08 should be
completed.

200 SW Market Street, Suite 300, Portland, OR 5
Mailing Address - P.O. Box 73, Portland, OR 97207-0073 - Phone (503) 229-5824 System

Oregon
] Public

4 Employes
Retirement

DESIGNATION OF BENEFICIARY

PLEASE READ BOTH SIDES OF THIS FORM CAREFULLY
BEFORE COMPLETING ONE. THEN USE ONLY ONE SIDE. | PERSNo.
The Standard Designation is easy to use, whether you are married or single. Complete
and sign the section below. No listing of beneficiaries is necessary. It will remain
up-to-date regardless of future marriages, divorces, births, deaths, or adoptions.

If you wish to disinherit a family member or name a beneficiary not included below, do NOT use this
form, but complete the Specific Beneficiary Designation on the other side of this sheet.

Soc. Sec. No.

of my death in the following groups in the order listed:

in any groups preceding it as listed.

STANDARD DESIGNATION

IMPORTANT: Do not change anything in this box; alterations will invalidate the form.
1 hereby revoke any and all previous designations of beneficiary and name as my beneficiary my next of kin surviving me at the time

@ To my SPOUSE; and if he or she does not survive me, then to

() My CHILD or CHILDREN in equal shares, and the share of any child who does not survive me to his or her children
living at my death in equal shares; but if none of my children survive me, then to the children of my children living
at my death in equal shares; and if neither my children nor any of their children survive me, then to

(© My MOTHER and FATHER in equal shares, or to the survivor; and if neither survives me, then to

(@ My BROTHERS and SISTERS in equal shares, and the share of any brother and sister who does not survive me to his
or her children living at my death in equal shares; but if none of my brothers and sisters survive me, then to the children
of my brothers and sisters living at my death in equal shares.

The terms "child” and "children," as used in this beneficiary designation, shall include both natural born and adopted children,
whether born or adopted before or after the date on which I selected this beneficiary.

No payment shall be made to persons included in any of the above groups should there be living at the date of my death persons

Except as I have designated in groups (b) and (d) above, I choose not to have the dependents of any beneficiary who does not
survive me take any interest or benefit in property subject to this designation.

YOUR NAME (Print)

PHONE (Days)

MAILING ADDRESS

State Zip

SIGNATURE (Do Not Print)

For PERS use only

PRESENT EMPLOYER

45922-08 (8/88)

Send directly to PERS. This designation is not effective
until received in and approved by the PERS office.

10/89



OSBHE FINANCTAL ADMINISTRATION STANDARD OPERATING MANUAL
10.51

10.51

Personnel-Payroll Qualified Retirement Plans

USE THIS DESIGNATION ONLY IF_YOU DO NOT USE THE ——rm
STANDARD DESIGNATION. -

COMPLETE ONLY ONE SIDE OF THIS FORM.

Soc. Sec. No.

"INSTRUCTIONS FOR DESIGNATING A "SPECIFIC BENEFICIARY"

@ If you use this designation, complete and sign the section below.
® Do not use white-out, or cross anything out. If a change Is required, use a new form.

@ Type or print your beneficiaries' names, relationship (if any), and a birthdate ( if a person) in the large box below, and complete and
sign the section at the bottom.

Always show full given names. For example, Mary R. Doe (not Mrs. Robert Doe).
@ To name co-beneficiaries:
" Mary J. Doe  Mother 1/30/1901
and
John R. Doe  Father 11/10/1899
@ To designate your estate as beneficiary, show:

The Personal Representative, Executor, or Administrator of my Estate. (Do not show anyone's name).

® To name a contingent beneficiary:
Mary J. Doe Mother 1/30/1901
if living, otherwise to
Betty A. Jones  Sister 8/12/1935

SPECIFIC BENEFICIARY DESIGNATION

I hereby revoke any and all previous designations of beneficiary and name as my bencficiary or beneficiaries:
FULL GIVEN NAME OF BENEFICIARY RELATIONSHIP BIRTHDATE

YOUR NAME (Print) PHONE (Days)
MAILING ADDRESS City State Zp
SIGNATURE (Do Not Prin) DATE

PRESENT EMPLOYER Tor PERS me only

Send directly to PERS. This designation is not effective
until received in and approved by the PERS office.

45922-08 (8/88)
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E CONTRIBUTIONS

[1] General

PERS is funded by a combination of
employer and employee contributions. The
contribution amounts are based on pre-de-
termined rates. These rates are percent-
ages of an employee's gross pay as de-
scribed in the following paragraphs. All
pay, other than perquisites and "overload"
compensation, is subject to PERS contribu-
tions (see Section 10.33, Overload Compen-
sation, for related information). Contri-
butions start after an employee has worked
for six calendar months at a rate equiva-
lent to 600 or more hours per year.

[2] Employer Contributions -

Employer contributions to PERS are
calculated by multiplying the gross pay of
employees, who are PERS members, by the
current contribution rate, The employer
contribution rate is determined each year
on an actuarial basis. This basis is de-
signed to ensure that PERS will continue
to be fully funded.

{3] Employee Contributions

Employee contributions to PERS are
based on an individual employee's gross
pay. The contribution rate is a percent-
age of the employee's gross pay. The two
types of employee contributions are de-
scribed below.

[4] "Attributions"

For most employees, PERS contribu-
tions are paid by the employer on the em-
ployee's behalf. Such payments are called
"attributions.” The current contribution
rate for these "attributions" is found in
the Miscellaneous Compensation Table, Key
value 085 "PERS Attribution Rate" (see
paragraph 10.60B[5], Descriptions Of Com-
pensation Tables).

[5] 1Ineligibility For "Attributions"

Some employees are not eligible for
employer-paid "attributions," but are PERS
members. Such employees pay their own
" contributions through payroll deductions.

[6] The contribution rate for employees
who are not eligible for "attributions"
depends on the employee's situation as
follows:

esees The current contribution rate, listed
in Key value 085 (see above paragraph
10.51E[4], ™"Attributions"), applies
to such employees hired, or who
established PERS membership, after
August 21, 1981.

Note: This category includes those
employees who were already
PERS members when hired, e.g.,
former employees of ODHE or
another public agency.

+esoes For such employees who were both on
the payroll and members of PERS on
August 21, 1981, PERS contribution
rates vary with monthly pay. The lo-
cation of these current contribution
rates are shown below:

Miscellaneous Compensation Table
Monthly Pay Key Value
$1,000 or more 086

$ 500 - 999 087

Less than $500 088

[7] variable Annuity Contributions

An employee may, before the start of
any calendar year, elect to have a per-
centage of his/her following year's con-
tributions invested in the PERS "Variable
Annuity Account.”

[8] variable Annuity Election (PERS Fora

45922-04)

If the "variable Annuity Account" op-
tion is chosen, the employee must complete
PERS Form 45922-04, "variable Annuity
Election," shown on the next page. Once
the employee completes the form, it should
be submitted to the institutional Payroll
Office. The institution, in turn, for-
wards the form to the PERS office,

Note: Form 45922-04 must be filed before
January 1st (Ref. ORS 237.197,
"variable Annuity Program; Employee
Elections; Investment Of Account;
Payment Of Benefits"),
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PUBLIC EMPLOYES RETIREMENT SYSTEM —_— 200 SW Market St., Suite 300, Portland

Mailing Address: PO Box 73, Portlend, OR 97207-G073 J——

VARIABLE ANNUITY ELECTION
Sos. Sec. No. DO NOT WRITE IN THIS BLOCK

Phons (503) 2293824

PRIMARY ELECTION--
EFFECTIVE JANUARY 1 following the receipt of this elecdon by PERS, place in the Variable Annuity
Account the following portion of my employe retirement contributions: (I must be a contributing member
on this January 1 effective date.)

Q25% Q 50% Q75%

SECONDARY ELECTION--
I wasan loye-member of PERS on JANUARY 1, 1968, and elect to transfer 10% of my balance as of
my ORIGINAL VARIABLE PARTICIPATION DATE from my Regular (Non-Variable) Account to the
Variable Annuity Account, irrevocably, for:
Q 1 year; Q 2 years; Q 3 years; Q 4 years; Q 5 years.

Q Cancel previous election

Signatures Date:

X X

General Information Relating to Variable Annuity Program

O In Variable Annuity you accept the risk of investments. Your benefit will be increased or decreased
based on how the variable did compared to what would have happened had your money been in a Regular
(Non-Variable) Account. i

© Money placed in the Variable Annuity Account cannot be moved back to your regular account except at
retirement.

® Your election to participate can be changed for future contributions only.
© When you retire, you must eiect to keep your money in the Variable Annuity program or to transfer it t0 a
Regular Account.

Qualified Retirement Plans

Reference: ORS 237.197
45922-04 (10/87)

For PERS use only

F VESTED RIGHTS

{1] Definition

A PERS member has "vested" benefit
rights after making a contribution to PERS
tn each of five calendar years or when he/
she reaches 50 years of age.

{2] Retaining Benefit Rights

A "vested" PERS member retains all
benefit rights after termination unless
he/she withdraws his/her PERS account bal-
ance, and may draw retirement benefits on
reaching retirement age.

[{3] Reinstatement
An employee's PERS membership may be

reinstated after separation from "covered”
employment and withdrawal of his/her ac-
count balance (see the notation in para-
graph 10.51C{5], Notice Of PERS "Covered"
Employment (PERS Form 45922-05) for relat-
ed information). This is possible {f the
employee re-enters covered employment
within five years of separation. Rein-
statement does require, however, repayment
of the full amount withdrawn, including
all accrued interest. The full repayment
must ‘be made in a "lump sum" within one

year after re-entry into covered employ-
ment.

G TERMINATION
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[1] General

An employee who terminates covered
employment may continue PERS membership
for up to five years if not "vested" (see
paragraph 10.51F[1], Definition). If the
employee is "vested," PERS membership is
indefinite. Membership is lost, however,
if the individual either withdraws his/her
PERS account balance, or is not "vested"
and does not return to covered employment
within five years after termination,

{2] Separation From PERS Covered Position

(PERS Form 45923-02)

When a PERS member terminates covered
employment, a PERS Form 45923-02, "Separa-
tion From PERS Covered Position," dis-
played on this and the next page, must be
completed. This form must be on file at

200 SW Markes Street, Suite 300, Pontland, OR
Mailing Address - P.O. Box 73, Pordand, OR 97207-0073 - Phone (503) 229-5824

the PERS office before any benefits or
withdrawals can be palid. The institution
completes the upper portion of the form
and sends it to the Controller's Division,
Personnel-Payroll Section. The Control-
ler's Division enters final dollar amounts
and sends the completed form to the PERS
office.

Note: Form 45923-02 must be signed by the
employer's authorized representa-
tive. Typed signatures or titles
are not considered a valid signa-
ture on Line 18, "Signature 0f Em-
ployer Representative" (Ref. PERS
Employer Brief 87-4, "Signature Re-
quired On Notice O0f Separation,”
July, 1987).

lmmuﬂ

SEPARATION FROM PERS COVERED POSITION

€) Process this Scparation as: Q Regular, as Qc
€ Separation Due w: Q Retirement, Q Disability, QDesth; Dateof Death |
(@ “icmber Nams [Soc. Sec. No. PERS Na. \
Malling Address [+7] Saw i3
\ /

%Millmdmiammfmlm-mphpu

© Lan day worked in & PERS covered position: (Last day on the job)

© Dais of FINAL p in 8 covered position: (Dateonpaycheck) _ . . _ . . .. ... ... cacoaoan. [ —
€ Was member on paid leave after last day worked? QYes, QNo
Type of Leave: Date Ended:
QVscationLeave  _ _ . . . .. ecacaan-a H
[ P :
QOther e e e eeaaaa [ |
© Was member on Leave of Absence Without Pay during currentcalendar year? (YN) From __________ ______w ________ _ ___.
© s Accumulated unused Sick Leave NOTE: Sick Leave Earned
for this segment of employment —_— e hours Cannot Exceed 8
b. Less Sick Leave transferred Houars Per Month
in from another employer _  hours Worked
¢. Less Sick Leave reinsuted —_ e hours

\_ d. NET unused Sick Leave for PERS: (22 - 2b - 2¢)

© 2 If Sick Leave reported is for a period prior 10 7-1-73, was iz based on actusi records? ________ (Y/N)
b. If no. compute at 2.675 x months = hours (ORS 237.153(2)(E(BY.

