CHAPTER 1. GENERAL PAID INFORMATION AND PROCEDURES

SECTION A. INTRODUCTION

1A.01	SCOPE OF CHAPTER

a.	The procedures outlined in this supplement have been developed to insure an efficient and orderly processing of the agency payroll documents under the PAID system.  This chapter outlines the general procedures and coding instructions applicable to Payroll activities.

b.	These instructions have been developed to insure uniform presentation of the information required. Careful and accurate preparation of the code sheets and transaction cards is essential for efficient and accurate processing.  Since a large volume of data is to be processed on a recurring basis, each individual responsible for coding and assembling the required information must be thoroughly familiar with these instructions.

c.	The agency policy relative to payroll processing which is contained in VA Manual MP-4, part II, and [administration] supplements thereto, will remain in effect.  This supplement constitutes the agency procedures with respect to Payroll activities under an automatic data processing system.

1A.02	DESIGN OF SYSTEM

a.	The "PAID" system is designed to issue payroll checks biweekly.  It will provide information for preparation of TD Forms W-2, Wage Tax Statement, and certain consolidated agency reports such as the OPM Form 1525, Annual Summary of Retirement Fund Transactions (CSRS) and OPM Form 1564, Annual Summary Retirement Fund Transactions (FERS).

b.	The system is predicated upon the establishment of a master record for each individual at the DPC which can receive input from the station and generate biweekly payroll checks.

c.	Each employee under the "PAID" system has, in effect, two master records established at the DPC.

(1)	Payroll and personnel master record.

(2)	Retirement (SF 2806 or SF 3100, as appropriate) master record.

d.	The master record established at the DPC will always generate payroll checks based upon payroll data contained in the master record at the end of the pay period.

e.	The "Day Number" which is the effective date of transactions, can be found on all VA issued calendars.  The "Day Number" for February 28, 1988, would be 59.  The last day of the current pay period will be the day number used for TT's (transaction types) 82, 83, 84, 86, [89,] 92, 93, 94, 96 and 97, except when used in conjunction with a separation.  In this instance the "Day Number" of separation will be used.  All fiscal TT's used to update or change the master record or used in the pay run which pertain to a separation will use the day number of the separation.  The day number will be left blank on TT's "R".  On other TT's use the effective dates.  This must be a day number within the same calendar week that the data is forwarded to the DPC.

f.	Code sheets have been designed to obtain the required payroll data from existing station records.

g.	When an employee separates from the rolls, the PAID system is so designed to cancel the current mailing address and the employee's final cheek will be [processed as a direct mail check] to the agent cashier.  Arrangements will be made whereby the Payroll [office] will furnish the agent cashier, each pay period, a name listing of such separations.  The agent cashier will satisfy himself/herself that all final check separations as listed have been received.

h.	[Station payroll offices] will continue to reissue TD Forms W-2 in those cases where the TDF Form W-2 has been lost or misplaced by the employee.  Information for preparation of these TD Forms W-2 will be obtained from a listing containing TD Form W-2 information furnished stations by the DPC.  In addition, the DPC will mail all employees copies of TD Forms W-2 to the station for distribution.

i.	The Austin [(VA Finance Center) VAFC] is the only facility authorized to correct data reflected on TD Forms W-2 that have been issued by the PAID system.  If the local payroll office determines that an employee's TD Form W-2 is incorrect for any reason, a VA Form 4-9997, Request for TD Form W-2c, must be completed and forwarded to the [VAFC.]. Upon receipt of VA Form 4-9997, the [VAFC] will issue a TD Form W-2c, Statement of Corrected Income and Tax Amounts.

j.	Federal employees unemployment compensation wage and separation information requested on Department of Labor Form ES-931 will be accomplished by the station [payroll office] in accordance with instructions in MP-4, part II, paragraph 6E.08.

�SECTION B. DESCRIPTION OF TRANSACTION TYPES

1B.01	GENERAL

a.	The term "Transaction Type" is used throughout this supplement.  This term relates to the TT cards keypunched from coded data. The appropriate TT, i.e., C3, 31, 70, etc., is always punched into CC's (card columns) 20 and 21. It is through the identification of the TT that the computer recognizes the particular information that is to be entered or changed in the employee's master record.  For example, an entry in CC 22 of TT C3 will be recognized by the computer as leave group, whereas an entry in CC 22 of TT 61 will be recognized by the computer as the bond demonination code.

b.	A description and definition of the TT's used in the PAID payroll system are given in the following paragraphs.  These are for the purpose of assisting employees of the Payroll [office] in an understanding of the use of the various TT's and the effect that a coding [entry] in a particular field will have, i.e., the coded data will permanently replace like data in an employees master record, or it will temporarily adjust data for one pay period only, etc.

c.	All PAID transactions which affect an employee's master record begin with 21 columns of basic information.  These cover the station number, SSN (Social Security number), name code, day number and TT.

1B.02	GENERAL CODING GUIDELINES

a.	Code sheets will be prepared in original only if keypunching is performed locally.  They will be prepared in duplicate in all other instances.  CC's 2 through 19 must always be completed, except the day number will be left blank on TT's, "R."

b.	The TT number appearing on the left side of the code sheet denotes the punchcards that will be prepared from data supplied.  This number will always be punched in CC's 20-21.

c.	Each field on the code sheet is identified by an item number and description.  The figures in parenthesis denote the CC into which the data will be punched.

d.	All entries must be legible.  Use a ball point pen.  Use capital letters for alphabetic coding.  Stay within coding space.  Do not code in small letters or numbers.

e.	Any coding fields not used will be left blank.  No marks, dashes, etc., will be placed in these items.

f.	Circle the TT number for the TT to be coded.  TT's shown on VA Form 4-5637, Master Record Code Sheet will be completed to show the second digit where applicable.

g.	The accuracy in coding of station numbers, SSN, name code, and day number is extremely important.  The station number, SSN, and name code, is the "identification" for each employee's master record.  All other coding on code sheets can be perfect but if the computer is not directed to the correct "identification" it is impossible to process the TT. Similarly, if the day number is entered incorrectly, the computation made from coded data will be wrong.

h.	Where coding in any particular item is alpha and numeric, underline any alpha characters in order to identify the coding intent. All zeros will be slashed so as to distinguish a zero from the letter "O".  FOR EXAMPLE: "A001" "I002," "O001."

i.	Do not use special characters in coding, such as "#," "&." However, a dash (-) may be used in coding the name code or [a] bank account number

j.	[Except when specifically provided otherwise,] any card field used must be completely coded with significant figures or zeros. Therefore, if figures are entered in an item, enter zeros in any unused block preceding the coded figures.

k.	Corrections to codings will be initialed. Final coding and punched data must be identical.

l.	Source document will remain with code sheet for verification purposes before filing.

m.	Examples outlined in this supplement do not cover all possible payroll adjustment actions. [They do, however,] cover [ ] general coding guideline[s] in processing payroll input that will normally be encountered by the Payroll activity.

n.	(1) Two separate VA Forms 4-5638, Pay Adjustment and Cash Payment Code Sheet, will be processed when entries are applicable to a current and prior fiscal year appropriation. This applies to the TT's 80, 90, and R series. Items 15, 24 [, 30 and 34] will be coded for prior year disbursing authority only. These fields are not applicable to current fiscal years. Entries applicable to the current fiscal year will be coded on one code sheet and likewise those entries applicable to the prior fiscal year will be recorded on a separate code sheet.

(2)	When a prior fiscal year is coded on a TT 82, 92, or R2, the Payroll activity will verify that item 15 is completed and that the disbursing authority amount will agree with the sum of coded items 6 through 8 and 10 through 14. The coded items for TT's 83, 93, or R3 that affect disbursing authority will be entered in item 24. The Payroll activity will verify that the sum of items 17, 18, "VA Share," and item 19 (quarters and subsistence only) will agree with item 24. Item 24 will be coded in the same manner so that entries will crossfoot on each line. When submitting a TT 84 with a medicare [and/or OASDI] wage amount (ee's 73-80) that applies to the current tax year which covers a prior fiscal year, the last five digits of the applicable prior fiscal year appropriation code must be entered in CC's 60-64. [When submitting a TT 86, 96 or R6 (Retirement codes K or M) to adjust the TSP Government Basic Contribution and/or The Government Matching Contribution, the applicable prior fiscal year appropriation code must be entered in Item 34.]

(3)	Adjustments applicable to the multiyear medical research appropriation will generally be coded in the same manner as outlined in subparagraph (1) and (2) above. More specific coding instructions are provided in the following subparagraphs.

(a)	If the adjustment applies to the current fiscal year (for example, 36[8/9]0161), the disbursing authority field(s) must be blank.

(b)	If the adjustment applies to the first prior fiscal year (for example, fiscal year [1987, 367/80161]), the disbursing authority field(s) must reflect appropriation code [70161.]

(c)	If the adjustment applies to the second prior fiscal year (for example, fiscal year [1986, 366/70161]), the disbursing authority field(s) must reflect appropriation code [60161.]

(d)	If the adjustment goes back beyond the second prior fiscal year, the disbursing authority field(s) must reflect appropriation code M0161.

1B.03	CODE SHEET HEADING

a.	Station Number. Enter the three digit station number in the space provided: For example, the station number for an employee of the VA Medical Center, Richmond, Virginia, would be as follows:

Station No.

	CC's 2-4: Enter "652"

b.	Social Security Number. Enter the employee's nine-digit SSN as shown below. If an employee has an SSN ending in a letter, such as 224-34-7487E, disregard the letter.  This SSN would be coded as follows:

Social Security No.

	CC's 5-13: Enter "224347487"

In the case where an employee does not have an SSN, use the temporary number assigned by the personnel office. Prefix the number with sufficient zeros to fill the coding item. For example a temporary number of 567 would be coded as shown below:

Social Security No.

	CC's 5-13: Enter "000000567"

c.	Name Code. The name code consists of the first three spaces of the employees last name as established in the master record.

EXAMPLE 1: The name "O'Brien" would be coded as follows:

Name Code

	CC's 14-16: Enter "OBR"

EXAMPLE 2: The name "La Barr" would be coded as follows:

Name Code

	CC's 14-15: Enter "LA"

	CC's 16: Leave Blank

EXAMPLE 3: The name "Charles A. U" would be coded "U,C" (the coding of one letter surnames must always be followed by a comma and the first letter of the given name).

Name Code

	CC's 14-16: Enter "U,C"

EXAMPLE 4: The Name "Robert L. NU" would be coded "NU," (the coding of two-letter surnames must always be followed by a comma in the third block).

Name Code

	CC's 14-16: Enter "NU"

d.	Day Number. This is the effective date of the action processed. The day number is found on all VA issued desk calendars. An effective date of [January 12, 1988], would be coded as follows:

Day No.

	CC's 17-19: Enter ["012"]	Note: For further explanation of "Day Number" requirements refer to paragraph 1A.02e.

e.	Employee Name: Print the employee's name in this space:

Employee's Name

	Enter:  "WHITESIDE, FERNY K"

1B.04	TRANSACTION TYPES

a.	TT's, A1, A2, A3, and A4. These TT's "A" are used when an "Accession Action" occurs. Accession Action means the entry of the employee on the rolls of a VA station by initial appointment, reemployment, transfer from another agency, or transfer form another VA station. When a Accession Action occurs a new master record is established.

b.	TT A6. This TT will be used to establish a PDSD (Physician and Dentist Supplemental Data) segment.

c.	TT's C1, C2, C3 and C4. These TT's "C" are used to change (update or correct) the employee's master records.

NOTE: Transfers to or from the Veterans Canteen Service (whether or not a change in station is involved), will be accomplished by means of a TT 23 and "A" transactions.

d.	TT C5. This TT is used in addition to C transactions (VA Form 5-4652) for corrections when the action being corrected involves either the nature of action or the effective date of the original action.

e.	TT C6. This TT will be used to enter any changes to the PDSD (Physician and Dentist Supplement Data) segment.

f.	TT C7. This TT is used to report supplemental data on certain Title 38 nurses.

g.	TT C8. This TT will only be used for accessions and changes to the master records of Veterans Canteen Service employees.

h.	TT's D1, D2, and D3. These TT's are used to enter data on [lump sum fee] consultants and attendings.

i.	TT's H1, H2, and H3. These TT's are used to report initial data on incentive awards, or to correct, change, or delete previously submitted data.

j.	TT's T1, T2, and T3. These TT's are used to report initial employee training or education data, or to correct, change, or delete previously submitted data.

k.	TT 12. Submission of this TT [with code 2 in CC 22] will result in an RPO (record printout), VA Form 71, of the employee's master record, which will then be sent to the station.  This TT is also used to request a post-1956 military service deposit RPO. In this instance a code 4 must be entered in CC 22 (VA Form 4-5326). Personnel will also use a TT 12 to request a printout of an employee service record card or employee education, training, and incentive awards record.

l.	TT 13. Submission of this TT results in an RPO, VA Form 30-212, of the employee's retirement master record, which will then be sent to the station along with a copy of the employee's SF 2806 submitted to the DPC at time of conversion.

m.	TT 14. This TT is used when an employee transfers from another VA station and is a participant in the management personnel inventory or when an MPI participant returns to duty after separation from military service.

n.	TT 15. This TT is only used by Central Office in connection with the management personnel inventory.

o.	TT 17. This TT is used to identify employees who are participating in the OPM Executive Inventory File. (The Office of Personnel Management Executive Inventory File—EIF.)

p.	TT's 22 and 23. These TT's are used when an employee is separated from the rolls of a station. When these are used in conjunction with TT 8B the employee's master record will [be] automatically [deleted from the file for that station.] A TT 22 will be used if the employee is to be paid a lump sum. A TT 23 will be used if the employee is not to be paid a lump sum, i.e., the employee is transferring to another VA station, other than at the beginning of the current pay period.

q.	TT 24. This TT will be submitted upon receipt of an application for disability retirement, which will result in submission of a preliminary [retirement record] to the OPM by the DPC.

r.	 TT 25. A TT 25 will be used when an employee goes on extended LWOP or is suspended for more than 30 days. A TT 25 will be used when an employee returns to duty from an extended nonpay status, including a period of nonsuspension. A TT 25 will also be used when disability retirement has been approved and the employee has sick leave which will exceed 30 calendar days.

s.	TT 31

(1)	An entry coded into the fields listed below will replace data which may have previously been entered, or will establish data if none has previously been entered:

(a)	Hourly Uniform Allowance.

(b)	Effective Date of Uniform Allowance.

(c)	Quarters.

(d)	Subsistence.

(e)	Quarters and subsistence Station Number if Other Than Employing Station.

(f)	Garage.

(g)	Additional Federal Employee Government LIfe Insurance.

(h)	Parking Fees (where specifically authorized by Central Office).

(i)	Premium Pay Indicator (Title 38 [and certain GS employees (see par. 3.09, MP-6, Part V, Supplement No. 2.3.)]

(2)	An entry coded in the fields listed below will be added or subtracted to data already entered, or establish data if none has previously been entered:

(a)	Annual Leave Balance.

(b)	Sick Leave Balance.

(c)	Annual Leave, End of Prior Year.

(d)	Sick Leave, End of Prior Year.

t.	TT 32

(1)	An entry coded into the fields listed below will replace data which may have previously been entered, or will establish data if none has previously been entered:

(a)	Additional Federal Tax Withholding.

(b)	Union Deduction.

(c)	Anniversary Data (AFGE Only).

(d)	Federal Tax Exemptions.

(e)	Advanced Payment of the Earned Income Credit.

[(f)	Bulk Check Option.]

(2)	An entry code in the fields listed below will be added or subtracted to data already entered, or establish data if none has previously been entered:

(a)	Restored Annual Leave.

(b)	Compensatory Time.

(c)	Part-Time/Intermittent Retirement Credit Hours.

(d)	Military Leave.

(e)	Base Pay Subject to CSRS.

u.	TT 35.  This TT will be used to process leave adjustments for nurses who perform duty under the Baylor Plan.  (Requires Central Office approval.)

v.	TT 41.  This TT is used to enter the proper codes for exemptions and GSA codes for those employees subject to State or city tax or on whom pay information is submitted to a taxing authority by the DPC.  A TT 41 is also used to prevent computer generation of predetermined GSA codes at affected stations.

w.	TT 42.  This TT will be used to cancel taxing codes.

[x.	TT 44.  This TT will be used to enter the proper codes for exemptions as well as the GSA code for those employees who are subject to income tax withholding for the Commonwealth of Puerto Rico.

y.]	TT 51.  The fields of this TT are used as indicated below:

(1)	Additional Deductions--Recurring.  This field is used to establish an indebtedness to be offset against an employee's salary check.  An entry code in the "Pay Period Amount" or "Balance" field will replace data already entered, or establish data if none had previously been entered.  In case of a separation prior to total liquidation of an indebtedness that has been established in the master record, the computer will automatically deduct the remaining balance reflected in other deductions recurring from the employee's net pay including any lump sum due.  In those instances where this action will violate current debt collection procedures, appropriate action must be taken to ensure that only that amount which is proper for offset from the employee's final salary payment is actually deducted from final pay.

(2)	The following fields will be used to adjust data in the employee's master record, and the figures coded will add or subtract to these fields:

(a)	WOP--Leave Year.

(b)	WOP or Retirement Credit Days--Calendar Year (dual purpose field).

(c)	WOP This Salary Step, or Credit Days for Step Increase (dual purpose field).

(d)	DM&S WOP Since Last Promotion.

(e)	WOP During Probationary Period.

(3)	An entry coded into the "Additional State Tax" field will replace data which may have previously been entered or will establish data if none has previously been established.

(4)	An entry coded into the "CFC" field will be used to establish voluntary charitable contributions.

(5)	An entry coded into the "Fund Control Point No." field will replace data already entered.

[z.]	TT 52.  This TT will be used to cancel additional deductions--recurring.  Only the numeric or alphabetic code is required for CC's 22-24.

[aa.	TT 54.  This TT will be used to indicate exemption from the medicare tax and to input current tax year medicare and OASDI (as appropriate) wages that were paid by a prior Federal agency.

bb.]	TT 55.  This TT will be used to adjust LWOP for the pay year.  In addition, it will be used to [   ] input current tax year [verified] FICA and/or medicare wage [differences.

cc.]	TT's 56 and 57.  These TT's are used to establish, change, or cancel savings allotments under the DD/EFT program and garnishment for alimony/child support and bankruptcy.

[dd.]	TT's 58 and 59.  These TT's are used to establish, change, or delete data relative to post-1956 military service deposits.

ee.	TT 5A.  This TT will be used to establish, change, or cancel Voluntary Allotments.

ff.	TT's 6l, 62, 63, and 64.  These TT's are used to establish or change data for purchase of U.S. savings bonds.  TT's 63 and 64 are used only if the employee purchases two bonds.

[gg.]	TT 65.  This TT is used to cancel a bond.  The figure 1 coded in CC 22 cancels the TT's 6l and 62 authorizations, and the figure 2 coded in CC 22 cancels the TT's 63 and 64 authorizations.  When an employee separates or transfers, bond balances will automatically be refunded except where transfer is effected by a TT 97.  Submission of a TT 65 is not required.

[hh.]	TT's 70, 71, 72, 73, 74, 75, 76, and 77.  These are all used to enter addresses into the employee's master record.  It is important to remember that an address TT processes intact.  That is, if an employee moves, even though only his street address may change, the complete new address must be coded on the appropriate TT submitted.  These TT's will be used to enter addresses as indicated below:

	Transaction	

	Type 	Type of Address for Which Used

		

	70 and 71	Residence address.

		

	72 and 73	Mailing address for bond No. 1--authorized with TT's 61 and 62.

		

	74 and 75	Mailing address for bond No. 2--authorized with TT's 63 and 64.

		

	76 and 77	Check mailing [and earnings and Leave Statement mailing addresses.]

		

[ii.]	TT 78.  This TT will be used to cancel the check mailing address, after which the employee's check will be sent by the DPC to the agent cashier for [pick-up by the employee.

jj.]	TT 79.  This TT, together with the appropriate subcode, is used to establish, change, or cancel an employee's participation in the Thrift Savings Plan (TSP)

	Trans 	Sub 	

	Type 	Code	Purpose

			

	79	1	Used to enter personnel data for the TSP.

			

	79	2	Used to enter payroll data for the TSP.

			

	79	3	Used by the payroll office to enter TSP loan repayment data.

			

[kk.]	TT 8B.  This transaction is used to input time and attendance data.  The TT 8B card is coded or punched from data entered in the coding fields on VA Form 4-5631. In those instances where all coded fields cannot be keypunched into a single transaction 8B, the additional transactions will also be  transactions 8B.  During the payroll processing cycle, all pay and deduction amounts will be computed based on TT 8B input prior to processing any pay adjustment input on TT's 82, 83, 84, and 86.

[ll.]	TT's 82, 83, 84, and 86.

(1)	These TT's are used to make adjustments to items of pay or deductions.  They will only be processed under the following two  conditions:

(a)	A master record has been established for the employee.

(b)	A TT 8B (time and attendance card) for the current pay period is received at the DPC for the employee. (Exception: TT's 82, 83, 84, and 86 may be processed without an T-F 8B only for employees on extended LWOP.)

(2)	Except for certain field identification codes, all coding will be in dollars and cents, not hours or days.  The adjustment will increase or decrease the comparable item of pay for the current pay period only.  An "X" coded over the units position of an amount field will decrease this same item of pay or deduction.

(3)	Description of Fields in TT 82

(a)	An adjustment of base pay, night differential, overtime, holiday, standby premium pay, award, lump sum, on call, special pay, Saturday and Sunday premium pay will not require computation of appropriate deductions except in those instances where the pay adjustment that is being processed will affect other than Federal, State, or local income taxes, FICA, or medicare taxes.  However, manual computation of retirement deductions (CSRS or FERS, as appropriate) is required in those instances where the employee's "Ret/FICA" code is either C. E. K. or M. For example, a FERS employee receives a retroactive pay increase that results in an increase to the employee's FEGLI coverage.  In addition to coding the applicable FERS deductions and agency contributions, it is necessary to manually withhold the additional premium(s) that are due as a result of the increased FEGLI coverage.

(b)	The Uniform/Living Allowance/Sunday/On Call field is a multiple purpose field.  It is used to make adjustments as indicated by the following codes:

	Code

	A	Uniform Allowance

	B	Cost-of-Living Allowance (COLA)

	D	Sunday Premium Pay

	E	On Call Pay

	F	Special Pay

	G	Reemployed Annuitant Reimbursement

	H	Advance EIC Payment

	J	SES Award

	M	Post Differential Pay (Manila Only)

	P	Saturday Premium Pay

	R	Employer Provided Vehicles (EPV)

	S

	T	Annual Unscheduled Overtime (IG investigators only).

	[U	Additional Cost of Special Salary rates (analysis account 1119)]

(c)	The "hours" field (CC's 38-40) will be coded with the equivalent whole man-hours if the hours were not previously used in FTEE computations.  Adjustments to premium pay such as holiday, overtime, etc., do not affect FTEE, therefore, the item will be left blank. A zero will always be coded in CC 38 and the whole hours will be coded in CC's 39-40.

(d)	If the adjustment affects both the current and prior year appropriation, a separate TT is required for each appropriation.

(e)	The field for disbursing authority will be used to furnish the last five digits of the appropriation symbol and amount in only those cases where prior year appropriations are affected.

(4)	Description of Fields in TT 83

(a)	Each of the first four fields are used to make more than one type of adjustment.  Each type of adjustment will be identified by the alpha or numeric codes used in CC's 22, 28, 42, and 48.



For example:  When Life Insurance/Health Insurance/Retirement is being adjusted, a code B in CC 28 indicates that Basic Life Insurance is being adjusted; a code H in CC 28 indicates that Health Insurance is being adjusted; and a code K in CC 28 indicates that FERS regular retirement is being adjusted.

(b)	In those instances where a TT 82 has been submitted to adjust base pay, night differential, overtime, holiday, standby premium pay, award, lump-sum, on-call, special pay, Saturday premium pay and Sunday premium pay, no deductions should be coded on a TT 83 for Federal, State or local income taxes, OASDI and/or medicare taxes or Civil Service Retirement, as these deductions will be automatically calculated by the Austin DPC based on the employee's adjusted earnings.  For FERS and CSRS offset employees, a TT 83 must be coded to deduct the appropriate amount of retirement on the adjusted earnings.  Any other deductions that may be required by a particular adjustment action must be manually computed and coded on a TT 83.

(c)	The field labeled "Other Deduction" will be used to make deductions from an employee's pay.  When using this field enter the full amount of the indebtedness.  Where net pay exceeds the amount of the indebtedness, normal deduction action will take place.  Where the indebtedness exceeds the net pay, the entire net pay will be offset.  The amount deducted will be deposited to special deposits suspense 36F3875 and the funds will then be transferred to the station for final disposition.

(d)	If the adjustment affects both the current and prior year appropriation, a separate TT is required for each appropriation.

(e)	The field for disbursing authority will be used to furnish the last five digits of the appropriation symbol and amount in only those cases where prior year appropriations are affected.

(5)	Description of Fields in TT 84

(a)	This TT will be used to make one-time adjustments to items as shown by the field descriptions.  [ ]  The code used in TT 84 for union dues and voluntary charitable contributions must agree with the one initially coded into the employee's master record.

(b)	The field "Calendar Year Adjustment" will only be used in the last pay period of the leave year.  It will be used to record the amount of LWOP that is applicable to the new calendar year for those employees who are on extended LWOP which commenced prior to the beginning of the last pay period in the leave year and who remain in that status at the end of that pay period.

[(6)	Description of Fields in TT 86

(a)	This TT is used to adjust employee TSP deductions.  In addition, it is used to adjust the Government Basic and, when applicable, Government Matching contributions to the TSP for FERS employees.

(b)	If an adjustment of Government contributions to the TSP affects both the current and prior year appropriations, a separate TT is required for each appropriation.

(c)	The field for disbursing authority will be used to furnish the last five digits of the appropriation symbol in only those cases where a prior year appropriation is affected.]

[kk.]	TT's 92, 93, and 94

(1)	TT's 92 and 93 will be used by the station to record in an employee's master record any cash payments made by the station.  In addition, TT's 92 and 93 may be used by field facilities to record pay adjustments that should not result in checks being issued to the employee. [ ] If any employee separates and final salary payment includes an unapplied bond balance, a refund by check will be made by the DPC, thereby eliminating any coding by the station.  This check will be mailed to the agent cashier for delivery to the employee.

[(2)	In addition to those deductions that are listed on TT 94, it is also used to adjust medicare and OASDI wages.  The wage amount is entered in CC's 73-79.  A code 4 in CC 80 indicates medicare wages while a code 3 indicates OASDI wages.

(3)	The TT 96 is used to record adjustments to the TSP in essentially the same manner as described for the TT 86.]

[(4)]	These TT's record only.  No checks are issued (excepting unapplied bond balance checks) or computations made by the DPC when these TT's are received.  Therefore, every item of pay and deduction must be coded except for those instances outlined in Chapter 4, "Cash Salary Payments." The field "Prior Payment" will be coded in CC 54 of TT 93.

[(5)]	Employees routinely paid in cash, such as purchase  and hire employees, cannot have a deduction for U.S. savings bonds, union dues, or voluntary contributions.

[ll.]	TT 97.  This TT is used for interstation transfers of personnel between all VA stations effective at the beginning of the current pay period.  TT 97 will not be used to transfer employees to or from the Veterans Canteen Service, nor may it be used to transfer employees within the Canteen Service. (It is not used for transfers effective at a retroactive date or in the middle of a pay period.  See TT 23.) It is also used to enter a new SSN.  The day number of the last day of the pay period must be used.

[mm.]	TT's RI, R2, R3, R4 [ ] R5[, and R6.] These TT's will be used to submit data on check payments to be made to employees who do not have a master record.

�SECTION C. FORMS-RECORDS-FILES

1C.01	BASIC FORMS AND DOCUMENTS

a.	These are [10] basic code sheets used in the PAID system for Payroll activities and, in addition thereto, a dual purpose form designed to record and code time and attendance data.

b.	Code sheets are designed by numbered TT's under the PAID system in order to change the master record or temporarily adjust data for one pay period only, etc.

c.	The code sheets used in Payroll activities are as follows:

[(1)	VA Form 4-1267, Leave Adjustment Code Sheet/Baylor Plan.  This will be used for TT 35.

(2)	VA Form 5-4777, PAID System Thrift Savings Plan (TSP).  This will be used for TT's 79-1, 79-2, and 79-3.

(3)	VA Form 4-4947, Payee Information Alimony/Child Support-Bankruptcy-Voluntary Allotment.  This form will be submitted to the DPC as hard copy.]

[(4)]	VA Form 4-5326, Military Service Deposit Code Sheet.  This will be used for TT's 12, 58 and 59.

[(5)]	VA Form 4-5637, Master Record Code Sheet.  This will be used for TT's C3, 12, 13, 31, 32, 41, 42, 51, 52, 55, 65, 70, 71, 76, 77, and 78.

[(6)]	VA Form 4-5637a, Master Record Code Sheet--Supplemental.  This will be used for TT's 56 and 57.

[(7)]	VA Form 4-5637b, Master Record Code Sheet--Veterans Canteen Service.  This will be used for TT C8.

[(8)]	VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet.  This will be used for TT's 82, 83, 84, 92, 93, 94, R1, R2, R3, R4, and R5.

[(9)]	VA Form 4-5640, Bond Information Code Sheet.  This will be used for TT's 61, 62, 63, 64, 65, 72, 73, 74, and 75.

[(10)]	VA Form 4-5656, Payee Information--Non-Government Organization.  This will be submitted to the DPC as hard copy.

Except for adjustments which affect a prior fiscal year, these documents will be released to the CP (Control Point) for final processing and transmittal to the DPC.  Adjustments affecting a prior fiscal year will be routed to the CP through the Accounting activity.

d.	A basic form used by the Personnel (activity) for accessions, changes, and separations is VA Form 5-4652, Request for Personnel Action.  A copy of this form will be received by the CP and forwarded to the Payroll activity for review and any necessary payroll action.  VA Forms 5-4652 will be returned to the CP for processing.  After CP processing, these forms will be returned to the Payroll activity and held for necessary verification.  After necessary verification has been made, the 5-4652 copy will be disposed of in accordance with MP-4, Part X, "Records Disposition, Office of Budget and Finance (Controller) Records Control Schedule."

e.	The following forms will be used in Payroll activities under the PAID system:

(1)	VA Form 4-1098, Request for and Authorization of Overtime Work.

(2)	VA Form 4-1098a, Request for and Authorization of Environmental Differential.

(3)	VA Form 3248, Employee's Clearance From Indebtedness.

(4)	VA Form 5-3469, Incentive Awards Approval Code Sheet.

(5)	VA Form 10-4560, Request and Authorization for Quarters, Subsistence, Garage or Parking Facilities and Laundry.

[(6)	OF 299, Request for Employee for Action on Allotment of Pay.

(7)	OF 1114, Bill for Collection.

(8)	OPM Form 1562, Application for Return of Excess Retirement Deductions.

(9)	SBD 1928, Authorization for Purchase and Request for Change, United States Series EE Savings Bonds.]

[(10)]	SF 71, Application for Leave.

[(11)]	SF 1128, Payroll [for] Personal Services--Payroll Certification and Summary

[(12)]	SF 1150, Record of Leave Data.

[(13)]	SF 1152, Designation of Beneficiary--Unpaid Compensation of Deceased Civilian Employee.

[(14)]	SF 1153, Claim for Unpaid Compensation of Deceased Civilian Employee.

[(15)]	SF 1154, Public Voucher for Unpaid Compensation Due a Deceased Civilian Employee.

[(16)]	SF 1185, Schedule of Undeliverable Checks for Credit to Government Accounts.

[ ]

[(17)]	SF 1199A, Direct Deposit Sign-Up Form.

[(18)]	SF 2805, Request for Recovery of Debt Due the United States.

[(19)]	SF 2806-1, Notice of Correction of Individual Retirement Record.

[(20)]	SF 2809, Health Benefits Registration Form.

[(21)]	SF 2810, Notice of Change in Health Benefits Enrollment.

[(22)]	SF 2811, Transmittal and Summary Report to Carrier.

[(23)]	SF 2812, Journal Voucher and Report of Withholdings and Contributions for Health Benefits, Group Life Insurance, and Civil Service Retirement.

[(24)]	SF 3100A, FERS Individual Retirement Record.

(25)	SF 3101, Notice of Correction of Individaul Retirement Record (FERS).

[(26)]	TD Form W-2, Wage and Tax Statement.

[(27)]	TD Form W-2c, Statement of Corrected Income and Tax Amounts.

[(28)]	TD Form W-4, Employee's Withholding Allowance Certificate.

[(29)]	TD Form W-5, Earned Income Credit Advance Payment Certificate.

[(30)]	TFS 258, Request for Reissuance or Cancellation of U.S. Savings Bond.

[(31)]	TD--IRS Form 668, Notice of Federal Tax Lien Under Internal Revenue Laws.

[(32)]	TD--IRS Form 668-D, Release of Levy/Release of Property From Levy.

[(33)]	TD--IRS Form 668-W, Notice of Levy on Wages, Salary, and Other Income.

[(34)	TSP-1 TSP Election Form.

(35)	TSP-3 TSP Designation of Beneficiary.

(36)	TSP-5 TSP Employee Data/Payment/Adjustment Record Input Form.]

[(37)]	DOL--Employment Service, ES 931, Wage and Separation Information--UCFE.

[(38)]	DOL--Employment Service, ES 931A, Request for Separation Information for Additional Claim--UCFE.

[(39)]	DOL--Employment Service, ES 934, Request for Information or Reconsideration of Federal Findings--UCFE.

[(40)]	DOL--Employment Service, ES 936, Request for Verification of Wage and Separation Information Furnished on Form ES 931.

�1C.02	RECORDS AND FILES

a.	Source documents used in Payroll activities will continue to be filed in the payroll folder as usual.

b.	Code sheets will be retained by the CP until error RPO's and error messages are cleared.  They will then be returned to the Payroll activity.  As soon as VA Form 4-5321, Record of Payroll Adjustments and Recording Transactions, is received from the VA Finance Center, the Payroll activity will compare all VA Forms 4-5638 for the pay period with the applicable VA Form 4-5321 to insure that payments and deductions were correctly processed.  Those TT's in the 90 series input by the station and/or the VA finance Center to record data in the employee's master record will be verified with the hard copy documents (i.e., VA Form 4-5642, Notice of Check Cancellation or Cash Collection;  VA Form 4-5215, Report of Moving Expenses and Allowances Paid to Employee, etc.).  As part of this verification process, the verifying employee will initial each verified transaction on VA Form 4-5321 in the space indicated on the listing.  If errors are found, adjustments must be submitted in the next transmittal.  The code sheets will then be filed by pay period except that VA Form 4-5321b effecting changes to the pieceworker information will be filed in the payroll folder.

[c.	VA Form 4-1975, Biweekly Payroll Register.

(1)	The Biweekly Payroll Register (BPR) will be received by the CP from the DPC each payday.  It will be produced as a hard copy listing as well as on microfiche.

(2)	The order of the BPR will be alphabetical within T&L Unit, except for separations which will be listed first.

(3)	The CP will Deliver all copies of the BPR to the payroll office.

(4)	The hard copy BPR will be retained for 30 days after which it may be disposed of in accordance with the provisions of VA Manual MP-4, Part X.  One copy of the microfiche must be retained until such time as the annual Record of Salary Payments (on microfiche) is received from the DPC (See par. e(2)(a) below).]

d.	VA Form 4-5631, Time and Attendance Report, will be filed in individual folders for each employee.  The folders will be filed alphabetically by T&L number or in strict alphabetical order as best meets the needs of the station.

e.	VA Forms 4-5691, Record of Salary Payments

(1)	Format.  The "Record of Salary Payments" will consist of 10 segment identification lines which will correspond in location to actual payment data appearing for each pay period recorded.  Complete payment data, including pertinent factors used in actual pay computation, will be printed for the first pay period recorded.  Thereafter, detailed data will be shown only when some item of pay or a pay computation factor is change.  Bond balances and purchases, check mailing, cost data, leave usage and balances will be shown for each pay period.

(2)	When Generated

(a)	The Record of Salary payments will be produced on microfiche in SSN order for all active as well as separated employees not later than January 31, following the close of the pay year.  A hard copy VA Form 4-5691 will be generated approximately 2 weeks after the final payment is made for each employee who separates during the pay year.

(b)	A hard copy VA Form 4-5691 will be generated after an "R" transaction has been processed.  When this new record is received, the original payment record furnished may be discarded.  A payment record will also be generated upon request from the station.

(c)	The DPC will forward a complete set of records on microfiche to the federal records center.  These payment records will include both separated and active employees.

(3)	Request for Printout.  A Record of Salary Payments for current year payments to data may be request on an individual employee by submitting a TT 8B with a "1" punched in the "RR" field under Misc. Data.  Records received as the result of a request, separation or at the yearend will contain payment data for payment data for payments made at the requesting station or the station of employment at yearend.  Where split records have resulted from Social Security number changes, the TT 8B should be accompanied by an R-1 transaction as indicated below.

(4)	Change in SSN.  When a change in the Social Security number occurs, the Record of salary Payments will be split by these identifying factors, resulting in tow records for each affected employee.  Each record will consist of only those payments made under the specified SSN shown thereon.  As a result of the record split, automatic printouts because of separation will contain only those payments made since the SSN change occurred.  Payments processed under the previous SSN may be requested by submission of an "R-1" transaction using the SSN under which the previous payments were made.  The "Remarks" will clearly indicate request for "Record of Salary Payments--SSN Change."

(5)	Change in Name.  When a name change occurs, the record of salary payment will consist of payments made under the previous name as well as payments made under the new name.  In this instance, the record of salary payment will not be split.

f.	Listing of Accessions and Separations for Verification.  This listing will be generated on a monthly basis and will include the names of all employees who enter on duty or separate during a particular month.  Both the Fiscal and Personnel activities are required to verify the contents of this listing.

g.	Listing of Selected Pay and Deduction Items for Verification.  This listing will contain a printout of selected items in the employee master records which are used in pay computations.  Periodically items may be added for verification either on a recurring or nonrecurring basis.  The listing will be produced semiannually as of the end of February and August.  The Fiscal activity will verify the accuracy of all items which appear on the listing.  In addition, the Personnel activity will also verify the items Special Salary Adjustment, Grade Retention, Uniform Allowance, FICA, (Ret/FICA Code 2), Salary, Pay Basis and Health Benefit Proration.

h.	Listing of Payroll Adjustments and Recording Transactions for Verification.  This listing will be generating on a biweekly basis and will include the names of all employees who had manual pay adjustments or recording transactions processed during a particular pay period.  The fiscal activity is required to verify the contents of this listing.

i.	Listing of W-2 Records for Station (Number).  This listing will be generated at the end of each taxpayer and will contain complete wage and tax information for each employee who was on the rolls of a specific station during the taxyear.  The listing will serve as a record of those TD Forms W-2 which were issued to employees at the station.  It will also be used to reissue a TD Form W-2 when requested by an employee.

�SECTION D.  PAYROLL CONTROLS AND OUTPUT

1D.01	GENERAL

The PAID system demands careful attention in the preparation and verification of all codes sheets prior to release to the CP.  In order to eliminate errors or omissions in recording information from the source documents to the code sheets, and to verify the accuracy of the coding, the following procedure is established.

a.	The payroll employee will record all applicable data from the source document to the code sheet and initial in block "Prepared By."

b.	Verification of coding will be made by another payroll employee or employee thoroughly familiar with Payroll activities.  This verification will include information taken from the source document as well as the accuracy of the coding.  Upon completion of verification the employee will initial in block "Verified By."

1D.02	PREPARATION OF CONTROL TOTALS FROM CODE SHEETS

The Payroll activity will not develop any control totals of coding fields on code sheets since these code sheets will be released to the CP singly or in small groups as coded.  The CP will develop any necessary control totals of all code sheets prior to transmittal of punched cards to the DPC.

1D.03	PREPARATION OF CONTROL TOTALS FROM VA FORM 4-5321, TIME AND ATTENDANCE REPORT

a.	Time and attendance reports will be separated into two groups, i.e., group one will be all time and attendance reports without any coding and group two will be all time and attendance report with coding.  In addition, the tow groups will be arranged alphabetically within the "Time and Leave Unit" shown in the printed heading of the from even though a change may have occurred during the pay period.

b.	The time and attendance data for each employee will be controlled separately.  Upon completion of the cursory audit of each T and A Report, a hash total of all coded fields on that report will be developed.  The hash total will then be coded in the "control data" field using high order zeros to complete the 5-position field.  If the hash total exceeds 5 positions, the high order position will be dropped.  The control data field will be left blank if no other fields are coded.

1D.04	OUTPUT AND EDITS

a.	The items of output from the DPC listed below will be received from the CP Activity:

(1)	VA Form 71, Master Record Printout, for Accessions (fig. 1.F1).

(2)	VA Form 71, Master Record Printout, for Separations (fig. 1.F2).

(3)	VA Form 71, Master Record Printout, for Errors (fig. 1.F3).

(4)	[VA Form 4-1975, Biweekly Payroll Register.]

(5)	VA Form 30-212, Individual Retirement R.P.O.  This form will have attached a copy of SF 2806 if the employee was on the rolls at time of conversion (fig. 1.F5).

(6)	Copy 2 of VA Form 5-4650, Notification of Personnel Action.

(7)	Error Messages (Listing format).

(8)	Miscellaneous Correspondence, Teletypes, etc.

b.	Receipt and Disposition of Output

(1)	VA Form 71, PAID Master Record Printout.  VA Forms 71 marked "ACCESSION" an "SEPARATION" will be forwarded to the Personnel activity by the CP.  After review they will be returned to the CP for release to the Payroll activity.  VA Forms 71 marked "ERROR" will be analyzed by the CP and forwarded to the Personnel activity and/or the Payroll activity as appropriate for necessary corrective action.  After review and corrective actions have been taken, all VA Forms 71 containing error messages will be filed in a separate folder.  Disposition will be as provided in records control schedules.

[(2) VA Form 4-1975, Biweekly Payroll Register.  The Payroll Activity will receive the Biweekly Payroll Register each pay period.  Produced as both a hard copy listing and on microfiche, it will contain all data that appears on the individual employee earnings and leave statements.  It will be produced in alphabetical order within T&L unit.  While two copies of the microfiche will be provided each pay period, provision has been made to increase the number of copies of microfiche that will be produced for a field facility to a maximum of nine copies.  To change the number of copies of microfiche that are to be provided to a field facility, submit written notification to the Payroll Policy Division, VA Central Office (047F1) who will take necessary action to implement the change.]

(3)	VA Form 30-212, Individual Retirement R.P.O. and Copy of SF 2806.  These documents will be received by the Payroll activity for filing in the employee's payroll folder after being reviewed by the requesting official.

(4)	VA Forms 4-5631, Time and Attendance Report.  This form will be received from the CP for distribution to unit timekeepers.  After the close of the pay period these forms will be filed in accordance with paragraph 1C.02d.

(5)	SF 50b, Notification of Personnel Action.  Copy 2 of this form will be filed in the employee's payroll folder.

(6)	Error Messages (Listing Format).  Error messages will be filed chronologically by the day number which appears on the message, with the latest day number on top.

c.	All TT cards received at the DPC are extensively edited before being used to establish or change employee master records, to make or record salary payments, or to generate record printouts.  If the data contained in the TT cards passes all tests for validity and compatibility, normal processing continues.  If the data fails any of these tests the data is rejected or changed and a message or record printout is forwarded to the station.  MP-6, part V, supplement No. 5.4, contains a list of all edits made by the DPC.  Error codes have been assigned to all edits except for the first edit on TT's 8B, 82, 83, 84, 92, and 93.  The edits of these TT's are discussed in subparagraph h below.

d.	Fiscal data contained in TT's C3, C8, 31, 32, 35, 41, 42, [44,] 5A, 51, 52, 54, 55, 56, 57, 58, 59, 61, 62, 63, 64, 65, 70, 71, 72, 73, 74, 75, 76, 77, 78, and 79 either establishes or changes data in an employee's master record.

(1)	If the data passes all tests and is used at time of accession to create an employee master record, a VA Form 71, PAID Master Record Printout, will be received showing this data as well as that submitted by the Personnel activity.  The VA Form 71 will be marked "ACCESSION." If the employee master record that was created contains identified errors, an additional VA Form 71 will also be received marked "ERROR." The incorrect data and error code will appear at the bottom of the form.

(2)	If the data submitted is to change or update an employee master record no VA Form 71 will be received if the data passes all edit tests.  If the data does not pass edit tests, a VA Form 71 marked "ERROR" will be received with the incorrect data and error codes identified at the bottom of the form.

e.	A VA Form 7l, PAID Master Record Printout, marked "SEPARATION" will be received at the time of an employee's separation. The VA Form 71 will be marked "ERROR" when the separation data is incorrect or is rejected.  As in the above instances, the VA Form 71 will show the incorrect data and error code at the bottom of the form.

f.	A VA Form 71, PAID Master Record Printout, containing all data in the employee's master record will be received upon submission of TT 12-2.  If the data in the TT 12 is incorrect, a VA Form 71 will be received marked "ERROR" with the incorrect data and error codes identified at the bottom of the form

g.	When TT 13 is submitted to the DPC, a VA Form 30-212, Individual Retirement R.P.O., and a copy of the SF 2806 submitted by the field station at time of conversion will be received by the requesting station.  The VA Form 30-212 will contain the retirement record information for the employee since the time of the employee's appointment or conversion of the station's payroll, whichever is the later.  If the data in the TT 13 is incorrect, a VA Form 71 will be received marked "ERROR," with the correct data and error codes identified at the bottom of the form.

h.	Fiscal data which is coded and subsequently punched for TT's 8B, 82, 83, 84, 86, 92, 93, 94, and 96 is used to make or record salary payments.  This data is edited twice by the DPC, first to test validity and compatibility of data within the TT's cards and secondly when the data is used in conjunction with the employee master record to compute payrolls.  In the first edit of these cards, error messages without error codes are generated.  At this time the DPC will audit the data submitted by the station and if time permits, will contact field stations to obtain corrections.  If incorrect data is discovered during the second edit (pay run), a VA Form 71, PAID Master Record Printout, is generated.  In this case, the VA Form 71 will contain a message in the "Remarks" section identifying the error.  The error code section will contain an error code beginning with either the letter "E" or "M." "E" codes are errors.  "M" codes are possible errors but the DPC is unable to determine whether the data is correct or not.  In no case will rejected data prevent the issuance of a check if due.

1D.05	CORRECTION OF ERRORS

a.	If is essential that all data in the system be completely accurate.  Careful auditing and correction of error RPO's and messages will help assure accuracy.

b.	The DPC edit of data may result in an error or errors being found in one or more items of data.  When this happens, depending upon the item or items involved, the DPC may (1) reject the entire TT, making no change in the master record or (2) accept the TT, but reject one or more of the items of the data.

c.	MP-6, part V, supplement No. 5.4 depicts the action taken by the DPC in relation to data found in error or questionable upon edit of TT. The term "Reject Transactions" means that none of the items of data submitted were entered into the employee's record.  The term "Reject Field" means that while other items of data in the TT were accepted, the item identified by an error code on the RPO was not accepted and no change was made in the employee's record for that particular item (field).  Error messages generated on TT's 80 and 90 as well as those from the biweekly pay run ("E" and "M" series) are self-explanatory as to the discrepancy discovered by the DPC.

d.	The following procedures will be followed in the processing of error messages or VA Forms 71 marked "ERROR."

(1)	The VA Form 71 or error message will be analyzed by the Personnel and/or Payroll activity to determine correction action necessary.

(2)	If no correction is necessary, the error message will be annotated in the "Remarks" section to the effect that "No correction is necessary" and returned to the CP by the Personnel and/or Payroll activity.

(3)	If correction is required, the required VA Form(s) will be prepared by the appropriate activity.  The "Remarks" section of the form will be marked "CORRECTION."

�CHAPTER 2. DISTRIBUTION OF EMPLOYEE SALARY PAYMENTS AND CODING OF ADDRESSES

2.01	DISTRIBUTION OF EMPLOYEE SALARY PAYMENTS

a.	Except as provided in the following subparagraphs, employees of the Department of Veterans Affairs (VA) may receive their biweekly salary payments by either direct mail to a nonwork address or by credit to an account at a financial organization through the Direct Deposit/Electronic Funds Transfer (DD/EFT) Program.

(1)	Employees whose positions are within one of the AFGE bargaining units (BUS Codes 0065 and 0066) AND who were on VA rolls prior to July 17, 1988, may continue to receive their salary checks at the work site through bulk mail procedures.  However, these employees must personally pick up their salary checks from the Agent Cashier during nonwork hours (i.e., authorized break and lunch periods).  When one of these employees subsequently elects to receive his/her salary payments through the DD/EFT program or by direct mail to a nonwork address, that employee will be barred from reverting to picking up salary checks from the Agent Cashier.

(2)	Employees whose positions are within one of the NFFE bargaining units (BUS Codes 0086 and 0087) may continue to receive their salary checks at the worksite (Agent Cashier).  However, if one of these employees fails to complete either an SF 1199A to enroll in the DD/EFT program or an SF 1301a to authorize direct mailing of his/her salary checks, the employee's salary check will be processed as a direct mail check to the Agent Cashier.  Affected employees must then personally pick up their salary checks from the Agent Cashier during nonwork hours (i.e., authorized break and lunch periods).

b.	Computer control of the distribution of employee salary payments is accomplished by means of a code in the "Bulk Check Option" field in the employee's master record.  A code "Y" in this field indicates that the employee is eligible to receive his/her salary checks by means of bulk mail delivery to the Agent Cashier while a code "N" means that the employee may NOT receive bulk mail salary checks.  For all newly hired employees, the DPC will automatically enter a code "N" in this field at the time that the employee's master record is established.  In the event that an error occurs and it becomes necessary to correct the code in this field, a TT 32 must be submitted with the appropriate code in CC 78.

c.	It is the responsibility of the Finance Office, with support from the Personnel Office as needed, to ensure that those employees who are ineligible to receive bulk mail salary checks complete either an SF 1199A or a VA Form 4-1301a to authorize disposition of their salary payments.  In the event that an ineligible employee fails to complete either of these forms, the PAID System will process salary payments for this employee as direct mail checks to the Agent Cashier.  For control purposes, the PAID System will generate a name listing of those employees whose salary checks were processed as direct mail salary checks to the Agent Cashier.  As a minimum, the Agent Cashier will record on the listing the date on which each salary check was released to the employee.  On an optional basis, the Facility Director may also require that the employee sign on the listing acknowledging receipt of his/her salary check.

2.02	SPECIAL ADDRESS CODING INSTRUCTIONS

The following instructions are essential to insure accurate coding of addresses:

a.	No punctuation will be coded.

b.	Blank spacing will bc required between segments, e.g., between street number and name, city and State, etc.

c.	ZIP Codes are mandatory.  This field will always be coded unless "SAME" is used.  If the address is a foreign country the Zip Code field will be filled with zeros.

d.	Two-letter State abbreviations as listed in figure 5.F2 are mandatory for use.

e.	When the full city name contains 13 characters or less, the city name will be spelled in its entirely.  Any city name containing more than 13 characters will be abbreviated using only those abbreviations that are contained in the National Five-Digit ZIP Code and Post Office Directory (pages 17 and 18 in the 1989 Directory).  Only the city name and State abbreviation must appear on the last address line used.  The computer will automatically position the ZIP code.

f.	Standard abbreviations such as "ST", "RD", "AVE", may be used.  Reference National Five-Digit ZIP Code and Post Office Directory.

g.	Housing development names should not be used unless required to provide delivery.

h.	Addresses including "In care of" will be coded "C/O" using three coding spaces.

i.	A street number of "101 1/2" would be coded " 101 1/2" using seven [coding spaces.

j.	A word or number will not be extended from one line to another.

k.	Any coding items not used will be left completely blank.

l.	ANY CHANGE TO DATA IN ANY FIELD OF THE TT 70 SERIES WILL REQUIRE THE CODING OF THE COMPLETE ADDRESS.

2.03	RESIDENCE ADDRESSES

a.	TT's Used. 70 and 71.

b.	The Personnel activity will initiate and code the residence address for all accessions.  The Fiscal activity is responsible for processing any change to the residence address.  A change in an employee's residence address will be accomplished by the Payroll Unit upon receipt of the new address in writing over the signature of the employee.

c.	For those CSRS employees who are participating in the Thrift Savings Plan (TSP) and for all FERS employees, the DPC will automatically forward the employee's residence address to the National Finance Center (NFC) who is the recordkeeper for the TSP.  The NFC will then mail employee TSP statements to this address.  Thus, it is extremely important that employees keep their residence address current at all times.

d.	During October of each year the DPC will  furnish the Annual W-2 Address Verification Listing, LC001, in timekeeper reporting unit order, showing the name and address of record for each employee.  Unit timekeepers will verify the list with the current address of the employee and make any corrections necessary and forward the annotated listing to the Payroll activity.  This will permit the Payroll activity to update the master record at the DPC prior to preparation of TD Form W-2, Wage and Tax Statement.  In this instance, the employee's signature will not be required.  Transactions, resulting from this listing, must be submitted not later than the second weekly transmittal for the last pay period paid in each calendar year.

NOTE:  This listing contains confidential information and should be treated accordingly.

e.	If a one-line residence address is all that is required to complete the address, only the "First Line Address," TT 70, will be coded.

�EXAMPLE:

TT 70: First time Address

	CC's 22-26: Enter "11120

	________________________________________  blank space

	|

	CC's 27-49: Enter "NINA TN"

f.	If a two-line residence address is required, the "First Line Address" and "Second Line Address", will be used.  The street address will be coded into "First Line Address", and the city and State will be coded into "Second Line Address."  TT 70 would be coded as follows:

TT 70: First Line Address

	CC's 22-26: Enter "22030"

	CC's 27-49: Enter "603  CHARLES DR"

	|	|

	|_________|______________________ blank spaces



Second	Line Address

	CC's 50-72: Enter "FAIRFAX VA"

g.	If a three-line residence address is required, the first and second line will be coded on TT 70.  The "Third Line Address" will be coded on TT 71. EXAMPLE:

TT 70: First Line Address

	CC's 22-26: Enter "20902"

	CC's 27-49: Enter "10321 ALEXANDER DR"

		|	|

Second Line Address	|	|

___________________________________________________________blank spaces

	CC's 50-72: Enter "APT 312"

TT 71: Third Line Address

	CC's 22-39: Enter "SILVER SPRING MD"

	|	|

	|______ |_____blank spaces



2.04	 CHECK MAILING ADDRESSES

a.	TT's Used. 76, 77 and 78.

b.	The Fiscal activity is responsible for processing all check mailing addresses.  An employee has the option of having his/her net salary check forwarded to a financial organization for direct credit to an account or mailed to an address other than a financial organization.  See paragraph 2.01 above for exceptions.

c.	The code appearing under the heading "CK Mail" on the Earnings and Leave Statement indicates the method that the employee has selected to receive his/her net salary check.  Specific codes, together with a brief description of each, are as follows:

Code	Description

	

Blank	Employee's salary payment was processed as a bulk mail salary check.

	

E	Employee's salary payment was processed through the DD/EFT program.

	

R	Employee's salary payment was processed as a direct mail salary check to the 	employee's residence address.  In this situation, the check mailing address was 		entered as "SAME"

	

O	Employee's salary payment was processed as a direct mail salary check to the 		specific check mailing address (as opposed to "SAME") in the employee's 			master record.

	

d.	Net Salary Checks Mailed to Other Than a Financial Organization

(1)	Permanent mailing of salary checks to other than a financial organization will be authorized on a properly completed and signed VA Form 4-1301a, Request for Delivery of Salary Check.  When used for this purpose, VA Form 4-1301a will be completed in an original only.

(2)	When authorizing permanent mailing of salary checks, the employee will check the appropriate blocks on the VA Form 4-1301a and insert the due date of the first salary check to be mailed under this authorization.  The address to which the salary checks are to be mailed will be typed or printed in the space provided.

(3)	The Payroll activity will code the check mailing address on a VA Form 4-5637 in accordance with existing coding instructions.  Upon completion of such coding, the VA Form 4-1301a will be annotated to reflect the initials of the payroll clerk who coded the VA Form 4-5637 and the date on which this coding was accomplished.  The VA Form 4-1301a will then be filed in the employee's payroll folder.

e.	If an employee desires his/her check to be mailed to his/her residence, TT 76 will be coded as follows:

TT 76: First Line Address

	CC's 22-26: Leave blank

	CC's 27-49: Enter "SAME"

NOTE: See paragraph 2.05 for instructions pertaining to coding of the "E&L Option" field (CC 73).

NOTE: If residence address is changed and the master record check mailing address previously reflected "SAME" no coding entry is necessary on TT 76.

f.	Net Salary Payments Credited to Account at a Financial Organization

(1)	General

(a)	An employee desiring to have his/her net salary payment credited to an account at a financial organization will be permitted to do so upon presentation of a properly completed SF 1199A, Direct Deposit Sign-Up Form.  SF 1199A is a combination request by the employee and an agreement by the financial organization to receive and deposit sums for the payee.  The financial organization will verify the information in sections 1 and 2 and will complete section 3. Obtaining the completion of section 3 by the financial organization will be the responsibility of the employee, as is the advising of the financial organization when such authority has been canceled.  SF 1199A is furnished in a three-part set.  The original copy must be submitted to the employee's payroll office, the duplicate copy will be retained by the financial organization, while the triplicate copy should be provided to the employee.

(b)	Agent cashiers may not mail a salary check to a financial organization on a recurring basis.  All such mailing must be accomplished within the PAID system.  The agent cashier's authority for occasional mailing, based on a properly completed VA Form 4-1301a, is unaffected.

(2)	Establishing, Changing, and Canceling Authority for Net Checks to Financial Organization in the "PAID" System

(a)	Processing Initial Application

1.	TT Used 77

NOTE: When net pay is to be credited to an employee's account at a financial organization and a TT 77 is coded, as explained below, a TT 76 must not be used.  This is a departure from existing instructions, and is only true when authorizing an "EFT Deposit" of the net salary payment to a financial organization.

2.	Upon receipt of a properly executed SF 1199A, establishing payment of a net pay on a recurring basis for credit to an employee's account at a financial organization, the Payroll activity will process TT 77.

Third Line Address: Enter code "EFT".  Leave one space blank, followed by the nine-digit routing number/check digit assigned to the financial organization.  Leave another blank space followed by the type of account ("c" for checking or "s" for saving).  Proper coding will utilize 15 positions, with the unused positions remaining blank: CC's 22-39 "EFT" (space) "9 digit routing number/check digit" (space) "c" or "s" (spaces).

Bank Account No: Enter the account number appearing on the SF 1199A.  This is a 17-digit field which may be alpha (A through Z), numeric (0-9), a hyphen (-), or a combination thereof.  In some financial organizations, the individual name may be used in this 17-digit field.  The bank account number will be coded in the high order position, with the unused positions remaining blank.  Proper coding is illustrated as follows: CC's 40-56 "1234506789-AB (spaces)"

TT 77: Third Line Address

			__________spaces____________________

	|	|	|

	CC's 22-39:  Enter "EFT 223456789 C"

Bank Account No.

				_spaces____

	|

	CC's 40-56: Enter " 1234506789-AB"

(b)	Changes in Mailing Instructions for New Pay

1.	A new SF 1199A, designating a different financial organization to receive the employee's net pay, constitutes cancellation of all existing SF 1199A.  Coding of a TT 77 as described above will replace the check mailing information in the master record with that applying to the new designee.  No separate cancellation is required.

2.	Should the employee change his/her mailing instructions to provide for direct mailing to an address other than a financial organization, the complete new mailing address must be coded using transactions 76 and 77.

(c)	Rejected DD/EFT Payments.  As the Treasury Financial Center (TFC) processes the DD/EFT payment, they will also validate the financial organization routing number by comparing it to a financial organization master file.  This file contains the routing numbers of all financial organizations in the United States.  If the routing number is not in the file, the TFC will not be able to issue the payment, and will advise the VA Finance Center (VAFC) accordingly.  The VAFC will then contact the payroll office to notify them of the rejected DD/EFT payment, and that an out-of-system payment will be prepared and forwarded to the agent cashier at the field facility.  The employee must be informed of this action.  In addition, the payroll office must take appropriate corrective action to ensure the validity of the routing number in the employee's master record.

