From: Luhring, Syl

To: Luhring, Syl

Subject: Traffic Cone #11-1 - take 2

Date: Monday, January 03, 2011 4:42:57 PM
Attachments: 11-01- Traffic cone - Year end processes.doc

Glad to see that you folks are still on your toes after the holiday vacation. Hope you can read this
attachment!

Attached is the first Traffic Cone for the new year and deals with pay cycles, leave rollover and W-2s.
Let me know if you have questions.

Syl Luhring

Payroll Supervisor

State of Nebraska

Administrative Services - Accounting
Room 1314 State Capitol Building
Lincoln, NE 68509

Phone (402) 471-1460

Fax (402) 471-2583

Email syl.luhring@nebraska.gov

AdministrativeServices
State Accounting Division
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“Guiding you over and around the bumps of your payroll journey”


Provided by Syl Luhring – Payroll Supervisor, State Accounting (471-1460)


January 3, 2011


I hope you all had a fun, safe and relaxing holiday season.  It doesn’t seem possible that it is over already.  But it is and we have already started the new year.  With the start of a new year come several changes and projects – leave rollover, W-2s, first BW payroll right off the bat – just to name a few.  I usually try to do this before the end of the year but spent most of the time updating tax tables and worksheets due to the late approval and arrival of the 2011 tax schedules.  

· Payroll schedule for 2011– Payroll for the calendar year 2010 was completed on December 19 for Bi-Weekly and on December 30th for Monthly payrolls.  The new pay schedule for 2011 is done and has been placed on the website for your use.  Insurance premiums for 2011 will begin during the December 20th thru January 2nd pay period – B-01.

I was able to process the vacation and sick leave rollovers this morning before folks began processing the payroll for B-01.  The amounts reflected on the pay register will be the balances AFTER the rollover adjustment.   Remember, Bi-weekly employees will accrue leave through December 19th.  In this case the leave accrued for the last 12 days of December for Bi-weekly would be included on the 2011 payroll totals for the B-1 pay period.

· Leave Rollover for sick leave - If you have employees covered under the State Personnel Classified Rules and Regulations, they have a maximum of 1440 hours of sick leave which they are able to carry over at the end of each calendar year.  

· Any hours over this limit will be rolled back by State Accounting after the end of the 2010 payroll year, which is December 19, 2010 and before the end of the first pay cycle for 2011, which is January 2nd.  For monthly employees, the year end is December 31st. 

· If an employee forfeits sick leave during the rollover but uses any sick leave between December 20th  and  December 31st (or during the entire month of December for monthly employees)  you will need to adjust the sick leave balance by adding back the number of sick leave hours used up to the amount of hours forfeited. 


· (For example – an employee forfeits 10 hours of sick leave during the rollover but used 8 hours of sick leave at the end of December.  The hours used were not recorded prior to the rollover.  You will need to increase the accrual amounts by the 8 hours used.   If the employee used 16 hours at the end of December, you would return the 10 hours forfeited and record the entire 16 hour usage as normal).  

· When making these adjustments, you would use Pay Type 892.  This pay type adjusts the hours with no affect on the net pay.

· Vacation leave balance adjustments - The maximum limit of vacation hours allowed for carry over at the end of each calendar year is 280 hours (See policy #30 for exceptions, link below).   You will need to adjust vacation balances accordingly.  If you have a Bi-weekly employee with a vacation balance over 280 hours, please keep in mind the following:


· For Bi-weekly employees, all vacation hours used from December 20th through December 31st would be deducted from your 2010 balance that ended on December 19th.  For Monthly employees, the amount of leave used for the entire month of December should be deducted from the 2010 accruals.  

· Bi-weekly vacation accruals earned between the period of December 20th and December 31st will not be added on to your 2010 balance.  They will be added to your 2011 balance instead and are not factored into the maximum of 280 hours on December 31st.


· When making these adjustments, you would use Pay Type 894.  This pay type adjusts the hours with no affect on the net pay.


· Use the same example as in Sick leave above if you have questions. 


NOTE:   State Accounting Policy – can be found at the following link from the State Accounting Website


http://www.das.state.ne.us/accounting/nis/am005.htm#leave_adj  Policy #30.


· Addresses for employees - State Accounting will begin processing W-2’s in the next couple days.   To avoid address problems, please review and verify that each employee address is correct in the EnterpriseOne system.  It is very important that the current addresses in EnterpriseOne are correct so employees receive the W-2’s and any other future publication in a timely manner.  


· W-2s – For Bi-weekly employees, the payroll calculations on the W-2 for 2010 will include all wages earned through the December 19th pay period ending date. This is the B-26 payroll and is the last one paid out in 2010 on December 29th.  

· Earnings during the last 12 days of December will be paid out in January and will be included in the balances reported on the 2011 W-2.  

· For those electing the electronic format, the form should be ready early next week.  The printed form for those not choosing the electronic format will be sent out the week of January 24th after they have been printed. 

· Each agency in the Lincoln area will be responsible for picking them up in room 1302 of the Capitol.  Those outside the city will have them shipped.  


NOTE:  Any employee, who initially elected the electronic form and terminated employment prior to the end of the year, will be switched back to a printed copy and will receive their form later in the month when the rest of the forms have been printed.  