( CONTRIBUTIONS FOR CURRENT CALENDAR YEAR W

@ Contributions Withheld _ _ _ _ . . . .. i icccaaaao-a. S,
) Conmbutions Picked Up By Employer s

- hours

@ Total Gross Salary peryourrecords _ . _ _ o _ L o e iecaaene-. S
@ Less Non-Subject Salary:
a. "Waiting Period™ S,
b. Other: S,
c(Maeldd) L e edecmacaaaaT S
@ Subject Salary (13- 14¢) _ . __ _ . _. e e e e e eeaamm e eem - S

Total PERS Covered Salary (12 #15) | _ _ . oo oo i o ot e e e e e oo oo oo S

@ e/
(6 Empioyer Namo [Phone No. I Empioyer No. )

For _PERS uve oniv

rm Under penalty of law, I certify the above to be correct

e p———

*

Signature ol Employer Representative Date

If you have any questions, please call our Membership Unit at 229-6176.

Reference: ORS 237.153 PLY 1.3: PERS; PLY 4: Employer

45923-02 (11/88) (See back of PLY 4 for Instructions)
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1. TYPE OF SEPARATION: (Check Box)
Regular

Correction

2. Check box it known and applicabie.

(2]

blank.)

0 N OO h

an additional sheet.

there is no amount or it is unknown.

13. Total gross salary PAID in current calendar year.
year.
c. Total of lines 14a and 14b.

15.Line 13 minus line 14c.
16. Total of lines 12 pius 15.

Mall Ply 1,2, &3to: PERS
P.O. Box 73

INSTRUCTIONS
for preparation of Form 45923-02
SEPARATION FROM PERS COVERED POSITION

When a member leaves a PERS covered position, complete entire form.

Supplemental When original separation dollar amounts were upderreparted on lines No. 11-16, submit
{fill in) only additional amounts; also complete lines 1 through-8, 17 and 18.

When original separation amounts were gverreported and/or to correct any other
reported data, submit a replacement form with corrections highlighted. (i.e., additional sick
leave or incorrect dates, etc.)

. Enter member's name, Social Security number and PERS number. (if PERS number is unknown, leave that box

. Check only if member is working as an independent contractor on a personal service contract per ORS 237.103.

. Last day the person was actually working on the jab in a PERS covered position.

. Date on final paycheck for services in PERS covered position.

. Complete the applicable box(es) and date(s). Please identity “other leave,” it applicable.

. Complete if applicable. If answer is yes. enter dates. If the leave began in a prior calendar year and carried over 1o cur-
rent calendar, enter actual starting date. If you report more than one period in the current calendar year, please attach

9. Employer MUST COMPLETE lines 9a through 9d, and ONLY for the current segment of employment. Enter zero if

a Enter the number of hours of sick leave accumulated per available records for the current segment of employment.
b. Enter the number of hours of sick ieave transferred in from other employer(s).
c. Enter the number of hours of sick leave reinstated upon the rehifing of a former employe.
d. Enterthe totat of Lines 9a minus 9b minus 9¢ (the new total may be less than zero.)
10. Complete ONLY it a portion of the employment segment was prior to July 1, 1973.
a If the answer is "Y" for YES, include sick leave on Line 9a. if the answer if "N” for NO, go to Line 10b.
b. Enter the number of months prior to July 1, 1973, and multiply by 2.675 and enter the resuit and inciude on Line 9a.
11. Include all PERS contributions withheld during current calendar year.
12. Include ail PERS contributions picked up by the employer during current calendar year (6% of line 15).

14.a Amount of salary paid during 6-month "waiting period® NOT subject to PERS contributions in current calendar

b. Payments made during current calendar year (other than 14a above) that were not subject to PERS contributions.

17.Enter employer name, phone number and PERS-assigned four-digit reporting number.
18.Must be signed by an authorized employer representative.

NOTE: Submit this form on the date (whichever is later) that:
a. Official Leave of Absence is terminated, or
b. Final payment reported on line 6 is made.

Portland, OR 97207-0073

Retain Ply 4.

A photocopy must be glven to your
separating employe.

[3] withdrawal Of Member's Account

A terminated employee who wants to
withdraw his/her PERS account balance must
complete a PERS Form 45923-03, "Withdrawal
Request," shown on the next two pages.
The completed form should be sent by the
employee directly to the PERS office. Up-
on receipt and confirmation of the com-
pleted form, PERS will issue the employee
a check for the account balance. Included
with the check is a statement showing the
employee's contribution and "attribution"
amounts along with the amount of earned
interest on the account.

10

[4] Reporting Taxable Income

Any individual receiving a check for
their withdrawn PERS account balance must
report the "attribution" amount and all
interest earned as income, for the year it
is received, to the Internal Revenue Serv-
ice (IRS).
Note: Additional details on IRS taxation
rules and codes which apply to re-
funded PERS account balances are
located on the back of PERS Form
45923-03 displayed on page 12.

10/89



OSBHE FINANCIAL ADMINISTRATION STANDARD OPERATING MANUAL

10.51

Personnel-Payroll

10.51

Qualified Retirement Plans

PUBLIC EMPLOYES RETIREMENT SYSTEM -_—

200 SW Market St., Suite 300, Portland

amount withdrawn plus interest, to recover credit for that service.

I request a refund of my account balance. I UNDERSTAND THAT THIS WITHDRAWAL CANNOT BE
MADE UNTIL I HAVE RECEIVED MY FINAL PAY CHECK AND MY EMPLOYER HAS SUBMITTED

THE NECESSARY EMPLOYMENT AND TERMINATION FORMS TO PERS. I further understand that | *" Tem Due
this withdrawal cancels all rights to retirement, death, disability, or any other benefits, under ORS 237.
Caution: You are required to remain absent from employment with all participating employers the remainder of the month you terminate and
the following full month; otherwise you must immediately repay the full amount withdrawn. If you remain absent the required time, but return to
qualifying employment within five years of the date you terminated, you may redeposit in a lump sum, within one year of reemployment, the full

Mailing Address: PO Box 73, Portland, OR 97207-0073 —_ Phone (503) 229-5824
WITHDRAWAL REQUEST Type Refond
Account withdrawal cancels all rights to any benefits e

INSTRUCTIONS:
@ Section A--Complete to ensure where PERS will mail @ Section D--This form must be notarized.
your check. ® Do not submit this request prior to receiving
@ Section B—-Mark one of the boxes to specify your your final pay check.
Withholding Election. @ When you receive your check from PERS, retain the
@ Section C--Sign & date before a Notary Public. accompanying Form 1099R for tax reporting.
Name of Applicant (PRINT OR TYPE) PERS No. )
Maling Address Home Phone No. Soc. Sec. No.
City State Zp Birthdate
\.
2

your estimated tax and withholding payments are not adequate.

IMPORTANT - WITHHOLDING ELECTION
Mark one of the boxes below:

1. O DONT WITHHOLD federal income tax. 2. (3 WITHHOLD federal income tax according to tables provided by the LR.S.

You are liable for payment of income taxes on the taxable portion of your payment, even if you elect not to have income tax withheld. You
may be liable for an additional Excise Tax of 10%. You may also be subject to tax penalties under the estimated tax payment rules if

PLEASE SEE REVERSE FOR TAX INFORMATION

11

\_ J
-
Signature of Applicant (Must be witnessed by Notary Public)) Date
( NOTARY PUBLIC )
State of For PERS use only
County of
Signed and sworn to before me on
by
Title
My commission expires:
\_ Use Space For Seal )
Reference: ORS 237.111
45923-03 (2/88)
10/89
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FEDERAL TAX INFORMATION--The Internal Revenue Code provides several complex rules relating to the.
taxation of the amounts you receive in your withdrawal. This notice merely summarizes these rules. You should
proinptly comsult a tax advisor in deciding what course to follow with respect to your withdrawal.

EXCISE TAX--Unless rolled over, the taxable amount of your refunded account balance is subject to a federal excise
tax of 10%. The 10% excise tax is in addition to the ordmary federal incomie tax. If your rollover is less than the entire
taxable amount, the excise tax is orily applicable to the portion which is fiot rolled over.

ROLLOVERS--The Internal Revenue Code permits you to avoid current taxation on any of the taxablé amount of an
eligible distribiition by rolling over that portiori into another qualified emiployer retirement plan that accepts rollover
contribiitions or iiito an individual retirement arrangement (IRA). A tax-free rollover is accomplished by transferring the
amount you are rolling over to the new plan or IRA not later than 60 days after you receive the amount from PERS arid

- notifying the trustee or issuer of thie new plan or IRA that you are making a rollover contribution. Not all plan
distributions are eligible to be rolled over. A distribution must either be a "qualified total distribution” or a "partial
distribution” in order to be rolled over. A withdrawal of your account is a lurhp sum payment of all remaining PERS
benefits because of your separation from service. As such it is considered by the IRS as a "qualified total distribution”
and, therefore, eligible to be rolled over.

CAPITAL GAINS TREATMENT--If no part of your withdrawal is rolled over, you may be able to have a portion
of the withdrawal attributable to ) your participation in the plan before 1974 (if any) taxed as a long term capnal gain, and
the remainder taxed as ordinary income. You may use the special 10-year or 5-year averaging rules if you were 50 or older
on January 1, 1986.

P E H PUBLIC EMPLOYES RETIREMENT SYSTEM
BOX 73 PORTLAND OR 97207-0073
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by the employee's length of service to
H RETIREMENT provide the “"Option 1 (Straight-Life) Ben-

[1] General

When a PERS member retires, a PERS
Form 45923-02 must be completed and sent
to the PERS office (see paragraph
10.51G[2], Separation From PERS Covered
Position (PERS Form 45923-02) for further
information).

[2] cCalculation Methods Of PERS Retire-
ment Benefits )
PERS uses three methods to calculate

an employee's retirement benefits: "Full
Formula,"” "1% Plus Annuity" and "Money
Match (Annuity)." The method producing

the highest amount is used to determine
the retiree's benefit (Ref. PERS Member-
ship Handbook -- 1988-1989). The three
methods are summarized in the following
paragraphs.

Note: Additional, specific information
regarding calculation of retirement
benefits is available from the PERS
office.

[31 "Full Formula" Method

This method uses the following three
components to compute a PERS member's re-
tirement benefit:

...+ The employee's "Final Average (month-
ly) Salary."

Note: The "Final Average Salary" is
the greater of the following
amounts divided by thirty-six
months:

...« The employee's last thir-
ty-six months of salary,
or
The employee's highest
three calendar year sala-
ries during his/her ca-
reer in covered employ-
ment (see the notation to
paragraph 10.51C[5], No-
tice O0f PERS "Covered"
Employment  (PERS Form
45922-05), for a defini-
tion of "covered" employ-

ment).

.++s The employee's years of "Creditable"
service as of the date of his/her re-
tirement.

A factor, established by statute, of
1.67% for most State employees (Ref,
ORS 237.147, "Service Retirement Al-
lowance At Retirement").

[4] The "Full Formula" retirement benefit
is calculated by multiplying the employ-
ee's "Final Average Salary" by 1.67%. The
product of that computation is multiplied

13

efit" amount (see PERS Membership Handbook
-- 1988-1989, for further details).

Note: Both the employer and employee ac-
count balances fund this payment.
Example:

"Option 1 (Straight-Life) Benefit"
Final Fixed Length Of Monthly
Average|x Factor|x Service = Benefit
Salary (%) (Years) Amount
$2,333 |x 1.67 x 28.25 = $1,100.62

[51 "1% Plus Annuity" Method

This method is available only to PERS
members with some service prior to August
21, 1981. A method similar to the "Full
Formula" Method is used to compute the em-
ployer's portion of the monthly benefit
amount, The employee's portion is the
monthly payment provided by the individu-
al's annuity which is based on his/her
PERS account balance and life expectancy.
This method, therefore uses the following
five components to compute a PERS member's
retirement benefit:

-The employee's "Final Average (month-
ly) Salary" (see notation in para-
graph 10.51H[3]1, "Full Formula" Meth-
od, for a definition of "Final Aver-
age Salary").