NOTE: Special provision has been made for the Austin DPC to make periodic routing number changes in employee master records upon advice of such required changes by the TFC.  No further action will be required by the payroll office.

(d)	Returned DD/EFT Payments.  DD/EFT payments may be returned by a financial organization because the financial organization could not credit the employee's account.  The payment could have been returned for any one of the following reasons: (1) account closed, (2) no account/unable to locate account, (3) invalid account number, (4) deceased employee, (5) account frozen, etc.  When advised by the Treasury Financial Center, the VAFC will contact the payroll office to notify them of the returned DD/EFT payment, and that an out-of-system payment will be prepared and forwarded to the agent cashier at the field facility.  The employee must be informed of this action.  Again, the payroll office must take appropriate corrective action to ensure proper credit of future DD/EFT payments.  In the case of a deceased employee, funds will be returned to the field facility on a computer generated VA Form 4-4564, Transfer of Disbursing Authority by the Austin DPC.

(e)	Claims of Nonreceipt of DD/EFT Payments

1.	Upon notification by the employee that his/her salary payment was not received by his/her financial organization, the payroll office will determine whether a payment was certified.  If no payment was certified, the payroll office will resolve the matter with the employee.

2.	If a payment was certified, the payroll office will verify that the routing number and bank account number entered on the SF 1199A were correctly entered into the employee's master record.  If the payroll office finds that the routing number or bank account number has been entered incorrectly in the employee's master record, the VA Finance Center will be contacted for preparation of an out-of-system payment.  The payment that was issued with incorrect information will be returned to the VA Finance Center by the Federal Reserve through the Treasury Financial Center.

3.	If the findings show that the bank account number and routing number are correct in the employee's master record, the payroll office will advise the VA Finance Center (VAFC) of the employee's claim for nonreceipt. (An original signed claim is not required.) The following information MUST be provided: (1) payday date, (2) net amount of payment, (3) employee's name, (4) SSN, (5) financial organization name, telephone number and routing number (on SF 1199A), and (6) employee's bank account number (on SF 1199A).  The VAFC will then contact the Treasury Financial Center who in turn will advise of the disposition of the DD/EFT payment.  If necessary, an out-of-system payment will be prepared by the VAFC and forwarded to the agent cashier tit the field facility.  The employee must be informed of any action taken with regard to his/her nonreceipt claim.

(f)	Cancellations

1.	TT 78 will be used to cancel check mailing address (see subpar. (h) below).  Cancellations must be in writing over the signature of the employee.

2.	Authorization for check mailing in effect at the time an employee transfers between stations will automatically be canceled.  When the transfer is by means of TT 97, the final check issued by the losing station will be mailed based on the contents of the master record at the end of the employees last pay period at the losing station.  Check mailing addresses will no longer be transferred intact.  This provision is applicable even though the check mailing address may not be that of a financial organization.  Reestablishment of check mailing at the receiving stations will he accomplished only upon receipt of a properly completed authorization (VA Form 4-1301A or SF 1199A, as applicable).

(g)	Effective Date of Authorization

1.	New authorizations will be effective with the first full pay period after receipt of the authorization.

2.	Cancellation will be effective with the pay period received, if at all possible.  In the event should the cancellation action be delayed beyond the subsequent pay period.

NOTE: The date of receipt should be indicated on all SF's 1194A or cancellation documents.

(h)	Cancellation of Check Mailing Address, TT 78.

(1)	When an employee desires to cancel his/her check mailing address, circle TT 78.  The circle around TT 78 indicates to the keypunch operator that "78 " should be keypunched in CC's 20-21.

(2)	Use of a TT 78 to cancel an employee's check mailing address (including DD/EFT data) will result in the employee's future salary payments being processed as direct mail checks to the Agent Cashier pending receipt of new check mailing data from the employee.

2.05	EARNINGS AND LEAVE STATEMENT MAILING ADDRESSES

a.	TT's Used. 76, 77 and 78.

b.	Employee copies of Earnings and Leave Statements (E&LS's) will be mailed to the employee at his/her residence address.  However, because the check mailing address field is blank in approximately 94 percent of all employee master records, this field may be used as a dual purpose field enabling affected employees to have their E&LS's mailed to other than their residence address.  Use of the check mailing address for mailing of salary checks as opposed to E&LS's is based upon the code entered into the "E&L Option" field in cc 73 of TT 76.  The specific code entered in this field will indicate whether the employee's E&LS's are to mailed to his/her residence address or the "check" mailing address.  Specific codes to be entered in this field together with various coding examples are set forth in subparagraph d below.

c.	In those instances where an employee elects to have E&L's mailed to an address other than his/her residence address, the employee must provide the E&L's mailing address to the payroll office.  This should be accomplished in writing over the signature of the employee using either a memorandum or OF 41, Routing and Transmittal Sheet.  The election will be effective on the first day of the first pay period following the date on which the notification was received in the payroll office unless existing workload permits an earlier effective date.

NOTE: Inasmuch as the PAID System will automatically mail employee E&LS's to his/her residence address, no coding of input is required unless the employee requests in writing that his/her E&LS's be mailed to a different address.

d.	Upon receipt of an employee's election to have his/her E&LS's mailed to other than the employee's residence address, the payroll office must enter the address in the PAID System using TT's 76/77.  Except for the new "E&L option" field, TT 76/77 will be coded in the usual manner.  In order to ensure that the PAID System can make a proper distinction between check mailing and E&LS mailing addresses, one of the following codes must be entered CC 73 of TT 76:

Code	Description

	

R	If a check mailing address is submitted on TT's 76/77 and CC 73 of TT 76 		contains code "R", the address will be used for check mailing purposes and the 	employee's E&LS's will be mailed to his/her residence address.

	

Blank	Same as code "R" except that CC 73 of TT 76 is blank.

	

E	Submission of a "check" mailing address with code "E" in CC 73 of TT 76 will 		result in employee's E&LS's being mailed to this address.  This code may not be 		used when the employee's "Check mail" Code (see paragraph b above) is code "O".

	

B	Submission of a check mailing address with code "B" in CC 73 of TT 76 will 		result in both the employee's salary checks and E&LS's being mailed to this address.

	

Pending receipt of a revised VA Form 4-5637, Master Record Change Code Sheet, manually enter a coding block following CC 72 on TT 76 and label it as CC 73.  Use of the above codes is illustrated in the following examples.

EXAMPLE #l: Employee's salary checks and E&LS's are being mailed to his/her residence address.  Employee submits an SF 1199A to enroll in the DD/EFT program with E&LS's to continue to be mailed to employee's residence address.

ACTION: Only a properly coded TT 77 must be submitted to enroll in the DD/EFT program.  The employee's E&LS's will continue to be mailed to the employee's residence address.

EXAMPLE #2: Employee who is eligible to receive bulk mail salary checks authorizes direct mail of salary checks to other than his/her residence address.  E&LS's are to be mailed to the employee's residence address.

ACTION: Code check mailing address in the usual manner using TT's 76/77.  Enter code B in CC 73 of TT 76.  Using a second VA Form 4-5637 with a later day number, submit a second TT 76 with code R in CC 76.  Be sure to leave the address field blank.

NOTE: Two code sheets are necessary in order to insure that the PAID System knows beyond any doubt the specific action that the input is intended to accomplish.

EXAMPLE #3: An employee's salary checks and E&LS's are being mailed to a non-residence address.  In this respect, it should be noted that any check mailing address entered via TT 76/77 input (as opposed to "SAME" is considered to be a non-residence address.  The employee now elects to have his/her E&LS's mailed to the residence address.

ACTION: Submit a TT 76 with code "R" in CC 73 and leave the address field blank.

ILLUSTRATION OF OTHER EXAMPLES: The Figure 2.F1 illustrates how TT 76 input will affect an employee's "check mail" code, "check mall" address, and "E&L Option" code.  Because the "check mail" address field is being used as a dual purpose field, extreme care must be used to ensure that the coded input will have the desired affect on data in the employee's master record.

(e)	In the event that an employee's E&LS's are to be mailed to his/her residence address and the residence address field in the employee's master record is blank, the employee's E&LS will be mailed to the Agent Cashier for release to the employee.  Immediate action must be taken to obtain the employee's residence address for input to the PAID System.  In the same manner, if the Postal Service is unable to deliver the E&LS to the address on the form, it will be returned to the Agent Cashier for release to the employee.

(f)	In those instances where an employee reports nonreceipt of his/her E&LS, no action should be taken to replace the form until five days after the scheduled paydate.  If the employee still reports nonreceipt, the employee should be provided with a photocopy of the Biweekly Payroll Register in lieu of an actual duplicate E&LS.  When making the copy, extreme care must be exercised to ensure that data for other employees is not provided to the employee in violation of the Privacy Act.

(g)	If a TT 77 containing valid DD/EFT data is submitted, the PAID System will update the employee's master record and make his/her "check mail" code "E".  However, no change will be made with respect to the address to which the employee's E&LS's are being mailed.

(h)	In the event that a TT 78 is processed to cancel an employee's check mailing address (including DD/EFT data), no change will be made with respect to the address to which the employee's E&LS's are being mailed.

2.06	SAVINGS BOND ADDRESSES

a.	All bonds will be mailed direct to the address designated by the employee.

b.	TT's 72 and 73 will be coded for bond No. 1 addresses and TT's 74 and 75 for bond No. 2 addresses.

c.	Special coding instructions listed under paragraph 2.02 a through e will be applied to bond mailing address.

d.	If the mailing address for the respective bonds is the same as the residence address, TT's 72 and 74 will be coded "SAME" in CC's 27-30.  If they are not the same, TT's 72 and 74 (bonds No. 1 and 2, first and second line) and TT's 73 and 75 (bonds No. 1 and 2, third line), if applicable, must be fully coded.

Any change to data in any field of a TT 72, 73, 74 and 75 will require the coding of the complete address.

e.	Bonds may be mailed to the field station provided that the correspondence symbol is code on the first line of the address on TT's 72 and 74.

2.07	PAYEE INFORMATION-NON-GOVERNMENT ORGANIZATION FILE

a.	General

(1)	A centralized file of payees, other than employees, has been established at the DPC.  This file is based on information furnished by individual field stations in the case of addresses for employee uiiiotis and information furnished by VA Central Office (047FI) in the case of CFC organizations.

NOTE: VA Form 4-5656 is no longer used to establish addresses for savings allotments.

(2)	VA Form 4-5656 Payee Information-Non-Government Organization, has been designed as the media for furnishing the required information.  VA Form 4-5656 will always be submitted to the DPC as "hard copy" and will be completed as follows.  An original and two copies will be prepared.

Heading.  Enter complete address of the station including the three-digit station number.  Enter in space labeled Control No., a consecutively assigned number (e.g., the first VA Form 4-5656 submitted would be number 1, the second VA Form 4-5656, number 2, the third number 3, etc.)

Item 1. Enter three-digit number of the station to which affected employees are assigned (same as station number in master record).

Item 2A through 2C.  Enter in the appropriate item, the code assigned to the organization involved.  Instructions relative to union codes and Combined Federal Campaign codes will be found under the applicable paragraphs.

Item 3. Check action desired.  Cancellation action will be permitted by field stations only to correct an employer identification number.

Item 4A.  Enter in the unshaded area the ZIP Code applicable to the address of the organization involved.  This item must be completed.

Item 4B.  Enter the name of the organization (special symbols are not permitted).  The name must be confined to item 4B (35 positions) and cannot overflow to the first address line.  Abbreviations are permitted but should be used only when absolutely necessary.

Item 4C, 4D, and 4E.  Entries on these lines must consist of normal address coding as specified in paragraph 2.02. Only the city name and authorized State abbreviations will appear in the last address field used.  The city name cannot exceed 13 characters and any abbreviations used must be consistent with those set forth in the National Five-Digit ZIP Code & Post Office Directory.

Item 5. Enter the ending date of the first pay period in which the station expects to authorize payments to the organization named.

(3)	The initials of the persons preparing and verifying the information appearing on VA Form 4-5656 will be indicated in the spaces provided.  The head of the Finance activity, or his/her desiginee will approve VA Form 4-5656 signifying that, in his/her opinion, the organization named thereon may properly receive payments.

(4)	VA Form 4-5656 must be submitted to the DPC at least 1-full week prior to submitting master record changes containing the assigned code (TT's 32).

b.	Changes.  If due to an error, it becomes necessary to change either the payee or address information previously furnished to the DPC, a complete VA Form 4-5656 must be prepared as prescribed above.  Item 3B will be checked and that portion of the name or address being changed will be circled.  The original organization code will be used.

c.	Cancellations.  Field stations will not process cancellations to the centralized file of payees.  The Austin DPC will automatically delete an inactive code from the Non-Government Organization File when it has been inactive for 60 days.  Each station will be furnished a listing of the station assigned codes which have been deleted from the file.  The listing will be used to update the station files to reflect the cancellations.

d.	Submission of VA Form 4-5656 to the DPC.  VA Form 4-5656 will be submitted weekly with the regular Friday transmittal.  The inclusive control numbers of VA Form 4-5656 transmitted will be shown in "Remarks" on VA Form 4-5639.

e.	Reference File Maintained at Each VA Station

(1)	Each station will maintain reference file of authorizations forwarded to the DPC.  The file will consist of copies 2 and 3 of VA Form 4-5656.  One copy will be filed alphabetically by payee.  The other copy will be filed, in ascending order, by the organization code assigned.

(2)	Newly received union dues authorizations will be screened against the reference file in order to prevent duplications and to detect inconsistencies in mailing instructions.  When inconsistencies are detected, the discrepancy should be resolved by contact with the organization concerned.

2.08	PAYEE INFORMATION ALIMONY/CHILD SUPPORT-BANKRUPTCY-VOLUNTARY ALLOTMENTS

a.	Voluntary Allotments

(1)	Fiscal activities will be responsible for establishing and changing payee address information for all voluntary allotments.  VA Form 4-4947, Payee Information Alimony/Child Support-Bankruptcy-Voluntary Allotment, will be used for this purpose.  Once coded, VA Form 4-4947 will be forwarded as hard-copy to the DPC for input into the PAID Address File.  The VA Form 4-4947 must be submitted to the DPC at least 1 full week prior to submitting master record coding (TT 5A) containing the assigned code.

(2)	When completing VA Form 4-4947, the Fiscal activity will assign a unique four position numeric control number (beginning with 0001) to each individual involved voluntary allotment.  Payroll should maintain listing of assigned control numbers so that no two control numbers are identical.  The control number will be used to locate the correct payee name and address in the address file for check mailing purposes.  The name and address of the payee will be provided by the employee on the OF 299.  In addition, the employee's SSN, account number, claim numer or last name, etc. should be included in card columns 104-115 on the VA Form 4-4947.  This will serve as payment identification information for the recipient of the payment will be included on the face of the check.

(3)	VA Form 4-4947 will be completed as follows:

Heading.  Enter complete address of the station including the three-digit station number.  Enter in the space labeled Control No., a consecutively assigned number as specified in subparagraph (2) above.

Item 1.	Self Explanatory.

	

Item 2C	Voluntary Allotment.  Four position numeric control number.  Each 		allotment must be assigned it's own unique control number by the Fiscal activity.

	

Item 3.	Action Requested-establish or change.  Cancel will not be used.

	

Item 4.	Payee Name and Address Information.

	

Card Columns	Coding Instructions

	

1-10	Must be blank.

	

11-103	Name and address of non-financial organization or other payee who is to 		receive the funds as it appears on the OF 299.

	

104-115	Alpha/Numeric.  Payment identification information, taken from the OF 299. 		(As a minimum, this should be the employee's SSN.)

	

116-117	Must be blank.

	

(4)	The PAID Address File will automatically be purged of any unused codes after 60 days of inactivity.  A listing will be provided to each field facility with every addition, change or deletion of address information.

b.	Alimony/Child Support, Bankruptcy.

(1)	Fiscal activities will be responsible for establishing and changing payee address information for all A/CS and B cases in the PAID Address File.  VA Form 4-4947, Payee information Alimony/Child Support-Bankruptcy-Voluntary Allotment) will be used for this purpose.  Once coded, the VA Form 4-4947, will be forwarded as hard copy to the DPC for input into the PAID Address File.

(2)	When completing VA Form 4-4947, the Fiscal activity will assign a unique five-position control number to each individual A/CS and B account. The first position of each control number will be alpha characters "A" or "B" depending upon the type of garnishment. All alimony/child support garnishments must begin with "A" (ex. A0001); bankruptcies must begin with "B" (ex. B0001).

It is essential that the correct type of control number (ex.  A0001 or B0001) be assigned; the PAID system will use the "A" or "B" to identify the position of the deduction in the priority of deductions.  Payroll should maintain a listing of assigned control numbers so that no two control numbers identical.  The entire control number will be used to locate the correct payee name and address in the address file for check mailing purposes.

(3)	The payee name and address may be either a court or a private individual depending upon the terms of the court order. The court order number or a payee identification number (ex.  SSN) should be provided, if available.  This information will be printed on the individual check for identification purposes.  In addition, based upon the control number assigned (A0001 or B0001) a statement as to the type of payment will also be printed on the check.  The statement will be as follows:

Control Number	Statement

	

A (0001)	Alimony/Child Support

	

B (0001)	Bankruptcy

	

(4)	VA Form 4-4947 will be completed as follows:

Heading.  Enter complete address of the station including the three-digit station number.  Enter in the space labeled control No., a consecutively assigned number is specified in subparagraph (2) above.

Item 1.	Self Explanatory.

	

Item 2A.	Alimony/Child Support-the first position must be an "A"; the next four positions must 		be numeric.  Each case must be assigned a consecutive number beginning with 0001. 		This alpha code must only be assigned to alimony and/or child support garnishments.

	

Item 2B.	Court Ordered Bankruptcy.  The first position must be a "B"; the next four 		positions must be numeric.  Each case must be assigned a consecutive control number 	beginning with 0001.  This alpha code must only be assigned to bankruptcy garnishments.

	

Item 3	Action Requested-establish or change.  Cancel will not be used.

	

Item 4.	Payee and Address Information.

	

Card Columns	Coding Instructions

	

1- 10	Must be blank.

	

11-103	Name and Address of court or person who is to receive the funds as it appears on the 		court order.

	

104-115	Court order number or any other equivalent alpha/numeric information to identify the 	payment.  No special characters except hyphens (-) will be accepted.

	

116-117	Must be blank.

	

(5)	The PAID Address File will automatically be purged of any unused codes after 60 days of inactivity.  A listing will be provided to each station with every addition, change or deletion of address information.  The VA Form 4-4947 must be submitted to the DPC at least 1 full week prior to submitting master record coding (TT's 56 or 57) containing the assigned code.
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Figure 2.F1 Coding of Check Mailing Addresses
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Figure 2.F1 Coding of Check Mailing Addresses-Continued



�CHAPTER 3. PAYMENTS (EXCEPT CASH SALARY PAYMENTS)

3.01	BACKPAY

a.	Reference.  FPM Supplement 990-2, book 550 and FPM Letter 550-76.

b.	An employee who is found to have undergone an unjustified or unwarranted personnel action shall, upon correction of the personnel action, be entitled to receive backpay for the period during which the unjustified personnel action was in effect.  Under this backpay authority, the employee will he made whole financially for pay and employment rights lost or diminished because of improper action. [The backpay award is charged to the appropriation that was current on the date that the administrative decision was made that an employee was entitled to backpay.  For example, a decision was made on November 26, 1985, that an employee was entitled to backpay for the period March 31, 1985 through November 26, 1985.  Because the administrative decision was made on November 26, 1985, the backpay award must be charged to the fiscal year 1986 appropriation.]

c.	In computing the amount of backpay, the amount earned by the employee from other employment during the period covered by the corrected personnel action must be deducted from the gross backpay.  Only that employment engaged in by the employee to take the place of the employment from which the employee was separated will be included as other employment.

d.	The retirement contribution is computed on the employee's gross backpay before subtracting his/her earnings from outside employment.  If no amount of backpay is due because of excessive outside earnings, the employee must remit the appropriate amount of retirement fund contributions in order to receive full retirement credit. (See Unpublished Comp. Gen.  B-167393, dated August 6, 1969.)

e.	Income tax withholding is computed on gross backpay after subtracting his/her earnings from outside employment.

f.	An employee enrolled in a health benefits plan may (at his/her option) enroll as a new employee or have the coverage reinstated retroactive to the date it was terminated.  If the employee elects to have the enrollment reinstated retroactively, withholdings and contributions must also be made retroactively.

g.	Except as indicated in subchapter S4-2e, FPM Supplement 870-1, life insurance withholdings will not be made from backpay.

h.	An employee who had a union dues allotment in effect at time of separation must consent, at time of restoration to the rolls, to deduction of union dues from the backpay award.  Deduction of dues from current pay will not be made, absent consent of employee. (See Unpublished Comp. Gen. B-180095, dated November 15, 1976.)

i.	Deductions will be made from backpay in the order listed below:

	(1)	Interim net outside earnings (34 CG 382)�	(2)	Retirement annuity payments�	(3)	Refunds of retirement contributions�	(4)	Severance pay�	(5)	Lump-sum payment for accrued annual leave�	(6)	All other authorized deductions [such as unpaid retirement contributions for the period of separation, Federal and State taxes computed on net backpay, health benefits (if any), etc.]�

NOTE 1: OPM provides amounts to be deducted for items (2) and (3) above. The following FTS numbers may, be used to obtain this information: retirement annuity payments, 632-5488; and refunds of retirement contributions, 722-5653.

NOTE 2: If the net amount of backpay is insufficient to permit deduction (if erroneous payments identified in items (2) through (5) above, any net indebtedness remaining after liquidation of the award may be eligible for waiver consideration.

j.	The following example is set forth as an aid in computing backpay:

Gross backpay	$10,000

Less outside earnings	5,000

Less refund of retirement contributions	2,000

Less lump-sum payment for accrued annual leave	1,000

Balance	2,000

Retirement deduction (computed on gross backpay of $10,000)	700

Federal tax (computed on balance of $2,000)	400

State tax (AZ) (computed on balance of $2,000 @	

10 percent of Federal tax withholding)	40

Net Backpay	860

	

NOTE [1:] There is no deduction for health benefits in the above example since the employee enrolled as a new employee.  In addition, life insurance was not deducted from the backpay.

NOTE 2:  For detailed instructions regarding computation of backpay, refer to FPM Supplement 990-2, book 550, subchapter S-8.

k.	A receivable (appropriation reimbursement) will he established in the gross amount of the lump sum that was paid to the employee at time of separation.  Actual recovery from the employee will be accomplished by means of a cash collection, an entry in the "Other Deductions" field item (59) on VA Form 4-5638, or a combination of both.  Amounts recovered will he deposited to station suspense account 36F3875 and will then be used to liquidate the receivable.

[l.]	When an employee is reinstated to the rolls, any annual leave which is in excess of the maximum leave accumulation authorized by law will be restored and carried in a separate leave account.

[m.]	Court Judgments.  When processing judgments against the Government awarding back pay under the Back Pay Act, such payments are payable by the General Accounting Office from the permanent appropriation established by 31 U.S.C. 724a (58 CG 311).

3.02	CONTINUATION OF PAY

a.	Reference.  FPM, chapter 810.

b.	General

(1)	Continuation of pay is authorized by memorandum over the signature of the Personnel Officer.  The memorandum must contain the employee's name, date of injury, and a statement that the employee has elected to have pay continued under Public  Law 93-416.  The original copy of the memorandum must be forwarded to the Payroll activity as soon as possible following occurrence of a traumatic injury, with copies of the memorandum being retained by the operating clement and the Personnel activity.  If the employee returns to work and has a recurrence of the injury, another memorandum is required.

(2)	 The employee's base pay, as well as premium pay (including holidays that would have actually been worked, but excluding overtime) earned on a regular and recurring basis will be paid by transaction type 8B; for irregular or fluctuating tours, base pay will be paid by transaction type 8B and premium pay by transaction type 82.

c.	Adjustments

(1)	TT Used. 82

(2)	Use the 1-year period prior to the date of injury to determine whether a tour is regular and recurring or irregular or fluctuating.  If the tour does not occur on successive days or after specified intervals, it is an irregular or fluctuating tour.  Premium pay for irregular or fluctuating tours, including night or shift differential, Sunday, holidays that would have actually been worked or other extra pay, but excluding overtime, is paid on an average daily basis using the amount of premium pay earned during the 1 year prior to the injury.  Totals developed for each category of premium pay are divided by [260, 2080, or 2087, as] appropriate, to determine the average daily or hourly rate.  If the employee was not on the rolls 1 year prior to the injury, the premium pay must be divided by the number of days or hours in a pay status prior to injury.  The average daily or hourly rate is then multiplied by the number of full or partial workdays which have been charged against the 45-calendar day COP limit during the pay period.

Example: An employee paid $[17,824] PA (GS-7, Step 1 in Salary Table [701) and injured on July] 10, 198[6], earned $191.04 in holiday pay, $960.00 in night differential; and $382.08 in Sunday premium during the period [July 10, 1985] through [July 9, 1986.]

$960.00 night differential divided by 260 days = $3.69 x # days off

				or

divided by [2087] hours = $.46 x # hours off

$191.04 holiday divided by 260 days = $.73 x # days off

				or

divided by [2087] hour = $.09 x # hours off

$382.08 Sunday premium divided by 260 days = $1.47 x # days off

				or

divided by [2087] hours = $.18 x # hours off



Ten workdays are charged to pay continuation during the current pay period.  Coding will be as follows:

TT 82:	Night differential (CC's 28-32): Enter "03690" �	Holiday pay (CC's 41-45): Enter "00730"�	Unif./Liv Allow./Sun./On Call (CC's 63-68): Enter "D01470"]�

d.	An employee who sustains a traumatic injury prior to separation is entitled to COP payment for continuous disability after the separation date, subject to the 45-calendar day limit or upon termination of the disability, whichever occurs first. [COP payments to a separated employee will be based on written evidence from the Personnel Officer that the employee was disabled during the period and he/she is entitled to COP for that period.  Form CA-17, Duty Status Report, may be used for this purpose.] Payment is accomplished by means of "R" transactions reflecting complete pay and deduction information.  "R" transactions are forwarded to the Austin DPC each pay period for which pay entitlement exists.  If the employee is entitled to lump-sum payment for unused annual leave at the time of separation, it should be withheld until expiration of COP entitlement.

3.03	EMERGENCY ADVANCE SALARY PAYMENTS

a.	Emergency payments made under the provisions of MP-4, part II, paragraph 4E.09, will continue to be made by check. However, these payments will be made by the DPC in the manner prescribed by the following paragraphs.

b.	In the event that approval is given for any emergency advance salary payment, the station will contact the Finance Division, DPC, by telephone and furnish such payroll data as the DPC requests including the amount of the payment. The Amount of the Payment Must Never Exceed the Net Pay of the Employee.

[c.	The Payroll activity must immediately complete VA Form 4-5298 in an original and one copy.  The original copy will be forwarded to the agent cashier while the duplicate copy will be filed in the employee's payroll folder.]

d.	The DPC will prepare and submit a payroll to the RDO for issuance of a check.  The check will be mailed to the agent cashier for delivery.

e.	The DPC will deduct the amount of the advance payment from the employee's next computer-generated check.

f.	No further action or coding is required by the station.

3.04	FLSA (FAIR LABOR STANDARDS ACT)

a.	Reference.  FPM Letters in 551 series.

b.	General

(1)	Public Law 93-259, approved April 8, 1974, provides for coverage of Federal employees under the provisions of the FLSA (Fair Labor Standards Act) of 1938, as amended, effective May 1, 1974.  The overtime provisions of the FLSA provide that a non exempt employee now be covered by two laws for overtime purposes.  These employees will receive overtime pay under the FLSA or under the pay system applicable to the employee, whichever is the greater.  Exempt employees continue to be paid for overtime work under title 5 or title 38, as appropriate.

NOTE:  [The FLSA applies to DM&S personnel appointed under 38 U.S.C. 4104(3) and, effective October 25, 1987, medical support personnel (other than trainees and students) appointed under 38 U.S.C. 4114(a)(1) (A).  Both categories of personnel are exempt from the overtime provisions of the act if they meet one of the applicable exceptions in 5 CFR part 550, subpart B.  In addition, personnel appointed under 38 U.S.C. 4104(3) are exempt from the acts' overtime provisions if the facility Director has authorized additional pay under title 38, United States Code for their position (see sec. 3109 b).  The FLSA is not applicable to any other DM&S personnel appointed under title 38, United States Code.]

(2)	The FLSA requires payment of overtime (hours worked in excess of 40 in a week) for all work which the employee suffers or permits to be performed with knowledge of the supervisor.  Employees engaged in fire protection activities are entitled to pay of overtime for hours worked in excess of 53 a week.  Employees engaged in law enforcement activities are entitled to pay of overtime for hours worked in excess of 42 3/4 a week.

NOTE:  Hours worked by fire protection or law enforcement employees includes all actual hours of work falling within the starting and ending times of prescribed daily tour of duty, including lunch periods and standby periods where no actual work is performed.

(3)	Once it is determined that an employee is entitled to overtime compensation, it is necessary to compute the "regular rate" of pay.  The "regular rate" is computed by adding up all includable payments made for all hours of work for each week, and then dividing by the total hours of work.  The employee is then entitled to an additional one-half of the regular rate for each hour worked beyond 40 (53 for firefighters, and 42 3/4 for law enforcement personnel) hours for each week.

(c)	Adjustments

(1)	TT Used. 82.

(2)	Overtime will normally be computed automatically and included in the biweekly salary check based on timecard input.  In the event an adjustment to overtime is necessary, recomputation shall be made to determine any additional overtime pay under title 5, United States Code or the FLSA.  Computations should be made under the FLSA in accordance with the following examples:

NOTE:  [In several of the following examples, Salary Table 70 is cited as the source of hourly rate informaion.  These hourly rates were computed using the 2,087 divisor.  In this respect, the 2,087 divisor was in effect for certain categories of employees during the period January 8, 1984, through September 30, 1985, at which time the temporary legislation expired.  With the enactment of Public Law 99-272, the 2,087 divisor was reinstated on a permanent basis effecitve April 13, 1986.]

EXAMPLE 1:  FLSA overtime pay computation for a nonexempt wage employee.
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WG-4, Step 1, $5.97 ph

Tour of duty is Sunday through Thursday, 3:30 p.m. to 12 p.m., week 1.

The employee performas 8 hours overtime in the first week.  The employee's hourly rate for shift 2 is $6.42 ($5.97 + [$ .45]).

Hours Worked	

Regular hours	40

Overtime	8

Total	48

�

Computation	

$6.42 x 48 hrs. worked=	$308.16 = straight time

	+

1.61 x 8 hrs.=	12.88 = Sunday pay

	$321.04 ÷ 48 = $6.69 (reg. rate)

	+

1/2 x $6.69 (reg. rate) x 8 hrs.=	$26.80

Total	$347.84 = total pay under FLSA



Conclusion:  Employee's overtime pay entitlement under FLSA ($78.16) exceeds the overtime pay entitlement under title 5 ($9.63 X 8 = $77.04).  Therefore, the employee is paid overtime under FLSA in the amount of $78.16.

EXAMPLE 2:  FLSA overtime computations for a nonexempt employee in receipt of annual standby premium pay who is not engaged in fire protection or law enforcement.

GS-5, Step [1]-Hourly rate of pay is [$6.90 ($14,390] PA).  Minimum wage rate:  $3.35 ph (Salary Table [70]).

Employee is regularly scheduled to work 7:30 a.m. to 4 p.m., Monday through Friday, with a half-hour meal period each day.  The employee is scheduled for 8 hours standby duty each day, Monday through Friday, and 24 hours standby duty on Sunday and Saturday of the first week.  The employee's designated sleep period is 10 p.m. to 6 a.m.  the employee receives basic pay of [$276.00] and premium pay on an annual basis for regularly scheduled standby duty (25 percent) of [$68.80] for a total of [$344.80] per week.

Situation A:  Employee takes 8 hours sick leave and is unavailable for the standby tour on Wednesday.  The employee was called back to perform 2 hours of duty on Sunday during the designated sleep period.
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Hours of Work	

	

Regular hours (40) plus standby duty	

(80) minus sleep period (14)=	106

Less periods of nonwork (8 S/L)	- 8

Total hours worked=	98



[Compute Hourly Regular Rate	

	

Basic pay $276.00 plus standby pay $68.80 for	

scheduled duty (106 hours)=	$344.80

Straight time rate ($344.80 ÷ 106 hours) =	3.25

Less straight time rate for 8 hours sick leave (3.25 x 8)=	(26.00)

	

Total remuneration for 98 hours =	$318.80



Hourly regular rate of pay = $3.25 ($318.80 ÷ 98 hours)

�Additional Pay Due Employee



$3.35 (minimum wage rate) minus $3.25 hourly rate of pay=	$.10

$.10 x 98 hours=	9.80

1/2 x $13.35 x 58 (hours in excess of 40) =	97.44

Total additional pay due under the FLSA	$107.24



Conclusion: Employee is paid overtime under the FLSA in the amount of $107.24]

There is no overtime pay entitlement under title 5.

Situation B: Employee takes 2 hours sick leave and is available for the standby tour on Thursday.  The employee performs 3 hours irregular overtime on Friday.  The employee is also in travel status, Sunday through Wednesday of the first week with 4 hours of traveltime on Sunday counting as hours worked for FLSA purposes.

Hours of Work	

Regular hours (40) plus standby duty (40) minus sleep period (8) =	72

Plus 3 hours irregular overtime	3

Plus 4 hours travel	4

Less periods of nonwork (2 S/L)	-2

Total hours worked	77



[Compute Hourly Regular Rate	

Basic pay $276.00 plus standby duty pay $68.80 for scheduled duty (72 hours) =	$344.80

Straight time rate ($344.80 ÷ 72 hours) =	4.79

Plus straight time pay for 3 hours irregular overtime and 4 hours travel time ($4.79 x 7 hours)=	33.53

Less straight time pay for 2 hours sick leave ($4.79 x 2 hours)=	(9.58)

Total remuneration for 77 hours =	$368.75

Hourly regular rate of pay ($368.75 ÷ 77 hours) =	4.79
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Additional Pay Due Employee

Straight time pay for hours in excess of scheduled duty	

(72 hours scheduled duty;  77 hours actually worked	

= $4.79 x 5)=	$23.95

1/2 x $4.79 x 37 (hours in excess of 40)=	88.40

Total additional pay due under the FLSA=	$112.75



Conclusion:  Employee's overtime pay entitlement under the FLSA ($112.75) exceeds the employee's overtime pay entitlement under Title 5 ($10.35 x 3 = $31.05).  Therefore the employee is paid overtime under the FLSA in the amount of $112.75.]

EXAMPLE 3:  FLSA overtime pay computations for a nonexempt employee engaged in fire protection activities or law enforcement activities.

GS-5, Step [1]-Hourly rate of pay is [$6.90 ($14,390] PA).  Minimum wage rate:  $3.35 ph (salary Table [70])

A firefighter has an established tour of duty of 60 hours per week.  The employee takes 2 hours annual leave during the first week.  The employee receives basic pay of [$276.00] and premium pay on an annual basis for regularly scheduled standby duty (25 percent) of [$68.80] for a total of [$344.80] per week.
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Hours of Work

Scheduled duty hours (regular and standby)	60

Less 2 hours annual leave-	_2__

Total hours worked	58



Compute Hourly Regular Rate

[Basic pay $276.00 plus standby duty pay	

$68.80 for scheduled duty (60 hours)=	$344.80

Straight time rate ($344.80 ÷ 60 hours)=	5.75

Less straight time pay for 2 hours sick leave ($5.75 x 2)=	(11.50)

Total remuneration for 58 hours=	$333.30

Hourly regular rate of pay ($333.30 ÷ 58 hours=	5.75]

�Additional Pay Due Employee



1/2 x 5.75] x 5 (hours in excess of 53)	[$14.40]



Conclusion:  Employee is paid overtime under FLSA in the amount of [$14.40].  There is no overtime pay entitlement under title 5.

NOTE: The employee used 12 hours LWOP in the second week;  therefore, no additional pay [is] due under FLSA.

EXAMPLE 4:  FLSA overtime pay computations for a nonexempt engaged in law enforcement activities.

GS-5, Step [1]-Hourly rate of pay is [$6.90 ($14,390] PA)(Salary Table [70]).

A protective office has an established tour of duty of 40 hours per week.  The employee is regularly scheduled to work 3:30 p.m. to 12 p.m., Sunday through Thursday, with a half-hour lunch period before 6 p.m. of the first week.  The employee performs 16 hours of irregular or occasional overtime and used 1 hour of sick leave.  The employee receives basic pay of [$276.00].  The employee is not entitled to standby premium pay.
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Hours of Work

Scheduled duty hours=	40

Plus meal periods applicable to weekly normal hours=	2 1/2

Total scheduled hours	42 1/2

Plus 16 hours irregular overtime=	16

Minus 1 hour sick leave	(1)

Total hours worked	57 1/2



Compute Hourly Regular Rate

[Basic pay for scheduled duty   (42 1/2 hours)=	$276.00

Straight time rate ($276.00 ÷ 42 1/2 hours)=	6.49

Less straight time rate for 1 hour of sick leave=	(6.49)

Plus straight time rate for 16 hours overtime ($6.49 x 16)=	103.84

Plus night differential pay for hours worked ($.69 x 29 hours)=	20.01

Plus Sunday premium pay ($1.73 x 8 hours)=	13.84

Total remuneration for 77 hours=	$407.20

Hourly regular rate of pay ($407.20 ÷ 57 1/2 hours)=	7.08]



Additional Pay Due Employee

Straight time pay for 15 hours unscheduled duty	

($[6.491 x 15 hours)=	$97.35]

1/2 x [7.081 x 14 3/4 (hours in excess of 42 3/4)=	52.22]

Total overtime due under FLSA=	[$149.57]



Conclusions: Employee's overtime pay entitlement under title 5 ($[10.35] x 16 = $[165.60]) exceeds the overtime pay entitlement under FLSA ($[149.57]). Therefore, the employee is paid overtime under title 5 in the amount of $[165.60.]

3.05	INCENTIVE AWARDS

a.	Reference.  MP-5, part I, chapters 451 and 540.

b.	General

(1)	The field facility Director and department or staff office heads in Central Office may authorize payment of incentive awards by cash or separate checks.  This determination should be made and notation of [the] method of payment should be indicated in the Remarks section prior to forwarding VA Form 5-3469, Incentive Awards Approval Code Sheet, to the PAID Control Point activity.

(2)	Upon receipt of VA Form 5-3469, the Control Point activity will process input data to the Austin DPC to update the incentive awards file.  The VA Form 5-3469 will be sent to the Accounting activity to insure that funds are available and then forwarded to the Payroll activity for payment.

c.	Payment to Currently Employed Employees

(1)	Incentive Awards Approved by VA

(a)	Cash Payments (Not To Exceed $250)

1.	When cash payment of an incentive award has been approved, the Payroll activity will prepare SF 1128, Payroll for Personal Services, in an original and two copies.  The employee's name, SSN, grade and salary rate will be shown on the reverse of the SF 1128.  The gross amount of the award and deductions will also be entered on the reverse of the form.  After the last name on the reverse of the form, enter a grand total of each column.  It should be noted that more than one employee may be listed on the same form.

2.	The front of the SF 1128 will be completed showing the total summary of the payroll.  The "Accounting Classification" will show the disbursement of the net amount from 36 X 6875.

3.	After preparation and certification of the SF 1128, both copies will be forwarded to the agent cashier for payment.

4.	The Payroll activity will code a VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet, for TT's 92 and 93 to record all payment data in the employee's record.  The field "prior payment" will be coded on TT93 with the amount of the net pay.  A code "1" will be entered in CC 54 which indicates that payment was made by the station.

5.	The procedure outlined above will also result in the recording and necessary adjustment of the accounting records of the Austin DPC.  The net amount due the employee will be deposited by the Austin DPC to 36 X 6875 and transferred to the station on VA Form 4-4564, Transfer of Disbursing Authority.

6.	Following payment, the agent cashier will hold the SF 1128 until VA Form 4-4564 is received from the DPC.  Upon notification by the Accounting activity that the net amount of the payment is included on VA Form 4-4564, the agent cashier will effect replenishment when the next replenishment voucher is prepared.

(b)	Separate Checks

1.	When payment of an incentive award has been approved for separate check, the Payroll activity will code the amount of the award on VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet, utilizing transaction 82.

2.	The PAID system will automatically break the biweekly salary payment into two separate checks.  The first check will be 75 percent of the gross amount of the incentive award.  The second check will be the net biweekly salary payment.

EXAMPLE: VA Form 5-3469 indicates an award in the amount of $100.00. Transaction 82 will be coded as follows:

TT 82: Award

	CC's 51-56: Enter "Ø1ØØØØØ"

The Austin DPC will automatically issue a separate check in the amount of $75.00.  However, since the actual net amount of the award check should be $77.00 ($100.00 - 20.00 - 3.00 = $77.00), the difference of $2.00 ($77.00 - $75.00 = $2.00) will be included with the regular biweekly salary check.  Deductions will be accomplished automatically based on transaction 82 input.

3.	The incentive awards check will be assigned T&L No. "AWD" and will he included as a bulk mail check to the station.  The regular biweekly salary payment will continue to be mailed based on master record content i.e., bulk mail, direct mail, or DD/EFT.  A combined E&L Statement will be generated.  The statement "Net Pay includes $AMOUNT issued as separate incentive awards check" will be computer printed in the margin at the bottom of the E&L Statement.

NOTE: When computing deductions on incentive awards approved for cash or separate checks, Federal tax may be computed at a flat 20 percent rated, without regard to exemptions.  State or city tax will be computed at the rate applicable to their state or city.

(2)	Incentive Awards Approved by Other Government Agencies

(a)	Awards received by the VA from other Government agencies for ideas for improvement contributed by VA employees, will be credited to 36F3875 by the Central Office Finance Division and transferred to field facilities on SF 1081.

(b)	Field facilities will compute applicable Federal withholding tax.  FICA, if applicable, will also be computed.  State or city tax will be computed from available tables.  The net due the employee will be made by the station from 36F3875 through the CALM system.

(c)	The amount of Federal withholding tax, State tax, city tax, and FICA will be transferred to the DPC by SF 1081.  The Withdraw From portion of the form will indicate "36F3875" and the "Pay To" portion will indicate "36F3875".  The SF 1081 must contain a detailed accounting of the funds transferred, the gross amount of the award, and the name and SSN of the employee to whom they apply.

(d)	The DPC will make necessary adjustments to employee master records and remit the proper amounts to taxing authorities.

d.	Payments to Employees Not on Rolls

(1)	Where the employee is transferred to another VA facility prior to approval and/or payment of an award, funds will be transferred to the gaining facility by means of SF 1081 (MP-4, pt.  V. par. 2E.05). The Fiscal activity where the employee is currently assigned will accomplish payment in accordance with paragraph 3.05c. VA Form 5-3469 must also be transferred to the gaining facility and submitted to the DPC with the weekly PAID transactions.

(2)	Where the employee has separated from the VA prior to approval and/or payment of an award, payment will be made by means of R transactions.  Procedures outlined in paragraph 3.13 will be followed.

e.	Merit Pay Cash Awards.  Upon receipt of VA Form 5-4652 from the Personnel activity, the Payroll activity will accomplish payment to the employee using cash or separate check procedures specified in this paragraph.  VA Form 5-3469 will not be used for merit pay cash awards.

3.06	LIVING ALLOWANCE

a.	Reference, MP-4, part II, paragraph 6E.04.

b.	The territorial cost-of-living allowance will automatically be paid to eligible employees based upon data in the master record.  The cost-of-living percentage rate will be entered into the master record by the Personnel activity on VA Form 5-4652.

c.	Changes and Adjustments

(1)	TT Used. 82.

(2)	In the event that an adjustment is necessary to an employee's pay the field "Uniform/ Living Allowance" of a TT 82 will be used.  Code "B" will be entered in CC 63 and the amount of the adjustment in CC's 64-68.  An "X" over the units position will result in a decrease to the employee's gross pay as shown in the following example.

TT 82: Uniform/Liv.  Allow./Sun./On Call

	CC 63: Enter "B"

	C's 64-68: Enter "01250"  "x-punch" cc 68

3.07	LUMP-SUM PAYMENTS

a.	Reference.  MP-4, part II, chapter 6, section c.

b.	TT's Used. 8B, 82, and 83.

c.	Initial Processing Authorizations.  Payments will be processed based on the number of hours or days entered in the "Units" field of the "Lump Sum Data" coding area on the VA Form 4-5631. Processing will be as follows:

(1)	Unit timekeeper will submit the completed VA Form 4-5631 to the Payroll activity as soon as possible after the effective date of separation.  The unit timekeeper will not make any entry in the spaces provided for "Lump Sum Data."

(2)	Lump-sum payment for annual leave will include the following:

(a)	Regular carry-over annual leave balance from the previous leave year.

(b)	Annual leave accrued during the current leave year and remaining unused at the time of separation.

(c)	Unused annual leave restored and maintained in a separate account.

(3)	The Payroll activity will determine the employee's proper annual leave balance as of the date of separation.  The annual leave balance will then be expired as though the employee had remained on the rolls in a leave status, taking care to allow no accruals after the date of separation and disregarding any holidays occurring during the expiration period.

(4)	The lump-sum payment will be computed at the salary rate in effect on the date of separation.  Payment will include within-grade increases where an employee, prior to separation, has completed the required period of actual service, even though the advancement is not effective until the beginning of the next pay period.

(5)	If an employee separates prior to a statutory pay increase, that portion of the lump-sum period extending beyond the effective date of increase must be paid at the increased rate (47 Comp. Gen. 773 and Unpublished Comp. Gen. B-165201, dated October 2, 1968).  Payment will be made without a claim from the former employee and will be charged to the appropriation current at the time of separation.  This provision applies to General Schedule and VCS annual rate employees and physicians, dentists, clinical podiatrists, optometrists, nurses and other personnel appointed under 38 U.S.C. 4103 and 4104(1) whose pay is adjusted by Executive order.

(6)	In expiring hours to be included in the lump-sum payment, consideration must be given to the number of hours payable at the shift 2 or shift 3 rate for wage employees.  This determination will be made as outlined in MP-6, part V, supplement No. 2.2.   When a night shift has been formally canceled or an employee has been regularly scheduled for continuous day shift work on or prior to the date of separation, the lump-sum payment will be computed on the day rate.

After the determinations required above, coding will be as follows:

(a)	Code the total number of hours lump-sum payment in the field labeled "Units" under Lump Sum Data.

(b)	Code the number of hours included in the lump-sum payment payable at the shift 2 rate in the field labeled "N/D 2" under Lump Sum Data.

(c)	Code the number of hours included in the lump-sum payment payable at the shift 3 rate in the field labeled "N/D 3" under Lump Sum Data.

(7)	Factors considered in developing lump-sum payment information should be noted in the "Remarks" space of VA Form 4-5631.

(8)	Based on coding as described above the PAID system will compute the lump-sum payment at the rate of pay in the master record as of the date of separation.  Should the employee be entitled to all or any portion of the lump-sum payment at a rate other than that in the master record, it will be necessary to submit a TT 82 for the difference.

An example is a wage employee who is on the rolls when a pay increase is approved, but separates before the increase is effective.  A wage increase is approved November 3, 1983, with an effective date of November 13, 1983.  Employee is on the rolls November 12, 1983 (26 Comp. Gen. 214).  The fact of entitlement to a higher rate must be fully documented including the level of performance certification (for step increase) and final verification that no excess LWOP has occurred.

NOTE: A wage employee who is on the rolls as of the effective date of a pay increase but separates before the increase is approved, may have wages adjusted retroactively only if the employee died or retired between the effective date of the increase and the date the increase was approved (and then only for services rendered during this period).  See 54 Comp.  Gen. 655.

NOTE 2: When an employee separates after a wage survey is ordered but before the issue date of the wage schedule, and his/her annual leave extends beyond the effective date of the increase, the employee is entitled to receive his/her lump-sum annual leave payment at the higher rate for the period extending beyond the effective date.  This provision applies when the issued date of the wage schedule is prior to the effective date set by 5 U.S. C. 5344(a) (Unpublished Comp.  Gen.  B-164371, May 28, 1980).  When wage schedules are adjusted pursuant to a wage survey, the survey order date will be shown on the schedule.

(9)	The lump-sum payment upon separation from the service of a reemployed annuitant will be based on the frill pay rate without any reduction by the amount of the annuity.

NOTE: When adjustments are made to pay additional lump-sum, Federal tax will be computed at the rate of an employee with zero exemptions.  State tax will also be computed, if applicable.

(10)	If an employee who is receiving a cost of living allowance or post differential pay separates inside the continental United States, it may be necessary to reduce the lump sum by the amount of the living allowance.  This would be accomplished by coding a "2" in the field labeled "LA" under Misc.  Data on VA Form 4-5631, Time and Attendance Report.

(11)	It will be necessary for the station to fully compute and furnish data to the DPC for lump-sum payments in the case of employees who are changed from an appointment under which leave is earned to an appointment under which no leave is earned.  No separation action would occur.  An example of this would be when a title 38 employee changes from a full-time to an intermittent appointment.  The station must then completely compute the lump sum and deductions therefrom and furnish this data on TT's 82, 83 and 84 as required.

NOTE: ALL FINAL SALARY CHECKS WILL BE RETURNED TO THE FIELD STATION FOR VERIFICATION PRIOR TO DELIVERY TO THE EMPLOYEE. (Does not apply to interstation transfers processed by TT's 97.)

(12)	If an employee separates on other than the end of a pay period and a payroll deduction is being made for quarters, subsistence, garage, or parking, the station will submit adjustments in accordance with paragraphs 5.08, 5.10, 5.11, and 5.15. VA Form 4-5638 will contain a day number as of the date of separation.

(13)	In case of a separation prior to total liquidation of an indebtedness that has been established in "Additional Deductions (Recurring)," TT 51, the computer will automatically deduct the remaining balance.  If net pay is sufficient to cover the indebtedness, a message M26 will be forwarded to the station "Other Deductions Liquidated." In those cases where the net pay is insufficient to cover the total indebtedness the computer will deduct all available pay and generate a message M27, "Separated--Other Deductions Not Liquidated." The balance remaining to be collected from the employee will be reflected on the separation RPO, VA Form 71, line 8.

(14)	Upon separation, if an employee is indebted for advance leave which is appropriate for collection the station is responsible to take necessary steps to effect collection in accordance with MP-4, part II and DM&S Supplement, thereto.  Collection action may be made by payroll deduction (accomplished by processing TT's 82 and 83) and/or cash collection. (See par. 6.02.)

(15)	Refer to paragraph 8.01 for adjustments of leave accruals on accessions and separations where a holiday precedes an accession and follows a separation.

(16)	When coding lump-sum hours for a firefighter whose normal hours are in excess of 80, the Payroll activity will code the total lump-sum hours in the field labeled "Units" under Lump Sum Data.  The Austin DPC will automatically convert the lump-sum hours based on a 40-hour workweek.

d.	Federal Tax Withholding.  In addition to withholding Federal tax based on gross earnings and applying graduated rates to the balance remaining after full exemption credit is granted (option 1) an optional method of withholding has been provided.  Option 2 provides for withholding to be based on gross earnings exclusive of lump sum and applying the graduated rates to the balance remaining after receiving the full exemption credit, plus a flat 20 percent of the lump-sum payment.  Option 2 will normally result in a smaller withholding than option 1.

(1)	Fiscal activities should assist employees in determining which option will most nearly meet his/her actual liability.  Option 2 will be used only on a specific written request from the employee.  The request may be in the form of a memorandum, a signed statement on VA Form 3248 or any other signed document which is timely submitted to the Fiscal activity.

(2)	For employees electing option 2, a "1" must be coded in the field labeled "TO" under Misc.  Data.

NOTE: No option is provided for State Tax withholding.

e.	Notice to Employee of Refund Requirement.  In order that employees will be aware of their liability to the Government if reemployed prior to the expiration of the period covered by a lump-sum payment, the statement required by MP-4, part II, paragraph 6C.08c, will be typed or stamped on the employee's copy of VA Form 4-5632, Earnings and Leave Statement.

3.08	ON-CALL PAY

a.	On-call pay will normally be included in the employee's regular biweekly salary check when entitled to such pay. (See MP-6, pt.  V, supp.  No. 2.2.)

b.	Adjustments

(1)	TT Used. 82.

(2)	In the event an adjustment to an employee's pay account is necessary, the field "Uniform/Liv.  Allow./Sun./On Call" of a TT 82 will be used.  Code "E" will be entered in CC 63 and the amount of the adjustment in CC's 64-69.

EXAMPLE: A nurse was entitled to 5 hours on-call pay which was not coded on the previous pay period time and attendance report.  Determine the amount due the employee and code VA Form 4-5638 in the following manner:

TT 82: Uniform/Liv.  All/Sun./On Call

	CC 63: Enter "E"

	CC 64-68: Enter "00485".

[3.09	OPTIONAL METHOD FOR PAYMENT OF PREMIUM PAY TO CERTAIN

GENERAL SCHEDULE EMPLOYEES

a.	References

(1)	Public Law 98-160, approved November 21, 1983

(2)	VA Circular 00-85-9, dated March 12, 1985

b.	General.  Among other provisions, Public Law 98-160 contains authority for payment of premium pay to certain General Schedule employees in accordance with the provisions of 38 U.S.C. 4107(c)(2) through (9).  Included are additional pay for work at night, on Sundays and holidays, overtime, and on-call duty.  Payment of premium pay under these provisions may be authorized (or discontinued) by the facility Director.  Public Law 98-160 further provides that the Chief Medical Director (CMD) may authorize pay for Saturday work under 38 U.S.C. 4107 (e)(3) and higher additional rates of pay under 38 U.S.C. 4107(c)(10) for affected employees when such action is necessary to recruit or retain such personnel.  The CMD may also decrease or discontinue such authorizations when they are no longer necessary.

c.	Entitlement.  The provisions of this paragraph are limited to employees in the following categories and occupational series:

(1)	Registered Respiratory Therapists: 0601-31, 0601-3A, 0601-3J

(2)	Licensed Practical or Vocational Nurses: 0620-01 through 0620-06, 0620-0A through 0620-0F, and 0620-0J through 0620-0O.

(3)	Licensed Physical Therapists: 0633-02, 0633-0B, and 0633-0K

(4)	Certified Respiratory Therapy Technicians: 0699-75, 0699-7E, and 0699-7N

d.	Coding Authorization or Discontinuance.  Upon receipt of written notification from the Personnel Officer that an eligible employee(s) has been authorized to receive premium pay under the provisions of Public Law 98-160, the appropriate premium pay code must be entered into each affected employee's PAID master record.  This will be accomplished by means of an entry in CC 79 of TT 31.  The following codes are established for this purpose:

Code	Definition

D	Employee is entitled to receive payment for premium pay hours under the basic provisions of 

	title 38 United States Code.

E	Same as Code 5 above except that the employee is also entitled to receive Saturday premium 

	pay under the provisions of title 38, United States Code.

F	Employee is entitled to receive payment for premium pay hours (including Saturday premium 

	pay hours) under the variable premium pay rate provisions of title 38 United States Code.

G	Same as code F above except that there is no entitlement to Saturday premium pay.

0	This code is used to delete a code that had been previously entered into an employee's PAID 

	master record.



NOTE: Codes E, F, and G require prior approval of the CMD before they can be used by a field facility.

e.	Adjustments

(1)	TT Used. 82

(2)	In the event that it becomes necessary to adjust an employee's premium pay, a TT 82 will be used.  It will be coded in the usual manner.]

[3.10]	OUT-OF-SYSTEM PAYMENTS

a.	Under certain conditions, out-of-system payments will be made by the DPC.  An out-of-system payment is defined as a payment made on a DPC manually prepared payroll rather than on a computer-generated payroll.  This can occur, for example, when (1) accession input TT's are rejected from the weekly or end-of-month transmittals and are not corrected before the biweekly computer pay processing cycle; (2) termination of a WOP status, TT 25, is rejected from the weekly or end-of-month transmittals, and is not corrected before the biweekly computer pay processing cycle; (3) TT 8B cards are rejected and cannot bc corrected by the DPC; and (4) the station fails to submit TT 8B for an employee.  Examples (3) and (4) will always result in an out-of-system payment.

b.	As stated above, the out-of-system payment is made by the DPC through the medium of a manually prepared payroll.  In processing this type of payment the DPC will contact the field station by expedite teletype or telephone to secure any additional information needed to compute pay.  Prompt replies must be furnished by the station to insure that the DPC can prepare the out-of-system payroll in sufficient time to insure that employees receive their checks on payday. [Such replies will be based upon a properly completed VA Form 4-5298, Authorization of Out-of-System-Payment (see figure 3. F2).  VA Form 4-5298 will be completed in an original and one copy and will be signed by the Fiscal Officer or his/her designee.  The original copy will be forwarded to the local agent cashier who will place it in a holding file pending receipt of the out-of-system-payment.  The duplicate copy will be filed in the employee's payroll folder.  All checks for out-of-system payment will be mailed to the agent cashier for verification and delivery.  Upon receipt of the check. the anent cashier will record the check number and the amount of the check in the applicable blocks on the VA Form 4-5298. being certain to verify that the amount of the check is in agreement with the "net pay" amount as recorded on the authorization form.  Prior to the actual release of the check. the agent cashier will obtain the payee's signature.  In the event that the payee has authorized mailing of the check, cross reference the VA Form 4-5298 to the applicable VA Form 4-1301a, Request for Delivery of Salary Check.  The agent cashier will then enter the current date and initial the form which will then be retained by the agent cashier for audit purposes]

[c.]	Since out-of-system payments are initially prepared and are not processed through the biweekly computer pay processing cycle, no deduction will be made for U.S. savings bonds or savings allotments.  Neither will the employee's master record be updated insofar as leave accruals or usages are concerned.  Therefore, additional input will normally be required from the station in the pay period subsequent to the out-of-system payment.

[d.]	To assist the station in furnishing the necessary additional input when an out-of-system payment has been made, the DPC [transactions that were used to record the payment data from the out-of-system payroll into the employee's PAID master record will be recorded on the VA Form 4-5321, Record of Payroll Adjustments and Recording Transactions, produced for the station.]   In general, the station will be required to submit additional input for those items not processed by the DPC on the out-of-system payroll.  For example, if the out-of-system payment was due to reject of accession transactions, the accession data necessity to establish the master record must be resubmitted along with leave accruals and usage.  An extra deduction for U.S. savings bonds or savings allotments will not be submitted.  If the out-of-system payment was due to a rejected TT 25 (WOP action) or 8B, the Payroll activity must always submit data on leave as well as any payment items not processed in the out-of-system payroll.

[e.]	Accession Reject

(1)	EXAMPLE 1: The TT cards for an employee were rejected due to erroneous coding of the name code.  This reject occurred on the station's transmittal forwarded on the second Friday of the pay period, therefore it was not possible for corrected data to reach the DPC prior to the biweekly, computer pay processing cycle.  The station was contacted by the DPC, and appropriate information was furnished in order for the DPC to process an out-of-system payment.  The payment was for 79 regular hours and 10 hours of night differential.  The VA Form 4-5321 has been received by the station showing items of pay and deductions on the out-of-systems payroll.  Both personnel and payroll data are currently being resubmitted to the DPC to establish the master record.  It was then determined by the Payroll activity that additional leave data must be submitted as follows.  Leave accruals and usage not made by DPC for the period covered by the out-of-system payroll:

Annual leave accrual	6 hours

Sick leave accrual	4 hours

Sick leave usage	1 hour

WOP usage	1 hour

	

The following coding is necessary in addition to that which establishes the master record:

TT 31:	Annual Lv.  Balance (Days-3 Decimals)

	CC's 41-44: Enter "0006"

	Sick Leave Balance (Days-3 Decimals)

	CC's 47-50: Enter "0003"

TT 51:	WOP Leave Year

	CC's 52-56: Enter "00010"

	WOP Or Ret. Cr. Days-Cal. Year

	CC's 57-61: Enter "00010"

	WOP This Sal. Step Or Cr. Days for Step Inc.

