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11/19/2008
Financial Management Guide

Part IV – Payroll

Chapter 8, Section 100
Calendar Year-End Adjustment Processing



Overview

In order to ensure payroll information is reflected in the proper calendar year, special care must be taken in processing payroll adjustments at or near calendar year-end.

Policy

Payroll wage and tax reporting information must be reflected in the appropriate calendar year.  The calendar year for earnings and deductions is determined based upon the year in which the employee received the net pay based upon constructive receipt (the issue date of the payment).

Scope

This policy applies to all State agencies.

Procedures

Time records (PR36’s) for taxable fringe benefits received by employees during calendar year 2008 must be recorded in HRMN by Friday, December 12, 2008.  

Payroll adjustments (manual payments (PR80’s) and reversals (PR85’s)) that need to impact an employee’s taxable earnings or pretax deductions for calendar year 2008 must be recorded in HRMN by Friday December 26, 2008.

Payroll adjustments recorded in HRMN after Friday, December 12, 2008 will not be reflected in year-to-date amounts on an employee's last earnings statements for calendar year 2008.  Adjustments recorded in HRMN after December 12, 2008 may result in questions from employees due to differences between their last 2008 earnings statement and their 2008 W-2.

If an agency identifies calendar year 2008, adjustments that need to be recorded after December 26, 2008, contact your agency payroll liaison immediately.

Specific instructions for recording PR80’s and PR85’s in the appropriate calendar year are as follows:

PR80's:   Payment dates for PR80’s must be in the calendar year in which the employee received constructive receipt of the related earnings and deductions.  The related time records must also have a date in the same calendar year.

PR85’s:   The reconciliation date entered on the PR85 must be in the calendar year that the employee returned the related earnings and deductions.

When recording PR80’s and PR85’s in HRMN after December 26, 2008, you may receive a warning message "Calc Complete: date outside PR year, Choose OK to Add".  At this point verify the payment, time record or reconciliation dates are in the appropriate calendar year before selecting “OK” on the transaction.

	Date
	Description

	12/12
	Last date to record time records for taxable fringe benefits received by employees in calendar year 2008.

	12/12
	Last date to record payroll adjustments and have them reflected on the employee’s final statement of earnings and deductions for calendar year 2008.

	12/26
	Last date for agencies to record calendar year 2008 payroll adjustments. 


For questions regarding this section of the Financial Management Guide, contact your agency payroll liaison.

Exhibits

None.