The employee's years of "Creditable"
service as of the date of his/her re-
tirement,

A factor, established by statute, of
1% for most State employees.

The employee's PERS account balance,
The employee's annuity's rate of pay-
ment.

cee e

Note: The total "1% Plus Annuity" retire-
ment benefit is reduced if the em-

ployee takes an early retirement.

[6]1 The employer's portion of the employ-
ee's "1% Plus Annuity" retirement benefit
is calculated by multiplying the employ-
ee's "Final Average Salary" by 1%. The
product of that computation is multiplied
by the employee's length of service. The
employee's annuity portion, described
above, 1is then added to the employer's
portion to provide the total "1% Plus An-
nuity" Benefit amount (see PERS Membership

Handbook -- 1988-1989, for further de-
tails).
Example: (Displayed on the next page).
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"1% Plus Annuity Benefit"

Final Fixed Length Of Monthly
Average|x Factor|x Service = Benefit
Salary (%) (Years) Amount
(Employer)
$2,333 |x 1.00 |x 28.25 =S 659.07
- .
PERS Annuity Monthly Benefit
Account|x Rate* = Amount
Balance|(/$1,000) (Employee)
$50,000|x $8.32 = $ 416.00

Total Monthly Benefit Amount = $1,075.00

* The $8.32 per $1,000 is for a PERS
member retiring at age 58.

[7] "“Money Match" (Annuity) Method

This method uses the product of the
employee's PERS account balance and his/
her specific annuity's rate of payment
(based on his/her PERS account balance and
life expectancy). This product determines
the employee's portion of his/her monthly
retirement benefit. An employer match of
the product is added to the employee's
portion to arrive at the employee's total
monthly benefit amount. The following two
components, therefore, are used to compute
a PERS member's "Money Match" (Annuity)
retirement benefit:

s+« The employee's PERS account balance.
esss The emplaoyee's annuity's rate of pay-
ment.

Example:

"Money Match (Annuity) Benefit"

PERS Annuity Monthly Benefit
Account|x Rate* = Amount
Balance|(/5$1,000) (Employee)
$50,000|x $8.32 =$ 416.00

PERS Annuity Monthly Benefit
Account|x Rate* = Amount
Balance|(/$1,000) (Employer)
$50,000|x $8.32 =$ 416.00

Total Monthly Benefit Amount = $ 832.00

* The $8.32 per $1,000 is for a PERS
member retiring at age 58.

[8] Benefit Estimates
If an employee is planning to retire

14

within five years, he/she should contact
the PERS office to request a monthly bene-
fit estimate using each of the above cal-
culation methods (see the following para-
graphs for further information).

[9] Pre-Retirement Counseling -

sented Employees

All employees, represented b the
Oregon Public Employees Union (OPEY), are
eligible for paid leave of up to 3 1/2
days for pre-retirement counseling (Ref.
OPEU Collective Bargaining Agreement,
"Pre-Retirement Counseling Leave"), The
leave may be taken within ten years of the
employee's compulsory retirement date or
within five years of his/her chosen re-
tirement date. This leave may be used to
investigate and assemble the employee's
retirement program, e.g., PERS, Social Se-
curity, insurance and other retirement in-
come. PERS counseling includes calculat-
ing individual retirement benefits using
the methods described above.

Repre-

[10] Pre-Retirement Counseling - Non-Rep-

resented Employees ,

All management service, unclassified
unrepresented, excluded and classified un-
represented employees are eligible for 3
1/2 days of paid {eave for pre-retirement
counseling (Ref. Executive Department,
Personnel And Labor Relations PpPivision,
Personnel Policy 6.6.1.3, "Pre-Retirement
Counseling Leave"). The leave may be tak-
en within fifteen years of the employee's
chosen retirement date. This leave may be
used to investigate and assemble the em-
ployee's retirement program, e.g., PERS,
Social Security, insurance and other re-
tirement income. PERS counseling includes
calculating individual retirement benefits
using the methods described in the preced-
ing paragraphs. )

[11] Pre-Retirement "By Ap-
pointment Only"

Pre-retirement counseling is availa-
ble to all PERS members by appointment on-
ly (Ref. PERS Employer Brief 87-3, "All
PERS Offices Now Require Appointments For
Counseling," July, 1987). This counseling
is available at all PERS office locations.
A minimum of two weeks, in advance, is re-
quired for making an appointment,

Counseling

Note: Some PERS locations, at certain
times of the year, necessitate ap-
pointments to be made much further

in advance than two weeks.

[12] "Circuit Riders"

PERS provides its rural members with
on-site pre-retirement counseling via
"Circuit Riders." These "Circuit Rider"
counselors have established mobile loca-
tions to serve their members in rural
southern and eastern Oregon. They serve
these locations, by appointment, on a
regular basis. The employee may call any
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PERS office to schedule such an appoint-
ment.

[13] Pre-Retirement Appointment Packets

Once an employee makes an appointment
for pre-retirement counseling, PERS sends
him/her an appointment packet approximate-
ly two weeks before the scheduled date.
This packet contains directions to the
counseling location; the location's tele-
phone number(s); and the availability/cost
of parking.

[14] Proof-0f-Age Documentation

Proof-of-age is required by PERS be-
fore paying benefits to a retiring member
(Ref. PERS Membership Handbook -- 1988-
1989). Proof of age documents include the
following:

eses Birth certificate
..., Baptismal certificate
«ss« School age record
.+++ Census record

«vs. Family record

Note: Proof-of-age documents for a mem-
ber's beneficiary may also be re-
quired if certain retirement bene-
fit payment options are chosen.
Contact the PERS office for addi-
tional information.

[15] Working After Retirement

‘A non-management service or non-exec-
utive service retiree, receiving PERS ben-
efits, may work up to 600 hours per year
for an employer who participates in PERS.
There is no limit to the amount this type
of retiree may earn. There is also no re-
striction on working for an employer who
does not participate in PERS. If such a
retiree works more than 600 hours for a
participating employer, however, retire-
ment benefits stop effective with hire.
Also, at that point, contributions are
once again made to PERS.
Note: Management and executive service
employees may work up to 1,040
hours without 1loss of retirement
benefits (REF. Oregon Legislative
House Bill 2851, "Employment Of Re-
tired Persons," amending ORS
237.143, "Re-Employment Of Retired
Employees," effective July 25,
1989. This provision will "sunset"
on June 30, 1991, unless further
legislative action 1is taken to
amend/continue the bill).

I TIAA-CREF PROGRAM

[1] General

An academic employee who is eligible
for PERS membership may participate in the
Teachers Insurance Annuity Association and
College Retirement Equity Fund (TIAA-CREF)
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programs (Ref. ORS 243.910, "Higher Educa-
tion Supplemental Retirement Benefits"),
This option may be exercised only thirty
days prior to the first PERS eligibility
date or the first sixty days of a calendar
year. An employee may withdraw from the
TIAA-CREF Program only during the first
sixty days of a calendar year,

[2] TIAA-CREF
tions
Certain eligible academic employees

may have TIAA-CREF contributions paid by

their employer on the employee's behalf,
"attributions" (see aragraph

10 51E[4], "Attributions," for regated in-
formation). Other employees make their
own contributions to TIAA-CREF. Still
other academic employees may participate
in the TIAA-CREF program using a combina-
tion of "attributions" and contributions.
Regardless of which method(s) is used to
participate, the amounts paid to TIAA-CREF
are based on the employee's earnings' lim-
its shown in the Miscellaneous Compensa-
tion Table, Key Values 093 - "Cap On PERS
Attributions, Then TIAA-CREF Attribu-
tions," and 094 - "Cap On PERS Contribu-
tions, Then TIAA-CREF Contributions" (see
paragraph 10.60B[5], Descriptions 0f Com-
pensation Tables). "Attributions"/Contri-
butions on earnings above these Key Values
are made to TIAA-CREF.

®"Attributions™/Contribu-

[3] Rates oOf
tions
The location of the current TIAA-CREF
"attribution"/contribution rates are shown
below:

"Attributions"/Contribu-

Miscellaneous Compensation Table
"Attributions® Key Value
Any Amount 089
Contributions Key

Monthly Pay Value
$1,000 or more 090
'S 500 - 999 091
Less Than $500 092

[4] PERS Retirement Benefit
The PERS retirement benefit, for the
years the employee participates in TIAA-

CREF, 1is calculated on the basis of the
PERS "cap" 1listed in the two Key Values
described above 1in paragraph 10.511[21,
TIAA-CREF "Attributions"/Contributions.

For any years the employee does not con-
tribute to TIAA-CREF, the PERS retirement
benefit is calculated on the basis of the
employee's total pay.
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J FEDERAL CIVIL SERVICE PROGRAMS

[1] Establishment Of The Federal Employ-

ees Retirement System

The Federal Employees Retirement Sys-
tem Act of 1986 established the Federal
Employees Retirement System (FERS)
Title 5 of the United States Code (USC),
"Governmental Organizations' Employees,"
Section 8431, "The Federal Employees' Re-
tirement System"™). The following para-
graphs explain more about FERS.

[2] Additional Aspects Of The FERS Act
In  addition to a retirement system,
the FERS Act of 1986 established a "Thrift

Savings Plan (TSP)" (Ref. Title 5 of the
United States Code (USC), "Governmental
Organizations' Employees," Section 8431,

"The Federal Employees' Retirement Sys-
tem," Chapter 84, Subchapter III, "Thrift
Savings Plan"); defined survivor annuities
and disability benefits; established pro-
visions for the administration of FERS and
TSP; and established the Federal Retire-
ment Thrift Investment Board. The follow-
ing paragraphs provide details on several
of these programs,

[3] Eligibility For FERS Membership

In general, most Federal civilian em-
ployees hired after December 31, 1983, are
required to join FERS. Additionally, Fed-
eral employees covered by the Civil Serv-
ice Retirement System (CSRS) were given an
opportunity to transfer into FERS prior to
the end of 1987.
Note: FERS membership 1is optional for
pre-1984 political appointees and
CSRS employees.

[4] Employer Contribution Rate To FERS

Employer contributions to FERS are
calculated by multiplying the gross pay of
the employee, who is a FERS member, by
12.5%.

[5] Employer Contribution Rate To CSRS

Employer contributions to CSRS are
calculated my multiplying the employee's
gross pay by 7%.

[6] Employee Contributions To FERS

Employee contributions to FERS are
based on a percentage of the individual
employee's gross pay, The current contri-
bution rate is found in the Miscellaneous
Compensation Table, Key Value 097, - "Fed-
eral FERS Rate - Federal Retirement" (see
paragraph 10.60B[5], Descriptions Of Com-
pensation Tables).

[7] Employee Contributions To CSRS
Employee contributions to CSRS are
based on a percentage of the individual
employee's gross pay. The current contri-
bution rate is found in the Miscellaneous

(Ref. .
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Compensation Table, Key Value 096, - "Fed-
eral CSRS Rate - Federal Retirement" (see
paragraph 10.60B[5], Descriptions Of Com-
pensation Tables).

[8] FERS Employee Contributions To TSP

A FERS employee may contribute up to
10% of his/her basic monthly pay to TSP.
This current maximum employee contribution
rate is found in the Miscellaneous Compen-
sation Table, Key Vvalue 098, - "Thrift
Savings Plan Contributions Maximum" (see
paragraph 10.60B[5], Descriptions Of Com-
pensation Tables).

[9] CSRS Employee Contributions To TSP

A CSRS employee may contribute up to
5% of his/her basic monthly pay to TSP.
This current maximum employee contribution
rate is also found in Key Value 098 noted

above (see paragraph 10.513[81, FERS Em-

ployee Contributions To TSP).