	CC's 52-66: Enter "00010"

	WOP During Probationary Or Trial Period

	CC's 71-75: Enter "00010"

(2)	EXAMPLE 2: TT 8B for an employee was rejected due to an erroneous SSN.  In this instance the station was contacted by the DPC for sufficient information in order that payment could be made in the out-of-system payroll.  The DPC processed an out-of-system payroll for all items of regular and premium pay due and the station received a listing of the items.  The Payroll activity determines that leave data in the employee's master record are correct except for the leave accrual and usage for the period covered by the out-of-system payroll.  These are as follows:

Annual leave accrual	8 hours

Annual leave usage	3 hours

Sick leave accrual	4 hours

Sick leave usage	2 hours

�The following illustrates coding of TT's 31:

TT 31:	Annual Lv. Balance (Days-3 Decimals)

	CC's 41-44: Enter "0005"

	Sick Leave Balance (Days-3 Decimals)

	CC's 47-50: Enter "0002"

[f.]	Should an item of pay or deduction be computed incorrectly by the DPC on the out-of-system payroll, these incorrect computations must be adjusted on TT 82 or 83.

[g.]	A computer-generated VA Form 4-5632, Earnings and Leave Statements, will be included with other VA Forms 4-5632 in the subsequent pay period.  The original will be furnished to the employee.  The copy will be retained in the Payroll activity.

[3.11]	POST DIFFERENTIAL PAY

a.	Reference.  FPM, chapter 591

b.	TT Used. 82

c.	Post differential pay will be paid automatically to eligible employees in Manila, PI, based upon data in the master record.  The post differential percentage rate will be entered into the master record by the Personnel activity on VA Form 5-4652.

d.	In the event that an adjustment is necessary to an employee's pay, the field, "Unif./Liv.Allow./Sun./On Call" of a TT 82 will be used.  Code "M" will be entered in CC 63 and the amount of the adjustment in CC 64-68.  An "X" over the units position will result in a decrease to the employee's post differential pay as shown in the following example.

TT 82:	Unif./Liv.Allow./Sun./On Call

	CC 63: Enter "M"

	CC 64-68: Enter "01250" "x-punch" cc 68

[3.12]	REEMPLOYED ANNUITANT PAYMENTS

a.	Cost of Living Adjustment

(1)	TT Used. C-3

(2)	Computing and Coding New Monthly Annuity.  Public Law 97-253 provides for a cost-of-living adjustment to be effective April 1, in 1983; May 1, in 1984; June 1, in 1985; and March 1 of each year thereafter.  As soon as field facilities are advised of the amount of the increase, action must be taken to update the master records to reflect the increased monthly annuity for all reemployed annuitants on the rolls as of the effective date of the increase.  In order to assist field facilities in updating the master records of reemployed annuitants, the PAID system will generate for each station a master record printout for each reemployed annuitant on the rolls.  The RPO's will normally be generated in the pay period preceding the effective date of the increase.  The new monthly annuity will be computed by increasing the current monthly annuity by the percentage of the cost-of-living increase and rounding down to the next lowest dollar.

EXAMPLE: A monthly annuity of $405.00 will be coded as follows:

TT C3:	Reemployed Annuitant Monthly Annuity

	CC's 66-69: Enter "0405"

b.	Effective Date of Increase Is Other Than the First Day of a Pay Period

(1)	TT's Used. 82-83.

(2)	Computing Required Pay Adjustment.  In those instances where the effective date of the cost of living increase is other than the first day of a pay period, a pay adjustment must be processed to provide proper payment for duty performed between the first day of the pay period and the effective date of annuity increase.  In computing the amount of the adjustment, it must be kept in mind that the computer reduces the payment to a reemployed annuitant in the following manner:

(a)	The monthly annuity is multiplied by 12 to develop an annual annuity rate.

(b)	The annual annuity rate is subtracted from the scheduled rate of the grade.

(c)	An adjusted hourly rate or daily rate is computed by dividing the difference developed in subparagraph (b) above by 2080 or 364, as appropriate.

(d)	The hourly or daily rate thus developed is used in making basic pay computations.

(e)	Premium pay is paid at the full rate with no adjustment because of annuity.

NOTE:  During fiscal years 1984 and 1985, it may be appropriate to use a divisor of 2087 instead of 2080 for certain employees.

c.	Procedures Applicable to Reemployed Annuitants.  Public Law 94-397 requires agencies to deposit in the Treasury of the United States, to the credit of the Civil Service Retirement and Disability Fund, the amount that is withheld from the salary of a civil service retiree whose annuity continues during reemployment.  This is accomplished automatically in the PAID system utilizing information currently available in the master record of each reemployed annuitant.  However, there will be occasions (such as corrected time and attendance reports, cost-of-living annuity increases that are effective on other than the first day of a pay period, etc.) where manual adjustments will be required.  Generally these adjustments will also involve adjustments to base pay.  The amount applicable to the annuity will be entered in item 14 of the TT 82, and will be identified in CC 63 with a code "G".

EXAMPLE: A corrected T&A Report is submitted which changes 8 hours of AWOL to sick leave.  In computing the pay entitlement of the reemployed annuitant, it is determined that the employee is due $48.00 with $25.00 of the amount to be transmitted to the OPM.  The TT 82 would be coded as follows:

	CC's 22-27: Enter "002300"

	CC 63: Enter "G"

	CC's 64-68: Enter "02500"

3.13	SATURDAY PREMIUM PAY AND VARIABLE PREMIUM PAY RATES FOR NURSES,

PHYSICIAN ASSISTANTS, AND EXPANDED FUNCTION DENTAL AUXILIARIES.

a.	Reference.  MP-5, part II, chapter 3, section D.

b.	Saturday premium pay and variable premium pay rates may be approved for nurses, physician assistants and expanded function dental auxiliaries.  CC 79 of a TT 31 will be coded as follows to establish the master record:

Code	Definition

A	Both Saturday premium and variable premium pay rates apply.

B	Saturday premium pay rates only.

C	Variable premium pay rates only.

	

To delete the code from the master record, code "0" in CC 79 of TT 31. The code will be deleted automatically when the employee transfers by means of transaction type 97.

c.	If Saturday premium pay and/or variable premium pay rates are not approved for all eligible employees at a particular field facility, the Personnel activity must furnish the Payroll activity with a name listing of affected employees.

d.	Variable premium pay rates that have been authorized for a field facility are established in the PAID system by VA Central Office (047C3).  In the absence of such established rates, employees will be paid existing premium pay rates.

e.	Adjustments to Saturday Premium Pay

(1)	TT's Used. 82, 92 and R2

(2)	In the event that an adjustment is necessary to an employee's pay, the field "Unif./Liv.Allow./Sun./On Call" of TT 82 will be used.  Code "P" must be entered in CC 63 and the amount of the adjustment in CC's 64-68.  An "X" over the units position will be a decrease to the employee's pay as shown in the following example:

TT 82:	Unif./Liv.Allow./Sun./On Call

	CC 63: Enter "P"

	CC's 64-68: Enter "00180" "x-punch" cc 68

3.14	SEPARATED EMPLOYEE PAYMENTS

a.	TT's Used.  R1, R2, R3 and R4.

b.	Adjustment of salary underpayments will be made on a subsequent payroll.  When a salary underpayment involves a previously separated employee, the adjustment will be made, without a claim from the former employee, provided that (1) the salary underpayment was discovered within 90 days of the employee's separation date and (2) the current address of the former employee is known or ascertained before issuance and delivery of the check.  Exceptions to this general rule would be legislative pay increases and retroactive wage adjustments when the authorizing legislation or the implementing regulations specifically provide for payments to separated employees without a claim from the former employee.  Salary underpayments discovered in excess of 90 days from the date of separation will not be adjusted unless a claim, over the signature of the former employee, is received (see 36 Comp.  Gen. 459).

c.	The TT's R have been developed to furnish input to the DPC in order to authorize a payment to a previously separated employee.  These special TT's are necessary since no master record is in existence at the DPC for a separated employee.

d.	Any VA Form 4-5638 which contains codings of TT's R will be prepared in an original and duplicate.  Both the original and the duplicate must be signed by the chief of the Fiscal activity or his designee.  The original will be submitted to the DPC and the duplicate retained by the station.  No punched cards will be processed by the station for TT's R.

e.	These TT's R do not in themselves make payment to a previously separated employee.  They are used to (1) furnish the data which the DPC will use to manually prepare a payroll and (2) record the data in the proper payroll and accounting records at the DPC.

f.	The "Day Number" on TT's R will always be left blank.  The items for TT's R2 are self-explanatory with the exception of "Hours" (CC's 38-40).  This field will be coded with the equivalent whole non-hours if base pay is involved.  TT's "R" involving premium pay such as holiday, overtime, etc., do not affect the FTEE; therefore the item will be left blank.  A zero will always be coded in CC 38 and the hours of regular pay will be coded in CC's 39-40.  An adequate explanation of the circumstances which caused the preparation of the "R" will be documented in the "Remarks" section of the VA Form 4-5638.

g.	Checks for payments made to separated employees will be mailed to the agent cashier for disposition.

h.	If required, A TD Form W-2 will be issued by the DPC for the amount of earnings and taxes in the payment.

i.	The amount of primary State tax withheld will be coded on an R3 transaction in CC's 49-53.  CC 48 will be coded with a "2" which indicates as being applicable to primary State tax.  In addition, CC's 67-68 will be coded with the appropriate GSA State code.  When adjusting salary underpayments for separated employees, secondary State tax will be withheld only in those instances where sufficient funds are available to deduct the full amount authorized.  Secondary State tax will be recorded in the same manner prescribed for primary State tax except that CC 48 will be coded with a "3" and CC's 67-68 will be coded with the appropriate GSA State code.

j.	The amount of city tax to be withheld will be coded on a transaction type R4 in CC's 54-59.  The appropriate GSA code will be coded in CC's 48-53.

k.	If income information is to be furnished to a taxing authority, other than primary or secondary, the name and the appropriate GSA code will be shown in the "Remarks" section of VA Form 4-5638.

l.	Explanation of Fields and Coding of TT R1

(1)	Name (CC's 22-43).  The name must be coded exactly as it appears in the VA Form 71, Paid Master Record Printout, marked "separation" for the employee.  As a further reference on coding of names, see MP-6, part V, supplement No. 1.5.

(2)	Normal Hours, Pay Basis, and Duty Basis (CC's 44-47).  Refer to the employee's VA Form 71 and enter the same data in items 31, 32, and 33 of VA Form 4-5638.

(3)	Cost Center (CC's 48-53).  Enter the appropriate six-digit number.  An example for a DM&S employee would be "824300," for a DVB employee "309221," and for a DDM employee "223000."

(4)	Subaccount (CC's 54-55).  Enter the last two digits of the appropriate subaccount.  For example, a subaccount of 1090 would be entered as "90."

(5)	FTE Equivalent (CC 56).  Enter the conversion factor if the employee is of the type which is counted as less than full time.  For example, if the separated employee being paid is a noncareer resident enter "5," or if a social worker trainee enter "4," Code "0" (zero) if the employee does not have conversion factor,

(6)	Separation Day Number (CC's 57-59).  Enter the day number that the employee separated.  Leave blank if payment being made is an award to an employee on the rolls of another VA station.

(7)	Q&S Station Number (CC's 60-63).  Refer to line 8 of the employee's separation VA Form 71.  If a number appears under "Q.S.L. Sta.  No.," enter this same number in CC's 60-63.

(8)	Fund Control Point Number (CC's 64-66).  Enter the three-digit "CALM" Fund Control Point Number.  The number to be entered will be the Fund Control Point Number which appears on the Separation Master Record Printout.  If the pay adjustment applies to a prior FY. do not enter a Fund Control Point Number in CC's 64-66, with one exception: if the prior FY relates to the second year of a research appropriation, use the Fund Control Point established for second year research.  If it is beyond the second year, do not enter a Fund Control Point in CC's 64-66.

(9)	Date of Birth (CC's 67-72).  Enter the date of birth, month, day, and year.

(10)	Tax Year Code (CC 73).  A code "C" will be used to indicate that payment was made in the current year while code "p" will be used to indicate that payment was made in a prior tax year.

(11)	Pay Plan (CC 75).  Enter the alpha or numeric code which appears on the separation record printout.

(12)	Type of Appointment (CC 76).  Enter the alpha or numeric code which appears on the separation record printout.

[(13)	Residence Code (CC's 77-78).  Enter the 2-digit GSA code that identifies the state in which the employee resides. (Applies only to employees who reside in Massachusetts, New Jersey, or New York).

(14)	HBS Code (CC 79).  Enter a code "S" when the "R" transaction is being used to record the collection of health benefit premiums under the Civil Service Retirement Spouse Equity Act of 1984 (Public Law 98-615).

(15)]	Record Request DPC (CC 80).  To be used by the DPC only.

EXAMPLE: After submission of TT 22 and final payment to an employee by the DPC, it is discovered that the final payment did not include 8 hours overtime.  The employee's per-annum salary is $17,383 (Salary Table 68).  The employee is subject to Medicare, Federal, State and city deductions.  Coding would be as follows:
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[3.15] SES PERFORMANCE AWARDS

a.	Reference.  MP-5, part I, chapter 920.

b.	Upon receipt of VA Form 5-3468a, Senior Executive Service Performance Rating/Award Authorization, from the Personnel activity, the Payroll activity will prepare VA Form 4-5638 to pay the award.  The award will bc included with the regular biweekly salary check.

c.	Payment to Employee

(1)	TT's Used. 82, 92 and R2

(2)	The amount of the award will be entered in item 14 using a code "J" in CC 63.

(3)	When multiple transactions are required to accomplish full payment, the amount entered in each transaction must be different in order to avoid computer rejects based on apparent duplicate input.  SES awards which exceed $999.99 will be coded by recording an alpha character in CC 64 on TT 82, 92 or R2 as follows:

A = $1,000.00	F = $6,000.00

B = $2,000.00	G = $7,000.00

C = $3,000.00	H = $8,000.00

D = $4,000.00	I = $9,000.00

E = $5,000.00	J = $10,000.00

	

EXAMPLE: An SES performance award of $15,250.00 would bc coded in CC's 63-68 as follows:

TT82:Unif./Liv.Allow./Sun./On Call	TT 82:Unif./Liv.Allow./Sun./On Call

CC 63: Enter "J"	CC 63: Enter "J"

CC 64-69: Enter 10000	CC 64-68: Enter 25000



TT 82:  Unit./Liv.Allow./Sun./On Call�	CC 63: Enter J�	CC 64-68: Enter F0000



[NOTE: If an SES award is to be paid by means of a separate check, it will be processed in accordance with the provisions of paragraph 3.05c(1)(b) except that code "AB" will be entered in CC's 22-23 of transaction type 89].

(4)	SES performance awards are subject to Federal, State and city income taxes and FICA or medicare, as applicable.  When computing Federal tax on these awards, the employee should be given the option of having the tax computed by using one of the methods listed in Section 8 of Circular E, Employer's Tax Guide, Publication 15 (Revised November 1979).

[3.16]	SEVERANCE PAY

a.	The Personnel Officer is responsible for determining an employee's entitlement for severance pay, computing the employee's total years of creditable civilian service and computing years of age over 40 for the age adjustment allowance.  This information, identifying the employee by name, SSN and date of separation will be furnished the Fiscal activity by a memorandum signed by the Personnel Officer or his designee.

b.	(1) The Fiscal activity is responsible for computing the employee's severance pay fund using the information furnished by the personnel office and the applicable rate of basic compensation. Factual computation of the severance pay fund will be in accordance with the provisions of FPM Supplement 990-2, book 550, subchapter S-7.  Immediately alter the fund is computed, a memorandum and a copy of the separation VA Form 71, Master Record Printout, will be prepared and furnished the DPC.  The memorandum will contain the following input data.

(a)	Station number.

(b)	Employee's name.

(c)	Employee's SSN.

(d)	Amount of severance pay fund.

(e)	Weekly rate of severance pay.

(f)	Pay period in which entitlement begins.

(g)	Inclusive dates of retroactive entitlement (if any).

(h)	Number of tax exemptions claimed by employee.

(i)	Additional information for State or local tax purpose, if required, refer to paragraph 5.03 and 5.14.

(j)	Cost center and subaccount to be charged.

(k)	FTE equivalent.

(2)	The memorandum, prepared in triplicate, will be signed by the Chief or Acting Chief of the Fiscal activity, and will be processed through the station's CP.  The duplicate copy of the memorandum, annotated to show the initials of the payroll clerk who computed the severance pay fund and the initials of the employee who verified the amount, will be attached to the personnel office memorandum and filed in the employee's payroll folder.  The triplicate copy will be forwarded to the personnel office.

c.	Eligibility for severance pay will begin the first pay period following the employee's separation.  Stations should insure that the DPC has been furnished adequate disbursing authority to cover this additional expense.

d.	The Fiscal activity will notify the DPC by teletype that payment of severance pay is to be discontinued when they are notified by the Personnel activity that a former VA employee receiving severance pay has been reemployed.  The teletype will cite the station number, employee's name, SSN and effective date, and will be submitted through the station's CP.

e.	When the notice is received from the employing agency or VA station that the employee has been separated, severance pay will again be made by the original VA station based on the former employee's previous entitlement.  The VA Form 5-4650 will normally be used by the Personnel Office as the official notice to the Fiscal activity.  If a VA Form 5-4650 is not received from the employing agency, other means of official notification will be used.  The Fiscal activity will furnish a new notification to the DPC.

[3.17]	SPECIAL PAY FOR DM&S PHYSICIANS AND DENTISTS

a.	Reference.  MP-5, part II, chapter 3, section B, and the DM&S Supplement thereto.

b.	General

(1)	Special pay will he included in the employee's regular biweekly salary check when entitled to such pay.  Following execution of the required written agreement (VA Form 10-5379a) by an eligible physician or dentist, the Personnel activity will prepare a VA Form 5-4652, Request for Personnel Action, for each such employee.  The triplicate copy of the agreement will be attached to the VA Form 5-4652 (coding copy) for inclusion in the employee's payroll folder.  Once entered into the employee's master record, special pay will he paid each pay period based on the normal timecard input.

(2)	Special pay is basic pay for life insurance purposes for an eligible full- or part-time physician or dentist.  In addition, special pay is basic pay for civil service retirement purposes for full-time physicians and dentists. However, any full-time physician or dentist on the VA rolls as of October 1, 1980, has the right to elect (not later than April 1, 1981) not to have special pay credited for civil service retirement purposes.  Special pay will not be considered as basic pay for purposes of severance pay, work injury compensation, lump-sum leave payment, or for purposes of any other benefits related to basic pay.  The PAID system will automatically reduce special pay during periods of pay continuation.  A message RPO will be generated in each instance that special pay is reduced.  Special pay will be subject to Federal, State. city, FICA and medicare deductions, if applicable.

(3)	Personnel followup code "24" has been established to provide the Austin DPC the date that entitlement to special pay is due to expire.  Based on this date, the DPC will automatically terminate the employee's special pay.  Special pay will not be computer generated for the pay period which contains this date.  If the termination date is other than the first day of the pay period and the employee is due special pay for a part of the pay period, such payment must be accomplished by means of transaction 82.

(4)	As soon as it has been determined by local officials that a breach of the special pay agreement has occurred, an [OF] 1114 should be prepared by the Personnel Officer and a receivable established, even though a request for waiver has been initiated.  Recovery of special pay due to breached agreement will be deposited to account [363220.]

c.	Adjustments

(1)	TT Used. 82.

(2)	In the event an adjustment to special pay is necessary, the field "Unif./Liv.Allow./Sun./On Call" of a TT 82 will be used.  Code "F" will be catered in CC 63 and the amount of the adjustment in CC's 64-68.

EXAMPLE: A physician completed 3 years of DM&S service in the middle of a pay period.  The VA Form 5-4652 was not processed until the following pay period.  The Payroll activity computed the amount of the underpayment to be $25.00. VA Form 4-5638 will be coded in the following manner.

TT 82:	Uniform/Liv.Allow./Sun./On Call

	CC 63: Enter "F"

	CC's 64-68: Enter "02500"

[3.18]	STANDBY PREMIUM PAY

a.	Reference.  FPM Supplement 990-2, book 550.

b.	General

(1)	Standby premium pay will normally be included in the employee's regular biweekly salary check based upon data in the master record.  The standby premium pay percentage rate will be entered into the master record by the Personnel Activity on VA Form 5-4652.

(2)	The following example outlines the formula that will be used to compute standby premium pay.  The authorized percentage rate is 25 percent and the annual salary $16,559 (GS-7, Step 1), (Salary Table 68).

(a)	Annual premium pay is $4,139.75 (25 percent of $16,559).

(b)	Aggregate annual salary $20,698.75 ($161,159,00 + $4,139.75).

(c)	Basic hourly rate $7.96 ($16,559.00 ÷  2080).

(d)	Aggregate hourly rate $9.95 ($20,698.75 ÷ 2080)

(e)	Basic biweekly rate $636.80 ($7.96 x 80)

(f)	Aggregate biweekly rate $796.00 ($9.95 x 80).  The aggregate hourly rate is multiplied by 80 even though the regularly scheduled administrative workweek (including scheduled standby duty) may have more hours.

(g)	Biweekly premium pay $159.20 ($796.00 less $636.80).

NOTE: Salary Table 68 is cited as the source of hourly rate information.  Hourly rates were computed on the basis of 2080 hours.  During fiscal year 1984 and 1985, a divisor of 2087 hours may be appropriate for certain employees.

c.	Adjustments

(1)	TT Used. 82

(2)	In the event that it becomes necessary to reduce standby premium pay because of nonavailability of an employee whose standby duty is separate and distinct from the basic 40-hour workweek, the adjustment will be computed by the Payroll activity as follows:

EXAMPLE: The employees annual salary is $16,599 (GS-7, Step 1), (Salary Table 68).  The standby percentage rate is 25 percent based on an average of 32 hours standby duty per week.  The employee missed 12 hours of standby duty.

Computation

Annual premium pay is $4,139.75 (25 percent of $16,599).

Annual standby hours 1664 (32 x 52).

Hourly premium pay $2.49 ($4,139.75 ÷  1664).

Amount of adjustment is $29.88 ($2.49 x 12).



TT 82:	Standby Premium Pay

	CC's 46-50: Enter "02988" "x-punch" cc 50



NOTE: The stand by premium will be automatically adjusted in each instance that WOP is coded on the time and attendance report.

[3.19]	SUNDAY PREMIUM PAY

a.	Sunday premium pay will normally be included in the employee's regular biweekly salary check when entitled to such pay. (See MP-6, pt. V, supp. No 2.2.)

b.	Adjustments

(1)	TT Used. 82.

(2)	In the event and adjustment to an employees pay account which involves Sunday premium pay is necessary, the field "Uniform/Living Allowance/Sun/On Call" of a TT 82 will be used.  Code "D" will be entered in CC 63 and the amount of the adjustment in CC's 64-68.

EXAMPLE: A GS employee was entitled to 16 hours of Sunday (day) premium pay for the previous pay period which was not coded on the time and attendance report.  Determine the amount due the employee and code VA Form 4-5638 in the following manner:

TT 82:	Uniform/Liv.Allow./Sun./On Call

	CC 63: Enter "D"

	CC's 64-68: Enter "00498"

EXAMPLE 2: A WA employee was erroneously paid for 16 hours of Sunday (night) premium pay for the previous pay period.  Determine the amount of the overpayment and code VA Form 4-5638 in the following manner:

TT 82:	Uniform/Liv.Allow./Sun./On Call

	CC's 63: Enter "D"

	CC's 64-68: Enter "00524" "x-punch" cc 68



[3.20]	UNIFORM ALLOWANCE

a.	Reference.  MP-4, part II, paragraph 6E.09.

b.	General.  Employees entering on duty subject to uniform wearing requirements or whose job is made subject to uniform wearing requirements will be authorized an initial lump-sum uniform allowance payment for the first year of service.  The initial allowance will be chargeable to the appropriation current at the time payment is authorized.  Payment for subsequent years of uniform wearing service will be made as a biweekly pay period allowance which becomes effective on the beginning of the first pay period following completion of the first year of service.

c.	Initial Authorization

(1)	TT's Used. 31 and 82.

(2)	The initial uniform allowance will be authorized on VA Form 10-5397.  Upon receipt of this form from the Personnel activity authorizing payment of an initial uniform allowance, the Payroll activity will make a one time lump-sum payment directly to the employee by means of a transaction 82.  In addition, TT 31 is submitted to begin automatic payment of the biweekly pay period allowance following completion of the first year of service.  It should also be noted that the VA Form 10-5397 authorizing payment of an initial lump-sum allowance to a part-time or intermittent employee will indicate the pro rata amount based on the maximum number of duty hours authorized by the appointment document.

[ ]

EXAMPLE [1]:  A [ ] nurse has completed the first year of uniform wearing service and is entitled only to the biweekly allowance of $2.41. Figure 3.F1 shows the hourly rate to be $.0301. In coding the hourly rate, the zero in the first position to the right of the decennial will not be used.  CC's 22-30 of a TT 31 will bc coded as follows:

TT 31:	Hourly Uniform Allowance

	CC's 22-24: Enter "301"

Effective Date Uniform Allowance

	CC's 25-30: Enter ["000000"]

[EXAMPLE 2: A nurse was appointed August 2, 1987, and was authorized an initial uniform allowance of $125.00. The biweekly allowance will be paid the first full pay period following the end of 1 year from August 2, 1987, the date the employee first became eligible for the initial uniform allowance.  TT's 31 and 82 will be coded as follows:

TT 82:	Unif./Liv.Allow./Sun./On Call

	CC 63: Enter "A"

	CC's 64-68: Enter "12500"

TT 31:	Hourly Uniform Allowance

	CC's 22-24: Enter "301"

Effective Date Uniform Allowance

	CC's 25-30: Enter "080287"

d.	Special Provisions Applicable to VA Police Officers

(1)	Uniform allowances for VA police officers are authorized by 38 U.S.C. 218(c), (Public Law 98-528).

(2)	Newly hired police officers shall be paid an initial annual uniform allowance of $400.00 at the beginning of their employment.  Police officers who have received the initial allowance are not entitled to a biweekly uniform allowance during the following 12 months of employment.  A police officer who resigns less than 1 year after receiving the initial or one-time uniform allowance of $400.00 shall repay to the VA a pro rata share of the amount paid based on the number of days remaining in the 12-month period following the $400.00 payment.  Under certain circumstances, repayment liability may be waived.

�EXAMPLE 3:   A VA police officer was appointed on July 1, 1985 and was paid the $400.00 initial uniform allowance.  Subsequently, on November 9, 1985, the employee resigned.  Computation of the overpayment is as follows:

	364 (number of days in leave year)

	-132 (number of calendar days on rolls)

	232 (remaining calendar days in year)



	232/364 x 400/1 = $254.95 overpayment



e.]	Changes and Adjustments

(1)	TT's Used. 31 and 82.

(2)	In the event the Fiscal activity is not notified of an employee's entitlement to the biweekly uniform allowance in time for a TT 31 to be submitted to the DPC on the last Friday of the pay period, TT's 31 and 82 will be coded in a subsequent pay period.

EXAMPLE 4:  Employee transfers in from another VA facility in the middle of a pay period and is entitled to a biweekly uniform allowance.  The biweekly uniform allowance is $2.41 and the hourly rate is $.0301. TT's 31 and 82 will be coded as follows:

TT 31:	Hourly Uniform Allowance

	CC's 22-24: Enter ["301"]

Effective Date Uniform Allowance

	CC's 25-30: Enter ["000000"]

TT 82:	Uniform/Liv.Allow./Sun./On Call

	CC's 63: Enter "A"

	CC's 64-68: Enter ["00120"]

TT 82 adjusts employee uniform allowance upward for the 40 hours due in previous pay period.  TT 31 pays employee beginning with the current pay period.

NOTE: It should be noted that in those instances where an employee is entitled to immediate payment on a biweekly basis and the TT 31 is submitted to the DPC in the same pay period in which the appointment occurs, the computer is programmed to automatically compute the partial pay period entitlement based on the effective date of the appointment.

EXAMPLE 5: In the event an employee is erroneously paid a biweekly uniform allowance in the amount of $2.41, TT's 31 and 82 will be coded as follows:

TT 31:	Hourly Uniform Allowance

	CC's 22-24: Enter ["000"]

Effective Date Uniform Allowance

	CC's 25-30: Enter ["000000"]

TT 82:	Uniform/Liv.Allow/Sun./On Call

	CC's 63: Enter "A"

	CC's 64-68: Enter ["00241" "x-punch" cc 68]

The TT 31 deletes the hourly uniform allowance rate from master record.  "X" over the units position of CC 68 in the TT 82 indicates employee's pay will be decreased by the amount of $2.41 for uniform allowance erroneously paid.

EXAMPLE 6: In the event an employee is paid an initial allowance in the amount of $125.00, but should be paid in biweekly uniform allowance of $2.41 (hourly rate $.0301), TT's 31 and 82 will be coded as follows:

TT 31:	Hourly Uniform Allowance

	CC's 22-24: Enter ["301"]

Effective Date Uniform Allowance

	CC's 25-30: Enter ["000000"]

TT 82:	Uniform/Liv.Allow./Sun./On Call

	CC's 63: Enter "A"

	CC's 64-68: Enter ["12500" "x-punch" cc 68]

The TT 31 deletes effective date for uniform allowance from master record, but retains hourly uniform allowance rate.  "X" over the units position of CC 68 in the TT 82 indicates employee's pay will be decreased by the amount of $125.00 for the initial allowance erroneously paid.

NOTE: When an employee who is subject to the biweekly uniform allowance separates on other than the last day of the pay period, the computer will automatically compute the partial pay period based on the separation date and information in the final TT 8B.

�UNIFORM ALLOWANCE RATES
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Figure - Authorization of Out-of-System Payment

�CHAPTER 4. CASH SALARY PAYMENTS

4.01	GENERAL

a.	Cash salary payments at field stations are restricted to the following types:

(1)	Weekly payments to purchase and hire employees.

(2)	Payments when a check has not been issued due to an administrative error or a delay in processing necessary documents.

(3)	Payments when a check has been issued for less than 90 percent of the net amount due.

(4)	Partial payments during the initial pay period to youths hired under a special program for the disadvantaged.

NOTE 1: Items (2) through (4) above do not apply to employees located at the Austin DPC and Finance Center.

NOTE 2: For procedures applicable to cash payment for incentive awards, see paragraph 3.05.

b.	Cash salary payments for (2) through (4) above must be based on regular pay, exclusive of amounts due for premium pay (i.e., night, holiday, overtime or Sunday pay, etc.). Premium pay, if any, must be paid using the procedures for out-of-system payments found in paragraph 3.10 or by means of adjustments to subsequent payrolls using TT 82.

c.	Before a cash payment is made, a master record must be in existence or in process of being established at the DPC.  A time and attendance report must have been received from the operating service or division authorizing the payment.  The Payroll activity will prepare an SF 1128, Payroll for Personal Services, in duplicate, showing the employee or employees entitled to payment.

d.	Recertified Checks for Salary Checks Not Received.  Department of the Treasury Bulletin No. 83-28, effective July 9, 1983, provides a quick and easy method for obtaining a recertified check when checks mailed are not received by the employee or a designated financial organization.  "PAID" instructions for the implementation of this procedure will be found in paragraph 12.03.

4.02	CASH PAYMENTS TO PURCHASE AND HIRE EMPLOYEES

a.	The original SF 1128 and copy will be completed in their entirety, breaking out each element that comprises gross pay.  The reverse of the form will be completed first, showing the employee's name, SSN, grade, and salary rate.  All earnings and deductions will be computed and entered on the form.  No deductions can be made on cash payrolls for bonds, union dues, or voluntary contributions.  After the last name on the reverse of the form, enter a grand total of each column.

b.	The front of the form will be completed showing the total summary of the payroll.  The "Accounting Classification" will show the disbursement of the net amount from the proper appropriations.

c.	The SF 1128 will be signed by an authorized certifying officer and will be forwarded to the agent cashier for payment.

d.	The agent cashier will make payment of the net amount.

e.	After payment, the SF 1128 will be retained by the agent cashier for future replenishment.  The copy of the SF 1128 will be returned to the Payroll activity noted that payment has been made.

f.	The Payroll activity will code a VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet, for TT's 92 and 93 to record all payment data in the employee's master record.  The field "Prior Payment" will be coded on TT 93 with the amount of the net pay.  A "1" will be coded in CC 54 which indicates that payment was made by the station.

g.	The field "Hours" on TT 92 (CC's 38-40) will be coded with the whole hours of regular pay if the purchase and hire employee is paid from other than the C of H&DF appropriation.  If the field is used, a zero will always be coded in CC 38 and the hours of regular pay in CC's 39-40.

h.	A time and attendance report will not be submitted to the CP for "Nonpay" employees routinely paid in cash such as purchase and hire employees.

i.	The procedure outlined above will also result in the recording and necessary adjustment of the accounting records of the DPC.  The net amount due the employee(s) will be deposited by the DPC to 36X6875 and transferred to the station on VA Form 4-4564, Transfer of Disbursing Authority.

j.	The agent cashier will hold the SF 1128 until the gross-to-net listing is received from the DPC.  Upon information from the Accounting activity that the gross-to-net listing has been received, the agent cashier will effect replenishment when the next replenishment voucher is prepared.

4.03	CASH PAYMENT WHEN A CHECK IS NOT ISSUED

a.	In the event an employee or the agent cashier states that a salary check was not received, available pay records such as VA Form 4-1975, Biweekly Payroll Register, and listings of DPC out-of-system payments must first be thoroughly examined to determine whether or not a check was issued.  If it is found that a bulk mail check (to the agent cashier) was issued, the procedures in paragraph 12.02 will be followed.  If it is found that a direct mail check (to employee) was issued, the procedures in paragraph 12.03 will be followed.  When it is determined that a check, either bulk mail or direct mail, was not issued due to an administrative effort or a delay in processing necessary documents and the employee is entitled to a salary payment, a cash salary payment may be made by the station.

b.	SF 1128, prepared in duplicate, will be processed in accordance with the procedures outlined in paragraph 4.02.c. No deduction can be made for bonds, union dues, or voluntary contributions on the cash payroll.  If the station so desires, a TT 84 may be submitted to make an extra deduction for union dues only from the employee's next computer generated check.

d.	Since leave data in the employee's master record may be incorrect for the period covered by the cash payment, any necessary adjustments will be made manually using TT 31, etc.

e.	Immediately after payment and upon receipt of a copy of the SF 1128 from the agent cashier, the Payroll activity will code a VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet, for TT's 92 and 93.  The field "Hours" on TT 92 (CC's 38-40) will be coded with the equivalent whole man-hours of base pay.  A zero will always be coded in CC 38.  For example, if the base salary payment is for 5 days for a full-time title 38 physician, code "029" which is 5/14 of 80.  If the payment is for 60 hours to a firefighter whose normal hours are 120 per pay period, code "040" which is 60/120 of 80.  If the payment is for 20 hours to a part-time employee code "020".  The field "Prior Payment" will be coded on TT 93 with the amount of the net pay. A "1" will be coded in CC 54 which indicates that payment was made by the station.

f.	Recording of TT's by the DPC, transfer of funds and agent cashier replenishment will be identical to paragraph 4.02 i and j.

4.04	CASH PAYMENT WHEN A CHECK HAS BEEN ISSUED FOR LESS THAN 90 PERCENT OF NET AMOUNT DUE

a.	In the event that a salary check was issued and received for less than 90 percent of the net amount due, and the employee is entitled to additional regular pay, such payment may be made in cash by the station.  When the employee is entitled to additional premium pay, such payment may be made in accordance with paragraph 4.01b.

b.	Cash payments made under this authority will be processed in accordance with the procedures contained in paragraph 4.03 b through f.

4.05	PARTIAL BIWEEKLY CASH PAYMENT TO EMPLOYEES

a.	Partial biweekly cash payments are restricted to employees appointed under the schedule A authority relative to the President's Youth Opportunity campaign.

b.	When the Payroll activity receives proper authorization to make a cash payment, the following procedures will govern:

(1)	The original SF 1128 and copy will be completed in their entirety, breaking out each element that comprises gross pay.  On the bottom of the SF 1128, under "Accounting Classification," the following notation will be shown:

"Partial biweekly cash payment.  Items of pay and deductions will be adjusted on the next regular check."

(2)	The SF 1128 will be signed by an authorizing certifying officer and forwarded to the agent cashier for payment.

(3)	The agent cashier will make payment of the net amount and retain the original SF 1128 for future replenishment.  The copy of the SF 1128 will be returned to the Payroll activity noted that payment has been made.

(4)	The Payroll activity will code a VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet, reflecting the net payment on a TT 83 in item 21, "Prior Payment," CC's 55-60.  A "1" will be coded in CC 54 to indicate payment was made by the station.  This is the only entry necessary.

NOTE: TT's 90 will not be used in this instance.

(5)	The VA Form 4-5631, Time and Attendance Report, will be processed in the normal manner without regard to the wages paid in cash.  The coding of net pay on VA Form 4-5638, item 21, "Prior Payment" prevents duplicate payment by the DPC.

(6)	The procedure outlined above will result in the proper recording to the payroll and accounting records at the DPC and likewise the computer-generated check will be decreased by the amount of the cash payment made by the station.  The amount recorded in "Prior Payment", will be deposited by the DPC to 36X6875 and transferred to the station on VA Form 4-4564a, Transfer of Disbursing Authority.

(7)	The agent cashier will hold the SF 1128 until receipt of VA Form 4-4564a thereby affecting replenishment when the next replenishment voucher is prepared.

�4.06	MONITORING OF CASH SALARY PAYMENTS

An employee's written request for cash salary payment will be submitted to the Fiscal/Finance Officer who will scrutinize the request to insure compliance with the authority contained in paragraph 4.01. Written justification or recommendation of disapproval will accompany each request forwarded to the facility Director for final consideration.  If the employee's request is approved, SF 1128, Payroll for Personal Services, will then be prepared by the Payroll activity for signature of the certifying officer.  If disapproved, the employee will be advised of the reason(s) for disapproval.�CHAPTER 5. DEDUCTIONS

5.01	PRIORITY OF DEDUCTIONS

On occasion, the gross compensation payable to an employee will not be sufficient to permit all deductions to be made in a particular pay period.  When this occurs, deductions will be made by the computer in the order listed below:

a.	Retirement

b.	Medicare Tax

c.	FICA Tax

d.	Federal Income Tax

e.	Health Benefits

f.	Basic Life Insurance

g.	Recurring Deduction 1

h.	Recurring Deduction 2

i.	Child Support (Code 1)

j.	Federal Tax Levy

k.	Primary State Income Tax

l.	Secondary State Tax

m.	Primary City Tax

n.	Secondary City Tax

o.	Garnishment for Alimony/Child Support (Code 2)

p.	Bankruptcy Deductions

q.	Additional Optional Life Insurance

r.	Standard Optional Life Insurance

s.	Family Optional Life Insurance

t.	Quarters

u.	Subsistence

v.	Garage

w.	Parking

x.	Post-56 Military Service Deposit

y.	Thrift Loan Repayment

z.	Thrift Savings Plan Deductions

aa.	Bond Deduction 1

bb.	Bond Deduction 2

cc.	CFC

dd.	Union Dues 1

ee.	Union Dues 2

ff.	Voluntary Allotment 1

gg.	Voluntary Allotment 2

hh.	Savings Allotment 1

ii.	Savings Allotment 2

5.02	ALLOTMENTS TO FINANCIAL ORGANIZATIONS

a.	General

(1)	The Department of the Treasury has directed that all savings allotment payments will be made through the DD/EFT Direct Deposit/Electronic Funds Transfer) Program.  The VA conversion of these allotments to the DD/EFT Program was effective on the payday of November 5, 1985.

(2)	Except as indicated in subparagraph (9) below, any employee of the VA may authorize a maximum of two (2) allotments to financial organizations for credit to his/her savings account (single or joint) or for the purpose of shares (other than shares of stock).  The title of the account to be credited must include the name of the authorizing employee.  Minor variation between the account title and the employee's name as it appears on the VA payroll, is permitted.

(3)	In most instances, DD/EFT information will be received by the financial organization in sufficient time to credit the employee's account for the opening of business on payday.

(4)	In the event of nonreceipt of a Direct Deposit allotment check, the VA Finance activity may request a recertified check through the DPC provided that at least 5 days but not more than 30 days have elapsed since the date of the check in question.  Requests for recertified checks must be processed in accordance with the provisions of chapter 12 of this manual.

(5)	The employee may change or cancel his/her allotment(s) as frequently as he/she desires.  Each change in account to be credited, financial organization or decreased allotment requires the submission of a new and fully executed authorization.  An authorization to increase or cancel an allotment should be submitted directly to the Payroll activity.  Cancellations will be in writing and must fully identify the allotment to be canceled.  Such identification will include the name of the financial organization and account number to which the allotment is being credited.

(6)	Advice of cancellations and deposits is a matter solely between the employee and the financial organization.  VA Finance activities will limit their response to inquiries to confirming that amounts remitted were or were not in accordance with existing authorizations and regulations.  In the event of an over deduction or under deduction, the amount remitted must stand as remitted.  No facilities exist for one-time adjustments of allotments.  Occurrences of this type do not constitute either an overpayment or underpayment as allotted amounts are for credit or deposit to the savings account of the employee.  Corrective action should be taken to assure that future allotments are in the correct amount.

(7)	Financial organizations are expected to make interoffice adjustments of deposit credits, as necessary, when a remittance includes an amount for credit to a savings account maintained at a different branch office, whether due to an inconsistency in the authorization or otherwise.

(8)	Allotments to financial organizations will have the lowest order or priority in the application of payroll deductions.  If the net amount due the employee is insufficient to cover the total allotted for this purpose, whether it be in one or in two allotments, no deduction will be made.

(9)	The following restrictions are placed on allotment authorizations:

(a)	The employee's place of employment must be within the United States (the 50 States and the District of Columbia).

(b)	The allotment may not be for credit to an account in a foreign financial organization.

(c)	The allotment must be in a full dollar amount ($1, $5, $10, etc.)

(d)	The allotment authorization must cover successive payrolls.  One-time allotments are not permitted.

(e)	The employee must have a regularly scheduled tour of duty.  Authorizations will not be accepted from intermittent employees.

(f)	Authorizations will not be accepted while the employee is on extended leave without pay.

(10)	Allotment authorizations will not be transferred between agencies or VA stations.  Should the employee desire to continue an allotment after transferring, the allotment must be reestablished by the receiving station.  New authorizations fully executed will be required.  This provision applies even though the employee may have transferred by means of transaction type 97.

(11)	Deduction for allotments will not be made from final salary checks.

b.	Authorizing/Canceling the Allotment (SF 1199A)

(1)	Authorizations for an allotment will be acceptable only when received on a fully executed SF 1199A, Direct Deposit Sign-up Form.  SF 1199A will be furnished the employee upon request, or he/she may use an SF 1199A furnished by the financial organization, so long as it is in the format prescribed by the Treasury Department, Bureau of Accounts.

(2)	If the SF 1199A is submitted by mail to the Payroll activity, the employee should be contacted to verify the authenticity of the authorization before initiating payroll deductions.

(3)	Any change in the amount allotted, the account to be credited, or the financial organization to receive the payment, constitutes a cancellation of the existing allotment and the establishment of a new allotment.  A new SF 1199A will be required.  Payroll offices must keep in mind that the employee may have two allotments and assure themselves of his/her intent when accepting the authorization.

(4)	Allotments will be effective with the first full pay period commencing after receipt of the SF 1199A.  Cancellations will be effective, if possible, in the pay period that cancellation notice is received, and in no event later than the first full pay period following receipt of such notice.  The date of receipt by the payroll office should be indicated on the SF 1199A or canceling memorandum.

c.	Establishing, Changing and Canceling the Allotment in the PAID System

(1)	Processing Initial Authorization

(a)	TT Used. 56 or 57

(b)	Upon receipt of a properly executed SF 1199A, the payroll activity will process TT's 56 or 57 using VA Form 4-5637a, Master Record Code Sheet-Supplemental, coding the following items as indicated:

1.	Routing Number, CC's 22-30.  Enter the routing number provided by the Financial Organization on the SF 1199a.

2.	Type Account, CC 31.  Payments may be made to either a savings account (S) or checking account (C).  Therefore, coding in CC 31 will be either an "S" or "C" depending on the type of account indicated on the SF 1199a.

3.	Account Number, CCs 32-48.  This 17-digit field may be alpha (a through z), numeric (0-9), a hypen (-) or any combination thereof.  Coding will begin in the high order position (CC32), with the uncoded positions remaining blank.

4.	Amount, CC's 49-52.  Enter the full dollar amount authorized on the SF 1199a.  Because allotments are accepted in full dollar amounts, no cents positions have been provided for this field.  Failure to recognize this factor will result in amounts far in excess of those authorized being deducted.

NOTE: The card columns and coding instructions for savings allotments on the TT 56 or 57 are exactly the same.

(2)	Changes In Amount Allotted

(a)	TT Used.  56 or 57.

(b)	When a fully executed SF 1199a is received that is identical to an existing allotment authorization except for the amount allotted, a TT 56 or 57 will be prepared following the coding instructions outlined in subparagraph c(l)(b) above.

NOTE: The PAID System will look for an exact match of data (CC's 22-48) before making a change to an existing allotment.  If an exact match is recognized, the new data will overlay the existing information in the employee's master record.  Input that is not recognized as an exact match will result in the system establishing a second allotment.  However, if both allotment fields in the employee's master record contain previously authorized allotment data, the input will be rejected.

An example of changing an existing allotment is as follows:

An employee elects to increase his existing savings allotment from $25 to $30; a properly executed SF 1199a is received by payroll.  Employee's master record contains the following data:

ROUTING NO.	TYPE ACCT.	ACCOUNT NO.	AMOUNT

266115984	C	18101	0025

			

The TT 56 would be coded as follows:

...	CC's 22-30	CC 31	CC's 32-48	CC's 49-52

TT 56	266115984	C	18101	0030

				

NOTE: This change to an existing savings allotment was used to update the employee's master record because data in CC's 22-48 (Routing No., Type Account, and Account No.) exactly matched the existing data for these fields.  If an exact match was not found, this input would have established a second savings allotment if such an allotment had not been previously authorized.  Otherwise, the input would have been rejected.

(3)	Cancelling a DD/EFT Allotment

(a)	TT's used.  56 or 57.

(b)	When a written statement from the employee requests that an allotment be cancelled, it will be accomplished in the pay period in which it is received, if at all possible.  In no event should the cancellation be delayed beyond the subsequent pay period.  Cancellation will be accomplished by means of a TT 56 or 57 which will be coded with the Routing Number, Type Account, and Account Number in CC's 22-48 followed by zeros in the amount field, CC's 49-52.  Again, the system will be looking for an exact match of data in CC's 22-48.

NOTE: When the system looks for an exact match, it will check for data in both allotment fields.  It is immaterial for coding purposes whether or not the allotment information is in savings allotment field 1 or 2 in the employee's master record.

(c)	When simultaneously cancelling on allotment and coding a new allotment, code the cancellation on TT 56 and the new allotment or TT 57.

d.	Returned DD/EFT Payments

DD/EFT payments may be returned by a financial organization because the financial organization could not credit the employee's account.  The payment could have been returned for the following reasons: (1) account closed, (2) no account/unable to locate account, (3) invalid account number, (4) account frozen, or (5) any other reason that would not permit the crediting of the account.  DD/EFT payments will be returned to the VA Finance Center through the Austin Financial Center.  Upon receipt by the VA Finance Center, an out-of-system payment will be processed and forwarded to the Agent Cashier for delivery to the affected employee.

e.	Claims for Non-Receipt of DD/EFT Payments

(1)	Upon written notification by the employee that his/her savings allotment payment was not received by the financial organization, the payroll office will determine whether a payment was certified.  If no payment was certified, the payroll office will resolve the matter with the employee.

(2)	If a payment was certified, the payroll office will verify that the routing number and the depositor account number on the SF 1199a were correctly entered into the employee's master record.  If the payroll office finds that the routing number or depositor account number has been entered incorrectly in the employee's master record, the VA Finance Center will be contacted by the payroll office to recertify a new payment through the Austin Financial Center.  The payment that was issued with the incorrect information will be returned to the VA Finance Center through established return procedures.

(3)	If the findings show that the depositor account number and routing number are correct in the employee's master record, the payroll office will advise the VA Finance Center of the employee's claim of nonreceipt.  The following information must be provided: (1) pay date; (2) amount; (3) employee name; (4) SSN; (5) financial organization name, telephone number, and routing number (on SF 1199a); and (6) employee depositor account number (on SF 1199a).  Upon rcccipt of this information, the Austin Financial Center will be requested to trace the payment through the Financial Organization.

f.	Requests for Changes by the Financial Organization for DD/EFT Allotments

(1)	Financial organizations may request a change to certain items on the SF 1199a by providing a photocopy of that form, along with a letter explaining the reason for the change(s).  The letter must include a statement that the change(s) will not affect the type, title or ownership of the account.

(2)	Employees may also be advised by their financial organization to affect changes to the SF 1199a.  This will also require a letter from the financial organization or a properly certified SF 1199a.

(3)	Requests by the Financial Organization (F.O.'s) for changes to their address must be referred to the F.O.'s local Federal Reserve, ACH Coordinator.  The Department of Veterans Affairs cannot make these address changes.  In addition, any requests by the F.O. to change the method by which they are receiving these allotments (i.e. individual "direct deposit" checks, versus "live" DD/EFT credit or credit to the F.O.'s servicing bank) must also be referred to the local Federal Reserve, ACH coordinator.

(g)	Canceled Checks/Cash Collections

(1)	When a salary check is issued to which the employee has no, or only partial entitlement, check cancellation or a cash collection will be required.  The net check issued to the employee does not represent the amount actually received, as allotments are credited or deposited to his/her savings account.  Collection must be from the employee and not the financial organization.

(2)	The procedures prescribed in paragraphs 11.02, 6.03 and 6.04 will be followed in making the necessary adjustments.  Cash collection or payroll deduction will always be required.  Amounts coded in "Other deduction" TT 83, will always be returned to the station in account 36F3875 after which it will be treated as though the collection has been made in cash.

h.	Other.  A microfiche listing will be produced each pay period for each payroll office and will contain information on all allotments that were processed by the DD/EFT system (the listing will also include net salary DD/EFT and voluntary allotment information).  This listing will be used for verification of information contained in the employee's master record when responding to employee questions.

5.03	CITY TAXING AUTHORITIES-WITHHOLDING TAX AND INCOME INFORMATION

a.	Reference: Treasury Fiscal Requirements Manual-part III, chapter 5000.

b.	General

(1)	The PAID System is programmed to permit withholding of city income or employment taxes for those cities which have entered into a withholding agreement with the Secretary of the Treasury as well as certain other taxing jurisdictions that have been approved by VA Central Office (047) in accordance with OPM's voluntary withholding policy (see 5 CFR 550.351).  In order to be eligible to enter into a withholding agreement, a city must have a minimum of 500 persons who are employed by Federal agencies that are located within the political boundaries of the city.  Payroll withholding of city income and employment taxes is required for all employees who are subject to the tax and (a) whose regular place of Federal employment is within a city or county that has entered into a withholding agreement, or (b) is a resident of such city or county.  However, city or county taxes will not be withheld from the pay of any employee whose residence and place of employment are not both within the State in which the city or county is located, unless the employee authorizes voluntary withholding.  A withholding certificate must be completed to indicate whether or not the employee consents to the withholding.  Voluntary withholdings will be computed by the DPC based on the specific city income tax withholding formula.

(2)	As a general rule, employee payroll folders will contain sufficient information to allow the Payroll activity to properly effectuate tax withholding for a city without input from the employees.  As exceptions to the general rule, withholding certificates will be required in those instances where any one of the following factors are present (a) an employee works in the city, but resides in a State other than where that city is located, or (b) the employee performs at least 25 percent of his/her services outside of the city, (c) the specific city tax withholding formula is based on such factors as exemptions, resident status, etc., or (d) an employee works outside of the city and authorizes voluntary withholding.  Employees who qualify for reduced withholding based on the fact that at least 25 percent of their services are performed outside the city may elect to claim the reduced withholding by means of a memorandum directed to the Payroll activity.  The memorandum (original and one copy) must reflect the employees full name and address, social security number and the percentage of services that are performed outside the city.  When required for audit purposes by the city concerned, the copy should be transmitted directly to the city by the field facility.

(3)	The PAID system is programmed to furnish income information to two taxing authorities.  Local taxing authorities identified in part I of figure 5.F1 have been established in the PAID system and must be furnished income information without further request from the taxing authority.  VA facilities having need for assignment of a code for a local taxing authority not already established in the PAID system should contact Central Office (047F1) for an assignment of an appropriate code.

(4)	When establishing a new employee master record, every effort must be made to insure that all applicable local GSA codes are promptly established in the master record.  Such input should be included in the same transmittal in which the accession transactions are forwarded to the Austin DPC.  In the absence of such input, the "PAID" system will automatically furnish predetermined GSA code(s).  Computer-generated codes will be furnished on the basis of the actual duty station assignment.  The computer-generated GSA code(s) will always be used for reporting wage information to the local taxing authorities.  They will never be the basis for withholding tax from individual salary payments.  Predetermined codes listed in figure 5.F3 have been established in the "PAID" system for the listed duty station locations.  In all other instances, predetermined GSA codes are based on the geographical location of the parent station.

c.	Processing Employee Withholding Certificate for City Income Tax

(1)	TT Used.  41.

(2)	General Coding Instructions.  For those cities that have been approved for payroll deductions, exemption field information will be coded in CC's 22 and 23 of TT 41 in accordance with specific instructions contained in the following paragraphs.  The appropriate two-digit State GSA code, followed by the four-digit city GSA code will be entered in CC's 24-29.

(a)	The following city taxing authorities provide for a withholding tax based on a percentage of gross wages.  In addition, provision has been made to reduce withholding in those instances where an employee performs 25 percent or more of his services outside of the city.  Exemption field data for employees subject to withholding provisions of one of these income taxes will be coded with zeros in CC's 22 and 23.  However, when reduced withholding is proper, the percentage of gross wages that are to be excluded from withholding will be entered in CC's 22 and 23.  Excludable wages may not be less than 25 percent nor more than 99 percent.

*GSA codes 212091 city of Louisville and 211980, city of Lexington should be used for employees who are residents of the city and subject to the higher withholding rate.

**GSA codes 212090, city of Louisville and 211981, city of Lexington should be used for employees who are nonresidents of the city and subject to the lower withholding rate.

EXAMPLE: A field attorney at VA Center Philadelphia (a Pennsylvania resident who does not reside in Philadelphia) certifies that he spends approximately 85 percent of his time in a travel status away from his official duty facility.  Coding for this employee would be as follows:

TT 41: State/City Earnings (Info. Only)

	Exempts.  CC's 22-23: Enter "85"

	GSA Code CC's 24-29: Enter "426541"

(b)	The following city taxing authorities provide for a withholding tax based on combined personal-dependents exemptions and withholding rates that are based upon the employee's residence status.  The employee's residence status will be coded in CC 22 while the combined total of the personal-dependent exemptions claimed will be coded in CC 23.
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Residence Status 	Enter in CC 22

Resident	1

Resident (subject to two city income taxes)	2

Nonresident	3

	

Number of Exemptions	Enter in CC 23

0 to 9	0 to 9

10	Code an "X" over zero

11	J

12	K

13	L

14	M

15	N

16	O

17	P

18	Q

19	R

20	Code a "+" over zero

21	A

22	B

23	C

24	D

25	E

26	F

27	G

28	H

29	I

	



EXAMPLE: Employee "A," VA Regional Office, Detroit, MI, is a nonresident of that city.  The employee claims exemptions for himself, his spouse and two dependent children.  Coding for this employee would be as follows:

TT 41: State/City Earnings (Info. Only)

	Exempts.  CC's 22-23: Enter "34"

	GSA Code CC's 24-29: Enter "261260"

(c)	The following cities and townships provide for withholding of an earned income tax or occupational privilege tax or both.  The exemption field of transaction 41 will be used to provide the withholding data for both taxes.  Card column 22 will apply to the occupational privilege tax while CC 23 will apply to the earned income tax.

City and State	GSA Code

Allentown, PA	420110

Caln Township, PA	429965

Erie, PA	422640

Harrisburg, PA	423500

Pittsburgh, PA	426600

Pittsburgh, PA	426601

Plains Township, PA	429976

South Lebanon Township, PA	429984

	

NOTE 1: Caln Township provides for withholding of the earned income tax only.  Card column 22 of transaction 41 must always contain a code "O "when this tax is coded.

NOTE 2: Provision has been made for voluntary withholding of the Pittsburgh City School District Tax.  For those employees who authorize voluntary withholding of this tax, use GSA code 426601.  For all other employees who are subject to the Pittsburgh Earned Income Tax, use GSA code 426600.

The following codes are established for the EIT (Earned Income Tax) and the OPT (Occupational Privilege Tax):

Card Column 22 (OPT)	

Code	Description

0	Not subject to the OPT.

1	Employee subject to OPT and tax not yet withheld.

9*	Employee subject to OPT and tax withheld by previous employer.

	

Card Column 23 (EIT)	

Code	Description

0	Not subject to ET.

1	Employee subject to EIT.

*At the end of each tax year, all code 9's will be automatically changed to ones so as to permit tax withholding in the new year.

EXAMPLE: An employee of VA Medical Center, Erie, Pennsylvania, is subject to the earned income tax and occupational privilege tax.  Coding for this employee will be as follows:

TT 41: State/City Earnings (Info. Only)

Exempts.  CC's 22-23: Enter "11"

GSA Code CC's 24-29: Enter "422640"



(d)	While the city of Scranton, Pennsylvania, GSA Code 427460, has levied a withholding tax based on a percentage of gross wages, the actual withholding rate is dependent upon the employee's residence status.  The residence status will be coded in CC 22 utilizing code "1" to represent "resident" and a code "2" to indicate that the employee is a "nonresident" of that city.  A zero will be entered in CC 23 followed by the six-digit GSA code in CC's 24-29.

(e)	New York City, GSA Code 364170, provides separate withholding formulas for residents and nonresidents.  The formula applicable to residents permits such employees to claim personal and dependent exemptions.  The residence status will be coded in CC 22 with exemption data to be entered in CC 23.  Since nonresidents are not permitted to claim exemptions, a zero must always be entered in CC 23 for these employees.  The six-digit GSA code will be entered in CC's 24-29.

Resident Status	Enter in CC 22

Resident	1

Nonresident	2

Number of Exemptions (Residents Only)	Enter in CC 23

	

(After determining a number of exemptions claimed by employee, find appropriate code to be entered in CC 23 from table established for this purpose in subpar. b.)

(f)	Denver, Colorado, GSA Code 080600 levies an Occupational  Privilege Tax to be withheld at the rate of $2.00 per month.  Based on mutual agreement, withholding from affected employees will be at the rate of $1.00 per pay period not to exceed $24.00 per annum.  The TT 41 for employees subject to this tax will contain zeros in CC's 22-23 followed by the six-digit GSA code in CC's 24-29.  The OPT will not be withheld in any pay period in which an employee's gross pay is less than $115.38.

d.	Furnishing Income Information.  Some taxing authorities have requested income information only.  Taxing authorities should receive information conceming compensation paid employees whose residence is within the jurisdiction of the taxing authorities, listed in part I of figure 5.F1, but whose duty facility is outside of such taxing authority and whose compensation is not subject to withholding of the tax imposed by the tax authority of his duty facility.

