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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)

November 25, 2014
We are approaching the end of the year.  Thanksgiving is upon us and Christmas is 3.5 weeks away.  As we get closer, please be mindful of the following:

Pay Cycles
The pay cycles for the bi-weekly payroll will occur on the regularly scheduled dates – 12/3-4 and 12/17-18.  The monthly payrolls will be adjusted to accommodate the holidays and will process on 12/22-23.  
Please continue to review the following areas to reduce time, energy, and paperwork as we head into the holiday season and the payroll year end.
· Dependent Care deductions – for use by those with dependents and not to be confused with the medical reimbursement.  If anyone has made contributions to the Dependent Care account and does not have a dependent, you will need to reimburse the employee for the amount contributed.  You cannot transfer the balance from the Dependent Care fund to the Medical Reimbursement fund.  We will process any of these with the Benefits Department to assure that the DBA is stopped.
· Addresses – Be sure that the addresses in the EWC for active employees and in the PFC for those who have terminated or retired.  This will ensure that the Employee will receive their W-2 in a timely manner.  
· Leave Accruals – remember that accruals for the bi-weekly are earned until December 14th (the last day of the B-26 pay period) but may be used through December 31st.  Monthly leave accruals will run through the end of the month for both accrual and usage.
· Electronic W-2s – this choice is available through the benefit side of the EWC until the end of the B-26 pay period ( December 14th ).  At that time, the option will be closed to allow us to build the files and prepare for the electronic production of the W-2 for those who have elected that option.  The option will re-open on February 1st for those wishing to make a change for the 2015 tax year. 

· Deferred Compensation Plans – since the Deferred Compensation Plan (DCP) runs for a calendar year, it would be best to wait until the B-1 pay cycle (or January for the monthly payrolls) to process any changes.  At that time you will only need to set up the new accounts.  You will not be required to transfer funds form one code to the other.  If you wait for the first contribution to settle in before making the change, you will need to transfer the balance.  (At that point, call me and I will walk you through the process.)
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