[10] Key values For Employer "Matching”
Contributions To TSP For FERS MNem-
bers
Amounts of employer "matching" con-

tributions to TSP, on behalf of employees
who are FERS members, are found in the

following Key Values (see paragraph
10.60B[5], Descriptions Of Compensation
Tables):

' Ilscellanéous Compensation Table

Key Desérlptlon
Value
099 FERS Employer Match Percentage
For Employee 1%
100 FERS Employer Match Percentage

For Employee 2%

101> FERS Employér'Match Perceniage'
For Employee 3%

102 FERS Employer Match Percentage
For Employee 4%

103 FERS Employer Match For
Employer 5%-10%

104 FERS First Tier Of Employer
Match 3%

105 | FERS Second Tier Of Employer
Match 2%

106 FERS % Of Employer Match For
Second Tier 50%

Note: There is no employer "match" to TSP

for CSRS employees.

[11] Employer's "Automatic®™ TSP Contribu-
tion
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The Federal employee's agency con-
tributes an amount equal to 1% of his/her
pay to the employee's TSP savings account
each pay period (Ref. "FERS Membership
Handbook," United States Office Of Person-
nel Management, Retirement And Insurance
Group, Booklet RI 90-1). This employer
contribution is made automatically regard-
less of whether the employee contributes
to TSP as well. If the employee does
choose to participate in TSP, he/she may
do so via monthly payroll deductions.

[12] Rates Of "Matching®™ Contributions To
TSP
The Federal government contributes a
“"matching" portion of the participating
employee's TSP savings account as follows:

Employer "Matching™ Contribution Rates
To Employee’s TSP Account

Government
Hatch

Employee
Contribution

First 3% Of Pay $1.00 For $1.00

Next 2% Of Pay $ .50 For $1.00

Next 5% Of Pay -0-

Note: The above table shows, therefore,
that the employing Federal agency
contributes 5% to the employee's
TSP account 1f he/she saves 5%.
The "matching" amount includes the
1% automatic contribution noted in
paragraph 10.513[11], Employer's
"Automatic" TSP Contribution,

17

[13] Vested Rights In TSP

A TSP member has immediate "vested"
benefit rights to his/her account (see
paragraph 10.51F, VESTED RIGHTS, for re-
lated information regarding PERS). Immed-
iate "Vesting" entitles the member to all
of his/her contributions in the TSP ac-
count along with the government's "match-
ing" contributions. It does not, however,
include the immediate ownership of the au-
tomatic 1% government contribution (see
paragraph 10.513[11], Employer's "Automat-
ic" TSP Contribution).

[14] Ownership Of The "Automatic" TSP Con-
tribution -- Career Civilian Employ-
ees
If the TSP member is a career civil-

ian employee, he/she gains ownership of

the automatic 1% government contribution
as well, after five years of service.

[15] Ownership Of The "Automatic" TSP Con-

tribution -- Non-Career Employees

If the TSP member is a non-career em-
ployee, a political appointee, a member
of Congress or a Congressional staff mem-
ber, he/she gains ownership of the auto-
matic 1% government contribution after two
years of service,
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A AN OVERVIEW

[1] Scheduling Payrolls

The Personnel-Payroll Section of the
Controller's Division schedules all ODHE
payrolls one year in advance. The sched-
ule for the upcoming year is available to
institutions each December. :

[2] Preparing For Compensation Processing

According to the above schedule, com-
pensation processing begins after the fol-
lowing steps have been taken:

.«s» An employee's required pay data is
entered in the PDB System.

+ses All pay transactions are pending
processing.

eess The "cut-off" date for the applicable
payroll to be processed is met and
the payroll is subsequently closed.

[3] Auditing Pa{roll pData Input

All payrol data 1is automatically
subjected to a series of system audits.
When the data is input via a computer
terminal, immediate results of the audits
are available to the terminal operator.
If any of the data fails an audit(s), it
may be deleted and/or revised by terminal
input. Also any pre-processing testing
may be performed at this point.

[4] Compensation Processing

Once the necessary control files are
reviewed and updated as necessary, the ex-
isting pay file is converted to four sepa-
rate pay files. This allows four employ-
ees to be processed simultaneously from
gross pay calculations to computing net

pay.

[S] Testing For Data Accuracy

During compensation processing, test-
ing for accuracy of all data may be done
via a computer terminal. The terminal op-
erator simply inquires about any/all data
input in an employee's pay file.

[6] Summary
Compensation processing involves the
following phases:

«s+.. Payroll data input.
.... Data collection.

«es. Computation of net pay.
«s0o+ Completion,

[7] The "Completion" phase above includes
the creation of payroll activity files.
These files contain information that gen-

erates numerous payroll reports. This
phase also includes updating the PDB Sys-
tem. Lastly, the "Completion" phase

clears the payroll files in preparation
for the next accumulation of payroll data.

8 COMPENSATION PROCESSING

[1] Operational Codes

Compensation processing involves all
operations necessary to compensate ODHE
employees for work performed. The follow-
ing matrix displays what these operations
are and where their respective coding
structure is located:

COMPENSATION PROCESSING

Operation Location Of Codes

Collection of pay Pay Transaction

transactions. Table and Eligible

Classes Table
Involuntary deduc- PDB and Miscellan-
tions for applica- eous Table (Values
ble taxes. Table)

Benefit programs Deduction Table
(employer contribu-| and Bargaining
tions, insurances, Units Benefit Ta-
tax sheltered annu-{| ble

ities, etc).

Direct deposit of
pay through the Au-
tomated Clearing
House (ACH) or pay-
checks.

PDB and Bank Table

Note: Compensation processing operations
also include error corrections and
reports.

[2] Compensation Tables

The Personnel-~-Payroll System contains
certain compensation tables. These tables
are a fundamental part of employee compen-
sation processing. They are in addition
to the values contained in the PDB files,
i.e., employee, position, pay budget, em-
ployee deduction and cumulative record.
These tables allow the user to control
payroll program processing. The tables
contain considerable data which, histori-
cally, has been "built in" to computer
programs and employee records. That data
is now maintained in tabular fashion on
various tables which are external to all
payroll programs,

[3] Using The Compensation Tables

The compensation tables, described in
the previous paragraph, may be used to di-
rectly change any control information on
the payroll file. In other words, no com-
puter programming is necessary to make the
desired changes. These tables are de-
signed to add, change or delete processing
and data values.

Note: These tables may be expanded, or

additional ones established, as re-
quirements change.
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[4] Maintenance Of Compensation Tables
The Personnel-Payroll Section of the
Controller's Division maintains all com-
pensation tables. These tables, which are
maintained separately from the PDB and
other tables, are also used by other sys-
tems. All compensation tables are main-
tained through a single program module.
This module unifies the various mechanical
features relating to each table's mainte-
nance and display. An orderly maintenance
procedure, for each table, is made possi-
ble by the installation of numerous au-
dits. A maintenance form and "on-line"
screens ‘are provided for updating each ta-
ble. A transaction log is printed auto-
matically each time a table is modified.

[5] Descriptions Of Compensation Tables

Each . compensation table, and the
fields in.each of those tables, are listed
below:

PAY TRANSACTION TABLE
Abbrev.

Field Description

Transaction| TRANSCODE |Personal Services

Code transaction code.
' See Section 02.10,
Personal Services.
Effective E START |First date this
Start Date ' table entry will

be used.

Effective E STOP Last date this ta-

Stop Date ble entry may be
used.

Full N/A Obtain from Sec-

Description tion 02.10. .

Short N/A Shortened version

Description of field used on
check stubs, pay-
roll reports, etc.

Executive EXEC. Placed on "Payroll

Department |DEPT.(ED)|Actuals" file sent

Pay Type TYPE to ED.

Oregon Pub-]O0PEU-DUES|Indicates gross

lic Employ- pay for this trans
ees Union code used to cal-
Dues culate OPEU DUES.

Oregon Pub-|0OPEU FAIR}Indicates gross
lic Employ- SHARE pay for this trans
ees Union code used to cal-
Fair Share culate FAIR SHARE.

Life and LIFE/DIS |Indicates gross
Disability pay for this trans
Insurance code used to cal-

culate LIFE/DIS.

PAY TRANSACTION TABLE (Cont'd.)

Field Abbrev. Description
Deferred DC Indicates gross
Compensa- pay for this trans
tion code used to cal-

culate DC.
Temporary T Transaction code
Employee may be used for
temporary employ-
ees,
Days-In- DM’ Transaction code
Month allowed if days-
in-month is pres-
ent. All others
are rejected.
Category N/A Groups of pay
(Codes transactions to
shown be- control various
low with payroll processes:

second ab-jwem — — — 4
breviation|{"C" (REG=

listed on |REGS =
check stub|"Summer"
descrip- |& REGP =
tion) "Prior
Year") J
"D"(DIFF)|Differential
"g" (CTP)|Compensatory Time
Paid
"F" (FB) |Fringe Benefit
"H" (HOL)|Holiday Worked '
" o(Lv) WLeave Pay Off
_______________ —
"M" (MISC) [Miscellaneous
"g" (0T) |Overtime
e e — — e — - — - — i —_— - ]
"p"(PERQ) |Perquisite
"R" (REG)|Regular
"y" (CB) |SEBB "Cash Back"
nz® (CB) |OPEU "Cash Back"
Units Type N/A Defines units for
(Codes time card transac-
shown be- tions:
low) @ b= - - - - — - - —
"R" Regular
ng" Overtime
"p" DifferentiQI
MY Miscellaneous
b e i - — e - o — — B S ——— p—
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PAY TRANSACTION TABLE (Cont'd.) PAY TRANSACTION TABLE (Cont'd.)
Field Abbrev. Description Field Abbrev. Description
Units Type "H" Holiday Add To "FRET" Federal Retirement
(Cont'd.g s — Gross Pay | = - =t = - e - —— —

"y Leave "Pay-0ff" (Cont'd.) "FB" Fringe Benefit
Time Card TC CR# Numbers are listed "SAIF" State Accident In-
Calculation below: surance Fund
Rule Numberp— — - — 4+ — — — — — — — — ~ — — et — — — — —— - = —
"go1" Units x Rate _J "FMED" Federal Medicare
"002" {Units x Rate x "AA" Annual Appointment
"Factor" (see next Gross
field) | 1 @ et e e e — —
——————————————— — "TBA" To Be Assigned
"oo3" Units x "Factor"
(see next field) Classifica- CAT. Indicates which
tion Cate- ELIG. Classification
Factor N/A Factor used in gories Eli- Categories (see
Time Card Calcula- ibility Section 10.01A[4]0
tions above. An Codes 08, Classification
amount/hour ($.35) shown be- Category) are eli-
or constant for low) gible for this
overtime (1.5). transaction code.
B "X Only those Catego-
Audit Rule AR# Indicates number ries marked are
Number of audit rule used eligible.
for this transac- | = | 0 e e e b e e e - e o —
tion code, "BLANK" {All Categories are
eligible.
Separate N/A Creates a separate
Checks check for this Classifica- CLASS. |Indicates which
(Codes transaction and Code Eligi- E/N Classification
shown be- tax as follows: bility Codes (see Section
low) = cec e e - _ (Eligible 10.01A[4]011,
"qn Regular taxation or Not El- Classification
Y I — igible) Code) are eligible
naw Federal tax, sup- (Codes for this transac-
plemental, i.e., shown be- tion code.
20% low)
n3n No tax "E" in Only Classifica-
——————————————— — first tion Codes listed
"Blank" |[Accumulate in ap- column in Eligible Class-
propriate check, ifications Table
current or non- are eligible.
current .~ — e ———— ——— —
"N" in Only Classifica-
Add To N/A Controls taxation. first tion Codes listed
Gross Pay Add to gross as column in Eligible Class-
(Codes indicated below: ifications Table
shown be- e = — — f - - - - - - — are not eligible.
low) "REG" Reqular | |1 bt e e e - —
——————————————— — "Code" The Eligible Clas-
TEWTY Federal Withhold- gifications Table
ing Tax containing the
— = = — e ——————— - — specific Classifi-
"SWT" State Withholding cation numbers.
Tax. ! 1 et m— - —— -J
——————————————— — "Blank" {All Classifica-
"FICA" Federal Insurance tion Codes are el-
Compensation Act igible,
Tax
I "RET" Retirement
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Compensation Processes

ELIGIBLE CLASSIFICATIONS ELIGIBLE CLASSIFICATIONS
TABLE TABLE (Cont'd.)