EXAMPLE: Employee "B," an employee of the VA Medical Center, Cincinnati, Ohio, resides in Fort Thomas, Kentucky, but the employee's duty facility is the VA Medical Center, Cincinnati, Ohio.  This employee did not authorize tax withholding.  Coding for this employee will be as follows:

TT 41: State/City Earning (Info. Only)

Exempts.  CC's 22-23: Enter "ZZ"

GSA Code CC's 24-29: Enter "391610"



e.	Changes, Adjustments and Cancellation of City Income Tax

(1)	TT's Used: 41, 42 and 84;

(a)	Whenever an employee wishes to increase or decrease his/her number of exemptions or has a change to his/her residence status, a new withholding certificate must be completed.  The transaction 41, coded in accordance with the above instructions, must be coded in its entirety.

(b)	Once a particular GSA code has been entered into a master record, its status may be changed from tax withholding to wage information reporting or to a "prevent" status (or vice versa) by simply submitting a transaction 41 that contains appropriate coding in the exemption field followedby the GSA code that matches the GSA code currently in the employee's master record.  However, if an employee becomes subject to a different city income tax withholding, the only input required would be a transaction 41 which contains the appropriate exemption coding and the GSA code.

(c)	Adjustments resulting from salary overpayments or underpayments will not require computation of a corresponding adjustment to the amount of city tax withheld.  In these instances, the applicable biweekly city tax withholding amount will be automatically computed after giving consideration to the TT 82 pay adjustment action.

(d)	If it becomes necessary to process a manual adjustment to city tax withholding, it will be coded in item 29 of VA Form 4-5638.  The applicable six-digit city GSA code must be entered in CC's 48-53 followed in CC's 54-59 by the amount of the adjustment.  Refunds will be processed by coding an "X" in the block over the units position in the amount field.

EXAMPLE 1: An employee is due a refund of city tax in the amount of $2 which was deducted for the wrong tax authority.  A transaction 84 for this employee will be coded as follows:

TT 84: City Tax

CC's 48-53: Enter six-digit GSA code

CC's 54-59: Enter "000400" X-punch over CC 59

NOTE 1: TT 84 must be submitted in the current pay period and must be increased to include a refund for the current pay period deduction.  Transaction 41 that contains the correct tax authority must then be submitted in the subsequent pay period. The GSA code must remain in the employee's M/R until the pay adjustment is processed.

NOTE 2: Field facilities should not attempt to make adjustments to the Occupational Privilege Tax.

(e)	Transaction 42 will be used only in those instances where a particular taxing authority (GSA code) is to be deleted from the master record.  To delete city income tax withholding, only the GSA code CC's 24-29 must be coded; CC's 22-23 remain blank.  To delete the furnishing of information to taxing authorities, use a code "ZZ" in CC's 22-23 and the GSA code in CC's 24-29. Withholding and income reporting will be automatically canceled when an employee transfers to another VA facility by means of a transaction 97.

(f)	In any instance where a TT 41 or TT 42 is processed that results in removal of a GSA code from an employee's master record, a message RPO (A45) will be generated and forwarded to the Payroll activity.  It must be recognized that all wage and tax information that has been accumulated in the master record for the current tax year will be stored for issuance of a TD Form W-2 at the close of the tax year.  Accordingly, upon receipt of the message RPO, the information applicable to the deleted GSA code must be reviewed for accuracy.  If appropriate, corrective action must be taken in accordance with subparagraph g below.

f.	Preventing Computer-Generation of Predetermined City GSA       Codes.  Submission of applicable city GSA codes with the accession transactions will prevent computer-generation of the predetermined code.  If an employee has a duty station assignment which is outside the jurisdiction of the city taxing authority and a computer-generated GSA code would be incorrect, the facility must submit a transaction 41 to prevent the computer generated code. Using the "State/City Earnings (Info. Only)" field, "XX" must be entered in CC's 22-23 and the six-digit GSA code in CC's 24-29 which represents the incorrect taxing authority or predetermined GSA code.

EXAMPLE: A newly hired VA Regional Office, Louisville, Kentucky, employee is assigned to a duty station that does not have either a withholding or reporting requirement.  The computer will generate GSA Code "212090" (Louisville KY) into the employee's master record.  Since it has been determined that the employee is not subject to this tax, payroll input to prevent the automatic computer action will be as follows:

TT 41: State/City Earnings (Info. Only)

Exempts.  CC's 22-23: Enter "XX"

GSA Code CC's 24-29: Enter "212090"



A TT 41 to prevent computer-generation may be submitted at any time that it is determined that an employee is not subject to the tax levied by the specific taxing authority.  However, it must be recognized that all wage information accumulated under this GSA code will be retained for ultimate reporting to that taxing authority.  Once deleted in this manner, the predetermined GSA code will not be automatically regenerated.

g.	Processing Employee Authorization for Secondary City Income Tax.  OPM pay regulations provide for the voluntary payroll deduction of city income taxes from salaries of employees who have a legal obligation to pay, whether or not the Department of Treasury has a withholding agreement with the jurisdiction.  Allotments will be based on a percentage of the employee's gross wages.  The percentage rate may not be greater than the percentage rate applied to the particular taxing authority for primary city tax withholding.  The allotment (percentage rate) will be authorized by a memorandum over the signature of the employee.

NOTE 1: Withholdings for secondary city tax will not be processed unless a primary city GSA code is present in the employee's master record.

NOTE 2: All city GSA codes referenced in this paragraph or figure 5.F4 may be used for either primary or secondary city tax withholding.

EXAMPLE: A new employee at the VA Medical Center Pittsburgh, PA whose residence is South Park Township, PA is required to pay earned income tax to the city of Pittsburgh as well as to South Park Township.  The withholding rate the employee has authorized for South Park Township (secondary city tax) is 1 percent of gross wages.  Coding will be as follows:

TT41:Secondary City Tax

Exempts CC's 31-33: Enter "100"

GSA Code CC's 34-39: Enter "429988"

h.	Correction of Gross Wage/Tax lnformation Data

(1)	TD Form W-2 Not Issued.  Wage information which has been accumulated under an incorrect city taxing authority may be corrected by the VA Finance Center. Such corrections are to be accomplished upon receipt of a letter from the facility.  The letter must indicate the exact amount of taxes and earnings which have been accumulated in error as well as the GSA code which represents the incorrect taxing authority.  In the event that this wage/tax information should have been reported to another taxing authority, the letter should so state.  The message RPO (A45) should be used to complete the letter.  The letter should include the employee's name, GSA code, normal hours, pay basis, duty basis, cost center, subaccount, FTE equivalent, separation day number (if appropriate), Fund Control Point, date of birth, pay plan, and type appt.  The letter will be prepared and forwarded to as hardcopy to the Austin DPC; the DPC will then prepare the necessary transactions to correct the master record.

(2)	TD Form W-2 Issued.  When it becomes necessary to correct wage information which has been accumulated under an incorrect city taxing authority and the Form W-2 has been issued, the field facility will request a TD Form W-2C.  The request (VA Form 4-9997) will be prepared in accordance with chapter 13, paragraph 13.13.

i.	Additional Coding Requirements When Coding Tax Data on Transaction Type 94 or R4.  In those instances where the city tax data applies to a primary city tax, a code "E" must be entered in card column 47 (immediately preceding the GSA code).  When the city tax data applies to a secondary city tax withholding, enter code "F" in CC 47.

5.04	FEDERAL EMPLOYEES GROUP LIFE INSURANCE (Regular and Optional)

a.	Reference: MP-4, part II, paragraph 3B.07, FPM Supplement 870-1.

b.	Processing Initial Authorization

(1)	TT's Used.  A1, C1, and 31.

(2)	At time of appointment, the Personnel activity will code a TT Al on VA Form 5-4652 indicating the employee's eligibility or lack of eligibility for FEGLI.  Eligible employees are automatically covered for basic insurance and qualify for the various options unless a waiver is filed.  Employees who do not waive coverage are allowed 31 days in which to make an election for optional coverage.  Should any change occur in an employee's insurance status after appointment, Personnel activities will process a TT Cl, again using VA Form 5-4652.

�(3)	The following codes will be used to indicate an employee's life insurance coverage:

Code	Description

A	Ineligible for Life Insurance Coverage

B	Waived all Life Insurance

C	Basic Life Only

D	Basic Life Plus Standard Option

E	Basic Life Plus Family Option

F	Basic Life Plus Standard Option and Family Option

G	Basic Life Plus Additional Option With 1 Times Pay

H	Basic Life Plus Additional Option With 1 Times Pay and Standard Option

I	Basic Life Plus Additional Option With I Times Pay and Family Option

J	Basic Life Plus Additional Option With 1 Times Pay and Standard Option and Family Option

K	Basic Life Plus Additional Option With 2 Times Pay

L	Basic Life Plus Additional Option With 2 Times Pay and Standard Option

M	Basic Life Plus Additional Option With 2 Times Pay and Family Option

N	Basic Life Plus Additional Option With 2 Times Pay and Standard Option and Family Option

O	Basic Life Plus Additional Option With 3 Times Pay

Y	Basic Life Plus Additional Option With 5 Times Pay and Family Option

Z	Basic Life Plus Additional Option With 5 Times Pay and Standard Option and Family Option

	



c.	FEGLI-Additional Entitlement by Virtue of Shift Assignment (applies only to wage employees and Veterans Canteen Service hourly rate employees)

(1)	Regularly Assigned or Regularly Rotated

(a)	Employees regularly assigned to a night tour of duty (shift 2 or 3) or who regularly rotate on a schedule which is projectable and is inclusive of both day rates and night rates (shifts 2 or 3) are covered by the provisions of S3-3e, FPM Supplement 870-1.  Essentially, the cited section provides that life insurance coverage and deductions will be based on the employee's earnings when his tour of duty is projected to an annual basis.  In order to eliminate pay period by pay period coding on the T-A report for employees of this type, provision has been made for including the additional deduction in the employee's master record using a transaction type 31.

(b)	The following codes have been established for the TT 31, CC 78, to indicate the amount of additional insurance as the result of projectable rotating or permanent assignment to tours paid at night rates (shifts 2 and shifts 3):

	Code "1" entitled to $1000.00 additional insurance.

	Code "2" entitled to $2000.00 additional insurance.

	Code "3" entitled to $3000.00 additional insurance.

	Code "9" not entitled to additional insurance although assigned to a projectable rotating tour or permanently assigned to a night tour.

NOTE:  No other coding is acceptable.

After determination of the amount of additional insurance due, the appropriate code will be entered in TT 31, CC 78.  Extreme care must be used to assure that code "9" is used when appropriate.  The computer has been programmed to ignore entries in the "INS" field of VA Form 4-5631 when the additional insurance code is present in the master record.

(c)	Additional deductions for life insurance can be canceled by submission of TT 31 with a "0" (zero) coded in CC 78.

(2)	Assigned or Rotated on an Irregular and a Nonprojectable Basis.  When an employee is assigned to a tour of duty which contains both day and night hours, he is entitled to insurance at the rate in effect at the end of the pay period (see S3-3f, FPM Supp. 870-1).  Proper deductions for life insurance will be accomplished by appropriate coding of the "INS" field on VA Form 4-5631 (For specific coding instructions, see MP-6, pt. V, supp.  No. 2.2).

d.	Changes and Adjustments

(1)	TT Used.  83.

(2)	Code Sheet Used.  VA Form 4-5638.

(3)	Delayed processing or rejects of transactions affecting the amount of basic insurance coverage will always require an adjustment in the deduction made from the employee and the VA's contribution.  Any corrections made in the date of birth may require an adjustment to the deduction made from the employee for the standard optional, additional optional and family optional.  The following codes will be entered in CC 28 of TT 83/93/R3 when processing adjustments:

Code B 	-- Basic Insurance

Code S 	-- Standard Optional

Code A 	-- Additional Optional

Code F 	-- Family Optional

	



(a)	Basic Insurance--When adjusting this type of insurance, enter the amount of the adjustment in CC's 29-33.  Enter the VA share in CC's 34-38.  The VA share must always be one-half of the employee share as coded in CC's 29-33.  CC's 39-41 must always be blank.  Effective pay period 16, 1986, basic insurance will be deducted at the rate of $.185 per $1,000 of life insurance coverage.  The employer contribution is computed at the rate of $.0925 per $1,000 of insurance.

(b)	Standard Optional--When adjusting this type of insurance, enter the amount of the adjustment in CC's 29-33.  CC's 34-41 must be blank.  Age brackets and pay period deduction rates effective pay period 16, 1986, are shown below:

�

	Pay Period

Age Bracket	Deduction

	

To age 35	 $.40

35-39	.50

40-44	.80

45-49	1.30

50-54	2.20

55-59	4.50

60 and over	7.00

	



(c)	Additional Optional--When adjusting this type of insurance, enter the amount of the adjustment in CC's 29-33.  CC's 34-38 must be blank.  The code designating the age bracket must be entered in CC's 39-41.  Age bracket codes and pay period deduction rates effective pay period 16, 1986, are shown below:



Age Bracket	Cost Per $1,000	ID Code

	of Insurance	

		

To age 35	$.04	9M1

35-39	.05	9M2

40-44	.08	9M3

45-49	.13	9M4

50-54	.22	9M5

55-59	.45	9M6

60 and over	.85	9M7

		



(d)	Family Optional--When adjusting this type of insurance, enter the amount of the adjustment in CC's 29-33.  CC's 34-41 must be blank.  Age brackets   and pay period deduction rates effective pay period 16, 1986, are shown below:

Age Bracket	Pay Period

	Deduction

	

To age 35	$.30

35-39	.31

40-44	.52

45-49	.70

55-59	1.10

50-54	1.75

60 and over	2.80

	



EXAMPLE 1: Employee was promoted from a grade and salary that provide for $15,000 coverage for basic insurance, to a grade and salary which increased coverage to $17,000.  Through a series of rejects the new grade and salary was not reflected in the employee's master record for two full payroll cycles, resulting in underdeduction for basic life insurance for the two pay periods involved.  TT 83 would be coded as follows:

TT 83: Life Insurance/Health Insurance



CC 28: Enter "B"



CC's 29-33: Enter "ØØØ74"



CC's 34-38: Enter "ØØØ37"



NOTE: The VA's contribution is rounded to the nearest higher cent on the total adjustment and not on the individual pay period.  This same principle should be followed when processing adjustments on more than one employee in a single period.

EXAMPLE 2: VA Form 5-4652 is received correcting the date of birth of an employee who had elected standard optional insurance coverage.  Corrected date of birth shows the employee to be 34 years of age instead of 36 years of age.  Two pay periods elapsed between the election of optional coverage and correction of date of birth in the master record.  Employee has been overcharged 10 cents for each of the two pay periods or a total of 20 cents.  The adjustment would be coded as follows:

TT 83: Life Insurance/Health Insurance

CC 28: Enter "5"

CC's 29-33: Enter "ØØØ2Ø" ("X" punch over CC 33)

Note that VA share is BLANK.

EXAMPLE 3: The employee in Example 2, also had additional optional life insurance at 4 times salary.  His annual salary rate is $11,000.  The employee has been overcharged $.44 for each of the two pay periods or a total of $.88). The adjustment would be coded as follows:

TT 83: Life Insurance/Health Insurance

CC 28: Enter "A"

CC's 29-33: Enter "ØØØ88" ("X" punch over CC 33)

CC's 34-38: Leave blank

CC's 39-41: Enter "9Ml"

Note that the VA Share is BLANK and the additional optional insurance code used is the code reflecting the employee's true age.

EXAMPLE 4: The employee in Example 2 also had family optional insurance.  The employee was overcharged $.01 for each pay period or a total of $.02. The adjustment would be as follows:

�

TT 83: Life Insurance/Health Insurance

CC 28: Enter "F"

CC's 29-33: Enter "ØØØØ2" ("X" punch over CC 33)

CC's 34-41: Leave blank

e.	The computer is programmed for life insurance deductions as follows:

(1)	In the case of transfer within the VA on the last day of a pay period, a full biweekly deduction for life insurance will be made from the rolls of the losing station.  No deduction will be made on the rolls of the losing station if the transfer within the VA is effective on other than the last day of the pay period.  In the case the entire pay period deduction will be made on the rolls of the gaining station.

(2)	In the case of transfer to or from another Government agency, the computer is programmed to apply the 4-day rule on the effective date (day number) of the action.



	4-DAY RULE	

Calendar Days	Gaining Agency	Losing Agency

0-3	Biweekly	None

4-10	Weekly	Weekly

11-14	None	Biweekly

		



(3)	All other cases not outlined above where an accession or separation is not effective at the beginning or ending of a pay period, a full biweekly deduction will be processed.

f.	SF 2821, Agency Certification of Insurance Status

(1)	The Personnel Activity should forward an SF 2821 to the Payroll Activity upon determination that an employee's life insurance has terminated or is scheduled to terminate.

(2)	Upon receipt of the SF 2821, the Payroll Activity will be responsible for the completion of the Payroll Records Certification Section.  The items in this section are deemed to be self explanatory except for the following:

(a)	Item 14--Insurance Code--Enter the alpha code indicating an employee's life insurance coverage in effect on the date shown in item 6 and verify the annual basic pay in Item 8 against payroll records.

(b)	Item 14A--Certifying Official--Should be the Fiscal Officer or his/her designee but not below the payroll supervisory level.

(c)	Item 14F--Payroll Office Number--The certifying official must enter the station payroll office number.  Example: 36-00-1001 (Last four digits represents individual payroll office number).

(3)	A copy of the SF 2821 must contain the Fiscal Office certification before distribution.  Distribution of the copies will be made in accordance with the instructions outlined on the reverse side of the SF 2821.

5.05	FEDERAL EMPLOYEES HEALTH BENEFITS

a.	Reference.  MP-4, part II, paragraph 3B.08; FPM Supplement 890-1.

b.	Processing Initial Authorization

(1)	TT's Used.  A3 and C3.

(2)	If the employee at time of appointment has made a decision as to which plan and option in which he wishes to participate, Personnel will code a TT A3 on VA Form 5-4652.  Otherwise, on initial application, the Payroll activity will code the health insurance code on a TT C3 on VA Form 4-5637 as follows.  (Submit to DPC in same pay period deduction is effective.)

Indemnity Plan--Self Only--High Option

TT C3: Health Insurance Code

	CC's 23-25: Enter "2Ø1"

NOTE: Input may be prepared upon receipt of the application in the Payroll activity when the deduction will be effective the following pay period.  In these cases, the following code substitutions will be made:

Last Digit	Substitute

1	A

2	B

4	D

5	E

	

Indemnity Plan--Self Only--High Option

TT C3: Health Insurance Code

	CC's 23-25: Enter "2ØA"

NOTE: This type of coding will cause the enrollee to be counted for reconciliation purposes in the current pay period with deductions beginning the following pay period.

Employees for which health insurance deductions are not being made will be coded as follows:

000 	-- Ineligible.

001 	-- Declines.

002 	-- Undetermined.

003 	-- Canceled.

	



(3)	Prorating Deductions for Eligible Career Part-Time Employees

(a)	A major provision of the Federal Employees Part-Time Career Employment Act of 1978 (FEPCA) requires that agencies prorate employee deductions and Government contributions for the health insurance coverage of eligible employees who became part-time on or after April 8, 1979.  Part-time career employment  means regularly scheduled work of 16 to 32 hours per week under an appointment with tenure code I or II.  This definition applies for health insurance deduction purposes to employees in both the competitive and excepted service, including title 38 appointed under section 4114(a)(1)(A) and VCS.

(b)	If otherwise eligible, any part-time employee working less than 16 hours or part-time VCS and title 38 working more than 32 hours per week will receive full Government contributions.  In addition, all part-time employees serving on April 7, 1979 (with continuous part-time service since that date), and who were covered by health insurance (or who have since elected such coverage) are unaffected by this provision.

NOTE: Eligible employees appointed on an intermittent basis are not subject to prorated health benefit deductions.  These employees pay the regular biweekly deduction (same as a full time employee) and the VA pays the regular agency contribution.  However, the employee must pay to the Agent Cashier any health insurance premiums which cannot be withheld directly from their pay (due to insufficient salary) or for periods during which no duty is performed. (Reference subpar. e of this section.)

(c)	Actual prorating will be on the basis of the fraction that a full-time schedule bears to the part-time employee's schedule (normal) hours.  For example, an eligible part-time employee with normal hours of 40 per pay period, is entitled to receive only one-half of the Government contribution with the employee's deduction being increased by that amount.  Prorating will be accomplished automatically based on the "HB indicator" in the part-time employee's master record.  A code "P" will require prorating while a code "N" will indicate that the prorating provisions do not apply.  The appropriate code is determined by Personnel (subject to payroll audit) and entered on the A3 or C3 transaction at the time of appointment or conversion to part-time employment.  An asterisk will be entered to the right of the HB enrollment code on VA Forms 4-5632 and 4-5691 to indicate that the part-time employee's health insurance coverage was subject to computerized proration.

(d)	In those instances where manual prorating is required (such as for out-of-system payments), the following table must be used to compute deductions and contributions:

Normal Hours	Factor	Normal Hours	Normal hours

32	.4000	49	.6125

33	.4125	50	.6250

34	.4250	51	.6375

35	.4375	52	.6500

36	.4500	53	.6625

37	.4625	54	.6750

38	.4750	55	.6875

39	.4875	56	.7000

40	.5000	57	.7125

41	.5125	58	.7250

42	.5250	59	.7375

43	.5375	60	.7500

44	.5500	61	.7625

45	.5625	62	.7750

46	.5750	63	.7875

47	.5875	64	.8000

48	.6000	 .	 .

			



The SF 2810 enrolling a part-time employee in Health Benefit Plan 452 was received one pay period late.  The employee's normal hours are 36 per pay period and proration is required.  The regular employee premium for Health Benefit Plan 452 is $18.75 with a VA contribution of $53.36.  Proration would be accomplished as follows:

�

Step 1		

A contribution for pay period	..	$53.36

Proration Factor	x	_.4500_

Amount of VA contribution to which employee is entitled	..	$24.01

		



Step 2		

Employee deduction for 452	..	  $18.75

Employee share of VA contribution ($53.36 less $24.01)	+	_$29.35_

Employee prorated deduction for pay period	..	  $48.10

		



Step 3 		

VA contribution for pay period	..	  $53.36

Less employee share of VA contribution	-	_$29.35_

Prorated VA contribution for pay period	..	  $24.01

		



Coding would be as follows:

TT C3:	CC's 23-25: Enter "452"

	CC 71: Enter "P"

TT 83:	CC 28: Enter "H"

	CC's 29-33: Enter "Ø481Ø"

	CC's 34-38: Enter "Ø24Ø1"

	CC's 39-41: Enter "452"

c.	Changes and Adjustments

(1)	TT's Used: 22, 23, 24, C3, and 83.

(2)	If employee changes from one plan to another, or one option to another, the Payroll activity will prepare a TT C3 entering the new code.  For example, during "open season," an employee changes from option 102 to 202.  TT C3 would be coded as follows. (Submit to DPC in pay period deduction is effective.)

TT C3: Health Insurance Code

	CC's 23-25: Enter "2Ø2"

When an employee cancels his  enrollment, TT C3 will be coded as follows:

TT C3: Health Insurance Code

	CC's 23-25: Enter "ØØ3"

(3)	If an employee is absent in a nonpay status in excess of 365 days the Payroll activity will process VA Form 4-5637 as follows:

TT C3: Health Insurance Code

	CC's 23-25: Enter "ØØØ"

(4)	If an employee's health insurance is transferred to the OWCP (Office of Workers' Compensation Program) rolls, the Payroll activity will process VA Form 4-5637 as follows:

TT C3: Health Insurance Code

	CC's 23-25: Enter "ØØØ"

Likewise, when an employee's health insurance is transferred from the OWCP rolls back to the VA rolls the appropriate health insurance code will be shown in CC's 23-25.  For separations due to retirement or death, the Personnel activity will prepare VA Form 5-4652a on which a TT 22 will be coded using the following codes:

CC 33

0 -- Not enrolled.

1 -- Eligible to continue (carrier control number).

2 -- Eligible survivor (carrier control number).

3 -- Not eligible insufficient service.

4 -- Not eligible -- not enrolled first opportunity.

5 -- Not eligible -- not enrolled 5 years.

6 -- Not eligible survivor.

7 -- Health benefits enrollment transferred to OWCP.

NOTE 1: With respect to codes 1 and 2, if the current registration is on the revised SF 2809 (no carrier control number) the personnel office will enter the first 8 digits of the employee's SSN in the carrier control number space of the health insurance item on theTT 22.

NOTE 2: Upon separation for any reason using either a TT 22 or TT 23, proper deductions are automatically computed, without need of further input.

(5)	A TT 83 will be used to adjust over-deductions or under-deductions of the employee and agency contributions.  For example, an under-deduction for three pay periods for plan 201 would be coded as follows.  (Code "H" in CC 28 identifies the adjustment as being for health insurance.  This code must not be repeated in CC 34).

TT 83: Life Insurance/Health Insurance

	CC 28: Enter "H"

	CC's 29-33: Enter "Ø831Ø"

	CC's 34-38: Enter "Ø7179"

	CC's 39-41: Enter "2Ø1"

NOTE: If "X" were shown in "box" above the units position, it would represent an overdeduction and result in a refund of health insurance deductions to employee.

d.	The computer is programmed for health insurance deductions as follows:

(1)	In the case of a transfer within the VA on the last day of a pay period, a full biweekly deduction for health insurance will be made on the rolls of the losing station.  No deduction will be made on the rolls of the losing station if the transfer within the VA is effective on other than the last day of the pay period.  In this case the rolls of the gaining station will have a deduction for the entire pay period.

(2)	In the case of a transfer to or from another Government agency the computer is programmed to apply the 4-day rule, based on the effective date (day number) of the action.



	4-DAY RULE	

Calendar Days	Gaining Agency	Losing Agency

0-3	Biweekly	None

4-10	Weekly	Weekly

11-14	None	Biweekly

		



(3)	The 4-day rule is applicable where separation is due to retirement or death and the employee or survivor is eligible to continue enrollment.

(4)	The 4-day rule is applicable when an employee is separated to enter the military service.

(5)	All other cases not outlined above where an accession or separation is not effective at the beginning or ending of a pay period, a full biweekly deduction will be processed.

e.	Reconciliation between enrollees shown on SF 2811 and deductions made as shown on the computer-generated SF 2812 is still required.  Reconciliation is also required between totals shown on SF 2811 and the records of the carrier.  To assist in these reconciliations the PAID system will furnish a listing showing enrollees by enrollment code as of the last day of each month.  Stations may request corresponding listings, or their equivalent, from each carrier.  Requests to the carrier should be coordinated to correspond as nearly as possible with the listings furnished by the PAID system.  To further assist in these reconciliations, the Payroll activity may file health benefit enrollment forms in a separate binder instead of the payroll folders.  If this option is elected, the health benefit form(s) must be withdrawn from the binder and filed in the payroll folder upon receipt of a cancellation, termination, or transfer out action on an employee.

f.	Payment of Health Benefit Premiums for Periods of Nonpay Status or Insufficient Pay

(1)	FPM Letter 890-30 dated August 5, 1982 requires collection of the employee's share of health benefit premiums from employees who are carried in a nonpay status for the entire pay period, or whose salary for the pay period is insufficient to cover the deduction. An employee may pay premiums directly to the VA during the period of nonpay or have the past due premiums withheld from pay upon return to a pay status.

(2)	Payments to cover the employee's share of Health Benefits that are paid to the Agent Cashier will be deposited to station suspense account 36F3875.

The amount collected will be recorded into the employee's record using a TT 93 (R3 for separated employees).  This will result in the amount collected being included on the SF 2812.

EXAMPLE: An employee who is enrolled in code 101, has paid $30.61 in Health Benefit premiums to the Agent Cashier.  The money was deposited into station suspense account 36F3875 by the Agent Cashier.

TT 93 (R3) CC 28:  Enter "H"

	CC's 29-33:  Enter "Ø3Ø.61"

	CC's 34-38:  Enter "Ø22.42"

	CC's 39-41:  Enter "1Ø1"

	CC's 61-66: Enter "ØØ3Ø.61" ("X" punching "OTH. DED." will withdraw the employee's share from the suspense account 36F3875)

NOTE: CCs 34-38 must contain the Government Share, not zeroes or blanks.  In addition, the VA share is not included in the amount coded in "Other Deductions" CC's 61-66.

(3)	Payments for Health Benefit premiums which are to be withheld directly from an employee's pay, may be processed using either of the following procedures:

(a)	Transaction Type 83 as outlined in subparagraph c(5) of this paragraph.

(b)	Payments may be made in installments arranged with the knowledge and consent of the Fiscal Officer.  The installments must conform to the employee's normal biweekly premium rate or a multiple thereof.  Payments made through installments will be coded using a transaction type 51 "Recurring Deductions" as outlined in chapter 6, paragraph 6.0lb(5). These deductions will be automatically deposited into station suspense account 36F3875.  The deductions will then be withdrawn from station suspense and recorded into the employee's record using TT 93 as outlined above.

(4)	Past due premiums for health benefits on separated employees may be offset from the employee's Civil Service Retirement Contributions by using OPM Form 1422.  OPM Form 1422, Request for Offset of Past Due Health Benefit Premiums, should be forwarded to OPM through the VA Finance Center.

g.	Spouse Equity Health Benefits (Pub. L. 98-615).

(1)	The Spouse Equity Act of 1984 provides for the eligibility of a former spouse to enroll in the FEHB program.  The eligibility of the former spouse will be determined by OPM through the personnel office.  Once eligibility has been determined, a properly executed SF 2809 will be forwarded to Payroll.  Individual health benefit files must be maintained in the payroll office for each former spouse.

(2)	The former spouse must pay both the employee and government share of the Health Benefit premium for every pay period during which enrollment continues.  The effective date of enrollment is the first day of the pay period beginning more than 30 days after the employing office receives the SF 2809 (or an appropriate substitute) and proof of eligibility.

(3)	Premiums are due at the end of the corresponding pay period.  There is no authority for payroll offices to establish a pre-payment schedule.  The former spouse must be notified of the payment schedule at the time the notice of eligibility is sent.

(4)	Payments must be received by the scheduled due date.  Late payments require that a dunning letter be sent by certified mail, return receipt requested, informing the former spouse of the following:

(a)	Continuation of coverage depends upon payment being received within 15 days after the receipt of the notice.

(b)	That the enrollment of the former spouse will be terminated if payment is not received within the specified timeframe;

(c)	That once the enrollment is canceled, the former spouse may not reenroll, wig not be entitled to the temporary extension of coverage for conversion, and may not convert to an individual contract.

(5)	The SF 2810 to cancel enrollment must state the reason for cancellation in the "remarks" section (ex: Cancellation due to non-payment of premiums in the amount of amount.  Premiums collected through date).

(6)	Payments, when received, should be deposited by the Agent Cashier to Suspense Account 36F3875.  A copy of the Field Service Receipt must be forwarded by the Agent Cashier to the Payroll Office as proof of payment.

	Coding Procedures:

	Transactions used TT's Rl and R3

	Transaction types "R" on VA Form 4-5638 will be used to record the collected premiums in the PAID system.

	Coding procedures are as follows:

	CC's 2-4	Station Number

	CC's 5-13	Former Spouse SSN (not the employee)

	CC's 14-16	Former Spouse Name Code

	CC's 17-19	"BLANK"

TT R1 CC's 24-43	Name of former spouse as it appears on SF 2809 (Last name first)

	CC's 44-78	"BLANK"

	CC 79		Alpha "S"

	CC 80		"BLANK"

TT R3 CC 28	Enter code "8" to identify a Spouse Equity FEHB Payment

	CC's 29-38	Total premium payment (employee and Government share; may be signed minus if a refund is appropriate)

	CC's 34-38	"BLANK"

	CC's 39-41	Health Benefit Enrollment Code

	CC's 61-66	Must be coded when CC's 29-33 contain coding other than "00000".  (Must be signed minus when drawing money from station suspense 36F3875).

EXAMPLE: Former spouse enrolled in HB code 101 remits $119.69 (Emp. $67.85 + Agency $51.84) monthly.  Payroll will code a transaction type R-1 as indicated in subparagraph (g)(6) above and transaction type R-3 as follows:

	CC 28	"8"

	CC's 29-33	"11969"

	CC's 34-38	"BLANK"

	CC's 39-41	"101"

	CC's 61-66	"011969" (CC 66 signed minus)

NOTE: (1) The R-1 and R-3 recordings will be included on VA Form 4-5321, Record of Payroll Adjustments and Recording Transactions, for verification purposes.

(2)	VA Form 4-5632, Earnings and Leave Statement (E&L), will be printed each pay period in which the R-1 and R-3 is processed and will be sorted with the separation E&L's for each station. (The "T&L Unit" will be identified as "HBS".)

(3)	VA Form 4-5691, Record of Salary Payments, will also be generated to the station for payment history purposes.

(7)	Semi-annual head count, transmittal and reconciliation.  During the first pay period in February and September each year, OPM requires a headcount of all enrollees in the FEHB program.  Stations must code an R-1 and R-3 and send to the Austin Finance Center for recording purposes in the first pay period in February  and September regardless of whether there is an amount in suspense to be recorded for the former spouse.  If there is not an amount in suspense collected from the former spouse a R-3 will be coded with "ØØØØØ" in CC's 29-33.  All other CC's will be coded as indicated in Subparagraph (6) except that CC's 61-66 will be blank.  Even though the amount is zero, the recording of the R-1 and R-3 will provide a headcount to OPM.  The Supplemental SF-2812A will contain the total premiums remitted and number of enrollees (headcount) by enrollment code.  SF-2809's will be submitted to the carrier in the usual manner by transmittal on SF 2811.  Enrollment of a former spouse in the FEHB Program will also be counted for reconciliation purpose.

5.06	FEDERAL INSURANCE CONTRIBUTION ACT TAX (SOCIAL SECURITY)

a.	Reference: MP-4, part II, paragraph 3B.04.

b.	Processing Initial Authorization

(1)	TT's Used.  A2 and C2.

(2)	Retirement/FICA codes will be entered into an employee's master record by Personnel using either a TT A2 or C2 on VA Form 5-4652.  To determine whether FICA deductions are appropriate for a particular Retirement/FICA code see figure 5.F6.

c.	Changes and Adjustments

(1)	General Information

(a)	Full FICA (Social Security) coverage consists of the OASDI (Old Age Survivors and Disability Insurance) and Hospital Insurance (Medicare).  Within the PAID system separate wage and tax balances are maintained for both the OASDI and Medicare.  As such, any adjustments to FICA (current or prior tax year) must include consideration of both the OASDI and Medicare.

NOTE: At the close of each tax year, the OASDI and Medicare wages and taxes are combined and reported on the TD Form W-2 as full Social Security.  Combining the wages and taxes into full Social Security on the TD Form W-2 in no way affects the separate OASDI and Medicare adjustment requirements (reference par. (2) below).

(b)	Section 6511 of title 26, United States Code, provides that refunds of overdeductions of FICA are subject to a 3-year statute of limitations.  To illustrate this restriction on refunds, overdeductions of FICA taxes withheld in calendar year 1987 could be properly refunded provided such refund was accomplished not later than April 15, 1988.  This date is 3 years from the date on which the final tax return had to be filed for the year 1984. See also 44 Comp. Gen. 154.

(c)	Section 6501 of title 26, United States Code, provides that generally any tax (including FICA) which is imposed by title 26 must be assessed within 3 years after the date the final tax return was filed.  Assessment of the FICA tax which was erroneously not withheld, therefore, may not be made for those taxes which were due and owing more than 3 years following the year in which omission occurred.  For example, if the VA failed to withhold FICA tax from an employee who is subject to that tax in 1984 and which final tax return was due April 15, 1985, that tax may be collected up to and including April 15, 1988.  Collection following that date would be barred by the statute of limitations.

(d)	Occasionally, an employee who is subject to FICA will be overpaid in 1 tax year and recovery will take place in the following tax year.  In such instances, section 6413 of title 31, United States Code, provides that the refund of the FICA tax reflects a correction of the prior years FICA tax and wages.  Although the code and regulations provide for such corrections of erroneous FICA payments whether the amount is significant or insignificant, the IRS has further advised that, in reality, minor adjustments would not be practical in terms of cost to the employer.  Accordingly, in applying the provisions of this subparagraph, "minor adjustments" will be defined as wage adjustments of $20.00 or less.  These "minor adjustments" will be processed as adjustments to current year earnings and taxes.  In addition, all corrections of prior year salary underpayments will also be processed as adjustments to current year earnings and taxes.  However, if an employee does not have any current year earnings, then the correction must be processed as a prior year adjustment.

(e)	FICA Rate and Taxable Wages.  The FICA Tax Rate Schedule for employees and employers from 1984 to present is provided in figure 5.F6 of this chapter.

(2)	When processing overdeductions or underdeductions, required payroll action will be dependent upon the specific calendar year to which the adjustment pertains.

(a)	Current Calendar (Tax) Year

(1)	TT 82.  When processing a pay adjustment using a TT 82, applicable FICA deductions for the pay period will be automatically computed by the PAID system.  No further coding is necessary.

(2)	TT 84.  If it becomes necessary to adjust full FICA wage and tax amounts without affecting the employee's federal gross earnings, TT's 84 must be prepared.  TT's 84 are used to process both OASDI and Medicare Wage adjustments; the PAID system will automatically make any corresponding OASDI and Medicare tax adjustments.  The TT 84 OASDI and Medicare wage adjustments will be coded in CC's 73-79.  A code 3 in CC 80 designates OASDI while code 4 designates Medicare.  If the wage adjustment(s) is negative, and "X" in the block over CC 79 will result in a reduction of OASDI and Medicare wages and a refund of OASDI and Medicare taxes.  Card Columns 6064 of the TT's 84 must be coded with the applicable prior year appropriation code if the wage adjustment(s) applies to a prior fiscal year.  For detailed coding instructions concerning full FICA and/or Medicare wage adjustments, see appendix A of this chapter.

(b)	Prior Calendar (Tax) Year

(1)	General.  All prior calendar (tax) year adjustments require the issuance of a TD Form W-2C.  The VA Finance Center will prepare the TD Form W-2C upon receipt of a properly executed VA Form 4-9997, Request for TD Form W-2C.  Corrections to FICA wages and taxes will be made in the section labeled "Changes", using lines 1 (Social Security Wages) and 2 (Social Security Tax Withheld) of the VA Form 4-9997 in accordance with chapter 13, paragraph 13.13.

(2)	Refunds.  The VA Form 4-9997 will be forwarded to the VA Finance Center as hardcopy.  The Finance Center will input the data into the PAID system with any refund being transferred to the station suspense account 36X6875 and issue a TD Form W-2C to the employee.  The station will then prepare SF 1047 and refund the overdeduction to the employee through miscellaneous voucher procedures. (At the time payment is made to the employee, obtain a signed receipt memorandum from the employee stating the amount of FICA taxes that were refunded and that the employee has not and will not claim refund or credit for the amount of the over-deduction from IRS.  File the receipt in the employee's payroll folder.)

(3)	Collection.  The amount of the FICA adjustment will be withheld from the employee's pay using a TT 83, CC's 61-66 "other deductions".  This will result in a deposit of the money to the station suspense account 36F3875 without affecting current year gross earnings.  A VA Form 4-9997 will then be forwarded to the VA Finance Center as hardcopy.  The Finance Center, using the data from the VA Form 4-9997, will withdraw the money from the station suspense account and issue a TD Form W-2C to the employee.

NOTE: Adjustments may require retirement refunds or adjustments. (See paragraph on Retirement.)

d.	Transfer of FICA Wages

(1)	When an employee transfers between VA stations by means of a TT 23, his/her FICA wages which were paid by the losing station will be automatically transferred to the gaining station by the PAID system.  These FICA wages will then be used by the PAID system to determine when the employee has reached the annual FICA wage and tax limitations.

(2)	FICA wages which were paid by another Federal agency during the current tax year may be used to determine when an employee has reached the annual FICA wage and tax limitations.  Such FICA wage information may be provided by the employee subject to confirmation by the previous employing agency.  As a general rule, the employee's final earnings and leave statement from the prior agency will not be adequate documentation unless it contains specific YTD (year-to-date) FICA wage information.  Payroll activities must take appropriate action to obtain written confirmation of the YTD FICA wage information prior to entry of such data into the PAID system.  Written documentation that is used as the basis for this type of input must be filed in the employee's payroll folder.  Actual input will be accomplished on TT 55 (CC's 67-73).  An "X" in the block over CC 73 will cause the entry to be subtracted from data already contained in this field in the employee's PAID master record.

e.	FICA/Medicare Wage and Tax Listing.

(1)	This listing is produced as of the last payroll paid each month.  The listing is to be used by field stations to reconcile discrepancies between FICA/Medicare wages year-to-date and Federal gross wages year-to-date.  Only those employees' whose records contain a difference will appear on the listing.

NOTE: Employees covered under full FICA will have wages reported in both the FICA (OASDI) and Medicare columns.

(2)	The listing must be reviewed monthly to determine what corrective action (if any) is necessary in order to adjust the FICA/Medicare wage discrepancy.  Valid differences may be caused by such factors as:

a.	Recording moving expenses which are not subject to FICA/Medicare deductions, but must be included in the employees Federal Gross Wages.

b.	Final pay of deceased employees.  These wages are not subject to Federal tax but are subject to FICA/Medicare deductions.

c.	"R" transactions prepared to recover FICA/Medicare tax due to salary overpayments on separated employees.

NOTE: These are the most common reasons for differences; however, there may be other factors which could also create a difference.

(3)	If it is determined that a difference is valid, stations should code a TT 55, CC's 74-80 "Verified FICA/Medicare Wage Difference".  The amount of the verified difference will be coded in this field to prevent the employee's name from appearing on future listings.  If later it is determined that a difference is not valid, a TT 55, CC's 74-80 with an "X" punch over CC 80, will once again place the employee back on the listing for further corrective action.  Each time the employee's record goes out-of-balance, he/she will reappear on the FICA/Medicare listing with both the current difference and any previously verified difference also appearing on the list.  TT 55 does not affect the employee's pay; it is only a means for stations to use in controlling the FICA/Medicare listing.  NOTE: The TT 55 can only be used for employee's currently on the rolls.

(4)	Transaction type 84, CC's 74 through 79, code 3 and 4 in CC 80 will be used to correct FICA wage differences.  Detailed coding of FICA wage adjustments can be found in appendix A of this chapter.

5.07	FEDERAL WITHHOLDING TAX

a.	Reference.  MP-4, part II, paragraph 3B.03.

b.	Withholding Guidelines.  Circular E, Employee's Tax Guide, which contains employer responsibilities for the withholding of Federal income tax (and Social Security taxes), defines employees as "everyone who performs services subject to the will and control of an employer both as to what shall be done and how it shall be done, is an employee for purposes of these taxes."  Once it has been established that an employer-employee relationship exists, the employer must withhold the appropriate amounts of tax from all payments made to that employee.  Accordingly, all trainees (including residents) who are paid on a per annum basis for time actually worked and who are subject to the direction or supervision of appropriate VA officials are subject to the withholding provisions of the Federal income tax and, if excluded from coverage under civil service retirement,   Social Security taxes.  In addition, the Internal Revenue Service has ruled that graduate students training at VA medical centers are taxed on stipends they receive from the VA (Revenue Ruling 82-57).  The provisions of this Revenue Ruling apply to all student trainees (Pay Basis Code S) such as social work trainees, coordinated masters dietetic interns, audiology and speech pathology trainees, and psychology trainees who are paid a fixed biweekly stipend for the stipulated period of training if they are in an acceptable and satisfactory training status.  Accordingly, all trainees who are receiving a fixed biweekly stipend must complete a Form W-4, Employee's Withholding Allowance Certificate.

c.	Processing Initial Authorization

(1)	TT Used.  32

(2)	Federal income tax exemption data for all accessions will always be input on TT 32 by the local Payroll activity.  Card column 61 will reflect the employee's marital status.  A code "1" will represent single status while a code "2" indicates that the employee is married.  The number of exemptions claimed by the employee must be entered in CC's 62-63.  The maximum number of exemptions that will be accepted by the PAID system is 89.

(3)	In each instance that an accession is processed without Federal tax data being received on TT 32, the PAID system will automatically enter code 1ØØ (single with zero exemptions) in this field.

d.	Changes and Adjustments

(1)	TT's Used.  32 and 83

(2)	Data entered in CC's 61-63 of TT 32 will replace any data currently in the master record.  Accordingly, whenever an employee wishes to increase or decrease the number of exemptions claimed for Federal income tax withholding purposes, the Payroll activity will code a TT 32 from the TD Form W-4 as follows:

EXAMPLE: If a married employee is claiming 4 exemptions and wishes to decrease his/her exemptions to 3, the TT 32 would be coded as follows:

TT32: Fed. Tax Exempt

	CC's 61-63: Enter "2Ø3"

(3)	In those instances where an employee files a TD Form W-4, Employee's Withholding Allowance Certificate, with "exempt" entered on line 3, CC's 61-63 will be coded "998".  Because this exemption expires annually on February 15 the Austin DPC will furnish an annual listing of all employees whose master records contain a Federal tax code of "998.".  The listing should be received on or about January 30 of each year.  Employees concerned must file a new TD Form W-4.  If exemption from withholding is still appropriate, the employee should again enter "exempt" on line 3; otherwise, the form should be completed to reflect the employee's marital status and the number of exemptions claimed for income tax withholding.  In the latter instance, statin input would be required to code the number of exemptions claimed by the employee on his TD Form W-4. In the event an employee does not submit a new ID Form W-4, the employees withholding status should be changed to "101" until a new form is received.

(4)	Upon receipt of proper authorization for additional amounts to be deducted for Federal tax, the Payroll activity will code a TT 32.  Additional amounts can only be withheld in whole doltars.

EXAMPLE 3: For a single employee claiming "1" exemption plus $10 TT32 will be coded as follows:

TT 32: Fed. Tax Exempts

	CC's 61-63: Enter "1Ø1"

TT 32: Add'l Fed. Tax Withheld

	CC's 24-26: Enter "Ø1Ø"

(5)	Adjustments resulting from salary overpayments or underpayments will not require computation of a corresponding adjustment to the amount of Federal income tax withheld.  In these instances, the applicable biweekly Federal income tax deduction will be automatically computed after giving consideration to the pay adjustment action.

(6)	If it becomes necessary to process a manual adjustment to the Federal income tax withholding, it will be coded in item 20 of VA Form 4-5638.  A code "1" will be entered in CC 48 followed by the amount of the adjustment in CC's 49-53.  Refunds will be processed by coding an "X" in the block over the units position in the amount field.

(7)	When overwithholding of Federal income tax occurs, the excess amount withheld should be refunded to the employee provided that the error is discovered and the refund is accomplished in the same tax year in which the overwithholding occurred.  When processing tax refunds for this purpose, IRS requires that the employer obtain a signed memorandum receipt from the employee and keep it as a part of the payroll records.  As a minimum, it must acknowledge receipt of the amount refunded and the date of the refund.

(8)	Nonresident aliens will have Federal tax withheld on the same basis as for regular employees except that nonresident aliens who are residents of countries other than Canada, Mexico or Purerto Rico may claim no more than one withholding exemption.  Nonresident aliens who are residents of Canada, Mexico or Puerto Rico may claim withholding exemptions on the same basis as citizen employees.

(9)	Resident aliens should file a TD Form 1078 with the Payroll activity which will be retained with TD Form W-4.  For purposes of Federal withholding taxes an alien who has remained or intends to remain in the United States for 2 years is presumed to be a resident alien.  This presumption is not affected by the employee's ultimate intent to return to his or her domicile abroad on completion or accomplishment of the purpose for which he or she is in the United States.

(10)	Submission of Certain TD Forms W-4 to IRS.

(a)	Employers are required to submit to the Internal Revenue Service, copies of Withholding Allowance Certificates, TD Forms W-4, on which employees claim more than 10 withholding allowances or claim to be exempt from withholding and usually earn more than $200 a week at the time the certificate is filed.  In those instances where an employee files a TD Form W-4 as indicated above, the employer is required to withhold on the basis of the statements made in that certificate until receipt of a notice from the IRS concerning the certificate.  If the IRS finds that a certificate contained any materially incorrect statement or if, after written request to the employee for verification of the statements on the certificate, the IRS determines that it lacked sufficient information to determine if the certificate is correct (and so notifies the employer in writing), the employer will consider the certificate as defective for withholding purposes.

(b)	A copy of the written notice must be given to the employee.  The employer will be required to withhold amounts as if  the employee were a single person claiming no exemption until a new certificate is filed.

(c)	Local procedures must be developed to establish a holding file for all affected TD Forms W-4.  Only valid TD Forms W-4 as described above must be submitted.  TD Forms W-4 must not be submitted in those instances where an employee separates before the end of the quarter, or files a newly executed TD Form W-4 changing his/her exemption status to an excluded category.

(d)	Prior to submitting photocopies of TD Forms W-4, the Payroll activity must complete the last line of the TD Form W-4 (For employers use only).  The employer's name and address will reflect the local station name and complete address.  In all instances, the employer identification number will be 74-1612229F.

(e)	Stations should develop local procedures to advise affected employees that copies of certain TD Forms W-4 must be submitted to the IRS in accordance with the above paragraphs.

(f)	TD Forms W-4 will be submitted to the Austin Finance Center in accordance with MP-6, part V, supplement No. 2.4.  The Austin Finance Center will then forward the TD Forms W-4 to the IRS.

e.	Advance Payment of Earned Income Credit.  The Revenue Act of 1978 provides that eligible employees may elect to receive advance payment of the EIC (Earned Income Credit) in their biweekly salary checks.  Employees who desire to claim these advance payments must file TD Form W-5, Earned Income Credit Advance Payment Certificate, with the Payroll activity.  In order to permit automatic payment of the EIC, the following codes must be used to complete CC 64 of TT 32.

Filing	Code in 

Status	CC 64

Single or married without spouse filing certificate	1

Married with both spouses filing certificate	2

	



EXAMPLE: An employee files a TD Form W-5 indicating that he/she is married and his/her spouse is not claiming the EIC.  TT 32 would be coded as follows:

TT 32: EIC

	CC 64: Enter "1"

Advance payment of the EIC will be automatically deleted from employee master records at the end of each tax year.  In the event that an affected employee continues to be eligible to receive advance payment of the EIC, a new TD Form W-5 must be completed by the employee.  TT 32 input will then be required in order to reestablish such eligibility in the PAID system.  At the employee's request, advance payment of the EIC may be canceled by entering a code Ø in CC 64 of TT 32.

Adjustments to the advance EIC payments will be accomplished by TT 82.  The EIC adjustment will be identified by entering a code "H" in CC 63 followed by the amount in CC's 64-68.

�5.08	GARAGE

a.	Reference.  MP-4, part II, paragraph 3B.06.

b.	Processing Initial Authorization

(1)	TT Used.  31.

(2)	Upon receipt of VA Form 10-4560 in the Payroll activity, a TT 31 will be coded.  Enter the biweekly rate of the salary deduction for garage rent due from the employee.  Garage rates must be separately identified from quarters in accordance with 38 U.S.C. 5004.

EXAMPLE: VA Form 10-4560 indicates a biweekly deduction of $15.92 for garage rent.  This will be coded as follows:

TT 31: Garage

	CC's 45-49: Enter "Ø1592"

c.	Changes and Adjustments

(1)	TT's Used.  31 and 83.

(2)	Regardless of the effective date of an accession, a TT 31 will be processed establishing garage rental deductions at the full biweekly rate.  In the case of deductions for partial pay periods, a TT 83 will be coded at the end of the pay period and will contain the difference between the biweekly amount and the partial deduction, with an "X" code over the units position.  A code "3" has been assigned to identify garage rental for coding purposes on the transaction 83.  The "Q/S/G" field on the TT 83 will be used for this purpose.  Deductions beginning and ending in the same pay period will require the preparation of   a TT 83 for the partial biweekly deduction.  Terminating the garage deduction during a pay period, for any reason, except   separation, will require preparation of a TT 31 coding ØØØØØ in CC's 45-49, "Garage", and a TT 83 for the partial biweekly deduction.  In the case of separations a TT 83 should be prepared to adjust the normal biweekly deduction to the proper amount.

5.09	GARNISHMENT OF SALARY FOR ALIMONY/CHILD SUPPORT AND BANKRUPTCY

a.	Reference.  Pub. L. 93-647 and 95.30.

b.	General.  Upon receipt of a properly executed court order, the following procedures will be followed:

(1)	Determine if the order is for alimony, child support, or bankruptcy.

(2)	If doubt exists as to validity of the order, it should be referred to the District Counsel for a legal determination.

(3)	If the amount to be withheld from earnings and paid to the person designated by the court is not compatible with biweekly pay periods or legal restrictions, the case should be referred to the local District Counsel for negotiation with the proper court authorities.

(4)	Federal law restricts the amount of a garnishment for the support of persons to the disposable earnings of the employee.  Disposable earnings represents the employee's gross pay, less mandatory deductions.  Mandatory deductions are those required by law and include civil service retirement, FICA, Medicare, Federal taxes, State taxes, city taxes, health benefits, regular life insurance (not optional) and amounts owed to the Federal Government.

(5)	Since some State laws are more restrictive and will take precedence over Federal laws, the local District Counsel should be contacted for guidance if questions arise as to the State percentage rate to be applied to a particular case.

NOTE: Court orders for alimony/child support can be written in several ways: (1) current support payment; (2) a deduction amount for lump-sum in arrears; or (3) current support and lump-sum arrears.  Bankruptcy orders are written as (1) lump-sum debt with biweekly withholdings to apply to the debt or (2), open ended biweekly deductions.  In addition, individual States have percentage rates that apply to the maximum amount of disposable pay that may be garnished each pay period.  These rates vary according to State law and the circumstances of the individual against whom the garnishment order has been issued.  Each station's local District Counsel should be contacted to determine what percentage rates apply to their State(s).  IRS Tax Levies also impact child support orders.  A child support order which is received prior to a tax levy will take precedence over the tax levy.  These factors have all been considered in PAID procedures.

c.	Payroll will be responsible for establishing and changing the address to which the alimony/child support and bankruptcy is to be issued in accordance with paragraph 2.06.

d.	TT's used 56 or 57.  VA Form 4-5637a, Master Record Code Sheet Supplemental will be used for processing deductions for alimony/child support and bankruptcy.

(1)	Establishing Alimony/Child Support and Bankruptcy.

Title	Card Columns	Coding Requirements

		

Control Number	53-57	Alpha/numeric--must begin with "A" for 

		Alimony/Child Support; "B" for Bankruptcy

		

Code	58	Must be 1 or 2 for A/CS, "Blank" 

		for Bankruptcy or 0 for 

		cancellation

		



NOTE: The code 1 or 2 in CC 58 will only be used for alimony/child support cases with a control number A          .  The code designates where the garnishment will fall in the priority of deductions.  All cases will initially be designated a code "2".  This code remains unchanged unless a Federal Tax levy is later received.  In the event a tax levy is received and the existing garnishment is for child support (not alimony and child support combined) then the code should be changed to a "1 ".  The "1" will move the child support garnishment to a position in the priority of deductions where it will take precedence over the Tax Levy.  Again, code "1" will only be used for child support orders when a tax levy is received after the child support order has been received.  All other A/CS cases will be coded as a code "2".

Title	Card Columns	Coding Requirements

		

Fed/State Percentage Factor	59-62	numeric with values not less than 00.00 percent or 

		greater than 65.00 percent for A/CS or 99.99 

		percent for bankruptcy.  State percentages will be 

		used unless they are greater than the Federal 

		percentage maximums.

		

Current Allotment	63-68	numeric; dollars and cents based on court order.

		

Back Pay Balance	69-75	numeric; dollars and cents based on court order; or 

		must be blank if back pay deduction is blank.

		

Back Pay Deduction	76-80	numeric; dollars and cents based on court order or 

		blank.

		



Examples of Coding:

EXAMPLE 1: The court ordered garnishment is for alimony and child support combined.  The District Counsel advises that 45 percent of disposable earnings is the maximum gamishment allowable.  The court order calls for a biweekly deduction of $75 as well as $10 for arrears amounting to $525.  The name, address and court ID number have been established in the PAID Address File using VA Form 4-4947 and control number AØØ32.  Coding on the VA Form 4-5637a will be as follows:

TT used 56 or 57:

	CC's 53-57	AØØ32

	CC      58	2

	CC's 59-62	45ØØ

	CC's 63-68	ØØ75ØØ

	CC's 69-75	ØØ525ØØ

	CC's 76-80	Ø1ØØ



EXAMPLE 2: The court ordered garnishment is for child support only.  The District Counsel advises that 50 percent of disposable earnings is the maximum garnishment allowable.  The court order calls for a biweekly deduction of $100 and no money is due in arrears.  The payee information has been established in the PAID Language file under control number AØØØ9.  Coding is as follows:

TT used 56 or 57:

	CC's 53-57	AØØØ9

	CC      58	2

	CC's 59-62	5ØØØ

	CC's 63-68	Ø1ØØØØ

	CC's 69-75	"BLANK"

	CC's 76-80	"BLANK"



EXAMPLE 3: The court ordered garnishment is for bankruptcy.  The maximum garnishment allowable is 50 percent of disposal earnings.  The order calls for a gross payment of $9,000 at $200 biweekly installments.  The payee address has been established under code BØØØ1.  Coding will be as follows:

TT used 56 or 57:

	CC's 53-57	BØØØ1

	CC      58	"BLANK"

	CC's 59-62	5ØØØ

	CC's 63-68	ØØØØØØ

	CC's 69-75	Ø9ØØØØØ

	CC's 76-80	2ØØØØ



EXAMPLE 4: The court ordered garnishment is for bankruptcy.  The maximum garnishment allowable is 40 percent of disposable earnings.  The court order calls for $100 biweekly installments until notified by the court stop withholdings.  The payee address has been established under BØØØ2.  Coding will be as follows:

TT used 56 or 57:

	CC's 53-57	BØØØ2

	CC       58	"BLANK"

	CC's 59-62	4ØØØ

	CC's 63-68	1ØØØØ

	CC's 69-75	"BLANK"

	CC's 76-80	"BLANK"



NOTE: The coding procedures outlined above can be interchanged between A/CS cases and bankruptcies.  The only exception is CC 58 must be blank when coding for a bankruptcy.

(2)	Changing A/CS and B Accounts.

Changes to A/CS and B accounts will be processed by coding the control number and code (A/CS only) in CC's 53-58 of TT's 56 or 57 and only the information that is to be changed.  Based upon the control number the system will locate the correct account and overlay the new data into the employee's master record.

EXAMPLE: The employee has a child support garnishment processed under control number AØØØ3 code 2.  A Federal Tax levy is received in the payroll office after the child support garnishment (reference "note" in subpar. d.); therefore a change to the child support should be processed as follows:

TT 56 or 57

	CC's 53-57	AØØØ3

	CC      58	1

	CC's 59-80	BLANK



(3)	Cancellation of A/CS and B Accounts

Cancellation of either an Alimony/Child Support or Bankruptcy account will be accomplished by coding a TT 56 or 57 with the control number in CC's 53-57 and a "Ø" in CC 58.  All other CC's must be blank.  The PAID System will use the control number to locate the correct account for cancellation in the employee's master record, and delete the information in Field 1 or 2 as appropriate.

NOTE: Although TT's 56 and 57 may be used for coding both A/CS and B and Savings Allotments, under no circumstances should stations attempt to code both on the same transaction type for input in the same master record updating cycle.

e.	Computation of Deductions.

Deductions for garnishments will be made according to the maximum garnishment allowable by law.  Therefore the following example is provided to indicate how the computations will be processed by the PAID System.  In this example, the employee has two garnishments for A/CS (code 2).  The employee's gross pay and deductions have been calculated through "secondary city tax" in the priority of deductions.