Field Abbrev. Description Field Abbrev. Description
Eligible N/A Key to Eligible Classifica- N/A Eitﬁer a series of
Classifica- Classifications tion Number Classification
tions Key Table. Numbers or a range

of Classification

Effective START First date this Numbers (XXXXXXXX,

Start Date Table entry will XXXXXXXX or

be used. XXXXXXXX=-XXXXXXXX)
Effective STOP Last date this
Stop Date Table entry may be
used.
DEDUCTION TABLE
Plan Plan/ ‘
Field Abbrev. Master- Type Description
Plan Code | Cade

Deduction PLAN/ X The "plan" portion is an alpha/numeric key

Plan/Type TYPE for a payroll deduction plan. The "type"
component designates a specific type of cov-
erage in that payroll deduction plan.

Plan Title TITLE X The title of the specific deduction plan.
This field generally corresponds to the ac-
count title. '

Group Num-| GROUP NO X The number, assigned by SEBB/BUBB, to a given

ber group of employees covered under a specific
deduction plan.,

Carrier CARRIER X The first line entry of the vendor name or

Name 1 NAME 1 the ODHE department administering the deduc-
tion plan.

Carrier CARRIER X The second line entry of the vendor name or

Name 2 NAME 2 the ODHE department administering the deduc-
tion plan.

Street STREET X The vendor's street address for sending re-

Address mittances. In the case of an ODHE depart-
ment, the institution's address for sending
reports.

City CITY X The vendor's city address for sending remit-

(Address) tances. In the case of an ODHE department,
the institution's address for sending re-
ports.

State STATE X The vendor's state address for sending remit-

(Address) tances.

Zip Code Z1pP X The Zip Code for the vendor's address when

(Address) sending remittances. In the case of an ODHE
department, the Zip Code for the institu-
tion's address when sending reports.

Account ACCOUNT X The account number, assigned by 0ODHE, to

Number NUMBER which payroll transactions are posted; remit-
tances and refunds are processed; etc.
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10.60 10.60

Personnel-Payrdll Compensation Processes

DEDUCTION TABLE (Cont'd.)
Plan Plan/
Field Abbrev. Master- Type Description
Plan Code | Code
Contract CONTRACT X The number, assigned by the vendor, for a
Number given deduction plan contract/policy with
ODHE.
Vendor VENDOR X The number, assigned by ODHE, to a vendor for
Number NG use in remittance distribution.
Short Title SHORT X The abbreviated title for deduction plan re-
TITLE ports.
Stop Code |STOP CODE X A "flag" indicating this plan is stopped.
OPE Code OPE CODE X A "flag" indicating this plan contains em-
And Date & DATE ployer contributions; and the date, if not
zeros, indicating the "Stop Date"™ of the OPE
plan.
Note: Stopped OPE plans cannot be deleted
for at least 25 months from the "Stop
Date."
Institution INST X Designates a specific ODHE institution. It
Code is used for sorting and auditing purposes.
Deduction PLAN/ X The "plan" portion is an alpha/numeric key
Plan/Type TYPE for a payroll deduction plan. The "type"
component designates a specific type of cov-
erage in that payroll deduction plan.
Effective START X Indicates the date a deduction may first be
Start Date used. If blank, deduction is effective when
entered.
Effective STOP X Indicates the last date a deduction may be
Stop Date used. If blank, deduction may be used indef-
initely.
Detail No X A description of the coverage for a specific
Coverage Abbrevia-~ plan/type code.
tion
Short Title TITLE X The abbreviated title for deduction plans
printed on check stubs and Direct Deposit
Earnings Statements.
Employee D-AMT X Indicates the amount deducted from an employ-
Deduction ee's pay under Calculation Rule "001" (see
Amount fields C-RULE of this tablej and TC CR# of
the PAY TRANSACTION TABLE).
Carrier C-PRE X Indicates the vendor's portion of the cover-
Premium age's premium amount. This amount is equal
Amount to the employee's deduction if no employer
contribution is involved.
Total T-AMT X Indicates the Carrier Premium Amount (see
Amount field C-PRE above) plus any administrative
fees.
Numerical VAL-1 X Indicates a numerical value used in a "test of
Value #1 limits." 1In conjunction with VAL-2 (see be-
low), this value is the lower limit of a
"Range." May also be used as a constant in a
calculation, e.g., rate per $1,000 of insur-
ance coverage.
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Compensation Processes

DEDUCTION TABLE (Cont'd.)
Plan Plan/
Field Abbrev. Master- Type Description
Plan Code Code
Numerical VAL-2 X Indicates a numerical value that may be used
Value #2 in a "test of limits." In conjunction with
VAL-1 (see above), this value is the upper
limit of a "Raise." May also be used as a
constant in a calculation.
Deduction CATEG X A code used to group deductions for reporting,
Category statistical and control purposes. See CATEG
Code LCode detail below:
DEDUCTION CATEGORY CODES DEDUCTION CATEGORY CODES (Cont'd.)
Code Code
Position Description Position Description
1 2 3 1 2 3
nee CONTRIBUTIONS nwpn PARKING (Cont'd.)
"y" United Way nee Campus
nwzn Miscellaneous Contribu- "o" 0f f-Campus
tions nwzv Miscellaneous Parking
"En FOUNDATIONS " SALARY REDUCTION AGREE-
nwzn Miscellaneous Foundations MENTS - OTHER
"p" Dependent Care
wH" HEALTH PLANS nwzn Miscellaneous Salary Re-
"p" Dental Insurance duction Agreements
"H" Health Care
MY Medical Insurance wyn TAXES
VA Miscellaneous Health Plans wE" Earned Income Credit
- "En Federal Tax
wiv INVESTMENT PLANS niw FICA
"g" U.S. Savings Bonds nMmn Federal Medicare
"p" Deferred Compensation ngv Oregon State Tax
A" Deferred Compensation - wpn Public Employees Retire-
Administrative Charge ment System (PERS)
"gn Federal Employees Retire- “"R" Federal Retirement
ment System 401K-TSP ngn States Other Than Oregon
"A"| Thrift Savings Plan (TSP)- "W Worker's Compensation/
Government Basic Contri- SAIF
bution. wzn Miscellaneous Taxes
ng" Thrift Savings Plan (TSP)-
Employee Deduction. nyn LABOR ORGANIZATIONS/UNIONS/
wyn- Tax Deferred Investments ASSOCIATIONS
(TDI). "AY Associations - Contribu-
"y Union Flex Trust Account tions To
nzn Miscellaneous Investment "p" Dues - Bargaining Con-
Plans tracts
"E" Fair Share - Bargaining
e LEGAL WRITS Contracts
LVAL Miscellaneous Legal Writs "pn Political Action Commit-
tees (PAC's)
"o" OTHER INSURANCE nzn Miscellaneous Labor Organ-
A" Accidental Death & Dis- izations/Unions/Associa-
memberment tions
"p" Disability
nn Long-Term Disability nzn MISCELLANEOQUS
ngn Short-Term Disability nAn Automated Clearing House
wiv Income Protection Deductions (ACH)
we Life Insurance WN" Net Pay Distribution - 9/12
A Miscellaneous Other Insur- Pay Plan
ance ry" Veteran's Loan Payments
wzn Miscellaneous - Miscellane-
"pn PARKING ous
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DEDUCTION TABLE (Cont'd.)

Plan Plan/
Field Abbrev. Master- Type Description
Plan Code Code :
Carrier P/T X An alpha-numeric code used on a vendor's mag-
Plan/Type _ netic computer tape to sort a given coverage
under a given plan/type code.
Triple TRIP X A "flag" indicating special action for deduc-
Deduction tions taken in May, or July and August.
Code
Stop Code S-CD X A "flag" indicating this plan/type is
stopped.
Zero Z-AUD X A "flag" indicating plan/types which have no
Deduction employee deduction.
Flag
Excluded EXCL X A field reserved for future use.
Federal ?ED X A "flag" indicating deduction types reserved
for Federal employees.
Institution INST X Designates a specific ODHE institution. It
Code is used for sorting and auditing purposes.
Priority PRIOR# X Controls the order in which the deduction is
Number processed when calculating net pay.
Deduction DED % X Indicates the percentage that is used to cal-
Percentage culate the deduction amount.
Amount
Bargaining| BENEFIT X Indicates the Bargaining Unit and the option
Unit Bene- to which this deduction pertains. See the
fit BARGAINING UNIT BENEFIT TABLE for further de-
tails.
Executive EXEC-CD X An eight-character code assigned for statis-
Department tical and "cross-walking" purposes.
Code
OPE Type OPE-TYP X A "flag" indicating this plan/type contains
Code employer contributions.
OPE Date OPE-DTE X A "flag," if not zeros, indicating the "Stop
Date" of a given OPE plan/type.
Priority PRIOR-0 X An "I" code changes the priority. If blank,
Override only the Controller's Division may change the
Code priority.
Partial PARTIAL X A "P" code indicates that a part of the de-
Deduction duction will be taken if the remaining net
Code pay is insufficient to take the entire deduc-

tion. An "N" code indicates that the deduc-
tion will not be taken if it will cause a
negative net pay for example.

Bargaining B-UNIT S X A number assigned to a given collective bar-
Unit gaining unit which is associated with a spe-
cific deduction coverage for its members.
Calcula- C-RULE X Indicates the number of the "calculation rou-
tion Rule |- tine" used for this deduction. Valid C-RULE
Number L Codes are listed on the following pages:
07/89
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DEDUCTION TABLE (Cont'd.)
Plan . Plan/
Field Abbrev. Master- Type Description
Plan Code | Code
CALCULATION RULES CALCULATION RULES (Cont'd.)
' Rule Purpose Rule Purpose
: Number Number

001 'Calculates using the deduction 008 employee's base monthly earn-
amount in the employee's de- Cont'd.}lings are used to compute the
duction record. premium. amount.

002 ‘Computes all medical, dental 009 Calculates the premium amounts
fand other employee insurance 'for all management service em-|
containing a State contribu- ployees' State-paid long-term
tion which is applied toward (disability imsurance policies.|
the premium amount, ‘- The employee's base monthly

earnings are used to compute

003 Calculates Earned Income Cred- ([the premium amount. i
it Withholdings for single em- -
ployees. ' See Section 10.44, 010 Computes the premium amounts
Earned Income Credit Withhold- for all management service em-
ings, for further information. ployees who pay for their own

: insurance coverages. The em-

004 Calculates Earned Income Cred- ployee's base monthly earnings
it Withholdings for both "Mar- ‘lare used to compute the premi-
ried - Spouse Does Not File lum amount using a percentage.
Form W-5," and "Married - If the deduction amount ex-
Spouse Also Files Form W-5" ceeds the maximum allowable,
types of employees. The cal- then it defaults to the maxi-
culated amount depends on the mum amount for the deduction.
'employee's salary. See Sec- v
tion 10.44, Earned Income 011 Computes the premium amounts
Credit Withholdings, for fur- paid by an employee for term
ther information. life and long-term disability

insurance policies, Uses the

005 Calculates additional Social coverage amount in the employ-
Security (FICA) withholding ee's deduction record and the
amounts from an employee's rate per $1,000 of coverage an
pay. See Section 10.08, So- the deduction table to compute
cial Security, for further in- the amount paid by the employ-
formation. ee.

006 Calculates any additional em- 012 Calculates the premium amounts
ployee retirement "Contribu- for all employees who pay for
tions." See Section 10.11, their own insurance coverages.
Retirement, for additional in- The employee's base monthly
formation. earnings are used to compute

the premium amount using a

007 Calculates any additional percentage taken from the de-

Teachers Insurance and Annuity duction table.

Association - College Retire-

ment Equities Fund (TIAA - 013 Computes Oregon Public Employ-

CREF) "Supplemental Retire- ees Union (OPEU) members'

ment" amounts., See paragraph dues. Uses the employee's

10.11E, TIAA - CREF PROGRAM OPEU dues gross earnings and a

(Ref. ORS 243.910), for addi- percentage, which is taken

tional information. from the deduction table, to
compute the dues amount.

008 Computes the premium amounts
for all management service em- 014 Computes Oregon Public Employ=-
ployees! State-paid term life ees Union (OPEU) "Fair Share,"
insurance policies. The i.e., in lieu of dues, amounts
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DEDUCTION TABLE (Cont'd.)

Field

Plan
Master-
Plan Code

Plan/
Type
Code

Abbrev.

Description

CALCULATION RULES (Cont'd.)

CALCULATION RULES (Cont'd.)

Rule
Number

Purpose

Rule
Number

Purpose

014
Cont'd.

for non-union member employ-
ees. Uses the employee's OPEU
Fair Share gross earnings and
a percentage, taken from the
deduction table, to compute
the Fair Share amount.

020
Cont'd.

Retirement, for additional in-
formation.

015

Computes Graduate Teaching
Fellows Federation (GTFF) un-
ion members' dues. Uses the
member's "Full-Time Equivalen-
cy" (FTE) to compute the dues
amount.

021

Calculates additional Federal
retirement deduction amounts
from Federal employees' pay.
See paragraph 10.11F, FEDERAL
CIVIL SERVICE EMPLOYEE, for
related information.

016

Computes Graduate Teaching
Fellows Federation (GTFF) un-
ion "Fair Share," i.e., in
lieu of dues, amounts for non-
union member employees. Uses
the member's "Full-Time Equiv-
alency" (FTE) to compute the
Fair Share amount.

022

Calculates additional prior-
year Social Security (FICA)

withholding amounts from an

employee's pay. See Section
10.08, Social Security, for

further information.

017

Computes all deferred compen-
sation deduction amounts.
Uses the employee's deferred
compensation gross earnings
and a percentage taken from
the employee's deduction re-
cord. An administrative fee
is also assessed based on the
employee's deduction record.
See Section 10.05, Tax Defer-
red Investment Program, for
related information.

023

Computes all tax deferred an-
nuity (TDA) deduction amounts.
Uses the employee's gross
earnings and a percentage tak-
en from the employee's deduc-
tion record. See Section
10.05, Tax Deferred Investment
Program, for related informa-
tion.

024

Calculates tax deferred annui-
ties (TDA) with a fixed amount
in the employee's deduction
record. The employee speci-
fies the amount to be with-
held. See Section 10.05, Tax
Deferred Investment Program,
for additional information.

018

Computes deferred compensation
with a fixed amount in the em-
ployee's deduction record.

The employee specifies the
amount to be withheld. An ad-
ministrative fee is also as-
sessed based on the employee's
deduction record. See Section
10.05, Tax Deferred Investment
Program, for additional infor-
mation.

025

Computes deduction amounts for
Federal employees who partici-
pate in the Federal Thrift
Savings Plan (TSP). Uses a
percentage taken from the em-
ployee's deduction record.

019

Computes the deferred compen-
sation administrative fee.
See Section 10.05, Tax Defer-
red Investment Program, for
related information.

026

Computes the Federal Thrift
Savings Plan (TSP) fixed de-
duction amounts as designated
in the Federal employee's de-
duction record. Also includes
an employer's matching amount.

027

Computes a Federal employee's
prior-year Federal retirement
deduction amounts.

020

Computes an employee's prior-
year retirement "Contribu-
tions." See Section 10.11,

028

Calculates additional Federal
income tax withholding amounts
from an employee's pay. See
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10.60 10.60
Personnel-Payroll Compensation Processes
DEDUCTION TABLE (Cont'd )

Plan j Plan/
Field Abbrev. Master- Type Description
Plan Code | Code
CALCULATION RULES (Cont'd ) CALCULATION RULES (Cont'd )
Rule Purpose Rule Purpose
Number Number
028 Section 10.07, Income Tax 034 Computes the sav1ngs‘ amount
Cont'd. |Withholding. for Federal employees who par-
- —_— - — ticipate in the Federal Thrift
029 Calculates additional State Savings Plan (TSP). Uses the
income tax withholding amounts "basic match" with no employee
from an emplaoyee's pay. deduction,
030 Computes an employee's prior- 035 Epmputes prior-year Federal
. year Teachers Insurance and Medicare deduction amounts
Annuity Association - College from Federal employees' pay.
Retirement Equities Fund — —
(TIAA - CREF) "Supplemental 036 Processes an employee 8 Uregon
Retirement" amounts, See par- Public Employees Union (OPEU)
agraph 10. 11E, FTIAA-CREF PRO- "Flex" Spending Trust Benefit
GRAM (Ref. ORS 243.910), for account,
related infaormation.
- 037 Computes Amerlcan Federatlon
031 Computes additional Federal 0f Teachers (AMFT) union mem-
Medicare deduction amounts bers' dues. .
from Federal employees' pay. —— -
- 9296 Used for “non—standard" deduc—
032 Computes addltlonal State Ac-~ tions from employees' pay.
cident Insurance Fund (SAIF) This C-RULE is computer-de-
deductlon amounts from an em- rived.
ployee's pay. — — e
— . —— — . 997 Identifies "inactive" plans
033 Calculates deduction amounts and types. '
for Federal employees who par- —t - - - -
ticipate in the Federal Thrift 998 Used for plan/type deductions
Savings Plan (TSP). Uses the that are not to be taken in
employee's gross pay and a the summer.
percentage taken from the em- — — — -
ployee's deduction record., 999 Used for "non-standard" premi-
um amounts. This C-RULE is
computer-derived.
Audit Rule A-RULE X Indicates the number of the Audit Rule used
Number for this deduction,
Source Rule S-RULE X Indicates where/how the amount of this deduc-
Number tion is obtained. Vvalid S-RULE Codes in-
clude:

"01" - Amount from employee deduction record.

"02" - Percentage from employee deduction re-
cord.

"03" - Amount from File Of Tables' deduction
detail.

"p4" - Percentage from File Of Tables' deduc-
tiop detail. '

"05" - Amount and percentage from employee
deduction record.

"06" - Amount and percentage from File Of Ta-
bles' deduction detail.

"Q7" - Amount from employee deduction record;
percentage from File Of Tables' deduc-
tion detail.

—————— a__.__.__-_.___.._L_.__..L_____——‘-.._._‘--—,-——_.___.—__.—-—-—-—
07/89
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DEDUCTION TABLE (Cont'd.)

Plan Plan/
Field Abbrev. | Master- Type Description
Plan Code | Code

valid S-RULE Codes include (Cont'd.):

"08" - Amount from File Of Tables' deduction
detail; percentage from employee de-
duction record.

"20" - BUBB "Flex" medical deductions.

"99" - No Source.

Flexible FLEX X Indicates this deduction is included in a
Spending "Flexible Spending" Program., Valid FLEX
Account Codes include:

"U" - "Union Flex" Program.

"S" - SEBB Flexible Spending Program.

Plan/Year PL-ST X Indicates the month the "Flexible Spending"
Start Month Plan begins. Deductions accumulate in the
plan-year-to-date field in the employee's
deduction record until this month next year.
W-2 Box W-2 X Indicates the number of the special box on the
Number Internal Revenue Service's form W-2, Wage and
Tax Statement, in which the Year-to-Date (YTD)
total, for this deduction, is printed. See
paragraph 10.07H, WITHHOLDING TAX STATEMENTS,
FORM W-~2, for related information.
Multi-Pur- MPDC X Indicates the contents of the employee's de-
pose Data duction record. Vvalid MPDC Codes include:
Control "ACH" - Automated Clearing House account num-
ber.

"DVA" - Department Of Veterans' Affairs loan

number.

"COV" - Coverage amount for life insurance.

"FRS" - Percentage for distribution of the

Federal Retirement System's voluntary
investment program, i.e., Thrift Sav-
ings Plan (TSP), contributions.
Pre-Tax P-TAX X Indicates the pre-tax status of the deduction.
Status Valid P-TAX Codes include:
Code "N" - Not a pre-tax deduction (post-tax).

"y" - All employee deductions for this plan/

type are pre-tax.

"R" - Employee must elect pre-tax or not.

Employee deduction must be coded with
a IIYII or "N". .

"P" - Deductions for the entire year are pre-

tax.

"T" - Deductions for the entire year are

post-tax.
Purge Con-| P-CNTL X Indicates how this deduction controls the
trol Code data base "purge" process, e.g., P-CNTL Code

"N" might indicate: "Do not purge employee if
this deduction is present and active."

07/89

11



OSBHE FINANCIAL ADMINISTRATION STANDARD OPERATING MANUAL

10.60 10.60

Personnel-Payroll Compensation Processes

BARGAINING UNIT BENEFIT TABLE BARGAINING UNIT BENEFIT TABLE (Cont'd.)
Field Abbrev. Description Field Abbrev. Description
Bargaining| BENEFIT ]Indicates the Bar- Calculation|CONSTANT |Indicates an amount
Unit Bene- CODE gaining Unit and "Constant" AMOUNT to be used in cal-
fit Code the option refer- Amount culating deductions
red to in the de- for a given benefit
duction table. See option, e.g., as-
the DEDUCTION TA- sumed dental insur-
BLE for related ance premiums.
information.
- Amount #1 AMT-1 Indicates an addi-
Effective START Indicates the date tional amount field
Start Date a Bargaining Unit for expanded bene-
benefit option be- fits.
comes effective. '
- Amount #2 AMT-2 Indicates an addi-
Effective sTOP Indicates the last tional amount field
Stop Date date a Bargaining for expanded bene-
' Unit benefit op- fits.
tion may be used. - - —— - —
Amount #3 AMT-3 Indicates an addi-
Short Title SHORT The abbreviated tional amount field
0f Bargain-| TITLE |name of the appli- for expanded bene-
ing Unit cable representa- fits.
tion unit.
Benefit TITLE The full descrip-
Title tion of the Bar- e -
gaining Unit bene- MISCELLANEDOUS TABLE
fit option chosen. : - : o —
Field Abbrev. Description
Medical/ MED/DENT|Indicates the com- '
Dental AMT posite amount Reference NO. Indicates the num-
Premium available for pay- Number ber used to refer-
Amount ing medical and ence the table da-
dental benefit ta. Two table en-
premiums. tries may have the
same number as long
Medical MEDICAL |Indicates the as the Start/Stop
Premium AMT amount available dates do not over-
Amount for paying medical lap.
benefit premiums
only. Effective START Indicates the first
Start Date date a given table
- entry may be used.
Dental DENTAL Indicates the —
Premium AMT amount available Effective STOP Indicates the last
Amount for paying dental Stop Date date a given table
benefit premiums entry may be used.
only.
Value of VALUE Indicates the math-
Supple- SUPP Indicates an "Constant" ematical factor
mental AMT amount for calcu- used in calcula-
Amount lating deductions tions.
or determining
"cash" to be paid Description|{DESCRIP~ |Describes the math-
to a given employ- of "Con- TION ematical factor
ee, stant" noted above.
Maximum MAXIMUM }Indicates the max- Review Date| REVIEW Indicates the date
"Cash Back" CASH imum amount of of "Con- when the mathemati-
Amount BACK "Cash Back" an em- stant" cal factor, noted
ployee may receive above, should be
regardless of "De-~ reviewed for pos-
duction Type" se- sible change.
lected.
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MISCELLANEQUS TABLE (Cont'd.)

Field Abbrev. Description
Audit Rule| A-RULE Indicates the num-
Number ber of the audit

rule used to audit
a given record
during input to a
given table.
Range of RANGE - |Two twelve-charac-
"Constants" -HI- ter fields to
-L0- store constants

used in control-
ling calculations
or processors,
i.e., Deduction
Plan/Type numbers,
classification
numbers, ages,
etc.

13
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Annual Compensation Processes

Personnel-Payroll

C TRIPLE DEDUCTIONS

(1] General

This procedure is used on a set of
pre-determined deductions for two groups
of ODHE employees:

Nine-Month academic, and
"Academic Year" classified.