�

GARNISHMENT 1	

Net pay after "secondary city tax" (in the priority of deductions)	  350.00

State percentage factor:	   x 30%

Maximum allowable garnishment:	$ 105.00

Current PP allotment:  	   75.00

Amount remaining after deduction:	  30.00*

Back pay deduction, court ordered (actual) 	 - 35.00

Amount to return to net pay:	  -0-   

Current back pay balance:	1,025.00

Amt. to apply to back pay balance:	 - 30.00

Back pay balance after deduction:	  995.00

Employees new available net pay:	  245.00



GARNISHMENT 2	

Net pay after "secondary city tax" (in the priority of deductions)	

  (NET PAY AFTER GARNISHMENT 1)	245.00

State percentage factor:	x  _25%

Maximum allowable garnishment:	  61.00*

Current PP allotment:  	- 95.00

Amount remaining after deduction:	  -0-   

Back pay deduction, court ordered (actual) 	 20.00

Amount to return to net pay:	  -0-   

Current back pay balance:	550.00

Amt. to apply to back pay balance:	  -0-   

Back pay balance after deduction:	550.00

Employees new available net pay:	183.75



*Amount actually deducted

As can be seen for Garnishment 1, the current pay period deduction ($75) could be withheld in full; however, only $30 of the $35 for the back pay deduction could be withheld.  This was due to the maximum garnishment allowable which could not exceed a total of $105.  After the first garnishment processed completely, a new net pay was established before Garnishment 2 was calculated.  Only $61 could be applied towards the garnishment, the maximum garnishment amount allowable by law.

Although in this example there were two garnishments, the same principle will be applied if there were only one.  Deductions for a child support order (code 1) will also process in the same manner, except the net pay would be calculated through "Recurring Deductions" in the priority of deductions.

When there are two A/CS accounts, one being code 1 and the other code 2, the code 1 will process before code 2.  Bankruptcy orders will be processed in the same manner as above; however, net pay will be calculated through garnishments for A/CS in the priority of deductions.

NOTE 1: Since court orders of the same type (i.e. two A/CS garnishments or two bankruptcies) are processed on a first in, first processed basis, the PAID System has been designed to allow for this condition.  For instance, in the example above, if Garnishment 1 were canceled for any reason, Garnishment 2 would assume the first position in the event that a second garnishment of the same type was received.

NOTE 2: Alimony/Child Support orders will always take priority over bankruptcy orders based upon the control numbers (A ___ vs. B ___ ) in the employee's master record, and their designated positions in the priority of deductions.  Therefore, a master record containing one A/CS account and one bankruptcy will automatically have the A/CS deduction withheld first.

f.	Cash Collection of Canceled Checks.  Payments made for A/CS and B garnishment orders are considered to be non-recoverable items.  Therefore, when processing a cash collection or check cancellation as outlined in chapters 6 and 11 respectively of this issue, the actual amount of the garnishment must be collected in cash from the employee.

g.	Separations.  Upon separation of an employee, the Fiscal Officer should inform the court or other authority that the payments for a garnishment order are being discontinued.  If known, the Fiscal Officer should also provide the name of the new paying agency in cases where the employee has retired, requested a refund of retirement contributions, transferred to another agency, or is receiving benefits under the Federal Employee's Compensation Act.

h.	Transfers.  The PAID System will not automatically transfer a garnishment order for A/CS or B between stations.  This applies equally to both TT 97 or TT 23 transfers.  The original court order must be forwarded to the gaining station with the loosing station retaining a copy.  In addition, the Fiscal Officer at the loosing station must contact the court or other authority notifying them of the transfer.  The gaining station must immediately take action to establish deductions under a control number for their station.

i.	Other.

(1)	Since the actual deduction of pay will be based upon the maximum allowable garnishment of disposable earnings, as opposed to the deduction coded in the employee's record, a message RPO will generate each time a full deduction cannot be withheld.

(2)	A message RPO will be generated in each instance where a TT 51 FTL (Federal Tax Levy) has been entered into an employee's master record that already contains a garnishment for alimony/child support (control number A 	 ).  If such an RPO is received, payroll must review the court order to determine if the garnishment is for child support only.  If so, payroll must take the necessary action to change CC 58 of the existing garnishment from a code "2" to a "1" in order to withhold for the garnishment with a tax levy present.  Coding instructions for the change are outlined above.

(3)	A mastcr record printout (on plain computer paper) labeled Alimony/Child Support and Court Ordered Bankruptcy will be issued when (1) A/CS and B deductions are established using TT's 56 or 57; (2) a change is processed to an existing account; (3) cancellations; (4) garnishment deductions are completed; and (5) upon request.  A TT 12 followed by a "9" in CC 22 will be used to request a RPO.

5.10	MEDICARE TAXES (SOCIAL SECURITY HOSPITAL INSURANCE)

a.	Reference.  Tax Equity and Fiscal Responsibility Tax Act of 1982, Pub. L. 97-248.

b.	Medicare tax is the hospital insurance portion of the FICA tax.  Generally, all employees who are excluded from the FICA tax will be subject to the medicare tax.

c.	Initial Authorization.  At the time of entry on duty, the computer is programmed to check the "Ret/FICA" code in the master record that is being established.    Employees who have a "Ret/FICA" code 1, 4, or 6 will be subject to medicare taxes and a code "C" (covered) will be automatically entered into the employee's master record.  The only exception is that certain employees who have a "Ret/FICA" code 4 may be exempt from medicare tax withholding (reference MP-5 pt. 1, Chapter 832).  Employees in Ret/FICA Codes 2, C, E, R, T, K and M are subject to full FICA which includes medicare tax (Ref. par. 5.06 this chapter) therefore their master records will also contain a code "C".

d.	Changes and Adjustments

(1)	Medicare Status Code Exemption.  The Personnel activity is responsible for determining if an employee is subject to the medicare tax and will notify the Payroll activity of any change in an employee's medicare tax status.  Upon notification from Personnel that an employee who was not previously subject to medicare tax is now subject to medicare tax withholding the Payroll activity will prepare a VA Form 4-5637, Master Record Code Sheet, TT 55 with a code "C" in CC 66.  If an employee is determined to be exempt from Medicare taxes, a code "E" will be coded in CC 66.

(2)	Current Calendar (Tax) Year.

(a)	TT 82.  When processing a pay adjustment using a TT 82, applicable Medicare tax deductions for the pay period will be automatically computed by the PAID system.  No further coding is necessary.

(b)	TT 84.  If it becomes necessary to adjust Medicare wage and tax amounts, without affecting the employee's Federal gross earnings, a TT 84 must be prepared.  The TT 84 is a medicare wage adjustment; the PAID system will automatically make any corresponding medicare tax adjustments.  The TT 84 medicare wage adjustment will be coded in CC's 73-79 with medicare adjustment code "4" in CC 80.  If the mdicare adjustment is negative, an "X" in the block over CC 79 will result in a reduction of medicare wages and a refund of medicare tax.  Card Columns 60-64 of the TT 84 must be coded with a prior year appropriation code if the medicare wage adjustment is for a prior Fiscal year.  For detailed coding instructions concerning Medicare wage adjustments see appendix A of this chapter.

(3)	Prior Calendar (Tax) Year.

(a)	General.  All prior calendar (tax) year adjustments require the issuance of a TD Form W-2C.  The Austin Finance Center will prepare the TD Form W-2C upon receipt of a properly executed VA Form 4-9997, Request for TD Form W-2C.  Corrections to medicare wages and taxes will be made in the field labeled "Changes" of the VA Form 4-9997 in accordance with chapter 13, paragraph 13.13.

(b)	Refunds.  The VA Form 4-9997 will be forwarded to the Austin Finance Center as hardcopy.  The Financial Center will input the data into the PAID system with any refund being transferred to the station suspense account 36X6875 and issue a TD Form W-2C to the employee.  The station will then prepare an SF 1047 and refund the overdeduction to the employee through miscellaneous voucher procedures.  (At the time payment is made to the employee, obtain a signed receipt memorandum from the employee stating the amount of Medicare taxes that were refunded and that the employee has not and will not claim refund or credit for the amount of the over-deduction from IRS.  File the receipt in the employee's payroll folder.)

(c)	Collection.  The amount of the Medicare adjustment will be withheld from the employee's pay using a TT 83, CC's 61-68 "other deductions".  This will result in a deposit of the money to the station suspense account 36F3875.  A VA Form 4-9997 will then be forwarded to the Austin Finance Center as hardcopy.  The Finance Center, using the data from the VA Form 4-9997, will withdraw the money from the station suspense account and issue a TD Form W-2C to the employee.

EXAMPLE: An employee is determined to be exempt from the medicare tax and is due a full refund of the previously withheld medicare taxes.  The medicare wage amount to be adjusted is $280.00 for the prior fiscal year and the employee is due a refund of $4.06 for medicare taxes that were withheld.  The period covered was September 11, 1988 through September 24, 1988, PP 19.  Adjustment was coded in PP 21.

TT 84-CC's 60-64: Enter last 5 digits of applicable prior fiscal year appropriation code.

	CC's 65-72: Leave blank.

	CC's 73-79: Enter "ØØ28ØØØ" "X"-punch over CC 79

	CC 80: Enter code "4"

This transaction witl cause the computer to calculate the amount of medicare tax, charge the proper fiscal year appropriation code and refund the amount of medicare taxes that were withheld in error.

NOTE 1: In the TT 84 transaction, CC 60-64 will be coded only for prior fiscal year adjustments.

NOTE 2: If more than 1 fiscal year appropriation is to be adjusted, separate TT 82 or 84 input will be required for each fiscal year appropriation.

NOTE 3: On TT 84 adjustments, extreme care must be used to enter the proper code in CC 80. (Code 4 indicates medicare and code 3 indicates OASDI.)

(4)	Recording Out-of-System Payments

a.	TT's used: 90 and R.

b.	When processing and recording out-of-system payments and "R" transactions, the medicare tax must be manually computed.  The medicare tax deduction must be coded on the TT 93/R3, as appropriate.  A code "9" will be entered in CC 22 followed by the medicare tax deductions in CC 23-27.

EXAMPLE: A cash payment for an incentive award has been approved in the amount of $150.00.  The medicare withholding for the $150.00 would be $2.18 and would be coded as follows:

TT 93:

	CC 22: Enter "9"

	CC's 23-27: Enter "ØØ218"

When this transaction is processed, the computer will check the medicare tax deduction to ensure that the correct amount was withheld.  If an error is detected, a message RPO will be generated for review and appropriate corrective action.  Local Payroll activities must not code medicare wages on TT 94/R4 input. The PAID system will automatically record the appropriate medicare wages.

e.	FICA/Medicare Wage and Tax Listing.

(1)	This listing is produced as of the last payroll paid each month.  The listing is to be used by field stations to reconcile discrepancies between FICA/Medicare wages year-to-date and Federal gross wages year-to-date.  Only those employees whose records contain a difference will appear on the listing.

(2)	The listing must be reviewed monthly to determine what corrective action (if any) is necessary to adjust the Medicare wage discrepancy.  Valid differences may be caused by such factors as:

a.	Recording moving expenses which are not subject to Medicare deductions, but must be included in the employees Federal Gross Wages.

b.	Final pay of deceased employees.  These wages are not subject to Federal tax but are subject to Medicare deductions.

c.	"R" transactions prepared to recover Medicare tax due to salary overpayments on separated employees.

NOTE: These are the most common reasons for differences; however, there may be other factors which could also create a difference.

(3)	If it is determined that a difference is valid, stations should code a TT 55, CC's 74-80 "Verified FICA/Medicare Wage Difference".  The amount of the verified difference will be coded in this field to prevent the employees name from appearing on future listings.  If later it is determined that a difference is not valid, a TT 55, CC's 74-80 with an "X" punch over CC 80, will once again place the employee back on the listing for further corrective action.  Each time the employees record goes out-of-balance, he/she will reappear on the FICA/Medicare listing with both the current difference and any previously verified difference also appearing on the list.  TT 55 does not affect the employees pay; it is only a means for stations to use in controlling the FICA/Medicare listing.  NOTE: The TT 55 can only be used for employees currently on the rolls.

(4)	Transaction type 84, CC's 74 through 79, code 4 in CC 80 will be used to correct medicare wage differences.  Detailed coding of Medicare wage adjustments can be found in appendix A of this chapter.

f.	Medicare Rate and Taxable Wages.  The Medicare Tax Rate Schedule for employees and employers from 1984 to present is provided in figure 5.F6 of this chapter.

g.	Transfer of Medicare Wages

(1)	When an employee transfers between VA stations by means of a TT 23, his/her medicare wages which were paid by the losing station will be automatically transferred to the gaining station by the PAID system.  These medicare wages will then be used by the PAID system to determine when the employee has reached the annual medicare wage and tax limitations.

(2)	Medicare wages which were paid by another Federal agency during the current tax year may be used to determine when an employee has reached the annual medicare wage and tax limitations.  Such medicare wage information may be provided by the employee subject to confirmation by the previous employing agency.  As a general rule, the employee's final earnings and leave statement from the prior agency will not be adequate documentation unless it contains specific YTD (year-to-date) medicare wage information.  Payroll activities must take appropriate action to obtain written confirmation of the YTD medicare wage information prior to entry of such data into the PAID system.  Written documentation that is used as the basis for this type of input must be filed in the employee's payroll folder.  Actual input will be accomplished on TT 55 (CC's 67-73).  An "X" in the block over CC 73 will cause the entry to be subtracted from data already contained in this field in the employee's PAID master record.

h.	Notification of Earnings for Medicare Eligibility (Pub. L. 97-248).

(1)	In order to assist the SSA in determining medicare eligibility for affected current or former employees, the payroll activity must complete an OPM Form 1528 to document the employee's gross Federal earnings for each year of VA employment prior to 1983.  Earnings information may be obtained from such sources as VA Form 4-5691, Record of Salary Payments or the annual listings of wage and tax data reflected on TD Forms W-2.  An OPM Form 1528 must be completed for each employee who was employed by the Federal Government during January 1983 and who either (1) separated on or after December 13, 1984 or (2) is still employed and is old enough (in most cases 65 or older) to qualify for Medicare.  NOTE: If a copy of OPM Form 1528 that was completed by a former employing Federal agency is on file in the employee's official personnel folder, susequent employing agencies need not complete another OPM Form 1528.

(2)	OPM Form 1528 will be completed in an original and one copy.  The original copy will be given to the employee while the duplicate copy will be forwarded to the Personnel Office and will be filed on the right-hand side of the employee's OPF.

(3)	Completion of OPM Form 1528 if generally considered to be self explanatory.  However, additional information is provided on the following items.

Item No. 4. If it is known that an employee had several periods of service with the VA, enter the beginning and ending dates for each period of service.  In those instances where employment began prior to January 1, 1983, and the employee has been continuously employed since that date, enter "Present" for "Ending Date".

Item No. 5. When entering this data for an employee who transferred to the VA from another Federal agency, record data that is applicable to VA employment only.  In those instances where an employee transfers from one VA Facility to another, the losing VA payroll activity must be contacted in order to obtain the gross Federal earnings for each calendar year prior to 1983 up to a maximum of 10 years.  The required information should be provided in writing over the signature of the Fiscal Officer or his/her designee.  In lieu thereof, a copy of the Employee's VA Forms 4-5691, Record of Salary Payments may be provided for each affected calendar year.

Item No. 7. The certification of OPM Form 1528 will be accomplished by the Fiscal Officer or his/her designee.

5.11	PARKING FEES

a.	Reference.  MP-4, part II, paragraph 3B.06.

b.	Processing Initial Authorization

(1)	TT Used.  31.

(2)	Upon receipt of VA Form 10-4560 in the Payroll activity a TT 31 will be coded.  A code "4" will be entered in the "Quarters" field of the TT 31 to identify the amount as a biweekly parking fee.

c.	Changes and Adjustments

(1)	TT's Used.  31 and 83.

(2)	Regardless of the effective date of an accession, a TT 31 will be processed establishing parking fees at the full biweekly rate.  In the case of deductions for partial pay periods, a TT 83 will be coded at the end of the pay period and will contain the difference between the biweekly amount and the partial deduction, with an "X" coded over the units position.  A code "6" has been assigned for parking fees for the purpose of a TT 83 transaction.  The "Q/S/G" field on the TT 83 will be used for this purpose.  Terminating the deduction for parking fees for any reason, except   separation, will necessitate preparation of a TT 31 showing the applicable code and "ØØØØØ" in CC's 32-36.  In the case of separations, only a TT 83 will be prepared to adjust the normal biweekly deduction to the proper amount.

5.12	POST-1956 MILITARY SERVICE DEPOSITS

a.	References.  Pub. L. 97-253 (September 8, 1982) as amended by       Pub. L. 97-346 (October 15, 1982); FPM Letters 831-77 dated March 10, 1983 , 831-80 dated February 23, 1984 and 831-83 dated November 19, 1984.

b.	General

(1)	CSRS (Civil Service Retirement System) Deposit Requirements (Retirement codes 1, 6, C and E).

(a)	Employees first hired in positions subject to CSRS after September 30, 1982, can receive post-1956 military service credit only if they make a deposit covering the service.  Employees hired in positions subject to CSRS before October 1, 1982, can receive credit for post-1956 military service without making the deposit, but will be subject to elimination of this service credit, if they become eligible (or would become eligible upon proper application) for Social Security old-age benefits at age 62. This group of employees can avoid age 62 recomputation (or lowered computation of the initial rate, if retiring later) only if they make the deposit.

(b)	The amount of the deposit is 7 percent of military basic pay for the period of service, plus interest.  Interest begins on October 1, 1985, or two years after the employee is first hired in a position subject to CSRS, whichever is later.  However, since OPM's method of computing the deposit calls for adding interest only at the end of the year after it begins, no interest is charged if the deposit is paid in full by September 30, 1986, or within three years after first becoming subject to CSRS, if later.

(2)	FERS (Federal Employees Retirement System) Deposit Requirement (Retirement codes K and M).

(a)	Military service that would be creditable under CSRS is creditable under FERS, except that all post-1956 military service must be covered by a deposit to receive credit.  Even if an employee covered by FERS was first hired before October 1, 1982, post-1956 military service cannot be credited unless the required deposit is completed.  The deposit is to be made directly to the employing agency before retirement.  The amount of the deposit is 3 percent of the military basic pay for the period, plus interest.

(b)	Interest begins on January 1, 1989, or two years after first becoming subject to FERS, whichever is later, but, as under CSRS, no interest will actually be charged if the deposit is paid in full by December 31, 1989 or within three years after first becoming subject to FERS, if later.

(3)	MSD (Military service deposits) can be accomplished through regular biweekly payroll deductions, lump-sum payment of the full amount due, or periodic cash deposits.  Payments made on an installment basis must be at least $5 per payment.

(4)	An application for deposit must be in writing on an SF 2803, Application To Make Deposit or Redeposit, showing military service only.  Only the face side of the form should be completed.  The space below the entry of the military service will show the following: "I wish to pay the deposit necessary to obtain credit for my military service.  I understand that the entire deposit must be paid to my agency before I retire.  I further understand that any money I deposit may be refunded to me only if I become eligible for a refund of civil service retirement deductions or retire without completing the deposit.  (See sample copy of a properly completed SF 2803 at attachment 3 to FPM Letter 831-77).  A copy of the Department of Defense Form DD 214, Report of Transfer or Discharge (discharge papers), or equivalent should be attached to the SF 2803 when it is received from the personnel office to verify the service.

(5)	Upon receipt of acceptable eamings information for the post-1956 period(s) of military service, the MSD will be computed by multiplying the amount of military base pay times 7 percent for employees subject to CSRS or 3 percent for those subject to FERS. Compute the deposit amount separately for each period of service.  The employee may elect to make a deposit for one or all periods of military service.

c.	PAID Input Coding Procedures

(1)	Recurring Biweekly Payroll Deductions

(a)	Recurring payroll deduction information will be input by means of a VA Form 4-5326, Military Service Deposit Code Sheet.  This code sheet uses paid TT's (transaction types) 58 and 59 to capture the required data that is necessary to begin the payroll deductions and then permit automated preparation of the separate SF 2806, Individual Retirement Record, at the appropriate time.  A minimum of one TT 58 and a TT 59 is required in order to begin payroll deductions.  Multiple TT's 58 (not to exceed three) may be used to input military history data for multiple periods of military service.  Specific coding instructions for these new transactions are as follows:



Data Element	Coding Instructions

	

Act. Code	A one position alpha field which will indicate if TT 58 input will  establish

	(code E), change (code C), or delete (code D) a period of military service.

	This field must always be completed using one of these approved codes.

	When using action code "C," complete only the items in CC's 24-47 that

	are to be changed.

	



Data Element	Coding Instructions

Svc. Code	A one position numeric field which will identify a specific period of 

	military service. A code 1 will be used to identify the first period of 

	service while codes 2 and 3 will be used to identify any additional 

	periods of service.  This field must always be completed using one of 

	these approved codes.  When used in conjunction with an "Act. Code" C 

	or D, the "Svc. Code" must reflect the specific code that pertains to the 

	period of service (1, 2, or 3) that is being changed or deleted.

	

Data Entered 	Enter the month, day, and year in which the employee entered on duty 

Military Service	for a period of military service.  If a period of military service began 

	prior to January 1, 1957, enter "Ø1Ø157."

	

Date Separated From 	Enter the month, day, and year in which the employee was separated 

Military Service	from this period of military service.

	

Branch of Service	Refer to item 37 on VA Form 4-5326 and enter the applicable alpha code 

	that identifies the branch of service in which this period of military 

	service was performed.

	

Lost Time	Enter the number of days of lost time as indicated on the DD Form 214 

	(see par. 3 of attachment 1 to FPM Letter 831-77).  If no lost time is 

	involved for a specific period of military service, enter zeros.

	

Amount Due This Period	Enter the full amount of the deposit (dollars and cents) that must be made 

	for this period of military service (see par. b(5) above).

	

Pay Period Deduction (TT 59)	Enter the pay period deduction in whole dollars only.  When used in 

	connection with cash collections, this field must be completed with zeros.

	

Total Amount Due (TT 59)	This field must be used to enter the total amount (dollars and cents) of 

	the deposit that is due for all periods of military service.  When multiple 

	TT's 58 are submitted, this field must reflect the combined total of those 

	amounts which were entered in the "Amount Due This Period" field of 

	each TT 55.  When appropriate, zeros may be used to delete this field.

	

Interest Comp.Date (TT 59)	The entry in this field provides the beginning date of the 2-year interest 

	free "grace period" that is permitted before interest charges will be 

	assessed.  The date (month, day, and year) cannot be earlier than October 

	1, 1983, for CSRS employees or January 1, 1987, for FERS employees. 

	(See par. 6 of attachment 1 to FPM Letter 831-77). Zeros may be used to 

	delete this field, when appropriate.

	

Del Code (TT 59)	A one position numeric code.  Enter a code 3 in those instances where an 

	employee has elected in writing to cancel his/her military service deposit 

	deductions.  This will cause an SF 2806 to be generated and forwarded to 

	OPM.�

          A code 2 will only be entered in this field in instances where deductions were erroneously made from any employee.  This code will cancel the deduction data and automatically refund any deductions that were made in prior pay periods.  Note that agencies are not authorized to refund any amounts properly accepted for deposit (see par. 14 of attachment 1 to FPM Letter 831-77).

	

�

Data Element	Coding Instructions

	

Cash PMT Date (TT 59)	An entry in this field is required when a cash payment is being 

	recorded.  The date represents the actual date on which the cash 

	payment was received by the Agent Cashier. It is particularly 

	significant when recording a cash payment made in close proximity to 

	the employee's IAD (interest accrual date).  The date will indicate to 

	the PAID System whether or not the payment was received before or 

	after the IAD.  A "cash payment date" should be submitted if a cash 

	payment is being recorded during the same pay period in which the 

	IAD occurs.

	

Interest Due on MSD (TT 59)	An entry in this field is required in those instances where MSD data 

	is being entered into an employee's PAID master record after the 

	IAD.  In such instances, interest computations must be accomplished 

	manually and submitted as a part of the MSD data.  In addition, this 

	field may also be used to correct a previous interest charge which has 

	subsequently been determined to be in error.  An entry in this field 

	will add or subtract from interest that has been either automatically 

	calculated or manually recorded into the employee's PAID master 

	record.  If the entry is to be subtracted, place an "X" in the block over 

	CC 59.  If an interest amount is, being entered at the same time as the 

	original MSD data is being entered on TT's 58 and 59, the amount of 

	the interest charge must be included in the "total amount due" field 

	(CCs 25-31) on TT 59.  On the other hand, if an interest charge is the 

	only item being recorded, then no entry should be made in CC's 25-

	31.



(b)	Once this data has been entered into an employee's PAID master record, it may become necessary to change or delete some of the data.  When using an "Act. Code" C, complete only those items (CC's 24-47) that are to be changed.  In order to delete a period of military service, only an "Act. Code" D followed by the appropriate "Svc. Code" (1, 2, or 3) is required.  If a change is made to the "Amount Due This Period" field or a period of military service is deleted, a TT 59 must be submitted in the same input cycle to update the "Total Amount Due" field.  Any data entered in CC's 22-37 of the TT 59 will overlay any data already in the PAID master record.

(2)	Interest on MSD

(a)	Interest Accrual Date.  The PAID System will automatically compute interest on a post-1956 military service deposit based upon the employee's IAD (interest accrual date).  The interest accrual date is defined as follows:

(1)	Individuals first employed in a position subject to the CSRS BEFORE October 1, 1983-The IAD for these individuals is October 1, 1986.

(2)	Individuals first employed in a position subject to the CSRS on or AFTER October 1, 1983-The IAD for these individuals is the third anniversary date of their employment subject to CSRS.

(3)	Individuals first employed or converted to FERS as of January 1, 1987-The IAD for these individuals is January 1, 1990.

(4)	Individuals first employed in a position subject to FERS effective after January 1, 1987-These individuals IAD will be the third anniversary date of their employment subject to FERS.

NOTE: The IAD (interest accrual date) is automatically determined by the PAID system based upon the employee's Interest Computation Date.  Under no circumstances should the IAD be coded on the VA Form 4-5326 in the Interest Comp. Date field.

(b)	Computation of Interest

(1)	Interest will be accrued annually on the employee's IAD.  The computation is based on the account balance as of the close of business on the day before the IAD (one year after the interest-free grace period expires) and must be performed each year until the account is closed.  Due to this interest accrual method, no interest will be charged for the year in which the account is paid in full.  It should be noted that an unpaid military deposit account can be closed only if the employee transfers to another agency, separates, retires, or dies in service.  Accounts closed on transfer will be reopened only upon the employee's application to the VA.  No interest is posted in closing an account.  When re-establishing an account following transfer from another agency, VA facilitics will continue to usc the IAD for posting accrued interest.

(2)	The interest rate applicable to post-1956 military service is determined for each calendar year by the Secretary of the Treasury.  The year long interest computation. period's beginning and ending dates will generally not coincide with those for the calendar year, two different interest rates generally will be needed for an interest computation.  Each rate will pertain to the portion of the year-long interest computation period which falls into the calendar year related to that rate.  The interest rates for subsequent calendar years will be computed by the Secretary of the Treasury in November of the year prior to the year in which the rate will become effective.  Such rates will be calculated to four decimal places.

	Calendar Year	Interest Rate

		

	1985	13%

	1986	11.125%

	1987	 9%

	1988	 8.375%

	1989	 9.125%

		



(3)	Although the PAID system has been programmed to automatically compute interest on Post-56 MSD, there will be instances where the interest must be computed manually.  The most common cause for the manual computation of interest is when an employee elects to make payment after the IAD (interest accrual date) has passed.  For example: an employee first elects to pay his/her Post-56 deposit on May 16, 1987.

The employee's interest computation date is October 1, 1983; therefore the IAD is October 1, 1986.  Since the IAD has passed, interest must be computed for the period of October 1, 1985 through September 30, 1986.  If the employee elects to pay a one time cash payment, no further interest computation would be necessary.  If biweekly deductions are elected with an MSD record established using TT's 58 and 59, the PAID system will automatically accrue any future interest charges (if appropriate).  Interest will be manually computed using one of the following two procedures.

a.	OPM has provided a table of composite interest rates for MSD interest accrual (see fig. 5.F5). Along with the table the following procedures will be followed to determine the interest due.

1.	Determine the employee's interest accrual rate date (IAD) subparagraph (2)(a) above.

2.	Locate the composite interest rate in the table (figure 5.F5) corresponding to the IAD.

3.	Multiply the unpaid balance as of the close of business on the day before IAD by the composite interest rate (determined in 2).  This is the amount of interest that should be charged to the individual.

In all three of the following examples, the employee has four years of post-1956 military service and a $500 unpaid balance as of the close of business on the day before the IAD.



	Initial Date	Interest		

	Under CSRS	Comp. Date	IAD	Interest Payment

Employee #1	6/30/82	10/1/83	10/1/86	$57.971

Employee #2	10/16/83	10/16/83	10/16/86	$57.612

Employee #3	12/5/83	12/5/83	12/5/86	$56.333



1Interest 10/01/85 - 09/30/86 = $500.00 x .11594 = $57.97

2Interest 10/16/85 - 10/15/86 = $500.00 x .11521 = $57.61

3Interest 12/05/85 - 12/04/86 = $500.00 x .11266 = $56.33



b.	The following alternative procedures may also be used for computing interest on Post-56 MSD.

1.	In determining the fraction of the year-long interest computation period which falls into each of the two relevant calendar years, all months will be presumed to be 30 days long (except thet month containing the IAD and the year should be presumed to be 360 days long.  The formulas for determining the fraction of the year-long interest computation period which falls into each of the two relevant calendar years are set forth below.

2.	Definitions

M=	total number of complete months remaining in the year, after the month which contains the last day of the interest-free grace period.

D=	total number of days in the month which contains the last day of the interest-free grace period.

G=	position of the last day of the interest-free grace period in the month, expressed as a number.

F1=	fraction of interest computation period in year 1.

F2=	fraction of interest computation period in year 2.

3.	Formulas

	F1 = (30 x M) + D - G / 360

	F2 = 1.0000 – Fl

CIR = |(applicable CY interest rate) x F1| + |(applicable CY interest rate) x F2|

NOTE: F1 and F2 should be calculated to five decimal places and rounded off to four.

The following examples illustrate how the CIR (composite interest rate) is determined and the interest computed using the CIR.

EXAMPLE 1 - Individual first employed in a position subject the CSRS BEFORE October 1, 1982 (IAD is October 1, 1986).  Interest must be accrued for all of October, November, and December of 1985.  The fraction of the year-long interest computation period to which 13 percent must be applied is 3 months times 30 days per month divided by 360 days per year.  This equals exactly .2500. For the period January 1 through September 30, 1986, 11.125 percent must be applied to 9 months times 30 days per month divided by 360 days per year.  This equals exactly .7500.  This breakdown obviously will apply to all accounts with grace periods ending September 30, 1985.  If the grace period does not end on the last day of month, the date of the last day of the grace period should be subtracted from the actual last day of the same month to obtain the number of days in that month.  All other months will be assumed to have 30 days.

Step 1:

F1 = (30 x M) + D – G / 360

F1 = (30 x 3) + 30 – 30 / 360

Fl = 90 + 30 – 30 / 360 =	 90 / 360 = .2500

Step 2:

F2 = 1 - F1

F2 = 1 - .2500

F2 = .7500

Step 3:

CIR = (F1 x 13%) + (F2 x 11.125%)

CIR = (.2500 x .13) + (.7500 x .11125)

CIR = .0325 + .083438

CIR = .115938 OR 11.5938%

The employee had an unpaid military deposit balance of $500 as of September 30, 1986, the day before the IAD, the interest computation would be as follows:

INTEREST = $500.00 x 11.5938

INTEREST = $57.97

EXAMPLE 2 - Individual first employed in a position subject to the CSRS on October 15, 1982 (IAD is October 16, 1986).  The interest-free grace period ends on October 15, 1985; therefore, the fraction of the year-long interest computation period to which 13 percent must be applied is 76 days (16+30+30) divided by 360, which equals .2111.

Step 1:

F1 = (30 x M) + D – G / 360

F1 = (30 x 2) + 31 - 15 / 360

F1 = 60 + 31 - 15 / 360 = 76 / 360 = .2111

�Step 2:

F2 = 1 - F1

F2 = 1 - .2111

F2 = .7889

Step 3:

CIR = (F1 x 13%) + (F2 x 11.125%)

CIR = (.2111 x .13) + (.7889 x .11125)

CIR = .027443 + .087765

CIR = .115208 OR 11.5208%

The employee had an unpaid military deposit balance of $750 as of the close of business on October 15, 1986 (the day before the (IAD), the interest computation would be as follows:

INTEREST = $750.00 x 11.5208%

INTEREST = $86.41

(4)	Since in most instances the interest calculations will be accomplished automatically by the PAID System, the accuracy of these interest computations will be relative to the accuracy of the MSD (military service deposit) data that is contained in the employee's PAID master record at the time that the automatic interest calculation is performed.  Thus it is extremely important that initial MSD data be input in the pay period in which it was received in the payroll office, that any rejected data is promptly corrected, and that cash payments are immediately recorded in the PAID System.  Failure to do so could result in the need for manual calculation or correction of interest charges.

(5)	Employees should be advised that any interest paid is part of his/her contributions to the retirement fund and is not deductible on his/her income tax return.

(3)	Lump-sum Payment of the Full MSD Amount

(a)	If an employee elects to make a one-time cash deposit for the total amount of the military service deposit, the amount collected will be deposited to station suspense account 36F3875.  TT's 58 and 59 must be prepared in the same manner as outlined in subparagraph (1) above except that CC's 22-24 of the TT 59 (pay period deduction) must contain zeros.  TT 93 will be prepared with a code 4 (CSRS) or code K (FERS) in CC 48 followed by the amount of the cash collection in CC's 49-53.  This same amount must then be entered in CC's 61-66 of the TT 93 with an "X" coded in the block in CC 66.  The following alpha codes may be used in CC 49 of TT 93 to permit entry of amounts in excess of $999.99.

	A = $1,000.00	F = $6,000.00

	B = $2,000.00	G = $7,000.00

	C = $3,000.00	H = $8,000.00

	D = $4,000.00	I = $9,000.00

	E = $5,000.00	

For example, a cash deposit of $6,715.86 would be coded as 4FØØØØ in CC's 48-53 and 6ØØØØØ in CC's 61-66 of one TT 93 with a second TT 93 containing 471586 in CC's 48-53 and Ø71586 in CC's 61-66. Enter an "X" in the block in CC 66 of both TT's 93.

(b)	Cash deposits made by a survivor(s) of a deceased employee or an employee who retired after September 30, 1983, must be recorded in this same manner except that TT R1 and R3 must be used in lieu of the TT 93.

(4)	Periodic Cash Deposits.  Although an employee may elect to make a military service deposit by means of periodic cash deposits (monthly, quarterly, etc.), it is the least desirable method.  Such payments must be deposited to station suspense and recorded into the PAID system using a TT 93 as outlined in subparagraph (2)(a) above.  Prompt submission of the TT 93 is an absolute necessity.

(5)	Processing Payroll Adjustments.  If for any reason it becomes necessary to manually adjust the amount of a military service deposit, a TT 83 may be used.  Coding will be accomplished by entering a code 4 in CC 48 followed by the amount of the adjustment in CC's 49-53.  An "X" entered in the block in CC 53 will refund the amount of the adjustment to the employee.  The alpha codes A-I (see subpar. (3) above) may be used in CC 49 of TT's 83, 93, and R3.

NOTE 1: A complete MSD record must be established using TT's 58 and 59 before a cash payment will be accepted for an employee currently on the rolls.

NOTE 2: Agencies are not authorized to refund any MSD deductions that were properly accepted for deposit.  (See paragraph 14 of Attachment 1 to FPM Letter 831-77).

d.	Miscellaneous Procedures

(1)	MDW (Military Deposit Worksheet).  OPM Form 1514 will be used to record cash deposits that are made under the provisions of subparagraph c (3) and (4) above.  The form should be completed in an original and one copy.  At such time that a military service deposit is completed, canceled, or the employee separates, the original copy of the MDW should be filed in the payroll folder with the carbon copy being provided to the employee as a current statement of his/her account, including the balance due.

(2)	Military Deposit for Post-1956 Military Service RPO.  This record printout will be produced when military deposits are initially authorized on TT 58 and TT 59, a change is made to the pay period deduction amount, deposit deductions are completed or canceled, upon separation of the employee, or upon request.

The RPO will be produced in an original and one copy on regular computer paper.  When the RPO was produced as the result of TT 58 or TT 59 input, the data must be verified to ensure that accurate entry of data has occurred.  An RPO may be requested by circling TT 12 in item 7 on VA Form 4-5326 and entering a code 4 in CC 22.  A copy of the RPO will be provided to the employee when production was based upon completion or cancellation of deposit deductions or separation of the employee.

(3)	Employee Tansfers to a Different VA Facility.  In the event that an employee transfers to a different VA facility by means of a TT 97, all military service deposit data will be transferred with the PAID master record to the gaining VA facility.  A method has also been developed to transfer military service deposit data to the gaining facility in those instances where the transfer is accomplished by means of a TT 23.  In this latter instance, a message RPO will be generated indicating that the military service retirement deductions were entered into an employee's master record from the prior VA facility.

(4)	Submission of Forms to OPM.  When an employee completes the total military service deposit, the SF 2803 and the Military Deposit Worksheet (or RPO, as appropriate) will be immediately forwarded to the Austin Finance Center for submission to OPM.  

(5)	Deceased Employees.  Military service deposit deductions will not be made from the unpaid compensation of deceased employees.  If the survivor(s) elect to complete the deposit, it will be processed in accordance with subparagraph c(2) (a) and (b) above.

 

5.13	QUARTERS

a.	Reference.  MP-4, part II, paragraph 3B.06.

b.	Processing Initial Authorization

(1)	TT Used.  31.

(2)	Upon receipt of VA Form 10-4560 in the Payroll activity a TT 31 will be coded.

(a)	Quarters Code: The following codes identify the type of quarters for which salary deductions are being made.

	Code		Description

	1		Housekeeping quarters-taxable

	2		Nonhousekeeping quarters-taxable

	3		Housekeeping quarters-nontaxable

	6		Nonhousekeeping quarters-nontaxable

			

CAUTION: These codes are to be used with TT 31 only.

(b)	Quarters Amount.  Enter the biweekly rate applicable to the quarters identified by the code described above.

EXAMPLE: From the VA Form 10-4560 for the Director of the station the biweekly deduction has been computed to be $42.25 for housekeeping quarters, nontaxable.  This will be coded as follows:

TT 31: Quarters

	CC 31: Enter "3"

	CC's 32-36: Enter "Ø4225"

c.	Changes and Adjustments

(1)	TT's Used. 31 and 83.

(2)	Whether an accession is at the beginning or other than the beginning of a pay period, a TT 31 will be processed establishing quarters deductions for a full biweekly rate.  In the case of deductions for partial pay periods, a TT 83 will be coded at the end of the pay period and will contain the difference between the biweekly amount and the partial deduction, with an "X" coded over the units position.  The following codes are assigned to quarters for the purpose of a TT 65 transaction:



Transaction Type	Code	Description

83	1	Housekeeping Quarters

83	4	Nonhousekeeping Quarters

		



(1)	Deductions beginning and ending in the same pay period will require the preparation of a TT 31, entering the appropriate quarters code in CC 31 and the biweekly deduction in CC's 32-36.  In addition, a TT 83 must be submitted to refund the difference between the full and partial biweekly deduction amount.  The TT 31 to cancel the deduction must be submitted in the following pay period.  Cancelling quarters deductions for any reason, except separation, will require the preparation of a TT 31 with the appropriate quarters code in CC 31 and "ØØØØØ" in CC's 32-36.  Separations require only the preparation of a TT 83 to adjust the  normal biweekly deduction to the proper amount.

NOTE: The code input into the employee's master record on a TT 31 will be used by the PAID system to determine if an adjustment processed on a TT 83, codes 1 or 4, is taxable or non-taxable quarters.  Therefore, before a proper adjustment is made, the appropriate code must be in the employee's master record.

EXAMPLE 1: Employee lives in nonhousekeeping quarters taxable, code 2. VA Form 10-4560 is received in payroll to terminate the employee's quarters.  VA Form 4-5637 will be as follows:

TT 31: Quarters

	CC 31: Enter "2"

	CC's 32-36: Enter "ØØØØØ"

Changes in quarters during a pay period, will require TT's 31 and 83.

EXAMPLE 2: The employee's nonhousekeeping quarters deduction has changed from $13.85 to $18.47. This change was effective the 2d week of the pay period.

TT 31: Quarters	TT 83: Q/S/G



	CC 31: Enter "2"	CC 42: Enter "4"

	CC's 32-36: Enter "Ø1847"	CC's 43-47: Enter "ØØ231"  "x-punch" cc 47

		



COMPUTATION:	Quarters charge 1st week @ $13.85	= $6.925

	Quarters charge 2d week @ $18.47	= $9.235

	Current pay period charge	=$16.160



New biweekly quarters rate $18.47 minus current pay period charge of $16.16 = ($2.31)

d.	Changes and Adjustment to Nontaxable Quarters.  Amounts deducted for nontaxable quarters are accumulated in the master record and used in the preparation of TD Form W-2.  Special instructions for processing adjustments to the "nontaxable wages year to date" field are as follows:

(1)	When the Master Record Contains Coding for a Biweekly Deduction for Nontaxable Quarters.  When "Quarters," are coded with a "3" or "6" in CC 31, it denotes nontaxable quarters.  When either code is in the master record, adjustments of over or under deductions for nontaxable quarters will be accomplished by means of a TT 83.  Based on the master record content, the quarters amount coded on a TT 83 will adjust the employee's net pay as well as the "nontaxable wages year to date" field in the employee's master record.

(2)	When the Master Record DOES NOT Contain Coding for Biweekly Deduction for Nontaxable Quarters.  If the adjustment to nontaxable quarters also affects the employee's net pay, a TT 83 will be processed by the station to correct the dollar amount deducted for quarters.  However, this will not adjust the "nontaxable wages year to date" field.  In those instances where it is also necessary to transfer quarters deductions from nontaxable to taxable (or vice versa) which do not affect the net pay of the employee, the DPC must be contacted.  A letter will be prepared showing the station number, employees full name, Social Security number, and a statement that his record is still active.  Briefly describe the correction that is necessary to adjust the year-to-date field to the appropriate amount.  The DPC will make the necessary adjustments to correct the "nontaxable wages year to date" field.

e.	Station To Receive Credit for Quarters

(1)	TT Used. 31.

(2)	In those instances where quarters are furnished to an employee by other than the station of employment, the Payroll activity must code a TT 31 indicating on VA Form 4-5637 (CC's 42-44) the number of the station that is to receive credit for such deductions.

5.14	RETIREMENT--CSRS (CIVIL SERVICE RETIREMENT SYSTEM)

a.	Reference.  MP-4, part II, paragraph 3B.01.

b.	General

(1)	Full CSRS Coverage.  Employees who were hired on or before December 31, 1983, and are continually employed without a break in service of more than 365 consecutive days are subject to full retirement coverage and medicare tax deductions.  Retirement codes and rates for these employees are as follows:

	Retirement	Employee	Agency

	Code	Contribution	Contribution

	1	7%	7%

	6	7.5%	7.5%

			



(2)	Interim CSRS Coverage.  Employees that separate while covered by CSRS and are re-employed after a break in service of more than 365 consecutive days return under reduced CSRS coverage and full FICA.  Retirement codes and rates are as follows:

Retirement	Employee	Agency	VA Effective

Code	Contribution	Contribution	Date

C	1.3%	7%	Pay Period 1, 1984 

	.94%	7%	Pay Period 26, 1987

E	1.8%	 7.5%	Pay Period 1, 1984

	1.44%	7.5%	Pay Period 26, 1987

			



(a)	When the base pay of an employee in retirement codes C or E equals the maximum FICA wage base for the pay year the deductions will be increased to 7 or 7.5 percent as appropriate.  The paid system will automatically accumulate base pay (as opposed to gross wages ) in the same manner as is currently being done for FICA/Medicare tax deductions.  When the accumulated base pay for the pay year equals the maximum wage base ($48,000 for pay year 1989), and such base pay is no longer subject to FICA tax deductions, CSRS deductions will increase to the full CSRS withholding rate (e.g., 7.0 percent for "Ret/FICA" code C and 7.5 percent for "Ret/FICA" code E) for the remainder of that pay year.  In the pay period in which the accumulated base pay equals the maximum wage base, such base pay will be subject to a 94 percent or 1.44 percent as appropriate, CSRS withholding rate for that portion of the base pay that is required in order to meet the maximum wage base while any remaining base pay will be subject to CSRS withholding at the full 7 percent CSRS withholding rate.

(b)	The field labeled "Base Pay Subject to CSRS" on the VA Form 71, Paid Master Record Printout, will be used to identify the accumulated amount of base pay.

(c)	When processing transaction types 82 and 92, the accumulated amount of base pay will be automatically increased.  However, when processing payments to separated employees using "R" transactions or requesting out-of-order system payments, care must be taken to withhold the CSRS deductions at the appropriate rate by determining whether or not the employee's base pay has reached the maximum wage base for that pay year.

(d)	Trans type 32 will be used to enter "Base Pay Subject to CSRS" data that has been transferred from another Federal agency.  CC's 71-77 will be used for this purpose.  CC's 71-75 will represent whole dollars while CC's 76-77 will represent cents.  The field can be signed minus by entering an "X" in the block over CC 77.  Data in this field will add or subtract (as appropriate) to data that is already in this field in the master record.  Currently, the SF 1150, Record of Leave Data, will be used to report the amount of "Base Pay Subject to CSRS" information between Federal agencies. The data should be recorded in the remarks section of the SF 1150.

c.	Processing Initial Authorization

(1)	TT's Used.  A2 and C2.

(2)	Initial authorization for retirement deductions will always be accomplished by the Personnel activity on VA Form 5-4652.  This form will be processed in the regular manner.  If the authorization is the result of a conversion from a not "covered" status, and is effective on other than the first day of a pay period, deductions will commence as of the date the employee acquires coverage. In order to provide proper deductions for retirement, medicare, and FICA during the period in which the change occurs, it will be necessary to prepare TT's 84 for the total FICA and medicare wages proper and to offset that portion of civil service retirement deductions computed on wages earned prior to the conversion action.

d.	Refunds or Adjustments

(1)	TT Used. 83, 93, R3

(2)	Adjustments resulting from salary overpayments or underpayments that are adjusted by means of a TT 82 will not require computation of a corresponding TT 83 adjustment to the amount of retirement withheld for employees in RET/FICA codes 1 or 6. In these instances, the applicable biweekly retirement deduction amount will be automatically recomputed after giving consideration to the pay adjustment action. TT 82 adjustments for employees in RET/FICA codes C, E, will require a manual adjustment to retirement by means of a corresponding TT 83.

(3)	Manual adjustments to a retirement deduction will be coded on a TT 83 using item 18 on VA Form 4-5638.  The applicable retirement code from the employee's PAID master record must be entered in CC 28 followed by the amount of the employee share of the retirement adjustment in CC's 29-33 and the agency share in CC's 34-38.  The agencies share of retirement contributions will be calculated by multiplying the base pay by 7 percent or 7.5 percent as appropriate.  Refunds will be processed by coding an "X" in the block over the units position in the amount field.  Where retirement deductions were taken from the pay of an employee erroneously and the employee remains in the service, the amount of such deduction should be refunded to the employee.

(4)	Unpublished Comp. Gen. B-202201, December 23, 1981, requires adjustment of retirement/FICA (and medicare, if appropriate) accounts of employees, who through administrative error, had Social Security tax (FICA) instead of civil service retirement (and medicare, if appropriate) deductions.  When notified by Personnel that an error of this type has occurred, necessary action must be taken to process corrections to the employee's CSR and FICA/medicare wage and tax accounts.

NOTE 1: Detailed instructions for making retirement corrections or adjustments can be found in appendix A of this chapter.

NOTE 2: As item 18 on VA Form 4-5638 serves three purposes (retirement, life insurance and Health Benefits), care must be taken to enter the proper code in CC 28.

Code	Description

1	7 percent retirement with full matching VA contribution

 

6	7 ½ percent retirement with full matching VA contribution

7	Voluntary 7 percent retirement without VA contribution (Reemployed annuitants only)

 

C	.94 percent retirement deduction with 7 percent VA contribution

E	1.44 percent retirement deduction with 7.5 percent VA contribution

NOTE 3: Adjustments to retirement may also require FICA or medicare adjustments (appendix A of this chapter for specific coding instructions).

e.	CSR (Civil Service Retirement) Contributions by Reemployed Annuitants

(1)	Reference.  Pub.  L. 97-346.

(2)	General.  Annuitants reemployed in the Federal service must make a service credit deposit for that portion of service performed as a reemployed annuitant on or after October 1, 1982, in order to have such service considered in the computation of a supplemental annuity.  If the employment is expected to last 1 year or more, the annuitant may elect to have the CSR contributions withheld from his/her biweekly salary payments during reemployment.  The CSR contributions will be computed at the rate of 7 or 7-½ percent (as appropriate) of the full biweekly basic pay prior to subtraction of the annuity amount.  These CSR deductions are not subject to an agency contribution.  Annuitants who elect to have CSR deductions must contribute the CSR deductions applicable to the full period of service prior to separation.

(3)	Initial Authorization

(a)	TT's Used.  A2, C2.

(b)	Initial authorization will be coded on VA Form 5-4652 by the Personnel activity by entering a code "1" (or "6", if appropriate) in the "Ret/FICA" field.

(4)	Adjustments

(a)	TT's Used. 83, 93, R3.

(b)	When a TT 82 pay adjustment is processed on a reemployed annuitant, the biweekly CSR deduction will be automatically recomputed by the Austin DPC.  However, if it becomes necessary to process a manual adjustment to CSR, it will be coded on a TT 83 using item 18 on VA Form 4-5638.  A code "7" will be entered in CC 28 followed by the amount of the adjustment in CC's 29-33. Refunds will be processed by coding an "X" in the block over the units position in the amount field.

f.	Applications for Disability Retirement

(1)	TT Used. 24.

(2)	Processing Application

(a)	Upon receipt of an application for disability retirement (SF 2824) the Personnel activity will prepare a TT 24 on VA Form 5-4652a completing all items within the transaction except pay status ceased and sick leave data.  The completed VA Form 5-4652a (except pay status ceased and sick leave data) will be forwarded to the Finance activity along with SF 2824, Document in Support of Disability Retirement Application, for completion of pay status ceased and sick leave data and submission to the DPC.

(b)	The Finance activity will complete pay status ceased data to indicate the employee's pay status as follows:

1.	Employee is in a duty status and no definite date has been established for separation or cessation of pay:

	CC 26: Enter code "1."

	CC's 27-32: Leave blank.

2.	Employee has applied for disability retirement but remains in a pay status pending the expiration of sick leave and annual leave which cannot be included in a lump-sum payment:

	CC 26: Enter code "2."

	CC's 27-32: Enter the date for which the employee will last receive payment.  This must always be a future date.  The date to be coded in CC's 27-32 will be the date on which the employee will last receive payment for accured sick leave and annual leave which cannot be included in a lump-sum payment.  This will require the projection of available sick leave and annual leave which cannot be included in a lump-sum payment.  Full consideration must be given to the employee's established tour of duty, as well as to accruals and holidays occurring within the projected expiration period.

3.	Employee has applied for disability retirement and is currently in a nonpay status:

	CC 26: Enter code "3."

	CC's 27-32: Enter the date for which the employee last received payment.  This must always be a prior date.

NOTE: Codes specified for pay status ceased CC 26, will result in the following remarks on the preliminary SF 2806, Individual Retirement Record:

	Code	Remark

	   1	Employee is in a duty status (no date)

	   2	Pay will stop ________(future date)

	   3	Pay stopped ________(prior date)



(c)	The Finance activity will enter sick leave data in accordance with paragraph h below.

(d)	SF 2824, Document in Support of Disability Retirement Application, Application for Retirement, and any supporting documents will be forwarded to the Control Point for submission to the DPC with the same transmittal in which the transaction 24 is included.  Supporting documents will be listed in "Remarks" of VA Form 4-5639 or VA Form 4-5639a, as appropriate, and identified by Social Security number.  The reverse side of these forms will be used if necessary.

g.	Final Separations-Retirement

(1)	TT Used. 22 or 23.

(2)	Upon receipt of VA Form 5-4652a indicating a final separation due to retirement, the Finance activity must complete pay status ceased data to show the last date for which the employee actually received pay.  The date entered establishes the date on which the annuity will commence.  Annuities are computed on calendar days and are effective on the first day following cessation of pay.  Coding will be as follows:

	Pay status ceased, CC 26: Enter code 3 in all cases.

	CC's 27-32: Enter date for which the employee last received payment (may be a prior date or the same as the effective date of separation, but may not be a future date).

(3)	Any supporting documents accompanying transaction 22 or 23 will be identified by Social security number and forwarded to the CP for submission to the DPC with the same transmittal as the transaction 22 or 23.  Supporting documents will be listed in "Remarks" on VA Form 4-5639 or VA Form 4-5639a, as appropriate.  The reverse side of these forms will be used if necessary.

NOTE: Pay status ceased data will not be coded for death cases.

h.	Sick Leave Credit for Retirement

(1)	Method of Computing Credit

(a)	Sick leave credit is allowed only for purposes of computing an annuity.  It may not be used for purposes of satisfying eligibility requirements or in determining the "high 3" salary. (FPM Supplement 831-1).

(b)	The expiration date will be established by determining the date that leave would expire based on the employees tour of duty, date of separation, known leave accruals and usage (no leave accruals after date of separation) and disregarding any holidays occurring during the expiration period.

(c)	If an employee's tour of duty changes from part-time to full-time or full-time to part-time within 180 dyas before retirement, the credit for unused sick leave is computed as though no changes had occurred.

(d)	The balance in days will be the actual number of calendar days from the date of separation through the date of expiration of sick leave.

EXAMPLE: An employee with a regular Monday through Friday tour of duty retires on the last Thursday of a pay period.  At that time he has a current sick leave balance of 11 hours.  The first Monday of the following pay period is a legal holiday.  The expiration date of the sick leave would be Monday (the legal holiday).  A total of 4 calendar days would be coded on VA Form 5-4652a.

(e)	Reemployed annuitants are entitled to retirement credit for sick leave accrued during their reemployment period when at least 1 year of continuous full-time reemployment is involved.  In no case should reemployed annuitants be recredited with sick leave for which they received credit on their original retirement.  Reemployed annuitants desiring a recomputation of annuity who separate or resign may readily be identified by the SF 2801 and/or SF 56 which will be prepared by Personnel.

NOTE: Sick leave credited for retirement purposes should be annotated on the SF 1150.

(2)	Disability Retirement-Preliminary

(a)	TT Used. 24.

(b)	The Finance activity will complete sick leave data in the following manner:

1.	Employee is in a duty status and no definite date has been established for separation or cessation of pay.

		CC's 65-68: Enter "XXXX".

		CC's 69-74: Enter "XXXXXX".

2.	Employee is in a pay status pending the expiration of sick leave and annual leave which cannot be included in lump-sum payment.

		CC's 65-68: Enter "ØØØØ".

		CC's 69-74: Enter "ØØØØØØ".

3.	Employee is in a pay status but will separate before all sick leave is used.

		CC's 65-68: Enter days balance.

		CC's 69-74: Enter expiration date.

4.	Employee is in a nonpay status and has no sick leave.

		CC's 65-68: Enter "ØØØØ".

		CC's 69-74: Enter "ØØØØØØ".

5.	Employee is in a nonpay status and has a sick leave balance.

		CC's 65-68: Enter "XXXX".

		CC's 69-74: Enter "XXXXXX".

6.	Employee does not accrue leave.

		CC's 65-68: Enter "ØØØØ".

		CC's 69-74: Enter "ØØØØØØ".

NOTE: Card columns 65-68 and 69-74 must always be in agreement (i.e., all entries must be alpha "X" coding or numeric coding, no combinations).

(3)	All Retirements (and Death)-Final

(a)	TT Used. 22 or 23.

(b)	The Finance activity will complete the employee's sick leave data in the following manner:

1.	Employee has a sick leave balance as of date of separation.

		CC's 58-61: Enter days balance.

		CC's 62-67: Enter expiration date.

2.	Employee has no sick leave balance or advance sick leave as of date of separation.

		CC's 58-61: Enter "ØØØØ".

		CC's 62-67: Enter "ØØØØØØ".

NOTE :(1) Card columns 58-61 and 62-67 must always be in agreement (i.e., all entries must be numeric coding, no combinations). (2) Pay status ceased data will not be coded for death cases.

i.	SF 2800A, Agency Certification for Death in Service

(1)	Upon receipt of the SF 2800A from Personnel, the Payroll activity together with the Austin Finance Center will be responsible for the completion of Part 2 of the SF 2800A.  The Payroll activity must attach an OF 41, Routing and Transmittal Slip, to the SF 2800 A indicating the following information:

(a)	If a former spouse of the deceased employee has health benefits coverage through the local payroll office, provide the name, address, DOB and SSN of the former spouse together with the name, address, and local payroll office number under which the health benefits enrollment was forwarded to the carrier.  If this does not apply to the deceased employee, indicate "Question 5-Not Applicable" on the OF 41.

(b)	Indicate whether or not the employee had made a deposit for post-56 military service.

(2)	The SF 2800A with the attached OF 41 should be forwarded to the Austin Finance Center for completion.  The Finance Center will use the information contained on the OF 41 and the system generated SF 2806, Individual Retirement Record, to complete the SF 2800A before certifying and forwarding it to OPM.

j.	OPM Form 1425 or 3106 Application for Refund or Retirement Deductions

(1)	When an employee desires to make application for refund of his retirement lump-sum credit, OPM Form 1425 or 3106, will be processed.

(2)	Following completion by the employee and prior to submission of the OPM Form 1425 or 31061 to the Austin Finance Center, the PAID Control Point activity should enter payroll office number 3600-0200 in the designated block in the upper right corner of the form.  The Finance Center will then forward the application to the OPM (Office of Personnel Management).  The application should contain a notation thereon as to the date and register number of the SF 2807 or 3103 on which the SF 2806 or 3100A was transmitted.

(3)	If an employee has been separated for more than 30 days, the OPM Form 1425 or 3106 should be forwarded directly to OPM at the address shown on the form.  However, before releasing the form to OPM, you should contact the Finance Center to obtain the register number and date on which the employee's SF 2806 or 3100A was forwarded to OPM.

k.	SF 2803, Application To Make Deposit and Redeposit

(1)	When an employee desires to make a deposit or redeposit to the credit of his retirement fund, SF 2803, Application To Make Deposit or Redeposit, will be processed.

(2)	Upon receipt of the SF 2803 in the Fiscal activity a TT 13 (request for RPO, VA Form 30-212, Individual Retirement RPO) will be processed and forwarded to the DPC.

(3)	The RPO, VA Form 30-212, Individual Retirement RPO, will be utilized to prepare section B, on the reverse of SF 2803.

(4)	The application will be certified and forwarded to the Compensation Group, Office of Personnel Management, Washington, DC 20415.  The SF 2803 will not be forwarded through the Finance Center.

l.	SF 2804, Voluntary Contributions.  An employee who desires to make voluntary contributions will fill out SF 2804, Application To Make Voluntary Contributions, and will file it with the OPM.  The application will not be forwarded through the DPC.

NOTE: OPM requires that employees filing Applications to make Deposit and Redeposit or Voluntary Contributions to their retirement funds (reference subpars. k and l above) must deposit these sums directly to OPM.  Under no circumstances may payroll deductions be made from an employee's pay for these purposes.

m.	SF 2805, Indebtedness and Setoffs

(1)	Money payable from the CSR (Civil Service Retirement) Fund may be offset to effect recovery of any valid debt due the United States provided:

(a)	The former employee is separated from Federal Service;

(b)	The agency has exhausted all other means of recovery;

(c)	The agency has offered and, if the debtor has requested it, completed the procedures prescribed by 4 CFR, Chapter II, Part 102 (described in Part B of FPM Letter 831 907 dated April 10, 1987; and

(d)	The debtor has filed an application for refund or for a monthly civil service annuity benefit.

(2)	If a debtor has separated as an employee of the VA and has consented (in writing) to the offset, the SF 2805 and OPM Form 1552, Recertification of Request for Recovery of Debt due the United States (reference FPM Letter 831-90) must be transmitted with the VA Form 4-5639, Transmittal Control Register-Master Record Update Transactions, containing the TT 22 (separation action).

(3)	If a debtor has separated and a consent agreement has not been obtained, the local certifying official must notify the Austin Finance Center (0475B1) that an indebtedness exists, the reason(s) for establishment of the indebtedness, and the amount of the indebtedness, if known.  The notification must be transmitted with the VA Form 4-5639 containing the TT 22.