Note: Both faculty and graduate assis-

tants are coded with a "9" - 9-.

month or "12" 12-month in PDB
Element 60, Term Of Service, 9/12
(see paragraph 10.01A[4], Employee
Data Element/Field Descriptions).
Currently, graduate assistants are
ineligible for medical, dental or
other insurance coverages. The
triple deduction process is de-
signed, however, to accommodate
graduate assistants, if, in the
future, they become eligible for
triple deductions, i.e., have a
triple deduction "indicator" code
of "3" on the Deduction Table,

i.e., C-Table (see ©paragraphs-

10.62C[7], Codes In The Triple
Deduct "Indicator," and 10.62C[8],
Definitions Of "Indicator" Codes,
below). If graduate assistants do
become eligible for medical/dental
insurance coverage, such coverage
will be reflected on the Bargain-
ing Unit Benefit Table, i.e., BE-
Table (see paragraph 10.60B[5],
Descriptions Of Compensation Ta-
bles "Bargaining Unit Benefit
Table," for further information).

[2] "Non-Pay" Summer Months

Extra deductions are taken, in
this procedure, on the May payroll to
pay premiums for "non-pay" summer
months. Additional deductions may be
taken as follows:

May’s pay for June’s premiums;
<.+ July’s for August’s premiums;

.... August’s for September’s premiums.

. Note: Triple deductions are taken in May

because June and September are
considered ™ ‘"half-pay" months,
i.e., the employee accrues pay for
half of the month only. July and
August are "non-pay" months, i.e.,
the employee accrues no pay.

[3] Maximum Number Of Deductions

The triple deduction process, on
current pay for the May payroll, results
in up to three deductions, i.e., May’s
pay (paid in June); July’s pay (paid in
August); and August’s pay (paid in Sep-
tember). This maximum number of deduc-
tions may be processed for each triple
deduction in the employee’s deduction
record.

Note: Less than three deductions may be
processed for a given employee.
For example, if an employee termi-
nates in July, two deductions
would be taken, i.e., for May’s
pay (paid in June) and for July’s
pay (paid in August). See the
matrix in paragraph 10.62C[7],
Codes In The Triple Deduct "Indi-
cator," for additional employee
deduction scenarios.

(4] Process Controls

The triple deduction process is
controlled by a combination of several
variables. The controls include a tri-
ple deduct code of "3" on the Deduction
Table, i.e., C-Table, (see paragraph
10.60B[5], Descriptions Of Compensation
Tables) for a deduction residing in the
file of a nine-month academic employee,
coded "9" - 9-month, in PDB Element 60,
Term of Service, 9/12, or an "academic
year" classified employee, coded "A" -
Academic Year, in PDB Element 49, Ap-
pointment Type, APPT, on either the
regular or supplemental May payrolls
(see paragraph 10.01A[4], Employee Data
Element /Field Descriptions).

Note: An exception to the above controls
is when the total of Actual Month-
ly Pay, PDB Element 123, with
transaction code 1299, is greater
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than zero (see paragraphs
10.01C[2], Pay/Budget Data Element
Descriptions, and 02.10A[2]1299,
Redistribution Reduction - Academ-
ic 12-Month Pay Option, for relat-
ed information). The employee, in
this circumstance, is treated as a
regular 12-month employee and no
triple deductions are taken.

[5] Determination Dates

The amount of the deduction(s) or
premium(s), as well as the number of
records, processed depends on the fol-
lowing two sets of dates:

"Start" and "Stop" dates in the
employee’s deduction record and,

.... Effective "Start" and "Stop" dates
on the Deduction Table.

[6] "Collection” And "Compute Net"

Process Entries

If the employee’s deduction record
is active during May, July and August
and a "table"” deduction record is active
(Note: These may or may not be the same
record) during those months, triple
deductions are accepted into the "col-
lection" process of the Payroll System.
They are accepted into the "compute net"
process at this time as well. The same
calculation rules and processes are used
as for any other month (see paragraph
10.60B[5], Descriptions Of Compensation
Tables "Calculation Rules," for further
information).

[7] Codes In The Triple Deduct "Indi-
cator"

The employee’s deduction record,
on an update from the triple deduction
process, reflects the action taken in
that process. The triple deduct "flag,"
or "indicator," codes reflect the fol-
lowing procedures:

Code In Triple For These Months
"Indicator" May July Aug.

HBII X X X

Code In Triple For These Months

"Indicator" May July Aug.
"J " X X
"A n X X
Hx " x X
IIY\‘I X
" z L X
n 4 " X

[8] Definitions Of "Indicator" Codes

‘All of the above alpha "indicator™"
codes are found on the employee’s deduc-
tion record. Each code action is ex-
plained below:

"B":
Represents the standard triple deduction
action.

I‘B’H !J,l! llxll or llYﬂ:

On the July payroll, employee deduction
records with these "indicators" have no
deductions taken. These records pass to
the "compute net" program, using Calcu-
lation Rule 997 (this rule identifies
"inactive" plans and types), as an inac-
tive record for year-to-date (YTD) pur-
poses only (see paragraph 10.60B[5],
Descriptions Of Compensation Tables
"Calculation Rules").

IIB’II IIA’II IIXII or IIZII:

On the August payroll, employee deduc-
tion records with these "indicators"
have no deductions taken. These records
pass to the "compute net" program, using
Calculation Rule 997 (this rule identi-
fies "inactive" plans and types), as an
inactive record for year-to-date (YTD)
purposes only (see paragraph 10.60B[5],
Descriptions Of Compensation Tables
"Calculation Rules").

4"

This "indicator" (and "Indicator 3") is
taken from the Deduction Table, i.e., C~
Table (see paragraph 10.60B[5], Descrip-
tions Of Compensation Tables). This in-
dicates that this deduction is not tri-
pled. It also indicates that the deduc-
tion is not taken in July or August.
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A PAYROLLS

[1] General

ODHE has two or more payrolls each
month: the "Regular Payroll" on the last
working day of the month; the "Supplemen-
tal Payroll" on, or before, the tenth of
the next month; and additional payrolls as
needed. The Controller's Division, Per-
sonnel-Payroll Section, administers the
Payroll System, and schedules the cut-off
dates for payroll inputs and payroll pro-
duction.

[2] Regular Payroll

The Regular Payroll is the principal
payroll processed each month. Employees
who have active forecast pay records on
the Personnel Data Base (PDB) are paid on
the Regular Payroll.

Note: Employees, for whom time data 1is
input or time cards .are submitted
by the scheduled cut-off date, are
also paid on the Regular Payroll.

[3] "Payday"

This is the date on the check. It is
the last working day of the payroll month.
Checks may not be cashed or deposited be-
fore 8:00 A.M. on payday; and should not
be released to employees until then.

Note: The procedures outlined in para-
graph 10.71D, EARLY RELEASE OF PAY-
CHECKS, must be followed when re-
leasing a check before 8:00 A.M. on
payday.

[4] Supplemental Payroll

The Supplemental Payroll is used to
pay employees for various items for which
personal service compensation is due and
was not included on the Regular Payroll.
Such items include, but are not limited
to:

eess Previous month's pay
+.es Shift differential
eees Overtime

++s. Vacation pay-off

«es.s Pay due on termination

[5] Employees, for whom time data is in-
put or time cards are submitted after the
Regular Payroll cut-off date and by the
Supplemental Payroll cut-off date, are
paid on the Supplemental Payroll.

[6] Production And Release Of Checks

The Supplemental Payroll is produced
on, or before, the tenth of each month.
Checks are dated the day they are pro-
duced. Check stubs are dated the last day
of the previous month to indicate the pay-
roll period of the pay. Checks may be re-
leased to employees upon receipt by the
institution.

[7] Additional Payrolls
The Personnel-Payroll Section may

schedule additional payrolls as needed.
These payrolls are primarily for current
month pay for terminating employees, short
course instructors, visiting lecturers,
etc. They are not supplemental to the
previous Regular Payroll, although they
may include pay adj}ustments and non-cur-
rent pay. Employees for whom time cards
were input after the Supplemental Payroll
cut-off date are paid on an additional
payroll.

[8] Production And Release Of Checks

An additional payroll is usually pro-
duced on, approximately, the 15th of each
month. Checks and stubs are dated the day
they are produced. Checks may be released
to employees upon receipt by the institu-
tion.

B PAY DISTRIBUTION

[1] Automated Clearing House (ACH) Pro-

cessing

Effective January 1, 1987, Oregon
House Bill 2881, amended ORS 292.026, Is-
suing Payroll Checks, and ORS 292.067, De-
duction Of Requested Payments To Financial
Institutions; (and) Payment To Designated
Central Depositories. This amendment pro-
vides for transactions of employees' net
pay and deductions to be processed through
the Automated Clearing House (ACH). Par-
ticipating financial institutions must be
designated by their membership 1in the
Oregon Automated Clearing House Associa-
tion (OACHA) or its successor.

Note: Only Regular and Supplemental pay-
roll transactions may be processed
through ACH.

[2] ACH Input Deadlines
. ACH requires payroll data to be input
as follows:

«... Transactions must be input and re-
ceived by 3:00 P.M. two business days
before "Settlement Day," i.e., pay-
day.

+es. Stop-Payment data must be 1input and
received by 11:00 A.M., two business
days before "Settlement Day."

Note: Since ACH is a member of the Feder-
al Reserve System, "business days"
exclude bank holidays and weekends.
ACH may also observe bank holidays
that differ from holidays specified
in ODHL collective bargaining
agreements. )

+ess Pre-notification records, 1i.e., the
entry of zero dollar amounts, must be
created for an employee, and trans-
mitted to ACH, at least 10 business
days before dollar amounts are trans-
mitted. Typically this occurs on, or
near, the 15th of the month.
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Note: An employee who has chosen a finan-
cial institution which 1is coded
"010" - ACH, should have a Pre-Not-
ification "flag"™ of "N" No Pre-
Notification, in Element 641, Pre-

Notification, ----.

[3] Other Check Distributions
An employee may choose to have his/
her pay check distributed as follows:

..+« TO a bank that is not a member of the
Automated Clearing House (ACH) sys-
tem.

or

eses Directly to his/her ODHE institution
designated by the alpha description
in positions 3 - 20 of the Check Dis-
position Code, Element 73, CHKD.

C TERMINAL INPUTS

[1] Time Card Inputs

Time card pay data are entered into
the Payroll System by teleprocessing term-
inal during scheduled input days using in-
put program "ETC."
Note: For instructions on entering data
by terminal, see ODHE System Sup-
port Services Communications Termi-
nal User's Manual, Chapter XII,
Payroll Input Programs.

[2] Terminal Input (ETC) -- Time and Ad-
Justment Card (ADJ) Batch Totals
(Form C0-428)

Input Batch Totals should be entered
on form CO0-428, shown below. Copies of
the form should be sent to the Control-
ler's Division, Personnel-Payroll Section;
and the Internal Audit Division, Institu-
tions should retain the original source
document as specified by current retention
schedules.

TERMINAL INPUT (ETC)
Time & Adfustment Card (ADJ) Batch Totals

Batch Mo.

No. of
Documents Units Rate

Deducts l Hash

|
|

earvars tos
i . fer
|Coov 1: Internal udit division, 145 1234

iCapy 7: Contraoller's 0ffice -- avroll

|

P) Hox 399, Carvailis, M 97332

i
I
!
I Transaitted hy
i

Date:

CH-228 ev, N5-39

.... Batch Number: Assigned by the insti-
tutional Payroll Office.
«... Units, Rate, Deducts: Enter hash to-

tals.
esso Distribution:

Original: Retained by the institu-
tion.

Copy 1: Internal Audit Division
AdS B-236
PO Box 488
Corvallis, OR 97339

Copy 2: Controller's Division
Personnel-Payroll Section
AdS. B-236
PO Box 488

Corvallis, OR 97339

[3] Check Production

Time card transactions that are en-
tered by terminal, and accepted, are
stored on a computer file until the next
payroll run when the checks are produced.

D EARLY RELEASE OF PAYCHECKS

[1] General

An employee who is not scheduled to
work on the Regular Payroll payday because
of flex work scheduling, vacation, medical
appointment, etc., may receive his/her
payroll check the day prior to payday if:

«sss The check is avalilable, and

«ses A form CO-403, Request For Release Of
Payroll Check, 1is completed (Ref.
Executive Department Administrative
Rule 15-060-01, Release O0f Payroll
Checks, page 1).