(4)	If the indebtedness is discovered at least one pay period following the separation action, the notification of indebtedness will be sent directly to OPM, The Austin Finance Center (0475B1) will provide the register number of the original transmittal to OPM which contained the employee's retirement record.  This register number must be included on the notice.

(5)	If a debtor resonds that due process was not afforded, OPM will suspend payment for 60 days, as indicated in   FPM Letter 831 90.  Within the period of time, the local certifying officer must submit proof of compliance with procedures under 4 CFR Chapter II, Part 102.  This will be accomplished by submitting a photocopy of the demand letter sent to the debtor and a statement that the written demand was effected by ordinary mail, addressed to the last known address, and such demand was not returned as undeliverable by postal authorities.

NOTE: The SF 2805 will not be used for the offset of past due Health Benefits deductions from separated employees. See paragraph 5.05 of this chapter for further instructions.

n.	BRI 46-48, Notice of Approval of Disability Retirement Application.  Upon receipt of Form BRI 46-48 (original and two copies), the Personnel activity should take action to separate the employee in accordance with FPM Supplement 831-1, subchapter S10, paragraph S10-11. In view of the fact that VA retirement records are normally forwarded to OPM approximately 10 days following the close of the pay period, the Payroll activity should always complete line three of the form by indicating the last day for which the employee will receive pay.  One copy of the form should then be certified locally and returned immediately to the OPM.  The second copy of the form should be submitted to the Austin Finance Center together with other required documents (SF 2809, ISF 2810, etc.) at time of separation.  The original copy is retained at the facility and serves as the basis for separating the employee.

5.15	RETIREMENT-FERS (FEDERAL EMPLOYEES RETIREMENT SYSTEM)

a.	General. Public Law 22-335 established the (FERS) (Federal Employee's Retirement System ) effective January 1, 1987.

(1)	Automatic Conversions.  The law retroactively extended to employees hired after December 31, 1983, under the interim CSRS retirement plan (codes C and E).  Therefore, all employees first hired after December 31, 1983, were automatically converted to FERS effective January 1, 1987.  At the time of this conversion, all retirement money which had been designated as CSRS retirement was redesignated as FERS.  For retirement annuity purposes, these employees were never under the CSRS system.  Upon separation, the PAID system will issue a SF 3100, FERS Retirement Record, for forwarding to OPM.

(2)	Voluntary Conversions.  With the enactment of FERS, the law also allowed any CSRS employee to voluntarily convert to FERS.  The voluntary conversion to FERS is an irrevocable decision.  Voluntary conversions were divided into two categories (Redesignated and Frozen) depending upon the number of years of creditable civilian service the employee had at the time of conversion.  Generally, the open season for voluntarily converting to FERS was during the period July 1, 1987, through December 31, 1987.

(a)	Redesignated Record.  Employees with less than 5 years of creditable civilian service have redesignated retirement records.  All previous CSRS deductions were redesignated as FERS retirement deductions.  These employees are entitled to request a refund of any excess CSRS deductions that may have been withheld from their pay (see subpar. h below).  Employees with redesignated retirement records will have their retirement annuities computed according to FERS regulations.

(b)	Frozen Record.  Employees with 5 or more years of creditable civilian service on the date of conversion have both a "frozen" CSRS retirement record and a FERS retirement record.  A "frozen" CSRS record means that all entries and money amounts on the CSRS record remain under the CSRS.  In addition, the employee's sick leave balance at the time of conversion is entered on the CSRS record.  After conversion, all future entries are placed on a FERS retirement record.  Upon separation, the employees will have both a CSRS and FERS retirement record forwarded to OPM.  Upon retirement, these employees will receive a combined retirement annuity computed on the basis of the amount of service rendered under CSRS and FERS.

(3)	Employees who are rehired after a break in service have the option of electing to voluntarily convert to FERS.

(4)	Once an employee converts either voluntarily or automatically to FERS, they become subject to all FERS regulations and entitlements.

(5)	FERS is a three tiered retirement plan consisting of FERS (Basic Benefit), Social Security (FICA) and the TSP (Thrift Savings Plan).  However, in this paragraph, all references to FERS will be in the context of the Basic Benefit portion of the FERS coverage.

b.	Processing Initial Authorization.

(1)	TT's Used.  A2 and C2.

(2)	Initial authorization for retirement deductions will always be accomplished by the Personnel activity on VA Form 5-4652.  If the change is effective on other than the first day of the current pay period or is retroactive to a prior pay period it will be necessary to process adjustment transactions to effect proper retirement deductions.

(3)	If an employee is retroactively (VA Form 5-4652 effective date other than first day of current pay period) changed from CSRS to FERS retirement coverage, special procedures have been established for correcting the prior periods.  Instructions for these changes can be found in appendix A of this chapter.

(4)	FERS (BASIC BENEFIT) employee and agency contribution rates are as follows:

	Employee Deduction Rates



	Year	Code K	Code M

	1987	1.3%	1.8%

	1988-89 (Current)	0.94%	1.44%

			



	Agency Contributions



	Pay Period Effective in VA	Tax Year	Contribution Code K	Contribution Code M

				

	1-20	1987	14.8%	29.4%

	21-25	1987	12.5%	24.9%

	26	1988 (current)	12.86%	25.26%

				



Both the employee deduction and agency contribution will be calculated by multiplying the base pay times the applicable percentage rate.

c.	Adjustments.

(1)	TT Used. 83, 93, R3.

(2)	Salary adjustments that are processed by means of a TT 82 will require a corresponding TT 83 adjustment to withhold/refund the proper amount for FERS retirement.

(3)	Manual adjustments to FERS deductions will be coded on a TT 83 using item 18 on the VA Form 4-5638.  The applicable retirement code (K or M) from the employee's PAID master record must be entered in CC 28 followed by the employee's share of retirement in CC's 29-33 and the agency contribution in CC's 34-38.  Agency contributions that are applicable to a prior fiscal year must also be coded in CC's 74-80 of the TT 83, 93, R3 input.  Refunds will be processed by coding an "X" in the block over the units position in the amount fields.  Erroneous retirement deductions for current employees should be refunded to the employee.

NOTE: Instructions and examples for processing FERS retirement adjustments can be found in appendix A of this chapter.

d.	FERS Contributions by Re-employed Annuitants.

(1)	Reference Public Law 100-238.

(2)	Annuitants who retired under FERS coverage and are re-employed must have regular FERS retirement deductions withheld from their basic salary.  This is true for all types of re-employment with the exception of intermittent status.  The FERS contributions will be  computed on the full biweekly amount of basic pay prior to the subtraction of the annuity amount.  These FERS deductions are not subject to agency contributions.

(3)	Initial Authorization

(a)	TT's Used.  A2, C2.

(b)	Initial authorization will be coded on VA Form 5-4652 by the Personnel activity by entering a code "K" (or "M", if appropriate) in the "Ret/FICA" field.

(4)	Adjustments

(a)	TT Used. 83, 93, R3.

(b)	When a TT 82 pay adjustment is processed on a re-employed annuitant, the biweekly FERS retirement deduction must be manually computed.  Manual adjustments to FERS retirement deduction must be manually computed.  Manual adjustments to FERS retirement deductions will be coded on a TT 83 using item 18 on VA Form 4-5638.  A code "9" will be entered in CC 28 followed by the amount of the adjustment in CC's 29-33.  CC's 34-38 remain "blank".  Refunds will be processed by coding an "X" in the block over the units position in the amount field.

e.	Applications for Disability Retirement.

(1)	TT Used. 24.

(2)	Processing Application.

(a)	Upon receipt of an application for disability retirement (SF 3105), the Personnel activity will prepare a TT 24 on VA Form 5-4652a completing all items within the transaction except pay status ceased and sick leave data.  The completed VA Form 5-4652a (except pay status ceased and sick leave data) will be forwarded to the Payroll activity along with the SF 3105, Document in Support of Disability Retirement Application, for completion of pay status ceased and sick leave data and submission to the DPC.

(b)	The Payroll activity will complete pay status ceased data to indicate the employee's pay status as follows:

1.	Employee is in a duty status and no definite date has been established for separation or cessation of pay:

	CC 26: Enter code "1".

	CC's 27-32: Leave blank.

2.	Employee has applied for disability retirement but remains in a pay status pending the expiration of sick leave and any annual leave which cannot be included in a lump sum payment:

	CC 26: Enter Code "2".

	CC's 27-32: Enter the date for which the employee will last receive payment.  This must always be a future date.  The date to be coded in CC's 27-32 will be the date on which the employee will last receive payment for accrued sick leave and annual leave which cannot be included in a lump-sum payment.  This will require the projection of available sick leave and annual leave which cannot be included in a lump-sum payment. consideration must be given to the employee's established tour of duty, as well as to accruals and holidays occurring within the projected expiration period.

3.	Employee has applied for disability retirement and is currently in a nonpay status:

	CC 26: Enter code "3".

	CC's 27-32: Enter the date for which the employee last received payment.  This must always be a prior date.

NOTE: Codes specified for pay status ceased CC 26, will result in the following remarks on the preliminary SF 3100, Individual Retirement Record:

	Code	Remark

	1	Employee is in a duty status (no date)

	2	Pay will stop __________ (future date)

	3	Pay stopped __________ (prior date)



(c)	The Payroll activity will enter sick leave data in accordance with paragraph (g) below.

(d)	SF 3105, Document in Support of Disability Retirement Application, Application for Retirement, and any supporting documents will be forwarded to the Control Point for submission to the DPC with the same transmittal in which the transaction 24 is included.  Supporting documents will be listed in "Remarks" of VA Form 4-5639 or VA Form 4-5639a, as appropriate, and identified by Social Security Number.  The reverse side of these forms will be used if necessary.

f.	Final Separations-Retirement.

(1)	TT Used. 22 or 23.

(2)	Upon receipt of VA Form 5-4652 indicating a final separation due to retirement, the Finance activity must complete pay status ceased data to show the last date for which the employee actually received pay.  The date entered establishes the date on which the annuity will commence.  Annuities are computed on calendar days.  Coding will be as follows:

	Pay status ceased, CC 26: Enter code 3 in all cases.

	CC's 27-32: Enter date for which the employee last received payment (may be prior date or the same as the effective date of separation, but may not be a future date).

(3)	Any supporting documents accompanying transaction 22 or 23 will be identified by Social Security number and forwarded to the CP for submission to the DPC with the same transmittal as the transaction 22 or 23.  Supporting documents will be listed in "Remarks" on VA Form 4-5639 or VA Form 4-5639a, as appropriate.  The reverse side of these forms will be used if necessary.

(NOTE: Pay status ceased data will not be coded for death cases.)

g.	Sick Leave Credit for Retirement.

(1)	Generally, sick leave credit is not allowed for the purpose of computing a FERS annuity.  It is not used for satisfying eligibility requirements or in determining the "high 3" salary.

(2)	Sick leave credit is allowed in those instances where an employee had his/her CSRS retirement record "frozen" at the time of voluntary conversion to FERS.  In this instance the lesser of the two sick leave balances, either at the time of conversion (reference subpar. a 2(b) above) or the balance at retirement, will be used by OPM as sick leave credit for the CSRS portion of this employee's annuity.

(3)	Until further notice, however, sick leave credit for all FERS retirements (preliminary and final) should be processed according to CSRS procedures set forth in paragraph 5.14g of this chapter.

h.	OPM Form 1562, Application for Return of Excess Retirement Deductions.

(1)	In accordance with Pub.  L. 99-335, certain employees who converted to FERS and. who had their CSRS retirement redesignated to FERS, are entitled to request a refund of the excess CSRS retirement.

(2)	The local Personnel Office will be responsible for determining an employee's eligibility for a refund.  If the employee is eligible for a return of excess CSRS deductions, the Personnel Office should prepare a TT 13 on VA Form 5-4640, Request for Printout, and enter a code F in CC 22.  The TT 13 together with the OPM Form 1562 should be forwarded to the PAID CPA (Control Point Activity).  The CPA will forward the OPM Form 1562 as a hardcopy document to the Austin Finance Center in the same transmittal in which the TT 13 was submitted to the Finance Center.

NOTE: Employees who were automatically converted to FERS on January 1, 1987, as well as those employees who were rehired and who have prior non-offset CSRS service will have only the OPM Form 1562 forwarded as hardcopy to the Austin Finance Center.

(3)	If the Personnel Office determines that the employee is not eligible for a return of excess deductions, they will notify and inform the employee of his/her reconsideration rights.

i.	SF 3106, Application for Refund of Retirement Deductions.

(1)	When an employee desires to make application for refund of his retirement lump-sum credit, SF 3106 will be processed.

(2)	Following completion by the employee and prior to submission of the SF 3106 to the Austin Finance Center, the PAID Control Point activity should enter payroll office number 3600-0200 in the designated block in the upper right corner of the form.  The VA Finance Center will then forward the application to the OPM (Office of Personnel Management).  The application should contain a notation thereon as to the date and register number of the SF 2807 on which the SF 3100 was transmitted.

(3)	If an employee has been separated for more than 30 days, the SF 3106 should be forwarded directly to OPM at the address shown on the form.  However, before releasing the form to OPM, you should contact the Austin Finance Center to obtain the register number and date on which the employee's SF 3100 was forwarded to OPM.

NOTE: Under FERS regulations there are no provisions for refunded FERS deductions to later be redeposited or for the employee to voluntarily contribute to their FERS retirement account with OPM.

j.	SF 3108, Application to Make Service Credit Payment for Civilian Service.

(1)	Although there are no provisions for an employee to redeposit refunded FERS deductions, non-deduction service performed before January 1, 1989 or CSRS deductions that were refunded prior to conversion to FERS may be redeposited.

(2)	Employees wishing to make deposit for FERS service credit should complete the SF 3108 and mail it directly to OPM using the address information on the form.

k.	SF 2805, Indebtedness and Setoffs.

Offsets for indebtedness for FERS employees should be processed according to the CSRS instructions contained in this chapter.

l.	BRI 46-48, Notice of Approval of psiability Retirement Application.

Upon receipt of Form BRI 46-68 (original and two copies), the Personnel activity should take action to separate the employee in accordance with FPM Supplement 831-1, subchapter S10, paragraph S10.11. In view of the fact that VA retirement records are normally forwarded to OPM approximately 10 days following the close of the pay period, the Payroll activity should always complete line three of the form by indicating the last date for which the employee will receive pay.  One copy of the form should then be certified locally and returned immediately to the OPM.  The second copy of the form should be submitted to the Austin DPC together with other required documents (SF 2809, SF 2810, etc.) at time of separation.  The original copy is retained at the facility and serves as the basis for separating the employee.

5.16	SAVINGS BONDS (SERIES EE BONDS ONLY)

a.	Reference.  MP-4, part II, paragraph 3B.02.

b.	Processing Initial Authorization

(1)	TT's Used. 61, 62, 63, 64.

(2)	Preparation of Bond Information Code Sheet

(a)	Upon receipt of SBD 1192 in the Payroll activity, TT's 61, 62, 72 and 73 will be coded if one bond is requested.  If an additional bond is requested, TT's 63, 64, 74 and if necessary 75 will be coded.

NOTE: TT's 61 and 62 will be accepted and the bond segment established without the TT's 72 and 73, however, no deduction for bonds will be made until the complete address is furnished. This also applies to bond No. 2.

(b)	Denomination. Refer to the code list below and enter the appropriate code in CC 22 of TT's 61 and 63:�

	Code	Denomination

	2	50.00

	3	75.00

	4	100.00

	8	200.00

	B	500.00

	D	1,000.00

	F	5,000.00

		

NOTE: Employees purchasing bonds in the $50, $75, or $5,000 denominations on February 1, 1988, may continue such purchases.  These employees may increase allotment amounts and change inscriptions on their existing authorizations; however, requests for new allotments in these denominations may not be made.

(c)	Pay Period Deduction.  This field must be completed for TT's 61 and 63.  The minimum allotment is $3.75 per biweekly pay period.  Allotments in amounts greater than the minimum allotment may be made in any amount and need not be an aliquot part of the purchase price.  If an allotment is not an aliquot part of the purchase price, the balance is applied toward the purchase of the next bond.

EXAMPLE: An employee applies for a $100 savings bond with a $25 allotment each pay period.  Coding for bond No. 1 would be as follows:

TT 61:	Denom.

	CC 22: Enter "4"

	Pay Period Deduction

	CC's 23-27: Enter "Ø25ØØ"

Coding for bond No. 2 is the same except that TT 63 will be used.

(d)	Title and Name of Owner

1.	The name of the owner will be entered in CC's 28-59.  Courtesy titles "Ms."  "Miss", "Mrs.," or "Mr." preceding the name of owners of first named co-owners are optional in all cases.  Use of titles other than those identified above will be discouraged.  They will not, however, be refused or become the subject of controversy between the employee and the Finance activity.  When titles other than Ms., Miss, Mrs., or Mr. are used, they must not be used as a suffix in conjunction with a name already containing a suffix.  For example, John A. Jones, Jr., M.D., would improperly identify bond ownership in the file maintained by the Bureau of Public Debt, whereas a prefix of Dr. as in Dr. John A. Jones, Jr., while undesirable, would properly identify bond ownership.

2.	If an employee wishes bonds to be issued in his or her name (as bond owner) with the title and SSN the same as in his master record, then code "SAME" in CC's 28-31 of TT's 61 and 63 and leave the balance of the name field blank.  In this instance the SSN of owner in CC's 60-68 is also left blank.

3.	Fiduciaries and private or public organizations.  When an organization is named as owner, only the single owner form or registratin may be used.  No co-owner or beneficiary may be named.

4.	Owner's SSN or EI No.

a.	To comply with Treasury requirements, it is mandatory that owner's SSN or EI No. (employer's identification number) be shown in the inscription on all savings bonds.

b.	When the bond owner is other than an individual, the EI number must be shown.

c.	Fiscal activities may not accept SBD's 1192 which do not reflect the required identification numbers.

(e)	Title and Name of Co-Owner or Beneficiary, TT's 62 and 64

1.	Refer to the code list below and enter the appropriate code in CC 22.

	Code	Status

	1	Co-owner

	2	Beneficiary

	Z	No co-owner or beneficiary

		



2.	Title and Name of Co-Owner or Beneficiary.  Code in CC's 23-50 of TT's 62 and 64 following same principle as outlined in subparagraph (d)l above.

3.	Co-Owner's or Beneficiary's SSN.  Every effort should be made to obtain the SSN of the co-owner or beneficiary; however, if an employee fails to comply, CC's 51-59 of TT's 62 and 64 will be left blank.

NOTE: Fiduciaries and private or public organizations may not be named as either co-owner or beneficiary.  The only exception to this rule is the Treasurer of the United States, who may be named in either instance.

(f)	Bond Information Coding Examples

EXAMPLE 1: Bond No. 1 for employee (See subpar. (d)2 above.)

TT 61:	Denom.

	CC 22: Enter "4"

	Pay Period Deduction

	CC's 23-27: Enter "Ø25ØØ"

	Title and Name of Owner

	CC's 28-59: Enter "SAME"

EXAMPLE 2: Bond No. 1, coding for co-owner and title and name of co-owner. (See subpar. (e) above.)

TT 62: Code

	CC 22: Enter "1"

	Title and Name of Co-Owner or Beneficiary		blank spaces between name



	CC's 23-50: Enter "MRS MARY JOHNSON"

	Co-Owner's or Beneficiary's Social Security No.

	CC's 51-59: Enter "Ø14328761"

EXAMPLE 3: Bond No. 2, coding when owner is other than employee.  Denomination of bond $100 and designation of beneficiary is coded. (See subpars. (d) and (e) above.)

TT 63: Denom:

	CC 22: Enter "4"

	Pay Period Deduction

	CC's 23-27: Enter "ØØ625"

	Title and Name of Owner			blank spaces between name

	

	

	CC's 28-59: Enter "MRS GLADYS   L   SMITH"

	Owner's Social Security No.

	CC's 60-68: Enter "1458Ø3792"

TT 64: Code

	CC 22: Enter "2"

	Title and Name of Co-Owner or Beneficiary		blank spaces between name





	CC's 23-50: Enter "MISS RUTH SMITH"

	Co-Owner's or Beneficiary's Social Security No.

	CC's 51-59: Enter "231825647"

EXAMPLE 4: Bond No. 1, bond denomination $100 charitable organization designated as owner.

TT 61: Denom.

	CC 22: Enter "4"

	Pay Period Deduction

	CC's 23-27: Enter "ØØ625"

TT61: Title and Name of Owner			blank spaces





	CC's 28-59: Enter "AMERICAN RED CROSS"

	Owner's Social Security No.

	CC's 60-68: "53Ø167Ø6Ø"

NOTE: The employer's identification number must be shown when the bond owner is an organization.

�TT 62: Code

	CC 22: Enter "Z"

	Title and Name of Co-Owner or Beneficiary

	CC's 23-50: "Leave blank"

	Co-Owner's or Beneficiary's Social Security No.

	CC's 51-59: "Leave blank"

NOTE. If bond No. 1 and bond No. 2 is involved, it will be necessary to code on two VA Forms 4-5640, Bond Information Code Sheet.

c.	Changes, Adjustments and Cancellations

(1)	TT's Used. 61, 62, 63, 64, 65, and R4.

(2)	Preparation of Code Sheets

(a)	TT's 61, 62, 63, and 64 can be used independently to change data in the master record.  Normally the entire TT will be coded except that to change either the bond denomination or pay period deduction it is necessary to code only through CC's 27 of TT's 61 or 63 as applicable.  If data on other than bond denomination or pay period deduction is being changed, it will be necessary to code complete TT's.

EXAMPLE: To change bond denomination, code TT's 61 or 63 as applicable.  A change in bond denomination from $100 to $200 for bond No. 1 would be code as follows:

TT 61: Denom.

	CC 22: Enter "8"

Pay Period Deduction

	CC's 23-27: Enter "Ø25ØØ

(b)	A change in bond denominatin or pay period deduction will not be processed by the station until the previously established bond (that is being changed) is issued.  If the employee desires to change the bond denomination or pay period deduction immediately, and there is a bond balance, it must be refunded to the employee by coding a TT 65 before processing the new authorization.  Any deviation from above procedures may result in an erroneous effective date.  The PAID system will automatically refund any unapplied bond balance which remains to an employee's credit following purchase of a savings bond.

(c)	Title and name of owner or co-owner will not reflect any numeric codings.  In order to code names such as "John Jones, 1st," "2d," etc., use capital letter "I" to represent 1st and "I" to represent 2d.  Numeric codings will result in a reject.

(d)	Cancellation of Bond Authorization and Refund of Unapplied Balances—Code TT 65.  A cancellation of a bond deduction established with TT's 61 and 62 will be accomplished by coding "1" in CC 22.  If established with TT's 63 and 64 code a "2" in CC 22.  Any unapplied balances will automatically be refunded to the employee.  The following example cancels all of bond No. 1 data, including the bond address:

TT 65: Code

	CC 22: enter "1"

NOTE 1: When an employee separates or transfer through the use of TT 22 or 23, bond balances will automatically be refunded. However, if the bond balance and the pay period deduction would equal an amount that would purchase a bond the deduction will be made and a bond issued. In this respect, deductions will also be made from lump-sum payments, except when an employee separated in a prior pay period. Submission of a TT 65 is not required.

NOTE 2: Bond balances will always be refunded for deceased employees.

NOTE 3: Transfer within the VA accomplished by TT 97 will not affect the bond balance and any unapplied balance will be retained in the master record.

(e)	Co-Owner or Beneficiary (Title or Name) Code TT 62 or 64 as Applicable.  For example, if an employee changes the co-owner name of his bond No. 1, coding would be as follows:

TT 62: Code

	CC 22: Enter "1"

Title and Name of Co-Owner or Beneficiary			blank spaces between name

	

	

	CC's 23-50: Enter "MISS MARGARET   A.   JONES"

Co-Owner's or Beneficiary's Social Security No.

	CC's 51-59: Enter "4Ø8631724"

(f)	Field stations are not authorized to use TT 84 to make a one-time adjustment to a bond field on VA Form 4-5638.  Any changes to bond deduction will be made with a TT 61 or 63 as outlined in this paragraph.

d.	Reissuance and Cancellation of Bonds

(1)	Reissuance.  If a U.S. savings bond is to be reissued, TFS 258 will be prepared and mailed with the bond to the Finance Center, Austin Texas . The TFS 258 will be prepared in an original and three copies.  The original and two copies will be mailed to the Austin Finance Center.  In order to complete the TFS 258, the schedule number and date of the schedule on which the bond was issued will be obtained from the OF 41, Routing and Transmittal Slip, furnished to the stations on a biweekly basis by the Finance Center. The field facility will not certify the TFS 258.  The certification will be accomplished by the Austin Finance Center.

(2)	Cancellation

(a)	If a U.S. savings bond is to be canceled, a TFS 258 will be prepared and mailed with the bond to the Finance Center, Austin Texas. The TFS 258 will be prepared in an original and three copies.  The original and two copies will be mailed to the Finance Center.  In order to complete the TFS 258, the schedule number and date of the schedule on which the bond was issued will be obtained from the OF 41, Routing and Transmittal Slip, furnished to the stations on a biweekly basis by the Finance Center.  The field facility will not certify the TFS 258.  The certification will be accomplished by the Finance Center.

(b)	If the bond being canceled is for a currently employed employee, an OF 41 will be mailed by the station with the bond and the TFS 258.  The OF 41, Routing and Transmittal Slip, will contain the following information:

1.	Station number.

2.	Employee's name.

3.	Employee's SSN.

4.	Amount due employee as a refund.

(c)	If the bond being canceled is for a separate employee, a VA Form 4-5638 will be prepared in duplicate for TT's R1 and R4 in accordance with paragraph 3.14 TT R4 for item 26, "Reserved," will be coded with an "X" in the box for CC 27.  The original will be forwarded to the Finance Center with the TFS 258 and bond.

(d)	The Finance Center will take the necessary actions to make any refund that is due currently employed or former employees.

(e)	Nonreceipt of Bonds.  If a bond is not received, the United States Treasury, Financial Management Service, ATTN: Claims Branch, P.O. Box 7838, Philadelphia, PA 19101, should be promptly notified by the employee in writing.  The Fiscal activity should assist employees in preparing the proper notification which should include all available information about the bond including the employee's Social Security number.

(f)	Notification of Loss, Theft, Destruction, Mutilation and Defacement of Bonds.  After receipt by the owner or his representative, immediate notice of the facts concerning the loss, theft, destruction, mutilation or defacements of a bond, together with its complete description (series, years, and month of issue, serial number, name and address of the registered owner or co-owner), and Social Security number, should be furnished to the Bureau of the Public Debt, P.O. Box 509, Parkersburg, WV 26101.  Defaced bonds and all available fragments of mutilated bonds in any form whatsoever should be submitted.

5.17	STATE TAXING AUTHORITIES-WITHHOLDING TAX AND INCOME INFORMATION

a.	Reference.  MP-4, part II, paragraph 3B.05.

b.	General

(1)	State Income Taxes.  The PAID system is programmed to permit withholding for two State taxing authorities.  The two permitted withholdings are identified as PRIMARY and SECONDARY.  PRIMARY State tax withholding is defined as that withholding which is mandatory under agreement between the State involved and the U.S. Treasury Department.  Further included in this category are those withholdings which are optional with the employee by virtue of a reciprocal agreement between the State in which employed and the State of residence.  Primary withholding will always be based on a computerized formula which gives full recognition to the withholding requirements for the State involved.  SECONDARY withholding is based on a fixed amount, which will not vary with earnings, and must always be in addition to the PRIMARY State tax.  Deductions for State income tax will be made in accordance with withholding agreements executed between State taxing authorities and the Treasury Department.  In processing such authorizations, it will be necessary for the Fiscal activities to be familiar with the procedural instructions and reciprocal agreements which are applicable to the States for which they are withholding.  In those instances where an employee resides in one State, and is employed in another State and both States have either withholding or reporting requirements, it may be necessary to furnish income information to the employee's State of residence. (See fig. 5.Fl.)

(2)	Predetermined State and Local GSA Codes.  When establishing a new employee master record every effort must be made to insure that all applicable State and local GSA codes are promptly established in the master record.  Such input should be included in the same transmittal in which the accession transactions are forwarded to the Austin, Finance Center.  In the absence of such input, the "PAID" system will automatically furnish the predetermined GSA code(s).  Computer-generated codes will be furnished on the basis of the actual duty station assignment.  The computer-generated GSA code(s) will always be used for reporting wage information to the State or local taxing authorities.  They will never be the basis for withholding tax from individual salary payments.  Predetermined GSA codes in figure 5.F3 have been established in the "PAID" system for the listed duty station locations.  In all other instances, predetermined GSA codes are based on the geographical location of the parent station.

c.	Processing Employee Withholding Exemption Certificate for Primary State Income Tax

(1)	TT Used. 41.

(2)	General Coding Instructions

(a)	For States having withholding, exemption information will be coded in CC's 22 and 23 in accordance with specific instructions contained in the following subparagraphs.  The appropriate two-digit State GSA code, followed by four zeros, will then be entered in CC's 24-29.  When provided for by coding instructions applicable to a specific State, the following codes will be used to code CC 22 or 23 as appropriate, for exemptions in excess of 9.

Number of Exemptions	Enter in CC 22 or 23 as Appropriate

	10	Code an "x" over zero

	11	J

	12	K

	13	L

	14	M

	15	N

	16	O

	17	P

	18	Q

	19	R

	20	Code a "+" over zero

	21	A

	22	B

	23	C

�Number of Exemptions	Enter in CC 22 or 23 as Appropriate

	24	D

	25	E

	26	F

	27	G

	28	H

	29	I

(b)	In those instances where income information is to be furnished to a State taxing authority, a code "ZZ" will be entered in CC's 22 and 23.  After entering the appropriate two-digit State GSA code in CC's 24 and 25, CC's 26-29 will be completed by entering four zeros.

(3)	ALABAMA.  The State of Alabama's tax regulations provides personal and dependent exemptions and refers to personal exemptions as one-half an exemption for a single status or a married status claiming only one-half of the exemption (husband or wife) and a full exemption, for a married or head of household status. The exemption will be coded as "l" or "2", respectively, in CC 22.  Dependent exemptions will be coded in CC 23 in the same manner as shown in the general coding instructions.

EXAMPLE: Employee "A," VA Medical Center, Birmingham, Alabama, is single with two dependents.  Coding for this employee will be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "12"

	GSA Code CC's 24-29: Enter "Ø1ØØØØ"

(4)	ARIZONA.  The Arizona State Income Tax Act provides for a withholding tax based on 10 percent of the amount withheld for Federal taxes 15 percent for employees with annual salary rate in excess of $15,000 or an alternate 20 percent withholding rate.  The appropriate withholding percentage rate must be entered in CC's 22 and 23 followed by the State GSA code in CC's 24-29.

EXAMPLE: A full-time employee of VA Medical Center, Tucson, Arizona, with an annual salary rate in excess of $15,000 and who does not elect the alternate method, will be coded as follows:

TT 41: Primary State Tax

	Exempts.  CC's 22-23: Enter "15"

	GSA Code CC's 24-29: Enter "Ø4ØØØØ"

(5)	ARKANSAS.  For the State of Arkansas the law provides for personal exemptions and dependent tax credits.  Coding will be as follows:

�Personal Exemptions	Code in CC 22

No personal exemptions claimed		0

Single		1

Married and claiming self only		2

Married and claiming both or 

claiming head of family		3

Dependent Tax Credits

Enter total number of dependents claimed in CC 23.

EXAMPLE: Employee is married, claims self and wife as personal exemptions and claims four dependents.

TT 41:	Primary State Tax

		Exempts.  CC's 22-23: Enter "34"

		GSA Code CC's 24-29: Enter "Ø5ØØØØ"

(6)	CALIFORNIA.  The State of California has a tax based on a combination of marital status and allowances. In addition, this State also provides an optional method for treating additional withholding allowances for estimated deductions.  However, this optional method will be used only upon the written request of an employee.  The marital status of an employee will be entered as the last digit of the six-digit State GSA code.  Coding for employees subjects to this tax will be as follows:

Additional Withholding Allowances for Estimated Deductions	Enter in CC 22

	

Employee has not selected optional treatment method.	0

1 to 9.	1 to 9

10 or more exemptions	Refer to General Coding Instructions

	

Number of Regular Allowances	Enter in CC 23

0 to 9	0 to 9

10 or more exemptions.	Refer to General

	Coding Instructions

	

NOTE: When an employee has elected tax computation based on the optional method, care must be exercised to insure that those allowances entered in CC 22 are not included with the regular allowances entered in CC 23.

Marital Status



Status	Enter in CC 29

Single	1

Married	2

Head of Household	3

	



EXAMPLE: Employee "B," VA Medical Center, San Diego, California, is married, claims four regular exemptions plus an additional five exemptions for itemized deductions.

�TT 41:	Primary State Tax

	Exempts. CC's 22-23: Enter "54"

	GSA Code CC's 24-29: Enter "Ø6ØØØ2"

(7)	The following State taxing authorities provide for a withholding tax based on the marital status and exemptions claimed for Federal tax.  The PAID system will automatically determine the marital status and the number of exemptions claimed from the "Federal Tax Exemption" field.  VA facilities located in these States will code zeros in CC's 22 and 23.

COLORADO, NEBRASKA, UTAH

EXAMPLE: An employee of VA Medical Center, Denver, Colorado, will be coded as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "ØØ'

	GSA Code CC's 24-29: Enter "Ø8ØØØØ

(8)	The following States provide for either a withholding tax based on dependency exemptions or combined personal-dependents exemption.  VA stations located in these States will code the number of exemptions in CC's 22 and 23:

DELAWARE, ILLINOIS, INDIANA, IOWA, KENTUCKY, MARYLAND, MASSACHUSETTS, MICHIGAN, MINNESOTA, NEW JERSEY, NEW YORK, SOUTH CAROLINA, VIRGINIA

EXAMPLE: An employee of the VA Medical Center, Perry Point, Maryland, is married and has nine children. Dependency exemptions include the employee, his wife, and nine children, for a total of 11 exemptions.  Dependency exemptions include the employee, his wife, and nine children, for a total of 11 exemptions.  Coding for this employee would be as follows:

	Exempt. CC's 22-23: Enter "11"

	GSA Code CC's 24-29: Enter "24ØØØØ"

NOTE 1: Employee whose regular place of Federal employment is within the State of Maryland, but who are not residents of Maryland, are not subject to the local income tax imposed upon residents of a Maryland county (or Baltimore City).  They may, however, be subject to withholding of the regular Maryland State income tax.  Accordingly, GSA Code 24ØØØ1 must be coded to identify those nonresidents of the State Of Maryland who are not exempt from the regular Maryland State income tax by a reciprocal agreement between the State of Maryland and the State of the employee's residence.

NOTE 2: The State of Massachusetts allows a blindness withholding exemption.  Eligible employees who desire to claim this exemption must indicate on the withholding exemption certificate that the employee and or his/her spouse is blind.  The blindness exemption code must be entered as the last digit of the six-digit State GSA code (CC 29).  A code "1 " must be used for this purpose.

(9)	DISTRICT OF COLUMBIA.  Income tax withholding for the District of Columbia is based on an employee's marital status, the tax filing status of married employees, and a percentage of the Federal tax.  Coding for this tax will be made by using the following table:

�Marital Status	Code in CC's 22-23

Single.	10

Married (filing jointly	20

Married (filing separately)	30

Exempt from Federal tax but subject to the provisions of the DC income tax	10

	



EXAMPLE: An employer at VA Central Office is married and files a separate tax return with his spouse.  Coding for this employee would be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "30"

	GSA Code  CC's 24-27: Enter "110000"

NOTE: In those instances where the Federal tax field contains "998," DC tax will be withheld at the rate of 3 percent of the gross wages.

(10)	GEORGIA.  Income tax withholding for the State of Georgia is based on the employee's tax filing status and the number of dependents claimed by the employee on his Georgia Withholding Certificate.  Coding for this tax will be made by using the following table:

FILING STATUS

Status	Enter in CC 22

Single-exemption not claimed	1

Single-exemption claimed	1

Married and filing separately-Exemption not claimed	2

Married and filing separately-Exemption claimed.	2

Married and filing joint return or head of household-Exemption not claimed.	4

Married and filing joint return or head of household-Exemption claimed	4

	



EXEMPTIONS FOR DEPENDENTS

Number of Exemptions	Enter Dependents Exemptions in

	CC 23 as follows:

0-9.	0-9

10 or more exemptions	Refer to General

	Coding Instructions

	



EXAMPLE: Employee "D," VA Medical Center, Augusta, Georgia, is married and files a joint return with his spouse.  In addition to claiming this exemption, he also claims the exemption for his three dependent children.  Coding for this employee would be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "43"

	GSA Code CC's 24-29: Enter "13ØØØØ"

(11)	The following States have a tax based on a combination marital status and exemptions.  Coding for this tax will be made by using the following table:

HAWAII, IDAHO, KANSAS, MAINE, MONTANA, OREGON

MARITAL STATUS

Status	Enter in CC 22

Single	1

Married	2

Number of Exemptions	Enter in CC 23

0-9	0-9

10 or more exemptions	Refer to General

	Coding Instructions

	

(12)	LOUISIANA.  The State of Louisiana provides for PERSONAL and DEPENDENT exemptions.  VA stations located in this State will use the following table for coding CC's 22 and 23:

PERSONAL EXEMPTIONS

Number of Exemptions	Enter Dependent Exemptions in CC22

0 to 2	0 to 2

	

DEPENDENT EXEMPTIONS

Number of Exemptions	Enter Dependent Exemptions in CC 23

0 to 9.	0 to 9

10 or more exemptions.	Refer to General Coding Instructions

	

EXAMPLE: Employee "E," VA Medical Center, New Orleans, Louisiana, is married with five children.  Coding for this employee will be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "25"  (2 Personal Exemptions, and 5 Dependent Exemptions)

	GSA Code CC's 24-29: Enter "22ØØØØ"

(13)	MISSISSIPPI.  The State of Mississippi provides for personal and dependent exemptions.  All exemptions are claimed in dollar amounts.  The entry in CC 22 of TT 41 will represent thousands of dollars while the entry in CC 23 will represent the number of multiples of $250, which must be added to the dollar value coded in CC 22 to arrive at the total dollar value of all exemptions claimed by the employee.

Codes to be used are as follows:



Dollar Value	Enter in CC 22	Dollar Value	Enter in CC 23

			

$0-9,000	0-9	$0	0

			

10,000	"X" over zero	250	1

			

11,000	J	500	2

			

12,000	K	750	3

			

13,000	L		

			

14,000	M		

			

15,000	N		

			

16,000	O		

			

17,000	P		

			

18,000	Q		

			

19,900	R		

			



In addition to the above exemption allowances, the appropriate standard deduction code must be entered as the last digit of the GSA code.  The following standard deduction codes are established for this purpose:

		Standard Deduction	Code

	$2,300 (Single)	1

	3,400 (Married-spouse not employed)	2

	1,700 (Married-spouse employed)	3

EXAMPLE: An employee of VA Center, Jackson, Mississippi, claims exemptions totaling $6,500.  The employee indicates that his/her spouse is not employed.  Coding for this employee will be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "62"

	GSA Code CC's 24-29: Enter "28ØØØ2"

(14)	MISSOURI.  The State of Missouri has a tax based on a combination of marital status, personal and dependent exemptions.  In addition, this State also provides for an additional exemption for Head of Household or Surviving Spouse and a Special Allowance for a married individual having only one job and spouse not working.  The marital status of the employee will be entered as the last digit of the six-digit State GSA code.  Coding for employees subject to this tax will be as follows:

MARITAL STATUS

Status	Enter in CC 29

Single	1

Married	2

	

PERSONAL EXEMPTIONS

Allowance	Enter in CC 22

0	0

$1,200.00	1

$2,400.00	2

	

DEPENDENT EXEMPTIONS

Allowance	Enter in CC 23

$400.00	1

$800.00	2

	

EXAMPLE: An employee of VA Medical Center, Columbia, Missouri, is married and claims $2,400 personal exemptions, 3 dependents ($1,200) and the special allowance of $800 for a married individual having only one job and spouse not working.  Coding for this employee will be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "25"

	GSA Code CC's 24-29: Enter "29ØØØ2"

NOTE: An allowance of $400 will be allowed for each dependent exemption coded in CC 23.  The additional allowances for Head of Household or Surviving Spouse and for married individuals having only one job and spouse not working will be accomplished by increasing the number of dependent exemptions in CC 23.

(15)	The following State taxing authorities provide for either a withholding tax based on a percentage of gross income or a percentage of the amount withheld for Federal taxes.  VA Stations located in these States will code zeros in CC's 22 and 23:

 	NEW MEXICO, PENNSYLVANIA, RHODE ISLAND,   VERMONT

EXAMPLE: An employee of the VA Medical Center, Albuquerque, New Mexico, will be coded as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "ØØ"

	GSA Code CC's 24-29: Enter "35ØØØØ"

(16)	NORTH CAROLINA.  The State of North Carolina authorizes an additional exemption for blind employees and employees over age 65.  Coding for this employee will be as follows:

�PERSONAL EXEMPTIONS

Status	Enter in CC 22

Personal exemptions claimed	0

Single exemptions	1

Married or head of household or single and blind.	2

Married and blind or head of household and blind	3

	

NOTE: Add 1 to coding specified if age exemption is claimed.

DEPENDENTS EXEMPTIONS

Number of Exemptions (Including Student Exemptions)	Enter in CC 23

0 to 9.	0 to 9

10 or more exemptions	Refer to General Coding Instructions

	

EXAMPLE: Employee "F," VA Medical Center, Durham, North Carolina, is single and blind with one dependent.  Coding for this employee will be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "21"

	GSA Code CC's 24-29: Enter "37ØØØØ"

(17)	OHIO.  The State of Ohio provides for a withholding tax based on personal and dependent exemptions and an estimated percentage of total annual combined income earned by the employee.  The applicable percentage factor will be entered in the last two digits of the GSA code.  A factor of 100 percent will be assumed unless changed by station input.

EXAMPLE: Employee "G," VA Medical Center, Cincinnati, Ohio, is claiming a total of five exemptions and a percentage factor of 65 percent.

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "Ø5"

	GSA Code CC's 74-29: Enter "39ØØ65"

TT 41:	State City Earnings

	Exempts.  CC's 22-23: Enter "ZZ"

	GSA Code CC's 24-29: Enter "39161Ø"

(18)	OKLAHOMA.  Income tax withholding for the State of Oklahoma, is based on the marital status and exemptions claimed for Federal tax or an optional higher withholding rate.

Status	Enter in CC's 22-23

Federal Tax Status.	00

Optional Higher Rate.	10

	

EXAMPLE: An employee of VA Medical Center, Muskogee, Oklahoma, elects to have State tax withheld at the optional higher rate.  Coding will be as follows:

TT 41:	Primary State Tax

	Exempts CC's 22-23: Enter "1Ø"

	GSA Code CC's 24-29: Enter "4ØØØØØ"

(19)	WEST VIRGINIA.  Income tax withholding for the State of West Virginia, is based on the number of exemptions claimed.  Coding will be as follows:1

Number of Exemptions	Enter in CC's 22 and 23

00-29	00-291

	

EXAMPLE: An employee at the VA Regional Office in Huntington, West Virginia, is claiming 12 exemptions.  Coding would be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "12"

	GSA Code CC's 24-29: Enter "54ØØØØ"

(20)	WISCONSIN.  The State of Wisconsin provides an increased value for a personal exemption claimed by an employee when either by employee or his spouse are age 65 or over at the end of the year.  Coding for employees subject to this tax will be as follows:

AGE EXEMPTIONS

Age Status	Enter in CC 22

Neither employee nor his spouse is over age 65	0

Either employee or his spouse is over age 65	1

Both employee and his spouse are over age 65	2

	



Number of Exemptions	Enter in CC 23

0-9	0-9

10 or more exemptions	Refer to General

	Coding Instructions

	

EXAMPLE: Employee "H," VA Medical Center, Madison, Wisconsin, is age 65 while his spouse is age 63.  In addition to claiming these two exemptions, he also claims one dependent.  Coding for this employee will be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "13"

	GSA Code CC's 24-29: Enter "55ØØØØ"

NOTE: Marital status will be determined from the marital status coded in the Federal tax exemption field.

d.	Processing Employee Authorization for Secondary State Income Tax.  The Treasury Department has approved payroll withholding for a second State income tax, in these instances where an employee is subject to the income taxes levied by two States; i.e., the State in which he is employed and the State in which he resides.  Payroll withholding for the income tax levied by the State of residence is optional and will be accomplished by voluntary allotments authorized by the employee.  Allotments, in whole dollar amounts only, will be authorized by a memorandum over the signature of the employee.  Allotments may not be made to a State that has not entered into a withholding agreement with the Treasury Department.

EXAMPLE: A Federal employee who is employed in the State of Pennsylvania and who resides in the State of New York has authorized a biweekly deduction of $10 for payment of New York income tax.  Coding would be as follows:

TT 41:	Primary State Tax

	Exempts.  CC's 22-23: Enter "ØØ

	GSA Code CC's 24-29: Enter "42ØØØØ"

Secondary State Tax

	Amount CC's 22-33: Enter "1Ø"

	GSA Code CC's 24-25: Enter "36"

NOTE: Item 50, CC's 26 through 29 have been preprinted to simplify coding as well as to identify the transaction as Secondary State Income Tax.  This information, although preprinted, must be keypunched in the appropriate card columns on TT's 41.

e.	Furnishing Income Information.  Some taxing authorities have requested income information only.  Taxing authorities should receive information concerning compensation paid employees whose residence is within the jurisdiction of the taxing authorities, listed in part II of figure 5.F1, but whose duty station is outside of such taxing authority and whose compensation is not subject to withholding of the tax imposed by the tax authority of his duty station.

EXAMPLE: Employee I, an employee of the VA Medical Center, Washington, DC, resides in Takoma Park, Maryland, but his duty station is in the VA Medical Center, Washington, DC.  This employee did not authorize tax withholding.  Coding for this employee will be as follows:

TT 41:	State/City Earnings (Info Only)

	Exempts.  CC's 22-23: Enter "ZZ"

	GSA Code CC's 24-29: Enter "24ØØØØ"

f.	Preventing Computer Generation of Predetermined State GSA Codes.  Simultaneous submission of applicable State GSA codes with the accession transactions will prevent computer generation of the predetermined code.  In those instances where an employee has a duty station assignment which is outside of the jurisdiction of the State taxing authority and where a computer-generated GSA code would be incorrect, the station must submit a transaction type 41 to offset the computer action.  Utilizing the "State/City Earnings (Info Only)" field, a code "XX" must be entered in the "exempts" field followed by the six-digit GSA code which represents the incorrect taxing authority.

EXAMPLE: A newly hired VA Central Office employee is assigned to a duty station in Austin, Texas.  The computer will generate GSA code " 11ØØØØ" (Washington, DC) into the employee's master record.  Since it has been determined that the employee is not subject to this tax, station input to prevent the automatic computer action would be as follows:

TT 41:	State City Earnings (Info Only)

	Exempts.  CC's 22-23: Enter "XX"

	GSA Code CC's 24-29: Enter "11ØØØØ"

A TT 41 may be submitted at any time that it is determined that an employee is not subject to the tax levied by the specific taxing authority.  However, it must be recognized that all wage information accumulated under this GSA code will be retained for ultimate reporting to that taxing authority.  Once deleted in this manner, the predetermined GSA code will not be automatically regenerated.

g.	Changes and Adjustments Primary and Secondary State Taxes

(1)	TT's Used. 41, 42 and 83.

(2)	Whenever an employee wishes to change the number of exemptions being claimed for primary State tax or the amount allotted for secondary State tax, a TT 41 will be coded in accordance with the above instructions.  The TT 41 must be coded in its entirety.

(3)	Once a particular GSA code has been entered into a master record, its status may be changed from tax withholding to wage information reporting or to a "prevent" status or (vide versa) by simply submitting a transaction 41 that contains appropriate coding in the exemption field followed by the GSA code that matches the GSA code currently in the employee's master record.

EXAMPLE 1: A VA Central Office employee who resides in the DC (District of Columbia) and is having that income tax withheld is subsequently reassigned to a duty station location where he is not subject to a State income tax.  The Payroll activity need only to submit a transaction 41 with code "XX11ØØØØ" in CC's 22-29.  This action will cancel the income tax withholding for DC, while at the same time preventing computer generation of the predetermined GSA code.

EXAMPLE 2: If the same employee moved from DC to Virginia and authorized withholding of Virginia State Income Tax, the only input required would be a transaction 41 which contained appropriate exemption coding followed by the Virginia GSA code.

EXAMPLE 3: Should this same employee later elected to discontinue the Virginia tax withholding, the change would require only a transaction 41 with code "ZZ" 51ØØØØ" in CC's 22-29 as a wage information reporting requirement would still exist.

(4)	Adjustments resulting from salary overpayments or underpayments will not require computation of a corresponding adjustment to the amount of State income tax withheld.  In these instances, the applicable biweekly State income tax deduction will be automatically recomputed after giving consideration to the pay adjustment action.  If, however, it becomes necessary to process a manual adjustment to an employee's primary State income tax deduction, it will be coded on a TT 83 using item 20 on VA Form 4-5638.  A code "2" will be entered in CC 48 followed by the amount of the adjustment in CC's 49-53.  Refunds will be processed by coding an "X" in the block over the units position in the amount field.  Adjustments to secondary State income tax will be processed in the same manner except that a code "3" must be entered in CC-48.

(5)	When adjusting salary underpayments, secondary State tax will be withheld only in those instances where sufficient funds are available to deduct the full amount authorized.

(6)	Transaction 42 (VA Form 4-5637) will be used only in those instances where a particular taxing authority (GSA code) is to be deleted from the master record.  Only the GSA code of the one to be canceled is required.  When a transaction 42 is used to discontinue the furnishing of information to a particular taxing authority, both the "ZZ" in CC's 22-23 and the GSA code of the one to be discontinued are required.  Cancellation of secondary State tax will be coded in item 35, TT 42.  In addition, it is mandatory that preprinted "A's" be keypunched.

(7)	In any instance where a TT 41 or TT 42 is processed that results in removal of a GSA code from an employee's master record, a message RPO (A45) will be generated and forwarded to the Payroll activity.  It must be recognized that all wage and tax information that has been accumulated in the master record for the current tax year will be stored for issuance of a TD Form W-2 at the close of the tax year or at time of separation, whichever occurs first.  Accordingly, upon receipt of the message RPO, the information applicable to the deleted GSA code must be reviewed for accuracy.  If appropriate, corrective action must be taken in accordance with subparagraph i below.

(8)	Withholding and information reporting will be automatically canceled when an employee transfers to another VA facility by means of a transaction 97.

h.	Additional Withholding-Primary State Taxes.  When allowed by the laws of the State concerned, employees may authorize additional withholding for primary States taxes.  Authorizations must be for a full dollar amount and documented either by the withholding certificate issued by the State or memorandum.  Since withholding for secondary State tax is authorized by memorandum in a fixed amount, additional withholding for secondary State tax is not authorized.  Coded for additional withholding will be as follows:

(1)	TT Used. 51.

(2)	An employee authorizing an additional withholding of $7 will be coded as follows:

TT 51:	Add'l State Tax

	CC's 76-77: Enter "Ø7"

This transaction will reject unless the employee's master record contains a GSA code for State tax purposes.

(3)	The additional State tax withholding authorized by an employee will continue to be withheld even though the State tax deduction computed on the basis of the applicable formula may be zero.

CANCELLATION: To cancel, code ØØ in TT 51, CC's 76-77.  Any change in taxing authority will automatically cancel the additional deduction.

i.	Correction of Gross Wage/Tax Information Data

(1)	TD Form W-2 Not Issued.  Wage information which has been accumulated under an inapplicable State taxing authority may be corrected by the Austin Finance Center.  Such corrections are to be accomplished upon receipt of a letter from the facility.  The letter must indicate the exact amount of earnings which have been accumulated in error as well as the GSA code which represents the inapplicable taxing authority.  In the event that this wage information should have been reported to another taxing authority, the letter should so state.  The message RPO (A45) should be used to complete the letter.  The letter should also include the employee's name, GSA code, normal hours, pay basis, duty basis, cost center, subaccount, FTE equivalent, separation day number (if appropriate), fund Control Point and date of birth.  The letter will be forwarded to the Austin Finance Center as hard copy with the Finance Center then preparing the necessary transactions to correct the master record.

(2)	TD Form W-2 Issued.  When it becomes necessary to correct wage information which has been accumulated under an inapplicable State taxing authority and the TD Form W-2 has been issued, the field facility will request a TD Form W-2C.  The result will be prepared in accordance with chapter 13, paragraph 13.13.

j.	Submission of State Withholding Certificates for Review.  The States of Alabama, California, Delaware, Illinois, Iowa, Maryland, Michigan, Minnesota, Montana, North Carolina, Oregon and Wisconsin require submission of certain employees Withholding Exemption Certificates for review.  The Payroll activity must make itself aware of which certificates should be submitted.  Local procedures must be developed to establish a holding file for affected forms.  Photocopies of affected forms will be submitted to the Austin Finance Center on VA Form 4-5318, Transmittal of Employee's Federal or State Withholding Exemption Certificates, with EOM updating transactions at the end of each quarter.  The Austin Finance Center will then forward the forms to the applicable State.

5.18	SUBSISTENCE

a.	Reference.  MP-4, part II, paragraph 3B.06.

b.	Processing Initial Authorization

(1)	TT Used. 31.

(2)	Upon receipt of VA Form 10-4560 in the Payroll activity a TT 31 will be used to enter the biweekly rate of salary deduction or subsistence furnished the employee.  The subsistence rate entered must be in exact agreement with subsistence rates published in applicable DM&S circular.

EXAMPLE: A biweekly subsistence deduction in the amount of $105.23 would be coded as follows:

TT 31:	Subsistence

	CC's 37-41: Enter "1Ø523"

c.	Changes and Adjustments

(1)	TT's Used. 31 and 83.

(2)	Regardless of the effective date of an accession, a TT 31 will be processed establishing subsistence deductions for a full biweekly rate.  In the case of deductions for partial pay periods, a TT 83 will be coded at the end of the pay period and will contain the defference between the biweekly amount and the partial deduction, with an "X" coded over the units position.  A code "2" must be used on TT 83 to identify the amount as an adjustment to the subsistence deduction.  Deductions commencing and terminating in the same pay period will require the preparation of a   TT 83 for the partial biweekly deduction.  Terminating the subsistence deduction during a pay period, for any reason, except in case of separations, will necessitate preparations of a TT 31 showing "ØØØØØ" in CC's 37-41, and a TT 83 for the partial biweekly deduction.  In the case of separations only a TT 83 need be prepared to adjust the normal biweekly deduction to the proper amount. Refund of deductions will be coded on a TT 83.

EXAMPLE 1: The biweekly subsistence deduction is $9.89. The employee is to be refunded two full pay periods plus 2 days of the current period.

COMPUTATION:

	Refund for two previous pay periods	$19.78

	Current refund for 2 days	1.98

	Amount to be refunded to employee	$21.76

Changes in subsistence during a pay period, will require TT's 31 and 83.

EXAMPLE 2: The employee's subsistence rate has changed from three meals, 7 days at $139 per pay period to three meals, 5 days at $27.86 per pay period.  These changes were effective the second week of the pay period.

TT 31:	Subsistence						TT 83: Q/S/G

		CC's 37-41: Enter "Ø2786"			CC 42: Enter "2"

								CC's 43-47: Enter "ØØ557"

COMPUTATION:

	Subsistence charge 1st week @ 39.00 =	$19.50

	Subsistence charge 2d week  @ 27.86 =	$13.93

	Current pay period charge	$33.43

New biweekly subsistence rate for $27.86 minus current pay period deduction of $33.42 = $5.57

d.	Station To Receive Credit for Subsistence

(1)	TT Used. 31.

(2)	In those instances where subsistence is furnished to an employee by other than the station of employment, the Payroll activity must code a TT 31 indicating on VA Form 4-5637 in CC's 42-44 the number of the station that is to receive credit for such deductions.

5.19	THRIFT SAVINGS PLAN

a.	General.  Public Law 99-335 established the FERS (Federal Employee's Retirement System) effective January 1, 1987.  A part of the FERS plan is the TSP (Thrift Savings Plan).  TSP is a tax-deferred savings plan available to all Federal employees who are covered under either the FERS or the CRRR (Civil Service Retirement System). However, the TSP entitlements vary between employees covered under FERS and CSRS.

The Thrift Savings Board is responsible for issuing all Federal Agency policy and procedures relative to the Thrift Savings Plan.  The Department of Agriculture, NFC (National Finance Center), New Orleans, LA has been designated as the TSP record keeper.

b.	FERS TSP.  Employees covered by FERS (Retirement codes K and M) on January 1, 1987, were immediately eligible to participate in the TSP.  Personnel will determine the eligibility date for those employees hired after January 1, 1987.  Generally, there is a 6-12 month waiting period.

(1)	Government Basic Contribution.  Each pay period, eligible FERS employees automatically receive a TSP basic contribution of 1 percent of their base pay.  FERS employees receive the basic contribution regardless of whether or not they choose to make employee contributions to TSP.  In addition, employees who were automatically converted to FERS on January 1, 1987, received a retroactive 1 percent government basic contribution for base pay received during the period January 1, 1984, through March 31, 1987.

(2)	Employee Contributions.  FERS employees may elect to contribute up to 10 percent of their base pay to the TSP.  In 1987 there was a catch up period for the TSP contributions.  During this time (pay period 8-20, 1987) FERS employees could contribute up to 15 percent of base pay to TSP.

(3)	Government Matching Contributions.  In addition to the 1 percent basic contribution, eligible FERS employees receive matching contributions if they elect to participate in the TSP.  Matching contributions were/are computed according to the following:

(a)	Matching rate for the period April 12, 1987, through July 4, 1987.

	Employee Contribution	Government Matching

	First 3% of base pay	$2.00 for $1.00

	Next 2% of base pay	$1.00 for $1.00

	Next 5% of base pay	$         -0-

(b)	Matching rate after July 4, 1987, to the present.

	Employee Contribution	Government Match

	First 3% of base pay	$1.00 for $1.00

	Next 2% of base pay	$ .50 for $1.00

	Next 5% of base pay	$          -0-

(4)	Vesting.  Vesting is the process in which a FERS covered employee acquires ownership of the money in his/her TSP account.

	Employee Contributions-immediately vested

	Agency Matching-immediately vested

Agency 1 percent Basic--The 1 percent government basic contribution covering the period 1/1/84 thru 12/31/86 was immediately vested.  The 1 percent Basic paid on or after 1/1/87 becomes vested after the employee has completed a total of 3 years of Federal Civilian Service.

The 1 percent automatic government basic contribution is forfeited if an employee leaves Federal service before the 3 year vesting requirement is satisfied.

(5)	Investing Funds.  Since January 1, 1988, FERS employees have been able to distribute their contribution to the TSP between three funds: Government Securities (G-Fund), Common Stock (C-Fund), and Fixed Income (F-Fund).  Prior to that date all employee contributions had to be directed to Government Securities.

In 1988, FERS employees must continue to invest at least 80 percent of their contribution to Government Securities while the remaining 20 percent can be distributed in multiples of 5 percent between the Common Stock and Fixed Income Funds.  The requirement to contribute to the G-Fund reduces each year by 20 percent until it reaches zero in 1992, according to the following schedule:

�		Mandatory Employee	Agency

	Year	Contribution to G-Fund	Contribution

	1987	100%	100%

	1988	80%	100%

	1989	60%	100%

	1990	40%	100%

	1991	20%	100%

	1992	0%	100%

The matching agency contribution must be directed 100 percent to Government Securities through the year 1992.

c.	CSRS TSP.  Employee covered under CSRS (Retirement codes 1, 6, C, E, R, and T) first became eligible participate in the TSP April 12, 1987.

(1)	Employee Contribution.  CSRS employees may elect to contribute up to 5 percent of basic pay to TSP. During   the catch up period in 1987, this rate was increased to a maximum of 7.5 percent.