Note: This limitation applies only to the
Regular Payroll. Supplemental Pay-
roll checks may be released to em-
ployees as soon as the checks are
avalilable.

[2] Early Release Of Regular Payroll

Checks

Payday is after 8:00 A.M. of the last
day, or the last work day, of the month.
"Early Release" means release of a check
to an employee prior to that time.

[3] Request For Release of Payroll Check
(FORM C0-403)
An employee, who will not be at work

~on the Regular Payroll payday, may request

his/her payroll check the day before pay-
day. The request is initiated by the in-
stitutional Payroll Supervisor, or his/her
designee, by:

++s»s Preparing a form C0-403, shown on the
following page; -

«+.. Explalning to the employee: .
a) When it is permissable to cash the
check, and
b) That a written explanation to the
Controller is required if ‘the
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check is cashed before payday;

«s.. Signing the form and obtaining the
employee's signature; and

+ees Giving one copy to the employee and
retaining one copy for 90 days.

STATE OF OREGON
BOARD OF HIGHER EDUCATION

Reguest for Release of Payroll Check

I, » am not scheduled to work on

payday, . I therefore request release
(date)
of my payroll check early. I understand that I may not cash or deposit my

payroll check before on
(hour) (date)

Signature of person zuthorized to
release payroll check.

Signature of employee.

€0-403 (2-78)

«++. (Date) Of Payday: Enter the last day
of the month, or the last work day of
the month, as applicable.

eves. (Hour) Time Restriction On Cashing/
Depositing Check: Enter 8:00 A.M.

[4] Checks Cashed Before Payday

An employee who cashes a Regular Pay-
roll check before payday may be subject to
disciplinary action in accordance with in-
stitutional policy and any applicable col-
lective bargaining agreement(s).

E PAYROLL ADVANCES

[1] General

Payroll advances on earned pay may be
made in certain situations when other
methods of payment cannot be processed
quickly enough for the circumstances in-
volved. Transaction code 2990, Withdraw-
als And Advances, is used on all payroll
advances (see paragraph 02.20A[2]2990,
Withdrawals And Advances, for further in-
formation).

Note: No receipt is required if a receiv-
able is established for the ad-
vance.

[2] Payroll Advance Payment
Payroll advances may be made in ei-
ther of two following ways:

+++. From the Business Manager's Revolving
Fund (see paragraphs 10.71E[3], Re-
volvin Fund Payroll Advance;
10.71E?5], Controller's  Division
Processing; and 10.71E[6], Reconcil-
ing The Receivable Account).

Payroll Disbursements

... By sending a Disbursement Request for
the advance to the Controller's Divi-
sion for issuance of a check to the
employee. The check can be either
mailed to the employee's home ad-
dress, or sent to the institution for
forwarding to the employee (see para-
graphs 10.71E[7], Controller's Divi-
sion Payroll Advance; 10.71E[9], Con-
troller's Division Processing; and
10.71E[10], Reconciling The Receiva-
ble Account).

[3] Revolving Fund Payroll Advance

When the advance is issued, a Dis-
bursement Request, form C0-257, 1is pre-
pared for reimbursement of the revolving
fund.

Note: See paragraph 13.92H, DISBURSEMENT
REQUEST (Form C0-257), for comple-
tion instructions.

[4] The Disbursement Request should con-
tain a complete explanation of the reason
for the advance. The reimbursement trans-
action 1is charged to the appropriate
XX-012-6013 receivable account, A time
card is prepared, or a one-time deduction
entered with terminal input program "DDU,"
using the appropriate deduction Plan-Type
code, to deduct the advance from the em-
ployee's next current pay. The time card
document number is referenced on the Dis-
bursement Request which 1is then sent to
the Controller's Division, Personnel-Pay-
roll Section.

[51 Controller's Division Processing

The Controller's Division will record
an employee's payroll advance from the re-
volving fund by:

+ss. Processing the Disbursement Request
to reimburse the revolving fund; and

«sse Processing the time card to deduct
the advance from the employee's pay.

[6] Reconciling The Receivable Account

At the close of the payroll period,
the institution should reconcile the re-
ceivable account to ensure that all re-
ceivables are cleared. If an advance was
not deducted from the employee's pay, it
should be collected in cash and deposited
to the credit of the receivable account.
If the advance is not collected because no
pay is processed for the employee, the in-
stitution should take the necessary action
to process the pay on the next available
payroll and take the deduction.

[7] Controller's Division Payroll Advance

A Disbursement Request, form C0-257,
Is prepared to request an advance check
from the Controller's Division,

Note: See paragraph 13.92H, DISBURSEMENT

REQUEST (Form CO0-257), for comple-
tion instructions.
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[8] The Disbursement Request should con-
tain a complete explanation of the reason
for the advance. The reimbursement trans-
action 1s <charged to the appropriate
XX-012-6013 receivable account. A time
card is prepared, or a one-time deduction
entered with terminal input program "DDU,"
using the appropriate Plan-Type code, to
deduct the advance from the employee's
next current pay. The time card document
number is referenced on the Disbursement
Request which is then sent to the Control-
ler's Division, Personnel-Payroll Section.

[9] Controller's Division Processing

The Personnel-Payroll Section will
record an employee's payroll advance from
the Controller's Division by:

++s. Preparing and forwarding a check in
accordance with the Disbursement Re-
quest; and

+«ess Processing the time card to deduct
the advance from the employee's pay.

[10] Reconciling The Receivable Account

At the close of the payroll period,
the institution should reconcile the re-
ceivable account to ensure that all re-
ceivables are cleared., 1If an advance was
not deducted from the employee's pay, it
should be collected in cash and deposited
to the credit of the receivable account.
If the advance is not collected because no
pay is processed for the employee, the in-
stitution should take the necessary action
to process the pay on the next available
payroll and take the deduction.

F REPLACEMENT OF PAYCHECKS

[1] For information on replacing pay-
checks, see FASOM Section 13.03, Replace-
ment and Returned Checks.

G TERMINATION PAY

[1] General

- When - an employee quits; 1is dis-
charged; or otherwise terminates employ-
ment, all pay earned and unpaid, including
vacation pay, is due and payable as out-
lined in the following matrix (Ref. ORS
652.140, Payment On Termination of Employ-
ment; Notice of Intention To Quit; (and)
Forwarding Wages By Mail):

Circumstances Pay Due & Payable

* Employee termi-
nates with 48+
hours notice.

**Immediately upon
termination.

* Employee termi- **48 hours after
nates without 48 notice is re-
hours notice. ceived.

Circumstances Pay Due & Payable

Employee is dis-

Immediately upon
charged.

termination.

* 48 hours notice -- Saturday, Sun-
day and holidays are excluded.

**x A retiree may lose some retirement
pay if issuance of the final check
is delayed until the next month.

[2] Final Pay

It is preferable to process final
pay, due an employee, on a regularly
scheduled payroll date. This practice
helps to contain payroll costs,

[3] An employee, who is terminating his/
her employment, should be counseled as
follows:

+e.s Clearly advised of his/her rights;

«.+. Informed of the date of the next pay-
roll on which a check would normally
be issued; and

«++s Encouraged to accept his/her final
pay on that date.

[4] 1Issuing The Final Check .

The 1institutional Payroll Office
should contact the Controller's Division,
Personnel-Payroll Section, if:

«.+s An employee requests final pay on the
date it is due and payable;

or

eee. It is deemed advisable, in a specific
instance, to issue final pay to the
employee by the date it is due and
payable, and a scheduled payroll can-
not be utilized.

[5] If time permits, a time card may be
submitted for 1issuance of a manual check
for the employee. If there 1is insuffi-
cient time to process such a manual check,
the Controller's Division will calculate
the net pay due. This, in turn, allows
the institution to issue a revolving fund
check for the employee's final pay.

[6] Penalty When Final Pay Is Not Timely

The penalty, for failure to make
timely payment, is continuation of the em-
ployee's regular pay until payment is
made, up to a maximum of 30 days (Ref. ORS
652.150, Civil Penalty For Failure To Pay
Wages On Termination Of Employment).

Example: An employee who is discharged on
May 2nd, but not paid until June
1st, is eligible for pay for the
entire month of May.

09/89



0SBHE FINANCTAL ADMINISTRATION STANDARD OPERATING MANUAL

10.71

Personnel-Payroll

10.71

Payroll Disbursements

H PAY DUE TO DECEASED EMPLOYEE

[1] General

. The Internal Revenue Service (IRS)
requires ODHE to report all accrued wages
and vacation pay due a deceased employee.
These wages and pay are payable to the em-
ployee's survivor(s) (Ref. Internal Reve-
nue Ruling 86-109, 1986-2, Cumulative Bul-
letin (CB)196, "Receipts For Employees.”

[2] Arridavit To Obtain Payment Due De-
ceased Person (Form C0-192)

This form is used to authorize the
payment of wages to a survivor of a de-
ceased employee. Completion instructions
and related information may be found in
paragraph 13.03D, AFFIDAVIT TO OBTAIN PAY-
MENT DUE DECEASED PERSON (FORM C0-192).

Note: The Social Security number of the
claimant who is signing the Affida-
vit is required. If payment(s) 1is
to be made to a trust or an estate,
the Taxpayer (Employer) Identifica-
tion Number must be included.

{3] Payments To Surviving Spouses

Payment of accrued wages and other
pay, to the spouse of a deceased employee,
is made via the following steps:

«e+s The institutional Payroll Office must
submit a completed form C0-192 (see
paragraph 10.71H[2], Affidavit To Ob-
tain Payment Due Deceased Person
(Form C0-192) above for further in-
formation). A time card(s), reflect-
ing the pay due the decedent, should
accompany the completed Affidavit.

«es. A manual check, for the net amount of
pay, is then issued by the Control-
ler's Division, Personnel-Payroll
Section.

Note: A Payroll Adjustment Activity
"35" Card, is completed by the
Controller's Division, at this
time (see paragraph 10.03C35,
MANUAL CHECK, for further de-
tails). It records the trans-
action on the decedent's data
base.

Exception: If pay is due to a surviving
spouse, and is to be directly
deposited into a joint ac-
count, then the payment may be
routinely processed through
the Payroll System. Such a
situation eliminates the need
for the above steps.

[4] Payments To Others

Payment of accrued wages and other
pay, to an estate or anyone other than a
surviving spouse of a deceased employee,
is made via the following steps:

«ee. A net check 1is calculated with the

following deductions:

a) SAIF

b) FICA (if payment 1is made before
the end of the year in which the
employee died)

c¢) Insurance (if family coverage, if
any, is to be continued)

d) Union Dues

e) Amounts owed to ODHE

+ees An accounts payable check, for the
gross wages less deductions, is is-
sued to the survivor or estate.

«sss An IRS form 1099 MISC is issued in
January of the following year to the
survivor or estate, for the gross
wages due the decedent, but paid to
the survivor or estate.

«ses An IRS for W-2, Wage And Tax State-
ment, is issued, in the name of the
decedent, in January of the following
year. The W-2 contains the following
information:

Box #10, "Wages, Tips and Other Com-
pensation®™: This amount 1includes
wages pald before the date of death.

Box #13, "Social Security Wages":
This amount Iincludes the wages paid
before death and the amount paid to a
survivor if the payment is made be-
fore the end of the calendar year in
which the employee died.

+++. Payroll Adjustment Activity "30" and
32" Cards, are completed by the Con-
troller's Division (see paragraphs
10.03C30, ATTRIBUTIONS & ATTRIBUTIONS
SUBJECT ADJUSTMENT; and 10.03C32,
WITHHOLDING OR DEDUCTION TRANSFER,
for further details). These adjust-
ment cards record information on the
decedent's data base as follows:

Data Base Informa- Payroll Adjust-

tion To Be Recorded ment Activity
Card Used

PERS Subject Amounts 30

PERS Attributions 30

FICA Subject Wages 32

FICA Withholdings 32
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