(2)	Government Basic and Matching Contributions.  CSRS employees are not eligible to receive either basic or matching government contributions to TSP.

(3)	Investing Funds.  CSRS employees are not eligible to invest their contributions in either the C-Fund or the  F-Fund.  All contributions must be directed to the Government Securities (G-Fund).

d.	Maximum Contributions.  Federal Tax laws limit the amount that an employee may contribute to the TSP in any given tax year.  In tax year 1987, the limit for employee contributins was $7,000, in 1988, the limit was increased to $7,313.

In this respect, the PAID System has been designed in most cases to automatically stop deductions at the current maximum contribution rate.  However, care must be taken when recording TSP contributions in the end of year special recording cycle (usually pay period 25A) to not exceed the current limit.

e.	TSP Participant Statements.  TSP statements are generally issued by the National Finance Center two times per year prior to each TSP open season.  Ensuring that employees maintain current mailing addresses in the PAID System is essential.

f.	Processing Initial Authorization.

(1)	TT's used 79-1 and 79-2.

(2)	All TSP election forms (Forms TSP-1) will be submitted to the Personnel Office.  When the Form TSP-1 is received from the employee, the Personnel Office will verify the employee's entitlement to make an election and the percentage of basic pay or dollar amount elected.

Determining eligibility for participation in the TSP will be the responsibility of the Personnel Office.  Personnel must code a TT 79-1 to record each employee's TSP status code upon accession.

(3)	TT 79-1.  A TT 79(1) on the VA Form 5-4652a, Supplemental Personnel Action Code Sheet, must be coded by the Personnel Office based on the Form TSP-1.  The employee will be provided his/her copy of the Form TSP-1.  The payroll copy of the Form TSP-1 and accompanying VA Form 5-4652a will be sent to the PAID Control Point.  If needed, the TT 79(2) payroll data will be coded and VA Form 5-4652a will be keypunched and transmitted to the Austin DPC with the regular weekly PAID input.

(a)	Effective Date.  An election to participate in the TSP or waive participation will be effective the first day of the first pay period after the Personnel Office accepts the completed election form.  An election to participate may not be made effective prior to the first day of the election period.

If an employee elects to terminate TSP participation, the deductions stop at the end of the pay period in which the Personnel Office receives the Form TSP-1.  The effective date in item 13 of the Form TSP-1 is the last day of the pay period in which the form is received.  The day number on the VA Form 5-4562a used to report the termination will be the first day of the following pay period.  The termination action will be submitted in the end of week processing cycle to which the day number corresponds.

(b)	TSP Status.  This code is the employee's elected status with respect to participation in the TSP.

	Code	Description

	Y	Yes-Employee elected to participate in the TSP during an election period.

	N	No-Employee waived participation in the TSP or terminated participation during an election period.

	T	Termination-Employee participation at any time other than during an election period.

	E	Eligible-Employee is eligible but did not make an election.

	I	Ineligible-Employee is newly hired or otherwise ineligible for TSP participation.

(4)	TT 79(2).  The VA Form 5-4652a, is a Personnel/Fiscal Code  Sheet.  The Personnel Data (TT 79-1) portion will be completed  prior to receipt in Fiscal.  Payroll will complete the TT 79-2 to  initiate the employee's deduction for TSP.

(a)	Explanation of Fields on TT 79-Payroll Data

1.	Subcode 2 (cc 22-The subcode identifies this TT as  "Payroll Data" and must always be keypunched.

2.	Employee Deduction

(a)	Percent Rate (cc's 23-25) -Must be whole percentages.

	FERS - ØØØ-1ØØ

	CSRS-ØØØØ5Ø

	OR

(b) Dollar Amount (cc's 26-29)-Must be whole dollar amount per  pay period.  Example: $20 would be coded as "ØØ2Ø".

	FERS -Not to exceed 10 percent of TSP basic  pay

	CSRS-Not to exceed 5 percent of TSP basic  pay

NOTE:  Only one field, either rate or amount, can be coded.

3.	Distribution of Employee Deduction

a.	Government Securities (cc's 30-34) -At least 60 percent  of the employee contributions must be credited to the Government Securities Investment Fund during 1989: cc's 30-34 must be coded  at least "Ø6ØØØØ" percent to "1ØØØØ" 100 percent.

b.	Fixed Income (cc's 35-39) -Employee may  contribute up to 40 percent to Fixed Income in 1989; cc's 35-39  may be coded "ØØØØØ" 0 percent to a maximum of "Ø4ØØØ" 40 percent.

c.	Common Stock (cc's 40-44) -Employee may contribute up to 40 Percent to Common Stock in 1989; cc's 40-44 may be coded "ØØØØØ" to a maximum of "Ø4ØØØ" 40 percent.

NOTE: The distribution of employee contribution between Government Securities, Fixed Income and Common Stock may not exceed 100 percent.

4.	Distribution of Agency Contributions.  All agency contributions to the Thrift Savings Plan must be directed 100 percent to Government Securities.

a.	Government Securities (cc's 45-49) must be coded "1ØØØØ" 100 percent.

b.	Fixed Income (cc's 50-54) must be blank.

c.	Common Stock (cc's 55-59) must be blank.

5.	The payroll action to be taken will depend on the employee's TSP-STATUS code and the employee's election as follows:

TSP STATUS		

Code	Explanation/Payroll Action	

Y	Form TSP-1, Section B, ENROLLMENT ELECTION, must

	be completed by the employee indicating his/her election.

	The effective date (item 13) will be the first day of the pay 

	period following the acceptance date in Block 15. Personnel 

	will code a TT 79-1.  Upon receipt of the VA Form 5-4652a from 

	Personnel, Payroll must code a TT 79-2 to enter the rate or amount

	of the deduction. If the employee elects an amount, verify  that the 

	amount does not exceed the maximum allowable for his/her retirement 

	system. EXAMPLE 1: If a CRSR employee elects a rate of 5 percent 

	the TT 79-2 should be coded as follows:	

	cc's 23-25	Ø5Ø

	cc's 26-29	Blank

	cc's 30-34	1ØØØØ

	cc's 35-44	Blank

	cc's 45-49	1ØØØØ

	cc's 50-59	Blank

		

�

TSP STATUS		

Code	Explanation/Payroll Action	

		

	EXAMPLE 2: If the same employee elects an amount of $50 per 

	payperiod, the TT 79-2 should be coded as follows:	

		

	cc's 23-25	Blank

	cc's 26-29	ØØ5Ø

	cc's 30-34	1ØØØØ

	cc's 35-44	Blank

	cc's 45-49	1ØØØØ

	cc's 50-59	Blank

		

	EXAMPLE 3: If a FERS employee elects to contribute 10 percent per

	pay period and chooses to distribute his contributions at 85 percent 

	Government Securities, 5 percent Fixed Income and 10 percent Common

	Stock, the TT 79-2 should be coded as follows:	

		

	cc's 23-25	1ØØ

	cc's 26-29	Blank

	cc's 30-34	Ø85ØØ

	cc's 35-39	ØØ5ØØ

	cc's 40-44	Ø1ØØØ

	cc's 45-49	1ØØØØ

	cc's 50-59	Blank

		

	EXAMPLE 4: If a FERS employee elects to contribute $75 per pay period

	and distributes at 80 percent Government Securities, 20 percent Fixed 

	Income, the coding is as follows:	

		

	cc's 23-25	Blank

	cc's 26-29	ØØ75

	cc's 30-34	Ø8ØØØ

	cc's 35-39	Ø2ØØ

	cc's 40-44	ØØØØØ

	cc's 45-49	1ØØØØ

	cc's 50-59	Blank

		

N	Form TSP-1, Section C, ENROLLMENT WAIVER/TERMINATION,

	must be completed if an employee wishes to waive or terminate his/her 

	enrollment during an election period (open season).  An employee who 

	takes this action may not enroll/reenroll until the next election period.  

	The deduction should be made through the last day of the pay period in 

	which the Form TSP-1 is accepted.  Personnel will code a TT 79-1 to change

	the TSP-STATUS code to "N" and complete the TSP-STATUS DATE 

	(must be the last day of a pay period).  The TT 79-1 must be input the pay 

	period following the deduction.  No payroll coding is necessary.	

		



TSP STATUS	Explanation/Payroll Action

Code	

	

T	Form TSP-1, Section D, ENROLLMENT TERMINATION, 

	must be  completed if the employee wishes to terminate his/her

	enrollment at any time other than an election period (open season).

	An employee who makes this election will not be eligible for 

	enrollment again until the second designated election period 

	beginning after the termination is effective.  Personnel will code

	a TT 79-1 to change the TSP-STATUS code to "T" and code the

	TSP-STATUS DATE with the last day of the pay period in which 

	the termination is accepted.  The deduction must be made through

	the end of the pay period; therefore, the TT 79-1 should be input 

	into the system the pay period following the TSP-STATUS DATE to 

	stop the deduction.  No payroll coding is necessary.

	

E	Personnel must submit a TT 79-1 with a TSP-ELIGIBILITY DATE.  

	Based upon this date, the PAID system will automatically change the 

	status code to "E" on that date.    No payroll coding is necessary.

	

I	This code will be input for employees ineligible to participate in the TSP.

	No payroll action is necessary.



g. Changes in TSP Deductions.  Changes to employee TSP deductions or distribution between funds will be processed according to the following examples.

EXAMPLE 1: The employee (CSRS or FERS) has elected to change his/her deductions from a current rate of 5 percent to a fixed amount of $50 per pay period.  The employee is not changing the distribution between funds.  In order to effect this change, it will be necessary to process two TT's 79-2.  The cancellation must be processed first using an earlier day number than that used to input the new rate.  Coding will be as follows:

		First Day Number	Second Day Number

			

TT 79-2:	CC's 23-25:	ØØØ	Blank

	CC's 26-29:	Blank	ØØ5Ø

	CC's 30-66:	Blank	Blank

			

NOTE 1: These transactions should be input in the same master record updating cycle.

NOTE 2: These procedures also apply to changes from a whole dollar amount to a percentage rate.

EXAMPLE 2: A FERS employee is changing from a whole dollar amount of $50 to 5 percent and is changing the distribution between funds from 100 percent GS to GS = 60 percent, FI = 20 percent and CS = 20 percent.  Coding will be as follows:

�

		First Day Number	Second Day Number

			

TT 79-2:	CC's 23-25:	Blank	050

	CC's 26-29:	ØØØØ	Blank

	CC's 30-34:	Blank	Ø6ØØØ

	CC's 35-39:	Blank	Ø2ØØØ

	CC's 40-44:	Blank	Ø2ØØØ

	CC's 45-49:	Blank	1ØØØØ

	CC's 50-66:	Blank	Blank

			

NOTE: Input of the second TT 79-2 will not only establish the new deduction rate but the distribution of funds will overlay the information currently in the employee's master record.

EXAMPLE 3: A FERS employee wants to continue with the existing deduction rate of 5 percent, however he/she wants to redistribute between funds from GS 80 percent and FI 20 percent to GS = 70 percent, FI = 20 percent and CS = 10 percent.  Coding will be as follows:



TT 79-2:	CC's 23-29:	Blank

	CC's 30-34:	Ø7ØØØ

	CC's 35-39:	Ø2ØØØ

	CC's 40-44:	Ø1ØØØ

	CC's 45-66:	Blank

		

h.	Transfers.  Transfers from other agencies must have their TSP deductions continued or make an election to terminate enrollment.  TSP deductions will be automatically transferred when the employee transfers between VA stations by means of a TT 97.  When an employee transfers between VA stations by means of a TT 23, the following procedures apply.  In those instances where an employee has elected a deduction that is a percentage of base pay, the percentage amount will be deducted on base pay received at both stations.  No TT 79 input is required.  The TSP deduction YTD will be automatically transferred to the gaining station.

i.	Adjustment Transactions (Current Tax Year)

(1)	TT's used 86, 96, or R6.

(2)	The procedures in this paragraph will be used to process adjustments to employee deductions and agency contributions for prior pay periods.  The transactions have been designed to permit retroactive deductions and contributions for PP (pay periods) in which the employee was paid without having had any consideration given to the employee's TSP election (For example, an employee who had elected to participate in the TSP received an out-of-system payment).  These adjustment procedures will also permit refunds of TSP deductions in those instances where TSP deductions were made from employees who had not authorized a deduction.  When appropriate, they will permit the double Government Matching Contribution for the special "catch up" period before July 4, 1987.  All adjustments to TSP deductions and agency contributions will be accomplished by means of the TT's 86, 96, or R6 on VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet.

(3)	The TT's 86, 96, or R6 have two coding segments (each 27 positions in length) plus one disbursing authority segment, so that two separate adjustments may be input on one transaction.  Each coding segment will process independently; however, if both segments are used they must be signed the same, i. e., either positive or negative.  A positive adjustment (no "X" in the block over CC 35 or 62) will result in a deduction from the employee's pay while a negative adjustment (an "X" coded in block over CC 35 or 62) will result in a refund to the employee of amounts previously deducted for the TSP.  Positive adjustments will be combined with the employee's current PP TSP data and will be credited to his/her TSP account with a current pay period effective date.

(4)	The maximum number of each transaction type which may be input in a single payment run cycle for an employee is five (5).  For example, five TT's 86, five TT's 96 and five TT's R6 may be input in one pay period.  Each of the new TT's may be used to process positive or negative adjustments.  If it becomes necessary to make positive and negative adjustments in the same pay period, positive adjustments (no "X" punch) should be processed on TT's 86 and negative adjustments ("X" punch) should be processed on TT's 96.  When coding a TT 96 appropriate coding in the "Suspense" field on the TT 96 will be required.  Positive and negative adjustments (separate TT's) will normally require one segment on each TT unless the amount of TSP base pay being adjusted exceeds $9,999.99 or the period being adjusted involves different retirement or TSP Status codes.  Separate TT's will be required for prior fiscal years.  Each segment (CC's 27-53 and CC's 54-80) will be edited separately so that a segment may reject due to invalid data without causing the entire TT to reject (assuming both segments are coded).  The PAID System will automatically calculate the government costs and charge these costs to the applicable appropriation.  When a valid prior FY appropriation is coded in the Disbursing Authority field (CC 22-26), government costs will be charged to that appropriation for both segments (if both are coded).  Each segment must contain a valid Retirement Code (K, M, 1, 6, C, E, R, or T and a valid TSP-STATUS Code (Y, D, E, N, or T), which will identify the appropriate calculations to be made by the computer.

(5)	Description of Field Segments for TT 86, 96, and R6.  As indicated above, there are two segments, each 27 card columns in length.

(a)	Disbursing Authority-CC 22-26. No coding is necessary for the current year appropriation charges.  The usual coding procedures for prior fiscal years apply; however, TSP may not be charged to a fiscal year prior to FY 87.

(b)	Retirement Code-CC 27 and CC 54.  Must be retirement code R, M, 1, 4, C, E, R, or T. This code does not have to match the employee's current retirement code.  The PAID System will make calculations based on the retirement code present in each field.  The retirement code will also establish the maximum employee deduction allowable for each employee.

FERS-Retirement codes K and M. A 1 percent GBC (Government Basic Contribution) will automatically be computed and charged to the appropriation on the "adjustment amount" coded in TSP Base Pay.

CSRS-Retirement Codes 1, 6, C, E, R, or T. Employees in these retirement codes are not entitled to the 1 percent GBC; however, this field must be coded to reflect the appropriate retirement code.

(c)	TSP-STATUS Code-C 28 and 55.  Must be valid TSP-STATUS code of "Y, E, N, T, or D".  Cannot be blank.

FERS-if the retirement code is K or M, the TSP-STATUS code may be "D, Y, E, N, or T" for ADJUSTMENT TRANSACTIONS ONLY.  This code may be different than the employee's current TSP-STATUS code.

1.	Explanation of TSP-STATUS Codes:

a.	"D"-This code is valid for retirement code "K" or "M" and will be used for retroactive adjustments being made for pay periods 8-13, 1987.  Eligible FERS employees are entitled to a double GMAMT (Government Matching Amount) contribution for the "catch up" period only.  Code "D" indicates that the employee has elected to participate in TSP by contributing a percentage or fixed dollar amount; that a 1 percent GBC should be computed on the TSP Basic Pay and the GMAMT should be doubled (up to a maximum of 8 percent) as follows:

200 percent match of the employee's deduction up to 3 percent of TSP Basic Pay; then 100 percent match on amount which exceeds 3 percent, but does not exceed 5 percent, rounded to the nearest cent.

b.	"Y"-This code is valid for retirement code "K or M" and will be used for adjustments affecting pay period 14, 1987, and thereafter.  Code "Y" indicates that the employee has elected to participate in TSP by electing a percentage or a fixed dollar amount; that a 1 percent GBC should be computed on the TSP Basic Pay and the GMAMT will be matched as follows:

100 percent match of the employee's deduction up to 3 percent of TSP Basic Pay; then 50 percent on amount which exceeds 3 percent but does not exceed 5 percent, rounded to the nearest cent.

c.	"E"-Eligible to participate in TSP and entitled to the 1 percent GBC, but has not made an election to have TSP deductions made from his/her biweekly salary payments.

d.	"N" -Elected to "waive" TSP participation, but is entitled to the 1 percent GBC.

e.	"T" -Elected to "terminate" TSP participation, but is entitled to the 1 Percent GBC.

CSRS-If retirement code is 1, 6, C, E, R or T, the TSP-STATUS Code must be "Y" (for ADJUSTMENTS ONLY).  Code "Y" indicates that the CSRS employee is participating in the TSP electing to have a percentage or fixed dollar amount deducted from his/her biweekly salary payments.

(d)	TSP Base Pay Adjustment Amount-CC's 29-35 and 56-62.  The dollar amount of base pay being adjusted for TSP purposes should be entered in this segment.  Base pay coded must be greater than zero and cannot be blank.  The amount coded may be for more than one pay period and will be used for the following:

To automatically compute the 1 percent GBC and the GMAMT for FERS employees only.

To automatically compute the employee's deduction when the "Percent Rate" segment is coded for FERS AND CSRS employees.

To automatically verify that the amount code in the "Dollar Amount" segment does not exceed the maximum percentage allowable for the retirement code that has been entered in CC 27 (or 54).  This segment must be signed minus ("X" punch in CC 35 (or 62)) when processing a negative adjustment.  Negative adjustments will refund overdeductions to the employee through his/her salary check when processed on a TT 86; the "suspense" field on TT 96 will be used when processing a refund by TT 96; and a check will be generated when the refund is input on TT R6.  Prior tax year adjustments involving TSP deductions must be processed by R-Transactions.  When government costs are involved (GBC and GMAMT), the applicable appropriation will be credited.

NOTE: This field does NOT adjust an employee's base pay.  The amount of base pay is used in computing TSP deductions and, if appropriate, agency contributions ONLY.

(e)	Percent Rate-CC's 36-38 and 63-65.  The percentage rate coded in this segment win be used to compute the adjustment for employee deductions.  The TSP-STATUS code must be "D" or "Y" when this segment is coded.  The percentage rated coded will also determine the GMAMT to be automatically calculated in accordance with subparagraph i(5)(c)(1) a and b above.

FERS-If the TSP-STATUS code is "D" or "Y", the percent rate segment cannot exceed 15 percent (150) for retroactive adjustments affecting pay periods 8-20, 1987.  A message will be generated for each adjustment where the "Percent Rate" is greater than 10 percent (100) as follows: "TSP rate greater than 10 percent valid for adjustments processed for pay periods 8-20, 1987.  Verify and correct if necessary." A message will also be generated when a TSP-STATUS Code of "D" as follows: "TSP adjustment for double matching contributions valid for pay period 8-14, 1987.  Verify adjustment processed and correct if necessary."

CSRS-If the retirement code in CC 27 (or 54) is 1, 6, C, E, R, or T and the TSP-STATUS Code is "Y", the "Percentage Rate" segment cannot exceed 7.5 percent (075) for retroactive adjustments affecting pay periods 8-20, 1987.  The computer will multiply the rate in this segment by the "TSP Base Pay Adjustment Amount" coded in CC's 29-35 (or 56-62) to adjust the employee's contribution.  CSRS employees are not entitled to a GBC or a GMAMT.

(f)	Dollar Amount-CC's 39-42 and 66-69.  If it becomes necessary to adjust a TSP deduction where the employee elected a "Dollar Amount", this segment should be coded in whole dollar amounts only.  The amount coded may be a summary of adjustments (for more than one pay period) and cannot exceed the maximum percentage rate of participation for the type retirement code entered in CC 27 (or 54).  If this segment is coded, the rate segment must be blank.  The GBC and the GMAMT will automatically be calculated, if applicable.

FERS-The "Dollar Amount" in this segment cannot exceed 15 percent (150) of the "TSP Basic Pay Adjustment Amount" coded in CC's 29-35 or (56-62) if the retirement code in CC 27 (or 54) is K or M. The TSP-STATUS Code must be "D" or "Y" if this segment is coded.

CSRS-The "Dollar Amount" in the segment cannot exceed 7.5 percent (075) of the "TSP Basic Pay Adjustment Amount" coded in CC's 29-25 (or 56-62) if the retirement code in CC 27 (or 54) is 1, 6, C, E, R, or T. The TSP STATUS Code must be "Y" if this segment is coded.

(g)	Suspense-CC's 43 and 70.  Enter a code "S" if the TSP deduction is to be deposited to or withdrawn from the station's suspense account 36F3875.

(h)	Reserved-CC's 44 and 71.

(i)	Dist of Employee Deduction-CC's 45-53 and 72-80.

(1)	"GS" Government Securities-CC's 45-47 and 72-74.  This segment must be at least 60 percent.

(2)	"FI" Fixed Income-CC's 48-50 and 75-77.  Cannot be greater than 40 percent.

(3)	"CS" Common Stock-CC's 51-53 and 78-80.  Cannot be greater than 40 percent.

EXAMPLE 1: A FERS employee (Ret/FICA Code K) who elected to contribute 10 percent to the TSP received an out-of-system payment for PP 3, 1989.  The employee's base pay for the PP was $850 and the employee has authorized a retroactive TSP deduction from current earnings.  The employee's contributions are not distributed between the three funds.  A TT A6 would be coded as follows:

TT 86:	CC 27:	"K"

	CC 28:	"Y"

	CC's 29-35:	"ØØ85ØØØ"

	CC's 36-38:	"1ØØ"

	CC's 45-47:	"1ØØ"

	All other CC's	Blank

This coding will result in an employee deduction in the amount of $85.

EXAMPLE 2: A FERS employee (Ret/FICA Code K) elected NOT to participate in the TSP; however, $56.25 was deducted for the TSP in PP 3, 1989.  This was based upon a 5 percent deduction from base pay in the amount of $1,125. Three TT's would be required to accomplish this adjustment.  A TT 96 would be used to reverse the original action and deposit the employee deduction to the station suspense account, a TT 86 would be used to accomplish the GBC that  should have been made for this PP, and a TT 83 would be used to refund the employee deduction from the suspense account.  The three TT's would be coded as follows:



	TT 96	TT 86	TT 83



CC 27: 	"K"	"K"	

CC 28:	"Y"	"N"	

	      X		

CC's 29-35:	"Ø1125ØØ"	"Ø1125ØØ"	

CC's 36-38:	"Ø5Ø"	Leave blank	

CC 43:	"S"	Leave blank	

CC's 45-47:	"1ØØ"	Leave blank	

All other CC's:	Leave blank	Leave blank	

			      X

CC's 61-66:	Not applicable	Not applicable	"ØØ5625"



All three TT's should be input in the same PP.  The coding in the TT 96 will reverse the employee deduction of $56.25, the GBC and the GMAMT.  The employee deduction has been deposited to the station suspense account which will be refunded to the employee by means of the TT 83.  The coding in the TT 86 will result in an GBC in the amount of $11.25.

EXAMPLE 3: A FERS employee (Ret/FICA Code M) waived his right to participate in the TSP.  Although the waiver was effective as of the beginning of PP 2, 1989, the TSP status code "N" was not accepted by the PAID System for 2 pay periods.  The employee did not receive the 1 percent GBC on base pay totalling $1,700 for the 2 pay periods.  The adjustment should be processed on a TT 86 as follows:

TT 86:	CC 27:	"M"

	CC 28:	"N"

	CC's 29-35:	"Ø17ØØØØ"

	CC's 36-53:	Leave Blank

		

This coding will result in the computation of a 1 percent GBC in the amount of $17 which will be credited to the employee's TSP account.

NOTE: Since the TSP 1 percent GBC does not affect the employee's TD Form W-2, corrections to the 1 percent GBC affecting prior tax years (pay period 8, 1987 through the present) may be processed using a TT 86.

EXAMPLE 4: A FERS employee (Ret/FICA Code K) who elected to contribute $78 per pay period to the TSP received an out-of-system payment for pay period 4, 1989.  The employee's base pay for the pay period was $850 and the employee authorized a retroactive TSP deduction from current earnings.  The employee also distributes his TSP contributions as follows: GS = 75 percent, FI = 10 percent, and CS = 15 percent.  A TT 86 would be coded as follows:

TT 86:	CC 27	"K"

	CC 28:	"Y"

	CC's 29-35:	"ØØ85ØØØ"

	CC's 36-38:	Blank

	CC's 39-42:	"ØØ78"

	CC's 45-47:	"Ø75"

	CC's 48-50:	"Ø10"

	CC's 51-53:	"Ø15"

		

This coding will result in an employee deduction in the amount of $78, distributed between the three funds.  The employee deduction is calculated by dividing the fixed biweekly dollar amount ($78) by the base pay for the pay period ($850) to arrive at a percentage rate (9.176). Because the $85 deduction is 9.176 percent of base pay which is less than the maximum 10 percent that the employee could have contributed to the TSP, a full $78 deduction would be withheld from the employee's biweekly salary payment.  In this instance, if the fixed dollar amount authorized by the employee had been $88, only $85 would have been deducted for this adjustment ($850 x 10 percent = $85).

EXAMPLE 5: A CSRS employee (Ret/FICA Code 1) who elected to contribute 5 percent to the TSP received an out-of-system payment for PP 8, 1989.  The employee's base pay for the PP was $1,020.60 and the employee has authorized a retroactive TSP deduction from current earnings.  A TT 86 would be coded as follows:

	CC 27:	Enter "1"

	CC 28:	Enter "Y"

	CC's 29-35:	Enter "Ø1Ø2Ø6Ø"

	CC's 36-38:	Enter "Ø5Ø"

	CC's 39-44:	Blank

	CC's 45-47:	Enter "1ØØ"

	All other CC's:	Leave Blank

		

This coding will result in an employee deduction in the amount of $51.03.

NOTE:  If instead of authorizing TSP deductions at the rate of 5 percent, the employee had elected to contribute $50 per PP, the above coding would be the same except that CCs 36-38 would be blank and 0050 would be entered in CC's 39-42.  Because the $50 deduction is 4.899 percent of base pay which is less than the maximum 5 percent that the employee could have contributed to the TSP, a full 50 deduction would be withheld from the employee's biweekly salary payment.

EXAMPLE 6: A FERS employee (Ret/FICA Code K) who elected to contribute 5 percent to the TSP received only a 1 percent GBC due to an error in TSP input for PP 1, 1989.  The error was not corrected until PP 3, 1989.  The employee's base pay was $850 per PP for the two PP's involved.  The employee has authorized a retroactive TSP deduction from current earnings.  Two TT's would be required to accomplish this adjustment.  A TT 96 would be used  to reverse the original GBC and a TT 86 would be used to accomplish the deductions and agency contributions that should have been made for these PP's.  The employee has elected to not distribute his contributions between the 3 funds; therefore, the contributions are sent 100 percent to the G Fund.  The two TT's would be coded as follows:

		TT 96	TT 86

	CC 27:	"K"	"K"

	CC 28:	"E"	"Y"

		       X	

	CC's 29-35:	"Ø17ØØØØ"	"Ø17ØØØØ"

	CC's 36-38:	Blank	"Ø5Ø"

	CC's 45-47:	Blank	"1ØØ"

	All other CC's:	Blank	Blank

			

The coding in the TT 96 will reverse the GBC in the amount of $17.  The TT 86 will result in an employee deduction of $85.

NOTE: It is important to recognize that when correcting errors of this type, the original action must first be reversed and the second transaction is then used to place the employee's record in the condition that it would have been in had the error not occurred.

j.	Adjustment Transactions (Prior Tax Year).  In some instances prior tax year adjustments to the TSP require the correction of the employee's TD Form W-2.  Until further notice, prior tax year corrections will be processed in accordance with the Request for TD Form W-2C information provided annually to all field facilities.

5.20	UNION CODES AND DUES

a.	Reference.  FPM, chapter 550.

b.	General.  Employees are restricted to no more than two payroll deductions for payment of dues to employee organizations.  However, based on current procedures applicable to dues withholding for employee organizations, only in rare instances will an employee be eligible for dues withholding for more than one employee organization.

c.	Processing Initial Authorization

(1)	TT Used. 32.

(2)	Upon receipt of SF 1187 in the Payroll activity a TT 32 will be coded.

(a)	Union Codes.  Four-digit alpha/numeric codes will be established in the PAID system in accordance with instructions contained in paragraph 2.05, Payee Information Non-Government Organization File.  The first position of the union code may be alpha or numeric, has been assigned by Central Office, and no deviations are permissible.  The following alpha/numeric codes have been established for use in the first position of the union code to identify employee organizations:

		

	Alpha/numeric 	

	Code	Employee Organization

	A	AFGE-American Federation of Government Employees.

	B	NFFE-National Federation of Federal Employees.

		(Nonprofessional employees)

	C	NAGE-National Association of Government Employees.

	D	SEI-Service Employees' International Union.

	E	FEU-Federal Employee's Union.

	F	IAFF-International Association of Fire Fighters.

	G	Int.  Hod Carriers & Common Laborers-International Hod Carriers, 

		Building & Common Laborers Union, FederalEmployees.

	H	IUOE-International Union of Operating Engineers.

	I	IBEW-International Brotherhood of Electrical Workers.

	J	AGEA-Associated Government Employees of America.

	K	IAM-International Association of Machinists.

	L	United Brotherhood of Carpenters and Joiners ofAmerica.

	M	National Alliance of Postal Employees.

	N	American Nurses Association (see subpar. e).

	O	Senior Executives Association.

	P	VAISEU-Veterans Administration Independent Service Employees 

		Union.

	Q	National Union of Hospital and Health Care Employees.

	R	International Union, United Plant Guards of America.

	S	LIUNA-Laborers International Union of North America.

	T	IAMAW-International Association of Machinists and Aero Space 

		Workers.

	U	International Federation of Federal Police.

	V	National Association of Supervisors Federal Government.

	W	International Brotherhood of Police Officers.

	X	California Association for Medical LaboratoryTechnical/Engineers and 

		Scientists of California.

	Y	International Brotherhood of Teamsters.

	Z	Staff Nurses Council.

	1	Federal Manager's Association.

	2	International Union of Police Association.

	3	NFFE-National Federation of Federal Employees (Professional 

		Employees).

		



Each field station will assign a three-digit numeric code beginning with "001" to each local of an employee organization.  A separate series of numbers, each beginning with "ØØ1," will be assigned to separate employee organizations.

NOTE: In all instances in which the memorandum of understanding provides for payment of the dues to the national headquarters, the three-digit code "999" will be used in conjunction with the assigned alpha/numeric code.

EXAMPLE 1: VA Medical Center, Brooklyn, NY has five locals, two under AFGE, one under NFFE and two under NAGE.  Dues for NFFE are to be paid to the national headquarters.  Codes to be used would be as follows:



Employee	Local	

Organization	Number	Code

		

AFGE	25	AØØ1

AFGE	30	AØØ2

NFFE	125	B999

NAGE	10	CØØ1

NAGE	22	CØØ2

		



NOTE: The AFGE Union Agreement requires an anniversary date for members having union dues withheld. The anniversary date is defined as the first day of the pay period in which dues withholding was initiated for an employee.  The anniversary date is coded for AFGE union dues withholding only.

EXAMPLE 2: Employee "A" at VA Medical Center, Brooklyn, NY belongs to AFGE Local 30 and has submitted an SF 1187 authorizing union dues of $3.12 to be deducted each pay period.  The first day of the pay period in which payroll deductions began was August 21, 1983.

Coding would be as follows:

TT 32:	Union Code/Union Dues/Anniversary Date

	CC's 39-42: Enter "AØØ2"

	CC's 43-46: Enter "Ø312"

	CC's 47-52: Enter "Ø82183"

EXAMPLE 3: Employee "B" at VA Medical Center, Brooklyn, NY belongs to NFFE Local 125 and has authorized that union dues of $4.00 per pay period be withheld.  The coding would be as follows:

TT 32:	Union Code/Union Dues/Anniversary Date

	CC's 39-42: Enter "B999"

	CC's 43-46: Enter "Ø4ØØ"

	CC's 47-52: Leave blank

EXAMPLE 4: Employee "C" at VA Medical Center, Brooklyn, NY belongs to two employee organizations-AFGE Local 25 withholding of $1.50 per pay period effective October 16, 1983, and NAGE Local 22 withholding of $4.50 per pay period effective on that same date.

Coding would be as follows:

TT 32:	Union Code/Union Dues/Anniversary Date

	CC's 39-42: Enter "AØØ1"

	CC's 43-46: Enter "Ø15Ø"

	CC's 47-52: Enter "1Ø1683"

TT 32:	Union Code/Union Dues/Anniversary Date

	CC's 39-42: Enter "CØØ2"

	CC's 43-46: Enter "Ø45Ø"

	CC's 47-52: Leave blank

d.	Cancellations and Adjustments

(1)	TT's Used: 32 and 84.

(2)	A revocation (SF 1188) will require the use of a TT 32 coded as follows:

TT 32:	Union Code/Union Dues/Anniversary Date

	CC's 39-42.  Enter "AØØ1"

	CC's 43-46:  Enter "ØØØØ"

	CC's 47-52:  Leave blank

If an employee is having dues deductions for two employee organizations, care must be exercised in coding the correct employee organization to be revoked.

NOTE: The revocation will not be effective until the first full-pay period following the date provided in the memorandum of understanding or negotiated agreement which will be at stated 1 year intervals.

(3)	Correction to the anniversary date will be accomplished by means of a TT 32.  Care must be taken to insure that proper deductions have been made.

EXAMPLE: An employee authorized AFGE Local 30 union dues to be withheld in the amount of $3.12 per pay period.  The code sheet was prepared on August 17, 1983.  It was later found that the anniversary date was erroneously coded as August 21, 1983, when it should have been August 7, 1983.  To correct the anniversary date, the coding would be as follows:

TT 32:	Union Code/Union Dues/Anniversary Date

	CC's 39-42: Enter "AØØ2"

	CC's 43-46: Enter "Ø312"

	CC's 47-52: Enter "Ø8Ø783"

(4)	Adjustments to union dues deductions will be coded on TT 84.  Any adjustment made must reflect the proper union code to which the adjustment is applicable in CC's 28-31.  The amount to be adjusted will be coded in CC's 32-34.

If the amount to be adjusted exceeds $9.99, the following alpha characters should be coded in the high order position of the union amount field.



Code	 Amount	Code	 Amount

A	$ 10.00	J	$ 19.00

B	  11.00	K	  20.00

C	  12.00	L	  21.00

D	  13.00	M	  22.00

E	  14.00	N	  23.00

F	  15.00	O	  24.00

G	  16.00	P	  25.00

H	  17.00	Q	  26.00

I	  18.00	R	  27.00

			



EXAMPLE: A code sheet was submitted reflecting a pay period deduction of $3.50 under code A001.  Two pay periods later it was discovered the employee did not request union dues to be withheld.  The Payroll activity will code the following entries on VA Forms 4-5637 and 4-5638.

TT 84:	Union Code	TT 84:	Union Dues

	CC's 28-31: Enter "A001"	CC's 23-24: Enter "A50"  "x punch" cc 24

TT 32:	Union Code/Union Dues/Anniversary Date

	CC's 39-42: Enter "AØØ1"

	CC's 43-46: Enter "ØØØØ"

	CC's 47-52: Leave Blank

NOTE: TT 84 must be submitted in the current pay period and must be increased to include a refund for the current pay period deduction.  The TT 32 must than be submitted in the subsequent pay period to cancel the deduction.

e.	General Dues Increase.  The VADPC Austin, Texas (397) will be notified by teletype of a general increase to the union dues withholding rates.  The station number, union code, old and new withholding rates and the effective date of the dues increase will be furnished.  The teletype must be received not later than the week prior to the effective date of the increase.  VADPC Austin, Texas will notify stations when the automatic processing cannot be accomplished.

f.	Multiple Level Dues Withholding.  In some instances, unions have established multiple level dues withholding.  When employees elect to move from one withholding level to another, the union may furnish a name listing over the signature of a union official, giving the new dues withholding rates.  The completion of another  SF 1187 is no longer required in these instances.

g.	Payment of Dues Corrected.  Both the check and the dues listing win be mailed directly to the applicable union by the Austin Disbursing Center.  In order to permit proper mailing, a VA Form 4-5656 must be prepared and submitted to the Finance Center each time a new payee is to be established or upon receipt of a change of address notification (see paragraph on Payee Information-Non-Government Organization).

h.	In those cases where an employee(s) is having dues collected, but he/she is not a member of a lodge or local or where the memorandum of understanding provides for payment to the national headquarters (see sample coding for employee "B"), the Finance Center will consolidate all dues withheld throughout the VA and issue one check.  This check will be issued to the national headquarters of that particular union.  In addition the Finance Center will mail a consolidated listing to the national headquarters.

5.21	VOLUNTARY ALLOTMENTS

a.	General.  Employees may authorize voluntary allotments for those purposes which are set forth in VA Manual MP-5, Part I, Chapter 550.  Authorization of a voluntary allotment will be accomplished by means of a properly executed Optional Form 299 (OF 299), "Request by Employee for Action on Allotment from Pay".

b.	Payroll will be responsible for establishing and changing the voluntary allotment address provided on the OF 299 in accordance with paragraph 2.06 of this manual.

c.	TT used 5A.

(1)	Establishing VA Form 4-5637a, Master Record Code Sheet Supplemental, Transaction type 5A will be used to enter the biweekly deduction in the employee's master record.  Each employee may have up to two of these type allotments at one time.  Coding instructions are as follows:

	Field Title	Card Columns	Coding Requirements

	Control Number	22-25 & 30-33	Numeric only

	Amount	26-29 & 34-37	Numeric/Whole dollars only.

(2)	Changes and Cancellations.  Changes will be made by coding the control number plus the new dollar amount.  To cancel a voluntary allotment, enter the control number of the allotment that is to be canceled followed by zeros in the amount field.  In both instances, the system will look for a match of the control number and make the appropriate change or cancellation.

NOTE: In the event the employee has two such allotments, net pay must be sufficient to cover both allotments or neither will be processed.  Deductions will not be made from final salary checks.

5.22	VOLUNTARY CONTRIBUTIONS-CFC

a.	Reference.  MP-5, part 1, chapter 550.

b.	Processing Initial Authorization

(1)	TT Used. 51.

(2)	Processing Code Sheet

(a)	Voluntary charitable contribution codes are assigned by the Office of Budget and Finance (047F), Central Office.  A three-digit symbol is used for coding CC's 22-24.  CC 22 is assigned an alphabetic code followed by a two-digit numeric code in CC's 23 and 24.  The following codes have been assigned:

�COMBINED FEDERAL CAMPAIGN LOCATIONS AND CODES

Location	Code

	

Alabama	

Birmingham	A06

Mobile	B77

Montgomery	A99

Tuscaloosa	A54

Tuskegee	B46

	

Alaska	

Anchorage	A81

	

Arizona	

Phoenix	A07

Prescott	A76

Tucson	A84

	

Arkansas	

Fayetteville	B20

Little Rock	A55

	

California	

Fresno	A56

Los Angeles	A08

Riverside	B95

San Bernardino	B82

San Diego	A11

San Francisco	A12

Santa Clara County	A53

	

Colorado	

Denver	A10

Fort Lyon (Bent County)	B22

Grand Junction	A57

	

Connecticut	

Hartford	A68

New Haven	A77

	

Delaware	

Wilmington	B50

	

Florida	

Daytona Beach	C05

Ft. Myers	C03

Gainesville	B56

Jacksonville	A13

Lake City	B27

Miami	A14

Orlando	B79

Pensacola	B65

Pinellas County	A94

Tampa	B62

	

Location	Code

	

Georgia	

Atlanta	A16

Augusta	B06

Dublin	B18

	

Hawaii	

Honolulu	A17

	

Idaho	

Boise	A22

	

Illinois	

Chicago	A05

Danville	A18

Lake County	A92

Peoria	B89

Springfield	C04

Williamson County	B31

	

Indiana	

Evansville	B80

Fort Wayne	B23

Grant County	A96

Indianapolis	B25

	

Iowa	

Des Moines	B17

Johnson County	A97

Knoxville	A98

	

Kansas	

Leavenworth	A49

Topeka	A50

Wichita	A58

	

Kentucky	

Louisville	A59

Lexington	A93

	

Louisiana	

Alexandria	A15

New Orleans	B36

Shreveport-Boissier	A20

	





Location	Code

	

Maine	

Augusta	A48

	

Maryland	

Baltimore	A51

Hagerstown	B96

	

Massachusetts	

Barnstable County (Cape Cod)	B90

Boston (Bay Area CFC)	B84

Brockton	A25

Northampton	A88

	

Michigan	

Ann Arbor	B05

Battle Creek	B08

Detroit	B04

Iron Mountain	B58

Saginaw	B52

	

Minnesota	

Minneapolis (Twin Cities)	A29

St. Cloud	A61

	

Mississippi	

Biloxi-Gulfport	A19

Jackson	A85

	

Missouri	

Columbia	B15

Kansas City	A86

Poplar Bluff	B40

St. Louis	B42

	

	

Montana	

Billings	C06

Helena	A78

	

Nebraska	

Hall County (Grand Island Area)	B54

Lincoln	A34

Omaha	A35

	

Nevada	

Las Vegas	B69

Reno	A62

	

Location	Code

	

New Hampshire	

Central New Hampshire	B30

	

New Jersey	

Belle Meade Somerville (Central N.J.)	A80

Lyons	A63

Newark	A02

	

New Mexico	

Albuquerque	A36

Santa Fe	B99

	

New York	

Albany	B03

Batavia	A91

Bath	B57

Buffalo	B11

Montrose	B34

New York	A37

Northport  (Long Island)	B37

Poughkeepsie	B13

Rochester-Monroe	A82

Syracuse	B43

	

North Carolina	

Asheville	A23

Cumberland County	B21

Durham	A64

Salisbury	A70

Winston-Salem	B51

	

North Dakota	

Fargo	A33

	

Ohio	

Chillicothe	B14

Cincinnati	A71

Cleveland	A24

Columbus	B75

Dayton	A87

Toledo	B92

	

Oklahoma	

Muskogee	A72

Oklahoma City	A26

Tulsa	B87

	

Oregon	

Eugene	B78

Medford	B48

Portland	A38

Roseburg	A79



Location	Code

	

Pennsylvania	

Altoona	B02

Butler	B12

Coatesville (Greater Chester Co.)	A39

Erie	B19

Lebanon	A40

Lehigh Valley	B91

Philadelphia	B38

Pittsburgh	B39

Wilkes-Barre	A41

	

Rhode Island	

Entire State	A95

	

South Carolina	

Charleston	A27

Columbia 	A28

	

South Dakota	

Hot Springs	C07

Rapid City	A42

Sioux Fails	A65

	

Tennessee	

Chattanooga	B76

Johnson City	A73

Memphis	A43

Murfreesboro	B35

Nashville	A44

	

Texas	

Amarillo	B60

Austin	B07

Beaumont	C01

Big Springs	B09

Bonham	B10

Corpus Christi (Coastal Bend)	B98

Dallas	B16

El Paso	B70

Fort Worth	B74

Houston	B24

Kerrville	A66

Lubbock	B28

Marlin	B32

San Antonio	A03

Temple	B01

Waco	B47

	

	



Location	Code

	

Utah	

Salt Lake City	A45

	

Vermont	

White River Junction	B49

	

Virgina	

Newport News-Hampton	A74

Richmond	A32

Roanoke	A67

Winchester	B93

	

Washington	

Seattle	A30

Spokane	A04

Tacoma	B44

Walla Walla	A09

	

West Virginia	

Beckley	B53

Charlestown	B94

Clarksburg	A75

Huntington	A52

Martinsburg	A31

	

Wisconsin	

Madison	B29

Milwaukee	B33

Tomah	B45

	

Wyoming	

Cheyenne	A46

Sheridan	B59

	

National Capital Area	

Washington, DC	A01

	

Puerto Rico	

San Juan	B41

	

�NOTE: The above codes are assigned for use by stations participating in a combined Federal campaign during the fall of 1974 and subsequent years.  After assigning a CFC code, the Office of Budget and Finance (047F1) is responsible for submitting VA Form 4-5656 to the Austin Finance Center to establish the name and address of the CFC in the Centralized Address File.  Requests for change of address received by stations will be forwarded to Central Office for necessary action.

(b)	The Finance Center will prepare a statement of the number of employee deductions and forward to the campaign organization or designated agent.  A listing of allotters or allotter discontinuances will not be furnished.  The check will be mailed to the address established by Central Office.  Examples of codes assigned by Central Office: "A01," "A02," etc.

(c)	Upon receipt of a signed payroll withholding authorization for voluntary charitable contributions, the code for the campaign organization will be entered in CC's 22-24 and the amount to be deducted each pay period will be coded in CC's 25-29.  The minimum allotment will be 50 cents biweekly with no restrictions on size of increment above the minimum.

NOTE: No change in the amount of authorization will be accepted during the term of an allotment and no adjustment will be made in subsequent pay periods to make up for deductions missed because of insufficient net pay.

(d)	The duration of the allotment will be for 26 pay periods commencing with the first pay period beginning in January.  All allotments will be automatically terminated at the end of the period by the computer.  No additional input will be necessary by the station.  Deductions applicable to the new year campaign drive will be processed by the station in pay period 1, immediately after all allotments have automatically been terminated for the preceding year.

c.	Discontinuance of Allotments

(1)	TT Used. 52.

(2)	An employee may revoke his authorization at any time by request in writing to the Fiscal activity.  A TT 52 will be coded as follows:

TT 52:	CFC

	CC's 22-24: Enter appropriate code for applicable CFC campaign.

NOTE: Only code is necessary.

(3)	Discontinuance will be automatic upon death, retirement, or separation of allottee.

d.	Adjustments

(1)	TT Used. 84.

(2)	Adjustments to voluntary contributions will be coded on TT 84, Voluntary Contributions.  An adjustment made must reflect the proper voluntary code to which the adjustment is applicable in CC's 35-37.  The amount to be adjusted will be coded in CC's 38-42.

EXAMPLE: A code sheet was submitted reflecting a pay period deduction of $1.00 under code A01.  Two pay periods later it was discovered the employee did not request voluntary contribution to be withheld.  The payroll activity will code the following entries on VA Forms 4-5637 and 4-5638.

�TT 84:	Voluntary Contributions

	CC's 35-37: Enter "AØ1"

	CC's 38-42: Enter "ØØ3ØØ" "x punch" cc 42

TT 52:	CFC

	CC's 22-24: Enter "AØ1"

NOTE: TT 84 must be submitted in the current pay period and must be increased to include a refund for the current pay period deduction.  TT 52 must then be submitted in the subsequent pay period to cancel the allotment.

e.	Reassignment or Transfer

(1)	When an allotee transfers to another VA station or Government agency the allotment authorization with the code of the campaign organization noted thereon, will be forwarded to the receiving station unless revoked by the employee.  The receiving station will establish the allotment, assuring themselves that the proper code is used for the former station.

(2)	If there is a delay in receiving the authorization at the receiving station, the allottee will be permitted to complete a new authorization in favor of the campaign organization of his former station.  NOTE: Transfers on a TT 97 will leave the allotment deduction in the master record.

�PART I

The following taxing authorities should receive information concerning compensation paid to employees whose residence is within the jurisdiction of the taxing authority.  Code "ZZ" in CC's 22 and 23.  Code GSA State and city code in CC's 24-29.  From time to time, stations may receive requests from taxing authorities for information concerning compensation paid and for which no provision has been made in the "PAID" system to furnish this information.  When such a request is received, the station should immediately contact VA Central Office for advice and proper disposition of the request.
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Figure 5.F1.-Part I. Taxing Authorities To Receive Information

*These cities also act as the administrator or collection agency for other municipalities in the area. Stations will be responsible for identifying municipalities for which information concerning compensation paid is to be furnished under these GSA codes.
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Figure 5.F1-Part I-Continued.  Taxing Authorities to Receive Information

*These taxing authorities act as the collection agency for several municipalities.  Stations will be responsible for identifying municipalities for which information concerning compensation paid is to be furnished under these GSA codes.

�PART II

The following States and the District of Columbia have entered into withholding agreements with the Secretary of the Treasury under TD Circular No. 918.  Under the terms of these agreements, compensation paid to employees whose regular place of employment is within the State is subject to withholding of State tax.

These tax authorities should receive information conceming compensation paid to personnel whose residence is within the jurisdiction of the taxing authority and whose compensation is not subject to withholding of the tax imposed by that taxing authority.
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Figure 5.F1-Part II-Continued.  Taxing Authorities to Receive Information
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Figure 5.F2. State Abbreviations and GSA Codes
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Figure 5.F2-Continued. State Abbreviations and GSA Codes
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Figure 5.F3.   Table of Predetermined State and Local GSA Codes
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Figure 5.F3-Continued. Table of Predetermined States and Local GSA Codes

�

The following cities and GSA codes for the State of Pennsylvania may be used in the withholding of both Primary and Secondary city taxes in accordance with paragraph 5.03 of this chapter.



�
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Figure 5.F4. City Abbreviations and GSA Codes for the State of Pennsylvania
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Figure 5.F4. City Abbreviations and GSA Codes for the State of Pennsylvania-Continued

�

Figure 5.F4. City Abbreviations and GSA Codes for the State of Pennsylvania-Continued

�
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*GSA code 426540, city of Philadelphia, should be used for employees who are residents of the city and subject to the higher withholding rate.

**GSA code 426541, city of Philadelphia, should be used for employees who are nonresidents of the city and subject to the lower withholding rate.

�
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Figure 5.F5. Military Service Deposit-Composite Interest Rates
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Figure 5.F5. Military Service Deposit-Composite Interest Rates-Continued

�FICA/MEDICARE RATE TABLE
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*The wage base for 1990 and subsequent years has not yet been determined.

TABLE OF RETIREMENT CODES WITH COVERAGE REQUIREMENTS

Figure 5.F6�import graphics\\P652356A.TIF \* mergeformat#0"#0"#0"#0"#89.7%#89�� Continued

*In some instances employees with "F" or "J" type visas will have a code 4 for retirement coverage; however, these employee's are exempt from Medicare deductions as well.  In order to prevent Medicare deductions, it will be necessary to code a TT 55 CC 66 with a code E (exempt).

�TABLE OF TRANSACTION CODES USED FOR ADJUSTING MED/FICA/RETIREMENT
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Figure 5.F6. FICA/Medicare Rate Table, Table of Retirement Codes with Coverage Requirements and Medicare/FICA Adjustment Codes

�

APPENDIX A. PROCESSING CORRECTIONS TO FICA/MEDICARE/RETIREMENT COVERAGE

This appendix contains the procedures to be followed for processing corrections to FICA/Medicare/Retirement coverage.  These procedures may be followed regardless of the reason for correction (i.e., retroactive retirement code change, differences on the FICA/Medicare Wage and Tax Listing, etc.).

1.	FICA/Medicare.  It is essential to understand that FICA and Medicare are withheld and reported on a tax year basis on the employee's TD Form W-2.  Therefore, when an adjustment to FICA or Medicare is required, the procedures to follow will depend upon the tax year in which the error occurred and when it is corrected.  For example, an error which occurred in tax year 1988, as reflected on the employee's 1988 TD Form W-2 requires that the W-2 be corrected.  Current year adjustment transactions would not be appropriate.

FICA is comprised of both OASDI and Medicare.  The PAID System maintains the wages and taxes for both OASDI and Medicare to result in total FICA coverage for reporting as Social Security on the employee's TD Form W-2.  NOTE: Current year OASDI and Medicare taxes are automatically adjusted based upon a TT 84 OASDI and Medicare wage adjustment.

2.	Retirement (CSRS and FERS).  Unpublished Comp. Gen.  B-202201 dated December 21, 1983, requires that in the event of an error in retirement coverage, the agency is responsible for making the employee's record whole and correct.

Changes in retirement coverage within different retirement systems (examples: code C to K or code M to 6) require that the local payroll office complete a VA Form 4-4938 CSRS/FERS Correction Work Sheet in order for the Austin Finance Center (0475Bl) to make the necessary adjustments.

Changes to retirement coverage within the same retirement system (examples: code 1 to C or K to M) require that the local payroll office submit adjustment transactions using VA Form 4-5638, Pay Adjustment Code Sheet.  In addition to the transactions, if the correction to retirement coverage involves more than the current pay year, a letter must be forwarded to the Austin Finance Center (0475B2), 1615 East Woodward Street, Austin, TX 78772.  The letter must contain the amount of retirement deductions to be applied to each pay year being corrected.  This will enable the Austin PAID Accounting Section to apply the deductions to the appropriate pay year on the employee's CSRS or FERS retirement record.  A sample letter is provided in example C of this appendix.

These adjustments will be processed (refunded or deducted) through the station suspense account 36F3875.  If as a result of the transactions a negative balance exists in suspense for the individual, the local accounting office will process a CALM transaction 973.11 expenditure transfer.  Section A will be the charge to the appropriation to which the employee is journalized. Section B will be the credit to 36F3875.  Next establish a CALM transaction 938.35 refund receivable to offset the charge made by the transaction 973.11. This receivable will be the basis to initiate collection action.

NOTE: The CALM procedures cited above are interim in nature.  They are to be used only until procedures can be developed in the PAID system to process these type of adjustments.

3.	The following examples are provided as instruction for stations in processing adjustments to FICA/Medicare and retirement.

EXAMPLE A: An employee's name is appearing on the FICA/Medicare Wage and Tax Listing.  After reviewing the employee's Record of Salary Payments, it was determined that a cash salary payment of $541 had been recorded increasing the employee's Federal wages by $541.  However, FICA (OASDI and Medicare) tax had not been deducted from the cash payment.  As a result, a difference of $541 exists between federal wages and OASDI and Medicare wages.  The error is discovered and is being corrected in the same tax year using the following adjustment transactions:

		OASDI	MEDICARE

TT 84:	CC's 73-79:	00541.00	00541.00

	CC's 80: 	"3"	"4"

NOTE 1: In order to adjust the employee's total FICA liability, two transactions are required, one for the OASDI portion of FICA and another for the Medicare portion of FICA.

NOTE 2: OASDI and Medicare wage adjustments processed on TT's 84 will result in the PAID System automatically adjusting the OASDI and Medicare tax.  The tax will be withheld from the employee's pay in the pay period in which the adjustment is processed.

EXAMPLE B: In March 1989, a FERS (code K) employee elects to buy back his sick leave due to a period of continuation of pay.  The COP covered pay periods 24-25, 1988.  FICA and FERS must be recovered to apply, to the debt.  The following reflects the employee's earnings and deductions for pay periods 24-25, 1988:

	TAX	BASE	GROSS	OASDI	MEDICARE	FERS

	YEAR	WAGES	WAGES	TAX	TAX	RET.

						

	1988	1,680.00	1,680.00	101.81	24.36	15.79

						



In order to collect the employees FICA it will be necessary to process VA Form 4-9997, Request for TD Form W-2C.

NOTE: This example does not include other deductions which might be recovered to apply to the debt (see ch. 6 of this Supp.).
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EXAMPLE B
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EXAMPLE B - Continued

�EXAMPLE C:  A CSRS employee EOD pay period 16, 1988, under RET/FICA code "C".  It was later determined by Personnel that the employee has 8 years of prior civilian service with less than a 365 consecutive day break in service.  A retroactive personnel action is processed to change/correct the retirement code from "C" to "1".  The action was submitted pay period 2, 1989.



Cal. Year	Base	Gross	Ret C	Ret 1	Med	OASDI	Fiscal Year

							

1989	1.865.60	2,250.20	17.54	130.59	32.63	136.36	Current

							

1988	3,628.80	3,743.20	34.11	254.02	54.28	226.83	Current

							

1988	5,443.20	6,130.10	51.17	381.02	88.89	371.48	3680151



*Both current and prior year adjustments to retirement and FICA will be processed according to the following examples:

NOTE 1:  These coding procedures apply equally to all retirement code corrections with the same retirement system.

NOTE 2:  In addition to the adjustment transactions and VA Form 4-9997, a letter must be forwarded to the Austin Finance Center (0475B2) providing the amount of retirement deductions to be applied to each pay year.

�
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EXAMPLE C - Retirement Correction RET/FICA CODE "C" TO "1"
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EXAMPLE C  Continued- Retirement Correction RET/FICA CODE "C" TO "1"

�

�import graphics\\P65235A8.TIF \* mergeformat#0"#0"#0"#0"#99.2%#99��

EXAMPLE C  Continued - REQUEST FOR TD FORM W-2C
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EXAMPLE C  Continued - Letter for Retroactive Change in Retirement Plan Coverage

�

EXAMPLE D:  A GS 9/1, $836.00 biweekly, was appointed at the beginning of PP 25, 1986, using "Ret/FICA" code 1.  In pay period 4, 1987, it was determined that the correct "Ret/FICA" code should have been C and that the employee should have been converted to the FERS on 1/1/87, (RET/FICA Code K).



Cal. Year	PP	Base	Gross	Ret 1	Ret C

1986	25	836.00	836.00	58.52	10.87

1987	26	836.00	836.00	58.52	 .

 .	1-3	2,508.00	2,508.00	175.56	 .



Cal. Year	Ret K	Med	OASDI	Fiscal Year

1986	 .	12.12	47.65	36701-

1987	 .	12.12	47.65	60

 .	32.61	36.36	47.65	 .



NOTE 1:  In this example it will require the completion of two CSRS/FERS Correction Worksheets and one VA Form 4-9997, Request for TD Form W-2c.

NOTE 2:  Although the retirement code was corrected by Personnel in pay period 4, 1987, the necessary retroactive adjustments were not processed by Payroll until pay period 9, 1990.  As a result, the necessary corrections to the employee's 1986 TD Form W-2 cannot be processed due to the 3 year statute of limitations having expired (refer. par. 5.06 of this ch.).

�
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EXAMPLE D

�
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EXAMPLE D
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EXAMPLE D



�CHAPTER 6. RECOVERIES

6.01	METHOD OF COLLECTION

a.	Reference.  MP-4, part II, chapter 3.

b.	Processing Authorization [(Additional Deductions)]

(1)	TT's Used. 51, 52, and 83.

(2)	The field "Additional Deductions (Recurring)/CFC" on TT 51 will be used to establish indebtedness and to make regular recurring payroll deductions.  CC's 22-24 of this field will be used by field stations to establish their own identifying numeric codes.  Alpha codes cannot be used.  Deductions will be made until the balance field is reduced to zero.  If separation occurs prior to total liquidation of the balance, the computer will automatically deduct as much of the remaining balances as net pay will cover.  Therefore, unless the consent agreement to repay the U.S. debt specifies that the employee agrees to an offset of the unliquidated balance from final pay, the recurring deduction field must be canceled in the pay period of separation by means of a transaction type 52.  A transaction type 83 must then be processed using the "other deduction" field, CC's 61-66, to deduct only that pay period amount specified in the consent agreement.  The field "other deduction" on TT 83 will be used to make one-time deductions from an employee's pay.

(3)	The master record will accept two recurring deductions.  This is in addition to the CFC and FTL fields currently in the master record.  If the net amount due an employee is insufficient to cover the two recurring deductions, the deductions will be made beginning with the recurring deduction in the first position of the master record.

(4)	All deductions made by use of the field "Additional Deductions (Recurring)/CFC" and "Other Deduction" on T-F's 51 and 83 will be deposited by the DPC to station suspense account 36F3875.  These funds will then be returned to the station on a computer generated VA Form 4-4564, Transfer of Disbursing Authority (TDA).  Except for unusual circumstances, these two fields will not be used to effect adjustments for underdeductions for FEGLI, FEHB, FICA, medicare, retirement, quarters, subsistence, garage, or taxes.

(5)	Recurring payroll deductions established on TT's 15 will be summarized in total on the biweekly gross-to-net payroll listing.  Individual details of all above deductions will be printed on the biweekly TDA Identification listing.

EXAMPLE 1: A notice of [an education loan debt] proceeding is received.  An amount is to be submitted to the [Department of the Air Force] each pay period.  The employee has $25 deducted from his/her pay each pay period.  The total indebtedness is $325.  Code a TT 51 as follows:

TT 51:	Additional Deductions (Recurring)/CFC

	CC's 22-24: Enter "ØØ4"

	CC's 25-29: Enter "Ø25ØØ"

	CC's 30-35: Enter "Ø325ØØ"

[NOTE: Changes to the amount being withheld or the amount due will be processed by coding the existing control number in CC's 22-24 and the dollar amounts in CC's 25-29 and 30-35.  Based on this coding the new data will overlay any previously coded amounts.

(6)]	Discontinuance of Additional Deductions (Recurring)

[(a.)]	TT Used. 52.

[(b.)]	When it is desired to cancel or discontinue a recurring deduction which was established in the master record with TT 51, a TT 52 will be coded.  Only the numeric code is required in CC's 22-24 as illustrated below:

TT 52:	Additional Deductions (Recurring)/CFC

	CC 22-24: Enter "ØØ4"

[(7)	Other Deduction

(a)	TT Used. 83 card columns 61-66.

(b)	If it becomes necessary to make a one time cash collection from an employee's salary, the deduction will be coded using a TT 83 card columns 61-66.  The money deducted will be deposited to station suspense account 36F3875.  An "x" over card column 66 will refund money from suspense to the employee.

EXAMPLE 1: An employee has an outstanding temporary duty travel debt of $24.79. The employee has been notified that a deduction for the debt will be withheld from his pay.  Coding will be as follows:

TT 83:	Other Deductions

	CC's 61-66: Enter "ØØ2479"

EXAMPLE 2: An employee made a cash payment to the agent cashier for Post-56 Military Service Deposit.  The money, $480, was deposited by the Agent Cashier to station suspense account 36F3875.  However, due to a miscalculation of the amount owed for the MSD deposit, the cash payment should have been $460, the employee is due a refund of $20.  Coding would be as follows:

TT 83:	Other Deductions

	CC's 61-66: Enter "ØØ2ØØØ" (x-punch CC 66)

This will result in a refund of $20 in the employee's next paycheck from suspense account 36F3875.

c.	One Time Adjustment of Pay and Allowances.

(1)	TT's Used.  TT's 82, 83, and 86.

(2)	One time current tax year negative adjustments of pay and allowances may, with the employee's consent, be processed using VA Form 4-5638 Pay Adjustment Code And Cash Payment Sheet.  If an adjustment is applicable to a current and prior fiscal year appropriation, and adjustments are coded on VA Form 4-5638, two separate code sheets will be prepared.  One code sheet will contain the current fiscal year entries only and the second code sheet will contain the prior fiscal year entries.

NOTE: In the following example the overpayment occurred in tax year 1989 and the overpayment is being collected from the employee through payroll deductions in tax year 1989.  Had the collection of the debt occurred in a later tax year, correction would be accomplished in accordance with paragraph 6.04 of this chapter.

EXAMPLE: A FERS employee is paid at the rate for a GS 4/3 $15,005; however, the correct salary rate should have been a GS 4/2 $14,536.  Three pay periods elapsed before discovery of the error.  During this period the employee was paid 8 hours holiday pay (September 4, 1989), and 3 hours overtime which was worked during the period September 24 to October 7, 1989.  The employee does not participate in the Thrift Savings Plan; however, he/she is eligible to receive the 1 percent Government Basic Contribution.  Code TT's 82, 83, and 86 as follows: (The period involved is from August 27 to October 7, 1989, pay periods 18-20).

Adjustment of charges to current year appropriation (separate code sheet).

TT 82:	Base Pay

	CC's 22-27: Enter "ØØØ88Ø" (x-punch CC 27)

	Overtime

	CC's 33-37: Enter "ØØØ49" (x-punch CC 37)

TT 83:	Retirement/Life Insurance/Health Benefits

	CC 28: Enter "K" (FERS)

	CC's 29-33: Enter "ØØØØ8" (x-punch CC 33)

	CC's 34-38: Enter "ØØ113" (x-punch CC 38

	CC 28: Enter "B" (Basic Life Insurance)

	CC's 29-33: Enter "ØØØØ9" (x-punch CC 33)

	CC's 34-38: Enter "ØØØØ5" (x-punch CC 38)

TT 86:	Thrift Savings Plan

	CC's 27-28: Enter "GB" (Gov't Basic)

	CC's 29-35: Enter "ØØØØØØ9" (x-punch CC 35)

	CC's 36-37: Enter "2Ø" (pay period number)

Adjustment of charges to prior year appropriation (separate code sheet).

TT 82:	Base Pay

	CC's 22-27: Enter"ØØ44ØØ" (x-punch CC 27

	Overtime

	CC's 33-37: Enter "ØØØ5Ø" (x-punch CC 37)

	Holiday

	CC's 41-45: Enter "ØØ176" (x-punch CC 45)

	Disbursing Author.  For This Adjustment Only

	CC's 69-73: Enter "9Ø16Ø"

	CC's 74-80: Enter "ØØØ4626" (x-punch CC 80)

TT 83:	Retirement/Life Insurance/Health Benefits

	CC 28: Enter "K" (FERS)

	CC's 29-33: Enter "ØØØ42" (x-punch CC 33)

	CC's 34-38: Enter "ØØ566" (x-punch CC 38)

	CC 28: Enter "B" (Basic Life Insurance)

	CC's 29-33: Enter "ØØØ45" (x-punch CC 33)

	CC's 34-38: Enter "ØØØ22" (x-punch CC 38)

	Disbursing Author.  For This Adjustment Only

	CC's 69-73: Enter "9Ø16Ø"

	CC's 74-80: Enter "ØØØØØ22" (x-punch CC 80)

TT 86:	Thrift Savings Plan

	CC's 22-26: Enter "9Ø16Ø"

	CC's 27-28: Enter "GB" (Gov't.  Basic)

	CC's 29-35: Enter"ØØØØØ18" (x-punch CC 35)

	CC's 36-37: Enter "18" (Pay period number)

TT 86:	Thrift Savings Plan

	CC's 22-26: Enter "9Ø16Ø"

	CC's 27-28, Enter "GB" (Gov't. Basic)

	CC's 29-35: Enter "ØØØØØ18" (x-punch CC 35)

	CC's 36-37: Enter "19" (Pay period number)

TT 86:	Thrift Savings Plan

	CC's 22-26: Enter "9Ø16Ø"

	CC's 27-28: Enter "GB" (Gov't Basic)

	CC's 29-35: Enter "ØØØØØØ8" (x-punch CC 35)

	CC's 36-37: Enter "2Ø" (Pay period number)

(NOTE: Pending modifications to the PAID System, TSP adjustments can only be processed to correct one pay period at a time.  Therefore, the three TT 86 transactions in the above example must be processed in three separate pay periods.)]

6.02	FEDERAL TAX LEVIES

a.	Public Law 94-455, The Tax Reform Act of 1976, provides revised procedures relating to the issuance and compliance with a Notice of Levy received against an employee's biweekly earnings for payment of delinquent Federal income taxes.  Under these revised procedures, a Notice of Levy may be served using either TD Form 668-A or 668-W.  When TD Form 668-A is used, it will be processed in accordance with the procedures contained in VA Manual MP-4, part II, paragraph 3C.07.

b.	Notice of Levy of Wages, Salary and Other Income, TD Form 668-W, is continuous in nature, remaining in effect until the levy is fully satisfied.  When this form is utilized, it will be received as part of a set including TD Form 668-P and Notices 110A and 110B.  These additional forms contain instructional information relating to amounts exempt from the levy for each tax payer and his/her dependents.  In order to determine the proper amount to be collected each pay period, the employee must complete and return TD Form 668-P to the Payroll activity within 3 days.

c.	The "assessable amount" will represent the employee's gross earnings, inclusive of uniform and cost-of-living allowances, less the "exempted amount" on Form 668-P and legal deductions of Federal, State and city taxes and [ ] retirement or FICA/medicare deductions.  This assessable amount will be placed in station suspense account 36F3875 for disbursement to the IRS.  An M62 message RPO will be generated in those instances where no "assessable amount" is available for application against the levy.

d.	Net pay to the employee will be represented by the "exempted amount" on TD Form 668-P less the employee's share for basic and optional life insurance and health benefits.  To the extent possible, other voluntary deductions will be made in the following order:  (1) savings bonds, (2) CFC, (3) union dues, and (4) allotments to financial organizations.

e.	Pay adjustment transactions (TT 80's) will not be processed during any pay period in which these levy procedures are utilized.  An M64 message RPO will be generated to identify attempts to process these transactions.

f.	Recurring deductions for this purpose will be accomplished by means of a TT 51 which will always be completed by entering the alpha code "FTL" in CC's 22-24; the dollar amount exempt from levy (TD Form 668-P, beginning with [$176.92] in CC's 25-29; and, the total amount of the levy in CC's 30-35.

g.	Cancellation of these recurring deductions will be affected by entering the alpha code "FTL" in CC's 22-24 of a TT 52.  All remaining fields should not be completed.

EXAMPLE 1:  A Notice of Levy (TD Form 668-W) is received on an employee who subsequently completes TD Form 668-P claiming exemption of [$196.151 (employee only) from the levy.  The total amount to be collected is $589.56. The coding would be as follows:

TT 51:	Additional Deductions (Recurring)/CFC

	CC's 22-24: Enter "FTL"

	CC's 25-29: Enter "19615"]

	CC's 30-35: Enter "Ø58956"

EXAMPLE 2: A Notice of Levy, TD Form 668-A, for delinquent Federal tax is received in the amount of $59.60. The employee's take home pay is $97.60 with the levy being received on the Friday preceding the end of the payroll period.  A TT 83 is used to make a one-time deduction and will be coded as follows:

TT 83:	Other Deduction

	CC's 61-66: Enter "ØØ596Ø"

EXAMPLE 3: Employee owes $235.60. Arrangements have been made between the employee, the Internal Revenue Service and the Fiscal activity for installment payments of $30 from each check.  A TT 51 will be used and coded as follows:

TT 51:	Additional Deductions (Recurring)/CFC

	CC's 22-24: Enter "ØØ1"

	CC's 25-29: Enter "Ø3ØØØ"

	CC's 30-35: Enter "Ø2356Ø"

6.03	CASH COLLECTION (APPROPRIATION REFUND) CURRENT TAXABLE YEAR INVOLVED 

(INCLUDING OWCP)

a.	The manner of processing cash collections for salary overpayments (including moving expenses) will depend on whether the overpayment occurred in the current tax year or a prior tax year.  Generally, the collection of a salary overpayment for an employee on the rolls is accomplished by processing a TT 82 to apply against the future earnings of the employee.  This results in all adjustments appearing on the payroll summary listings and accounting entries being made to both the DPC and station accounts.  Cash collections are usually necessary if the employee will have no future earnings or in cases of an approved OWCP claim.  OWCP claims are generally approved with an effective data retroactively covering a period of previously approved sick or annual leave.  A cash collection will be necessary if the employee elects to buy back his/her leave for the salary he/she earned during that period.

[NOTE: Before collection of a debt can occur, employees must be afforded their due process rights in accordance with VA manual MP-4, part VIII.]

b.	If for any reason a cash collection (appropriation refund) is made from an employee to recover a salary overpayment (including buy back of leave) that occurred in the current tax year, the procedures listed below must be followed.  Except as otherwise noted, they apply to both current as well as separated employees.

[c.	Employee Currently on The Rolls.]

(1)	Cash collected by the station [from a current employee] will be deposited in the VA suspense account 36F3875.

[(2)	The station payroll activity will prepare the VA Form 4-5642 for use in transferring the funds to the Austin Finance Center and recording the cash collection into the PAID system.

(3)]	VA Form 4-5642 will be prepared by payroll for cash collection (appropriation refund) only when the refund represents amounts paid in the current taxable year.

(a)	Since this is a cash collection, "Date of Check Canceled." and "Check No." will be left blank.

(b)	"Equivalent Man-hours" will only be shown if the collection pertains to normal pay.  That is, collections for holiday, overtime, etc., do not affect the FTEE; therefore the item would be left blank.

(c)	The "Earnings and Deduction Data" sections will reflect all applicable items in the same manner as a canceled check, EXCEPT ANY DEDUCTIONS COLLECTED IN CASH WILL NOT BE SHOWN IN THE APPLICABLE "DEDUCTIONS" COLUMNS.  This is necessary because any amounts shown in the deduction columns will be reversed and restored to the appropriation by the [Finance Center].

(d)	The box for "Cash Collected," will be checked [and the] reason for the collection will be given[.]

(e)	A detailed breakdown of all items collected in cash will be shown in "Remarks" on the reverse side of VA Form 4-5642.

(f)	In the block headed "Status," indicate the employee's current [employed] status by checking the appropriate box(es).

[(4)	After completion of the VA Form 4-5642 and prior to forwarding it to the Austin Finance Center.  The chief accountant will indicate on the VA Form 4-5642 that the funds have been deposited.  This will be accomplished by entering the applicable pat reference number in the block entitled "Suspense PAT No." (the PAT reference number begins with the digits 14 and end with the last four digits of the employee's social security number).  The chief accountant will then certify that the deposit has been made by signing his/her name in the appropriate block together with the current date.

(a)	Upon receipt of the VA Form 4-5642, the Austin Finance Center will process payroll adjustment transactions which will record the cash collection in the PAID System.  The transactions will also result in the funds being withdrawn from the station suspense account 36F3875 in accordance with the provisions of  MP-4, part V, chapter 15 as modified by II 00-88-18.

(b)]	An example of a current tax year cash collection is shown in figure 6.Fl.

[(5)]	If a current employee makes a cash refund due to an approved OWCP claim with an effective date retroactively covering a period of previously approved sick or annual leave and elects to have his/her leave recredited, the following procedures will be used in addition to those outlined above:

[(a)]	Annual and sick leave balances will be adjusted on TT 31 in accordance with chapter 8.

[(b)]	WOP will be adjusted on a TT 51 in accordance with chapter 8 using figure 8.F1 in connection therewith.

[d.	Employee Separated

(1)	In those instances where separated employee(s) make repayments for amounts received in error in the current tax year, cash collected will be deposited by the agent cashier to the applicable appropriation or fund in accordance with the provisions of MP-4, part V, chapter 15.

(2)	In order that the PAID system will produce a proper wage and tax statement (W2) for the individual, the payroll activity must prepare a VA Form 4-5642 for the gross amount paid including those deductions which can't be reversed.  Reference subparagraph c(3)(a)-(e) above for the procedures to follow in completing VA Form 4-5642.

(3)	In the block headed "status" indicate the employee's separated status and the separation date in the space provided.

NOTE: A cash collection from a separated employee will be made for the gross amount paid the employee less those deductions that are recoverable by reversal through the PAID System.  Do not record on the VA Form 4-5642 those deductions which are not reversible through the PAID System and which therefore must be collected in cash from the former employee.  Examples are savings bonds, allotments, child support, alimony or bankruptcy payments, etc.  Generally union dues and CFC deductions are recoverable provided other current employees are presently having deductions made for the specific organizations form which the required amounts can be offset.  The exception is when the cash collection will be recorded in the special year-end recording cycle (pay period 24a/25a, as appropriate).

(4)	The completed VA Form 4-5642 must be forwarded to the Austin Finance Center for processing of the necessary payroll adjustment transactions to record the cash collection in the PAID System for W2 purposes.  The net pay portion of these adjustment transactions will be recorded on the station's "Record of Pay Adjustment and Recording Transactions" (VA Form 4-5321) as well as the Earnings and Leave Statement, and the "Record of Salary Payment" (VA Form 4-5691) in the field identified as "moving expense".  The moving expense field has been modified to serve as a dual purpose field for Finance Center use only.]

6.04	CASH COLLECTION (APPROPRIATION REFUND) PRIOR TAXABLE YEAR INVOLVED 

(INCLUDING OWCP)

a.	Collection of monies paid in a prior taxable year must not reflecting the employee's current year earnings for tax purposes, therefore, collections of this nature must be processed at the station level and not recorded in the employee's master record or the P/R accounts of the DPC.

[NOTE: Before collection of a debt can occur, employees must be afforded their due process rights in accordance with MP-4, part VIII.]

(1)	Employee Currently on the Rolls

(a)	A receivable will be established for the gross amount of the overpayment occurring in a prior taxable year.

(b)	TT's 93 will be processed to refund deductions for [CSRS or FERS] retirement, Federal Employees Group Life Insurance, and, in some cases, Federal Employees Health Benefits.  However, employees are required to pay their health insurance premiums for each pay period in which coverage continues.  The total of these items coded for refund (employee's share) on the TT 93, must be entered in the "Other Deductions" field.  Care must be taken to properly adjust the VA's contribution to both basic life insurance and, if appropriate, health benefits.  Adjustment of VA's contribution to the Civil Service Retirement Fund is automatic.  In those instances where FICA or medicare tax deductions must also be refunded, the adjustment will require preparation of a VA Form 4-9997, Request for TD Form W-2C.  These documents will be prepared in accordance with instructions provided in paragraphs 5.06, 5.10, and [13.13].

[NOTE 1: In some instances employee contributions to the Thrift Savings Plan are a recoverable item.  Refer to chapter 5 paragraph 5.19 of this supplement for instructions concerning the recovery of TSP contributions deposited in a prior calendar year.]

NOTE [2]: Upon receipt of the VA Form 4-9997, the [Austin Finance Center] will prepare the appropriate transactions to reverse the FICA/medicare wages and taxes.  This will result in the issuance of the TD Form W-2C that will reflect corrections to the FICA/medicare wages and taxes.  In addition, extreme care must be exercised to ensure that the adjustments (TT's 93 or VA Form 4-9997) reflect the correct fiscal year appropriation.

(c)	Amounts returned to the station in suspense account 36F3875 as a result of "other deduction" coding or VA Form 4-9997 will be applied to the receivable established in subparagraph (a) above.  The balance remaining will be collected in cash and credited directly to the appropriation involved.  VA Form 4-5642 will not be prepared for prior tax year cash collections.

(d)	[Transactions] will be submitted by the Accounting activity in accordance with MP-4, part V for both the amount collected in cash and the amount returned to suspense account 36F3875 as stated in subparagraph (c) above.  Computer action resulting from TT's 93 or VA Form 4-9997 has automatically adjusted cost and analysis accounts for the VA's contribution to [CSRS or FERS] retirement, FICA/medicare taxes, life insurance, and health benefits.

(e)	The employee should be furnished a certificate stating the gross amount collected and that such amount was included in his/her prior year TD Form W-2.  The employee should contact the nearest IRS agent for instructions in filing his/her tax return.

(2)	Employee Separated

(a)	A receivable will be established for the gross amount paid the employee less those deductions that are recoverable.  (See subpar. (1)(b) above.)  Generally, union dues and CFC deductions are recoverable provided that other current employees are presently having deductions made for these specific organizations from which the required amounts can be offset.  The exception is when the cash collection will be recorded in the special year end recording cycle (pay period 24a/25a, as appropriate).

(b)	If a cash collection is made from a separated employee and the only deduction items involved are not recoverable, no coding or input is necessary from the Payroll activity.  Accounting and cost reporting entries were made at the time the receivable was established in accordance with MP-4, part V. In all other instances coding by the Payroll activity is necessary as shown in subparagraph (c) below.

(c)	If the overpayment involves deductions that are recoverable, the employee will be instructed to repay the gross amount less those deductions that are recoverable.  The Payroll activity will process TRR's to refund deductions made from the employee for retirement, life insurance, and health benefits and to recover disbursements made as the VA's contribution.  The total of the employee's share for these items will be coded in "Other Deductions" which will result in the refunded amount being returned to the station suspense account for application against the overpayment.  Refund of applicable FICA or medicare taxes will be documented on VA Form 4-9997 which will then be stapled to the TT "R" and forwarded to the Austin [Finance Center].  The VA's contribution to these items will be adjusted automatically by the "R" transactions and VA Form 4-9997; therefore, further adjustment to retirement, life insurance, health benefits, FICA, or medicare taxes is not required by the Accounting activity.  Amounts collected in cash from the employee and amounts returned to the station suspense account must be adjusted by the Accounting activity in accordance with MP-4, part V.

(d)	TT R's will be processed in accordance with paragraph 3.10.

EXAMPLE: After an employee separated, it was discovered that an overpayment had been made in the gross amount of $120.00, all of which was base pay.  Deductions were made for civil service retirement in the amount of $7.80, medicare tax in the amount of $1.74, and Federal income taxes in the amount of $18.80, leaving a net pay of $91.66.  Cash collection was made from the employee in the amount of $110.46 (gross pay less retirement and medicare taxes).  Of the difference, $7.80 representing retirement deductions was recovered by means of an "R" transaction while $1.74 representing medicare tax was entered on a VA Form 4-9997 for processing and recovery by the Austin [Finance Center].  TT R's would be coded as follows:

TT R3:	Retirement/FICA

	CC 22: Enter "1"

	CC's 23-27: Enter "ØØ78Ø" (x-punch CC 27)

	Other Deduction

	CC's 61-66: Enter "ØØØ78Ø"

TT R1:	Code in the usual manner (see par. 3.13 for specific coding instructions).

NOTE: VA Form 4-9997 will be completed in the usual manner to reflect adjustment of $120.00 to medicare wages and $1.74 to medicare tax.  [ ] The total adjustment to wages and taxes must be entered in the applicable tax quarter in the lower portion of the form.

(e)	If OF's 1114, Bill for Collections, are prepared because of an overpayment made to a separated employee, they will be issued in the following manner:

(1)	One OF 1114 will be issued to the employee for the net amount paid plus any deductions for Federal tax, State tax, city tax, other deductions, and bonds.

(2)	One OF 1114 will be issued to the applicable organizations for deductions made for voluntary charitable contributions or union dues in those instances where they cannot be recovered by offset against deductions made from employees on the rolls in the current pay period.

6.05	CASH COLLECTION OF EXCESS AMOUNTS PAID FOR MOVING EXPENSES

a.	When it is determined that a moving expense payment was processed in an amount greater than that to which an employee was legally entitled, the excess amount must be recovered from the employee.  If the overpayment and recovery action occurred in the current tax year, a VA Form 4-5642 must be prepared and submitted to the Austin [Finance Center].  The VA Form 4-5642 will be completed in the usual manner.  If the employee is having State and local income taxes withheld from current salary payments, the GSA code for each such taxing authority must be entered in the appropriate space on the deduction side of the form.  In those instances where only wage information is being furnished to a State or local taxing authority, the applicable GSA code(s) should be entered in the space provided in the lower left corner of the form.  When processed by the [Finance Center], it will result in appropriate adjustments to the employee's PAID master record as well as ensuring the preparation of an accurate TD Form W-2. [The amount received will be deposited as an appropriation refund at the field station level.] Figure 6.F2 illustrates the proper completion of VA Form 4-5642 to record this type recovery action in the affected employee's PAID master record.

b.	Overpayments made in a prior tax year and recovered in the current tax year must not be restored to the Austin [Finance Center].  However, if the recovery of an overpayment requires and adjustment to FICA/medicare wages and taxes, a VA Form 4-9997 must be prepared in the same manner as described in paragraph 6.04 [ ]. The employee should be furnished a certificate stating the gross amount collected, the reason for the collection, and that such amount was included in his/her prior year TD Form W-2.  The Employee should contact the nearest IRS agent for instructions in filing his/her tax return.

6.06	REFUND OF LUMP-SUM PAYMENT UPON REEMPLOYMENT AND RECREDIT 

OF [ANNUAL] LEAVE

a.	Reference.  MP-4, part II, paragraph 6.C.08.

b.	Processing Authorizations

(1)	TT's Used. 31, 82 and 83.

(2)	Refund of Lump-Sum Payment Upon Reemployment.  When the exact number of hours or days that must be refunded as recreditable annual leave is established, the Fiscal activity will compute the total amount due.  This refund may be made in cash or by payroll deductions.

EXAMPLE 1: A title 38 employee makes cash refund of 28 days annual leave.  A TT 31 to establish the current balance would be coded as follows:

TT 31:	Annual Lv.  Balance (Days-3 Decimals)

	CC's 50-55: "Ø28ØØØ"

A TT 31 to establish the EOPY (end of prior year) balance will also be coded, if applicable.  If, in the above example, the employee had a balance of 15 days at the end of their prior year, this would be coded as follows:

TT 31:	Annual Leave EOPY Hrs. Or Days

	CC's 68-72: Enter"ØØ15Ø"

NOTE: The employee should be furnished a certificate stating the gross amount collected and the reason for the collection.  In addition, the employee should be advised to contact the nearest IRS agent for instructions in filing his/her tax return.

EXAMPLE 2: A title 38 employee refunds 7 days annual leave paid at the rate of $33,727 per annum by payroll deduction.  Total refund is $648.62, repayment to be made at $125.00 per pay period.  A TT 51 would be coded as follows:

TT 51:	Additional Deductions (Recurring)/CFC

	CC's 22-24: Enter"ØØ1"

	CC's 25-29: Enter"125ØØ"

	CC's 30-35: Enter "Ø64862"

If, in the above example, only one payroll deduction was made, TT 83 will be coded as follows:

TT 83:	Other Deductions

	CC's 61-66: Enter "Ø64862"

The amount coded in "Other Deductions" or additional deductions recurring "Pay Period Amount" will be deposited by the [Finance Center] to 36F3875 and transferred to the station on VA Form 4-4564, Transfer of Disbursing Authority (TDA).

When full refund has been made, a TT 31 will be coded as follows. (The 7 days repaid was also the EOPY balance.)

TT 31:	Annual Lv. Balance (Days-3 Decimals)

	CC's 50-55: Enter "ØØ7ØØØ"

TT 31:	Annual Leave EOPY Hrs. Or Days

	CC's 68-72: Enter "ØØØ7Ø"

(Also refer to note following example 1.)

EXAMPLE 3: An employee subject to 5 U.S.C. ch. 63 as amended, is reemployed under an appointment which is limited to less than 90 calendar days, will not accrue any annual leave.  A refund of the lump-sum payment is not required.  If the appointment is extended to a period greater than 90 calendar days, the employee must refund the lump-sum payment for the unexpired period as of the date of reemployment.  The amount of leave represented by such refund will be recredited.  The recreditable annual leave has been established as 40 hours and collected in cash.  A TT 31 will be coded as follows:

TT 31:	Annual Leave Balance (Days-3 Decimals)

	CC's 50-55: Enter "ØØØ4ØØ"

A TT 31 to establish the EOPY balance will also be coded, if applicable.

EXAMPLE 4: If the employee in the preceding example was making refund by payroll deduction for 40 hours of annual leave, at the rate of $20.00 per pay period and the total amount due is $80.00, a TT 51 would be coded as follows:

TT 51:	Additional Deductions (Recurring)/CFC

	CC's 22-24: Enter "ØØ1"

	CC's 25-29: Enter "Ø2ØØØ"

	CC's 30-35: Enter "ØØ8ØØØØ"

If the total refund was made by one payroll deduction, a TT 83 would be coded as follows:

TT 83:	Other Deductions

	CC's 61-66: Enter "ØØ8ØØØ"

Once the total refund is made a TT 31 will be coded as follows: (The 40 hours repaid was also EOPY balance.)

TT 31:	Annual Lv. Balance (Days-3 Decimals)

	CC's 50-55: Enter "ØØØ4ØØ"

TT 31:	Annual Leave EOPY Hrs. Or Days

	CC's 68-72: Enter "ØØ4ØØ"

(Also refer to note following example 1.)
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Figure 6.F1. VA Form 4-5642, Cash Collection-Current Tax Year
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Figure 6.F2. VA Form 4-5642, Cash Collection Moving Expenses-Current Tax Year

�CHAPTER 7. SETTLEMENT OF ACCOUNTS OF DECEASED EMPLOYEES

7.01	GENERAL

a.	The provisions of MP-4, part II, chapter 4, section D, will be followed in settlement of accounts of deceased employees, except as modified in the following paragraphs.

b.	The personnel office will initiate VA Form 5-4652a, Supplemental Personnel Action Code Sheet, to notify [the] DPC of [the employee's] death.  A TT 22 will be coded on VA Form 5-4652a.  The Fiscal activity will secure a claim for unpaid compensations.

7.02	PROCESSING PAYMENT

a.	On receipt of the TT 8B from the facility at the end of the pay period, the DPC will compute any unpaid compensation due.  This includes any lump-sum hours [or days(as appropriate)] coded on TT 8B and [refund of any] unapplied bond balance.  This amount will be deposited to 36X6875 and transferred to the field [facility] on VA Form 4-4564, Transfer of Disbursing Authority.  The DPC will not issue a check.

NOTE: In some instances, death may occur near the end of a pay period and Personnel is unable to process VA Form 5-4652a to Payroll prior to the end of the pay period in which death occurred. In order to prevent a salary check from being generated in the name of the deceased employee, transaction 8B should be completed to reflect nonpay status for the pay period in which death occurred. Following input of TT 22 to separate the employee in the next pay period, TT 82 (reflecting all pay entitlement-see MP-4 pt. II, ch. 4, par. 4D.04) should be prepared to accomplish payment for those services which were rendered prior to the employee's death.  These transactions should then be submitted to the Austin DPC together with the final TT 8B which would reflect nonpay coding and any lump-sum payment data.  The T&A Report should then be cross-referenced to annotate the pay period in which the payment was actually processed.

b.	If a deduction is being made for quarters, subsistence, parking fees or garage, it may be necessary to code a TT 83 and 31 to adjust the final deduction (see pars. 5.08, 5.11, 5.13 and 5.[18].

c.	[Any unnegotiated and undeliverable checks will be forwarded to the RFC (Regional Financial Center), Austin, Texas, using VA Form 1409.  Treasury will then cancel the check(s) after which the VA Finance Center will deposit the proceeds of the check(s) to the station's suspense account.]

d.	Upon receipt of a valid claim for unpaid compensation due, the Fiscal activity will voucher the claim for payment on SF 1154, Public Voucher for Unpaid Compensation Due a Deceased Civilian Employee, in accordance with MP-4, part II, paragraph 4D.04a. The amount deposited to suspense will be entered under the item "Salary or pay for which checks have not been issued" on the reverse of SF 1154.  Any unnegotiable and undeliverable checks will be entered in the space provided on the reverse of SF 1154.  VA Form [4-1975, Biweekly Payroll Register,] for the pay period in which the separation is processed will be used as a supporting document to the SF 1154, in lieu of SF 1128, Payroll for Personal Services-Payroll Certification and Summary.

e.	The SF 1154 covering payment to be made without referral to GAO will be prepared and input made through the CALM system.

f.	Claims for unpaid compensation in doubtful cases (see MP-4 pt. II, par. 4D.01c) will be accomplished as outlined above and forwarded to GAO in accordance with MP-4, part II, paragraph 4D.07.

g.	The Payroll activity will retain all supporting documents together with copy of SF 1185, Schedule of Undeliverable Checks for Credit to Government Accounts, if applicable, VA Form [4-1975,] SF 1152, Designation of Beneficiary-Unpaid Compensation of Deceased Civilian Employee, claims forms an SF 1154 for audit by GAO.

7.03	FINAL RETURN (TD FORMS W-2 AND 1099)

a.	TD Form W-2

(1)	Internal Revenue Service Publication 559 ([1989] Edition) and Internal Revenue Ruling 64-150 provide that income to be included in the final return (TD Form W-2, Wage and Tax Statement) of a deceased civilian employee must include only the income actually or constructively received before death.  Income is considered to have been constructively received when, for example, an employee receives a salary check on payday and expires on a later date without negotiating that check prior to death.

(2)	When an employee's master record indicates that the employee is deceased, the Austin DPC will automatically exclude the gross amount of the final pay from the gross pay fields for Federal, State and city taxes on TD Form W-2.  The gross wage will, however, be recorded on VA Form 4-5691, Record of Salary Payments, in the usual manner.

(3)	In some instances, a salary check will have been generated which could not have been constructively received by an employee prior to the date of death.  Since this payment must not be included on TD Form W-2, it will be necessary to reverse this amount from the gross pay fields for Federal, State and city taxes.  This will be accomplished by utilizing transactions R1, R3 and R4.

(4)	The Payroll activity will record the taxes withheld on the undeliverable check(s) in the appropriate tax fields on transaction R3 or R4 with an "X" punch in the block over the units position of each coded field.  The total of these tax fields will be recorded in the "Prior Payment" field with a code "1" in CC 54.  This amount will be recorded in the Suspense Fund 36X6875 for subsequent disbursement to beneficiary(ies).  The amount representing gross wages applicable to the undeliverable salary check(s) must be indicated in the remarks section of the "R" transaction.  In addition, the remarks section must also reflect the applicable GSA code(s) for affected State, city or local taxing authorities.  The Austin DPC will then process adjustment transactions to reverse these wages from the gross pay fields for Federal, State and city taxes.

(5)	In each instance that a deceased employee is in receipt of a cost of living allowance, the Payroll activity must submit a letter to the Austin DPC to delete this allowance from the gross pay fields for State and city taxes.  The letter must be prepared in accordance with the "Correction of Wage Information Data" instructions contained in chapter 5, paragraph 5.03[h] and [5.17i].

b.	TD Form 1099

(1)	The unpaid compensation paid to the beneficiary (ies) will be reported on TD Form 1099, Statement for Recipients of Miscellaneous Income, in the gross amount, through the CALM system, even though only the net amount was actually paid.

(2)	In order that payments may be properly processed through the CALM system, the Social Security number must be obtained from each beneficiary receiving unpaid compensation.  This should be accomplished at the time that the SF 1153, Claim for Unpaid Compensation of Deceased Civilian Employee, is completed by beneficiary(ies).  Upon receipt of the claim, provide the SSN and stub name to the Accounting Section who will establish the claimant in the vendor ID file in the CALM system.

(3)	The CALM system will retain all payments made to beneficiary(ies) for inclusion on TD Form 1099.  The Payroll activity must code the difference, on VA Form 4-5696, between the gross amount of unpaid compensation and the net amount paid to the beneficiary(ies).  For example, the gross amount of an undeliverable check is $300.00 and the gross amount of final pay is $900.00 for a total of $1,200.00. The beneficiary was paid the net amount of the undeliverable check ($200.00), the net amount of final pay ($800.00) and the refund of taxes ($50.00) for a total of $1,050.00. Therefore, the amount of $150.00 must be coded on VA Form 4-5696 ($1,200.00 less $1,050.00 = $150.00). The TD Form 1099 will then be issued in the gross amount of $1,200.

NOTE: When processing adjustments to TD Form 1099, it must be recognized that any salary checks which were received by the employee and which had not been negotiated by the employee prior to his/her death were properly included on TD Form W-2.  However, when paid to the beneficiary, the CALM System will also include these amounts on TD Form 1O99.  This is duplicate wage reporting to the IRS.  As such, the amount of unpaid compensation reflected on TD Form 1099 must be reduced by the net amount of any salary checks which were received by not negotiated by the employee prior to his/her death.  Payroll will provide accounting with VA Form 4-5696, Adjust 1099 Amount-CALM Code Sheet.  Accounting will send the VA Form 4-5696 under transmittal control to VA Finance Center, Austin for input.

(4)	VA Form 4-5696, Adjust 1099 Amount-CALM Code Sheet, will be completed as follows:

Field	Coding Instructions

	

Station No.	Enter ØØ2 in all cases.

	

Status Code	Enter ØØ

	

Transaction Date	Enter current date (must not be later than 2 workdays prior to the end of 

	the calendar year in which payment to beneficiary(ies) was 

	accomplished).

	

1099 Adjustment Amount	Enter the amount by which a 1099 applicable to specific beneficiary 

	should be increased.

	

Credit SSN or Vendor Identification	Enter SSN of payee.

	

Stub Name	Enter the first three letters of payee's first name.  (This field should not 

	be confused with the name code as used in the PAID system.)

	

Completed by/Date	Enter the initials of the employee in the payroll activity who completed 

	the form and the date it was accomplished.

	

Approved by/Date	Enter the signature of the Fiscal Office (or person acting in his/her 

	absence who approved adjustment and the date of such approval.

	



(5)	The beneficiary(ies) should be advised in writing that TD Form 1099 will be issued at the end of the tax year and will include the gross amount of unpaid compensation and not the amount that was actually received.  This notification should explain that the difference between the amount received and that reflected on TD Form 1099 represents deductions for retirement, life insurance, health benefits, etc., that are required to be withheld from the deceased employee's base pay.
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�CHAPTER 8. LEAVE BALANCES AND ADJUSTMENTS

8.01	LEAVE GROUP

a.	TT Used. C3.

b.	Preparation of Code Sheets

(1)	The processing of the initial authorization for leave groups will be accomplished by the Personnel activity on VA Form 5-4652.

(2)	Payroll is responsible for coding any change to the leave group that has been erroneously established in the master record.

(3)	CC 22, "Leave Group," will be coded on VA Form 4-5637 as applicable.

NOTE: Except as otherwise provided below, leave group codes 1, 2, and 3 apply to those employees who are subject to the annual leave and sick leave provisions of 5 U.S.C. ch. 63, including graduate nurse technicians, nurse technicians, student nurse technicians, clinical nurse specialist trainees, and employees in the Senior Executive Service.

Code 1-Regular full-time and part-time employees with less than 3 years service.

Code 2-Regular full-time and part-time employees with 3 but less than 15 years service and part-time title 38 physicians, dentists, podiatrists, optometrists, nurses, nurse anesthetists, physicians assistants, and expanded function dental auxiliaries.

Code 3-Regular full-time and part-time employees with 15 or more years service and full-time title 38 nurses, nurse anesthetists, physicians assistants, and expanded function dental auxiliaries.

Code 4-Full-time title 38 physicians, dentists, podiatrists, optometrists, nonmedical Directors (medical centers, medical and regional office centers, and independent outpatient clinics) [who did not convert to the SES under the provisions of Pub. L. 100-687], and Director, Nursing Service, VA Central Office.

Code 5-Noncareer medical and dental residents (employees earning payable or nonpayable annual leave or earning a combination of both).  When annual leave accrual rates other than 15 days per year are authorized by the Chief Medical Director, the followup code AL followed by the approved annual leave accrual rate will be coded by the Personnel activity for each affected employee.  The spaces normally used for coding the day and year will be left blank.

Code 0-For employees not applicable to any leave group, such as intermittent employees.

8.02	ANNUAL LEAVE BALANCE-HOURS/DAYS

a.	General Instructions for Coding TT 31

(1)	The field "Annual Lv. Balance (Days-3 Decimals)" will be used for the purpose of adjusting or recording the balance of annual leave whether in hours or days.

(2)	For employees who have this leave recorded in hours, use CC's [50-54] to record whole hours while CC 55 will be used to code fractional hours of annual leave.  When completing CC 55, codes 1, 2, or 3 will be used to represent 1/4, 1/2, or 3/4 hours, respectively.  A zero will be entered in CC 55 when the coding entry represents whole hours only.  An "X" in the box above CC 55 indicates that the coded hours are to be subtracted from the employee's annual leave balance in his/her PAID master record.

(3)	For those title 38 employees whose leave is recorded in days, use CC's 50-52 to record whole days and CC's 53-55 to record the fractional days accrued leave.  An "X" in the box above CC 55 indicates that the coded days are to be subtracted from the employee's annual leave balance in his/her PAID master record.

(4)	CC's 56-58  will be used to increase or decrease the number of credit hours in a pay status for a part-time employee. Credit hours are those hours which have not been applied in the computation of accrued annual leave as provided in MP-4, part II, paragraph 1B.02b(5). When completing CC 58, codes 1, 2, or 3 will be used to represent 1/4, 1/2, or 3/4 unapplied fractional hours, respectively.  A zero will be entered in CC 58 when the coding entry represents whole hours only.  An "X" in the box above CC 58 indicates that the coded hours are to be subtracted from the unapplied hours in the employee's PAID master record.

b.	Adjustments of Leave Accruals-Limited Appointments of Less Than 90 Calendar Days (Title 5 Employees Only).  Employees who are covered by 5 U.S.C. ch. 63 and who are serving under a time limited appointment of less than 90 calendar days will not accrue annual leave except as provided below:

(1)	Extension of Appointment-Less Than 90 Calendar Days. When the original appointment (less than 90 days) is extended for a period of less than 90 calendar days, the computer generated annual leave accrual will commence the first pay period following the pay period in which the employee completes 90 consecutive calendar days on the rolls

EXAMPLE: An employee receives a temporary appointment for 60 calendar days and on the 30th calendar day the appointment is extended for another 45 calendar days.  The annual leave accrual will automatically begin when the employee has been employed for a continuous period of 90 calendar days under one or more appointments without a break in service.

(2)	Extension of Appointment-More Than 90 Calendar Days. If an appointment is extended for a period of 90 calendar days or more, the annual leave restriction should be removed by the Personnel activity.  Annual leave accrual will commence immediately if the personnel transaction is effective on the first day of the current pay period.  Otherwise, the accrual will begin in the following pay period.

EXAMPLE:  An employee receives a temporary appointment for 60 calendar days and on the 30th calendar day the appointment is extended for another 120 calendar days.  The employee becomes entitled to annual leave accruals immediately in accordance with subparagraph (2) above.

(3)	In both examples above, upon actual completion of 90 consecutive calendar days of service, the employee will be entitled to annual leave accruals retroactively for those full pay periods previously excluded.  A message printout (A21) will be produced by the DPC when the 90 calendar days have been completed.  Because the computer will not automatically accrue annual leave during the pay periods previously excluded, it will be necessary for the Payroll activity to code a TT 31 to increase the annual leave balance in the employee's master record by the amount of the accrual for these pay periods.  If the employee separates before completing the 90 consecutive calendar days, he/she will not be entitled to the retroactive annual leave accruals.

(4)	An employee serving under a time limited appointment of less than 90 calendar days will automatically accrue sick leave for each full pay period served.

NOTE: The Personnel activity will enter followup code 02 on the accession VA Form 5-4652 to restrict annual leave accruals.  When an 02 followup code has been used to restrict annual leave, the remark, "Not entitled to annual leave," will be automatically printed in item 37 of the accession SF 50B.  The 02 followup code will also be deleted automatically when the followup date has expired.

c.	Transfer In. [Upon receipt of a SF-1150, the Payroll activity will code the current annual leave balance on VA Form 4-5637.  The following examples are used to illustrate this coding requirement.]

EXAMPLE 1: A full-time employee has 96 hours annual leave reported on SF 1150.

TT31:	Annual Lv. Balance (Days-3 Decimals)

CC's 50-55: Enter "ØØØ96Ø"

NOTE: SF 1150 or coding action is not required if transfer-in is accomplished by a TT 97 action.  [However, if it is subsequently determined that the employee's leave balance is in error, the losing station must promptly prepare a SF-1150 and forward it to the gaining station who will be responsible for correcting the employee's master record.]

EXAMPLE 2: A part-time employee has 20 hours annual leave and is carrying forward 6 unapplied credit hours.

TT 31:	Annual Lv. Balance (Days-3 Decimals)

CC's 50-55: Enter "ØØØ2ØØ"

CC's 56-58: Enter "Ø6Ø"

EXAMPLE 3: A title 38 employee has 26.562 days annual leave reflected on SF 1150.

TT 31:	Annual Lv. Balance (Days-3 Decimals)

CC's 50-55: Enter "Ø26562"

NOTE: Entries will also be coded for sick leave, end of prior year, WOP and military leave, as applicable.

d.	Adjustment of Annual Leave Due to Errors Found After Transfer, etc.

EXAMPLES:

(1)	The master record reflected 27.562 for a title 38 employee and it is subsequently determined that his/her leave balance should have been 25.562.

TT 31:	Annual Lv. Balance (Days-3 Decimals)

                                                x

CC's 50-55: Enter "ØØ2ØØØ"

NOTE: An entry coded in this field will be added or subtracted to data already entered in the master record.

(2)	The master record reflected 261 hours for an employee and it is subsequently determined that his/her leave balance should have been 281 hours.

TT 31:	Annual Lv. Balance (Days-3 Decimals)

CC's 50-55: Enter "ØØØ2ØØ"

e.	Adjustments of Leave Accruals-Accessions or Separations

(1)	An employee is entitled to leave accruals if a holiday falls at the beginning or the end of the pay period in which the accession or separation occurs and the employee is thus prevented from performing his/her scheduled tour of duty solely because of the occurrence of the holiday. (See FPM Supp. 990-2, book 630, sec. S2-3).  This applies equally to full-and part-time employees.

(2)	In the above instances the computer will not accrue leave, therefore it is necessary to code a TT 31 to increase the annual and sick leave balances in the employee's master record by the amount of the accrual due.

(f)	Conversion of Leave Balances-Title 5 Employees

(1)	Adjustments of leave balances will be required in cases covering conversion or pay adjustments in the middle of a pay period in which no separation action is taken and the change in appointment affects the amount of the leave accrual.

EXAMPLE: A part-time GS employee in leave group 1 is converted to a full-time employee in the middle of a pay period.  The computer will accrue 4 hours for annual and sick leave because the master record at the end of the pay period was changed to a full-time employee.  If there was no break in service between the employment in the part- and full-time position the employee is entitled to accrue leave upon the basis of a full biweekly pay period.  With respect to the first week as a part-time employee if he/she worked 20 hours he/she is entitled to accrue 1 hour.  Anything less than 20 hours in a duty status for leave group 1 will be disregarded and no leave accrual is due for that time worked as a part-time employee. The employee will be given full credit for leave accruals based upon 40 hours service as a full-time employee for the second week of the pay period and will accrue 2 hours of annual and sick leave as a full-time employee.  The Payroll activity will process any adjustments necessary on a TT 31. Pay adjustments will be processed in accordance with paragraph 1A.02d.

(2)	When an employee is changed from a basic workweek of 40 hours to a workweek in excess of 40 hours (e.g., firefighters), the computer will automatically convert the leave balances using the following formula:

Current Leave Balance x New Normal Hours	= Converted Leave

Old Normal Hours	Balance

This formula applies to the conversion of all types of leave (annual, sick, and WOP), at any time that the normal hours change.  If the change is effective on other than the first workday in the pay period, it will be necessary to submit a TT 31 to adjust the employee's leave balances in order to give proper recognition to the effective date of the change.

(3)	In the case of a firefighter whose normal hours are in excess of 80 hours per pay period, the standby tour of duty is not separate and distinct from regular hours.  As a condition of their employment, at least 25 hours but less than 40 hours each week must be devoted to actual work.  These employees accrue and are charged leave in accordance with MP-6, part V, supplement No. 2.2, paragraph 103.03. The conversion of leave for these employees will be in accordance with the formula in subparagraph (2) above.

EXAMPLE: An employee with an annual leave balance of 240 hours is converted from normal hours of 80 to normal hours of 112. Using the formula, the annual leave balance will be converted to 336 hours.

240 x 112          80	=	336 Hours

		

g.	Conversion of Leave Balances-Title 38 Employees

(1)	When a title 38 employee is changed from full time to part time or vice versa, the computer will automatically convert the annual and sick leave balances from days to hours or from hours to days, as appropriate.  As a result of this automatic leave conversion, the computer will generate two master record printouts-the first RPO reflecting the master record as it appeared before the leave conversion and the second RPO reflecting the master record as it appeared after the automatic leave conversion was accomplished.  This conversion of leave will be in accordance with the formula contained in [VHS&RA] Supplement, MP-4, part II, paragraph 1D.05. Leave group changes required by these personnel actions will also be accomplished automatically by the computer.  See paragraph [8.10] below for automatic conversion of WOP time.

(2)	When changes to full time or part time for title 38 employees are effective on other than the first day of a pay period, annual and sick leave balances will be automatically converted by the computer based on the leave balances in the master record at the time the personnel action is processed by the computer.  However, the Payroll activity must then determine the employee's true leave balances as of the effective date of the change and manually convert these leave balances to the new leave basis.  A TT 31 must then be submitted to make an appropriate adjustment to the leave balances in the master record.

EXAMPLE: A part-time physician is converted to full time in the middle of a pay period.  When the master record is changed to a full time physician, the computer will automatically convert the annual and sick leave balances from hours to days.  The computer will now accrue leave for this pay period on the basis of what is contained in the master record at the end of the pay period.  The annual and sick leave accruals by the computer will be 1.154 and .577 days respectively in leave years having 26 pay periods.  The proper accrual for 7 days annual leave is .577 and the accrual for 7 days sick leave is .289. In this instance the Payroll activity must first allow leave accruals for the part-time duty performed in the first week of the pay period and then manually convert these leave balances to days.  Current pay period leave accruals must then be reduced as outlined in this paragraph.  A TT 31 must then be coded by the Payroll activity to adjust the leave balances in the master record at the end of the pay period.  Pay adjustments that are necessary will be processed in accordance with paragraph 1A.02d.

NOTE: If a part-time title 38 employee whose leave credits are in hours is converted to a full-time position in which leave is credited in days, conversion will be accomplished by taking seven-fifths of the unused leave to the credit of the employee and dividing it by eight. Any remaining fraction of one-half day or more will be considered as a full day, while a fraction of less than one-half day will be disregarded.  Similarly, when an employee for whom leave is credited in days is appointed to a position where the leave credits are in hours, conversion of leave will be accomplished by multiplying the number of days of unused leave by eight and taking five-sevenths of the balance.  Any remaining fractions will be disregarded.  FPM Supplement 990-2, book 630, subchapter S5-3; [VHS&RA Supplement,] MP-4, part II, chapter 1, paragraph 1D.05.

8.03	SICK LEAVE BALANCE-HOURS/DAYS

a.	The "Sick Lv. Balance (Days-3 Decimals)" field on TT 31 is to be used for reporting sick leave in the same manner as the coding field "Annual Lv. Balance (Days-3 Decimals)" field is used for reporting annual leave.

b.	Description of Columns

CC's 59-61-Days sick leave.

CC's 62-64-Fractional days of sick leave.

CC's 59-64-Hours (including fractional hours) of sick leave.

CC's 65-67-Hours (including fractional hours) worked which are to be applied in accruing sick leave.

An "X" in box in CC 64 codes a minus in hours or days.

An "X" in box in CC 67 codes a minus in unapplied hours.

8.04	ANNUAL AND SICK LEAVE-EOPY-HOURS/DAYS AND RECREDIT OF SICK LEAVE

a.	The fields for Annual and Sick Leave-EOPY-Hours or Days will be used for recording prior year annual and sick leave balances.  Employees who have their leave recorded in days or hours will be coded in CC's 68-72 for annual leave and CC's 73-77 for sick leave.  Fractional hours will be coded in CC's 72 and 77.  Codes 1, 2, or 3 will be used to represent 1/4, 1/2, or 3/4 hours, respectively. [A zero will be entered in CC's 72 and 77 when the coding entry represents whole hours or days only.] An "X" in the block above CC 72 or CC 73 indicates that the coded hours or days are to be subtracted from the EOPY leave balance in the employee's master record.

b.	Transfers in, Adjustments, and Recredit of Sick Leave

EXAMPLES:

(1)	A full-time employee transferred in has 96 hours annual leave and 1,200 hours sick leave reflected on SF 1150 as EOPY balances.

TT 31:	Annual Leave EOPY Hours or Days

CC's 68-72: Enter "ØØ96Ø"

TT 31:	Sick Leave EOPY Hours or Days

CC's 73-77: Enter "12ØØØ"

(2)	A title [38] employee transferred in has 28 days annual leave and 120 days sick leave reflectedon SF 1150 as EOPY balances.

TT 31:	Annual Leave EOPY Hours or Days

CC's 68-72: Enter "ØØ28Ø"

TT 31:	Sick Leave EOPY Hours or Days

CC's 73-77: Enter "Ø12ØØ"

NOTE: An entry coded in these fields will be added or subtracted to data already entered to the master record.

c.	Recredit of Sick Leave.  Sick Leave previously credited for retirement purposes will not be recredited to the leave account of a reemployed annuitant.

EXAMPLE 1: SF 1150, Record of Leave Data is used to recredit sick leave as follows: For a title 38 employee the EOPY balance is 90 days and current balance on transfer is 85 days on SF 1150.  A TT 31 will be coded as follows:

TT 31:	Sick Leave Balance (Days-3 Decimals)

CC's 59-64: Enter "Ø85ØØØ"

TT 31:	Sick Leave EOPY Hours Or Days

CC's 73-77: Enter "ØØ9ØØ"

EXAMPLE 2: Employee subject to 5 U.S.C. ch. 63 as amended, is transferred in with EOPY balance of 1,650 hours and a current balance on transfer of 1,698 hours on SF 1150.  TT 31 is coded as follows:

TT 31:	Sick Leave Balance (Days-3 Decimals)

CC's 59-64: Enter "Ø1698Ø"

TT 31:	Sick Leave EOPY Hours Or Days

CC's 73-77: Enter "165ØØ"

EXAMPLE 3: Recredit of sick leave on reemployment of title 38 employees will be in the amount as shown in item 12 of SF 1150.  A title 38 employee has 31 days sick leave in item 12 of SF 1150.  A TT 31 will be coded as follows:

TT 31:	Sick Leave Balance (Days-3 Decimals)

CC's 59-64: Enter "Ø31ØØØ"

TT 31:	Sick Leave EOPY Hours Or Days

CC's 73-77: Enter "ØØ31Ø"

EXAMPLE 4: Recredit of sick leave on reemployment of employees subject to 5 U.S.C. ch. 6 will be in the amount as shown in item 12 of SF 1150.  Employee has 340 hours sick leave shown in item 12 of SF 1150.  A TT 31 is coded as follows:

TT 31:	Sick Leave Balance (Days-3 Decimals)

CC's 59-64: Enter "ØØ34ØØ"

TT 31:	Sick Leave EOPY Hours Or Days

CC's 73-77: Enter "Ø34ØØ"

NOTE: It is understood that regulations for recrediting sick leave are observed as well as those concerning leave from different leave systems.

8.05	RESTORED ANNUAL LEAVE

a.	Restored annual leave (RAL) will not be automatically accrued by the computer.  Therefore, upon receipt of notification that restoration of annual leave has been approved for an employee, the Payroll activity must prepare a TT 32 to manually input the data into the employee's PAID master record.  The master record contains two RAL fields.  Each field (year) will be identified by the last digit of the leave year in which the RAL must be used by the employee (or forfeited).

b.	Upon receipt of a properly approved authorization for restoration of previously forfeited annual leave (see MP-5, pt. I, ch. 630. [par.] 10), the Payroll activity will process a TT 32 in the following manner:

(1)	CC 27: Enter the last digit of the leave year in which there stored annual leave must be used or forfeited (generally current leave year plus two). The year must always be coded when adjusting restored leave.

(2)	CC's 28-32: Enter the number of whole hours (or days) of approved restored annual leave in CC's 28-31 and enter any fractional hour in CC 32.  When completing CC 32, codes 1, 2, or 3 must be used to represent 1/4, 1/2, or 3/4 hours, respectively.  A zero will be entered in CC 32 when the coding entry represents whole hours (or days) only.  An "X" in the box above CC 32 indicates that the coded hours (or days) are to be subtracted from the employee's restored annual leave balance in his/her PAID master record.

EXAMPLE: A properly approved memorandum is received on February 12, 19[90] to restore 40 hours annual leave forfeited in the leave year ending January [13, 1990.]. A TT 32 will be coded as follows:

CC's 27: Enter ["2"]

CC's 28-32: "ØØ4ØØ"

NOTE: Restored annual leave must be used not later than the last day of the second leave year following the year in which it is approved for restoration.

c.	RAL coded as "RT" or "RL" on TT 8B will be deducted from the RAL field in the master record beginning with the earliest forfeiture year.  If the amount of RAL coded on TT 8B exceeds the amount in the earliest year in the master record, the amount in the earliest year will be reduced to zero and the balance will be deducted from the next year.  If the amount coded on TT 8B exceeds the amount of leave for all years in the master record, the RAL leave fields will be reduced to zero and a message advising that "more RAL used than available" will be sent to the station for appropriate corrective action.

d.	The computer will automatically delete RAL from the master record at the end of the leave year coded in CC 27 on TT 32.

e.	The RAL, balance in each field in the master record will be added together and printed as a combined balance on VA Form 4-5631. Time and attendance Report, and VA Form 4-5632, Earnings and Leave Statement.

[8.06	RESERVED

8.07	BAYLOR PLAN FOR NURSES

a.	General.  The Baylor Plan is restricted to full-time nurses who are appointed at VA health-care facilities under the provisions of 38 U.S.C. 4104 (1) or 4114 (a)(1)(A) and who are providing direct patient care. (See MP-5, pt. II, ch. 3, sec. E.)

b.	Processing of Leave Adjustments

VA Form 4-1267, Leave Adjustment Code Sheet/Baylor Plan, must be used when processing leave adjustments for Baylor Plan employees.  The payroll activity will process TT 35 in the following manner:

(1)	The fields for annual and sick leave will be used for recording annual and sick leave balances.  Annual leave hours will be coded in CC's 22-27 while CC's 28-33 will be used to code sick leave.  Codes 1, 2, and 3 will be used to represent fractional hours (1/4, 1/2, or 3/4) which will be coded in CC's 27 and 33.  A zero will be entered when the coding entry represents whole hours only.  An "X" in the box above CC 27 or CC 33 indicates that the hours coded are to be subtracted from the leave balance in the employee's master record.

(2)	The fields for Annual and Sick Leave-EOPY-will be used for recording prior year annual and sick leave balances.  Coding will be accomplished as indicated in subparagraph (1) above except that annual leave hours will be coded in CC's 34-39 while CC's 40-45 will be used to code sick leave.

(3)	The field for Restored Annual Leave will be used for recording restored annual leave balances.  The last digit of the leave year in which the restored annual leave is to be used will be coded in CC 46.  The number of whole hours of approved restored annual leave will be coded in CC's 47-51 while fractional hours will be coded in CC 52.

(4)	LWOP hours will be coded in CC's 54-59, CC's 61-66, CC's 68-73 and/or CC's 75-80 preceded by a code in CC's 53, 60, 67 and/or 74 which will identify the type of WOP being coded in a particular field.  The following Codes will be used for this purpose:

CODE	FIELD TITLE

1	WOP LEAVE YEAR

2	WOP CALENDAR YEAR

3	WOP THIS SALARY STEP

4	WOP SINCE LAST PROMOTION

5	WOP PROBATIONARY PERIOD

The last CC of the WOP fields will be used for fractional hours.  An "X" coded in the box in a field indicates that the hours coded are to be subtracted from the leave balance in the employee's master record.

8.08	NONPAYABLE ANNUAL LEAVE

a.	General.  Subject to certain limitations, facility Directors are authorized to establish a local annual leave system tailored to conform to the system existent at the index hospital for all noncareer medical and dental residents.  The local annual leave system may consist of both payable and nonpayable annual leave which are defined as follows:

(1)	Payable.  Resident payable leave is defined as leave which is a vested entitlement, payable by the index hospital if not used by the resident.

(2)	Nonpayable.  Resident nonpayable leave is defined as leave which is available for use by the resident at the index hospital, normally subject to certain conditions or approvals, and is not payable by the index hospital if not used.  Examples of leave at the index hospital which would be classified as nonpayable include death-in-family leave granted only if the event occurs, leave to attend a meeting or conference not otherwise covered by official VA leave or authorized absence, vacation leave which is lost if not used, personal leave, etc.  All leave not fully meeting the definition of payable leave, above, will be classified as nonpayable leave.

b.	For complete information on the local annual leave system refer to paragraph 7.13, VHS&RA Supplement, MP-5, part II, chapter 7.1

[8.09]	MILITARY LEAVE

a.	Title 5, VCS, and SES Employees (5 U.S.C. 6323(a))

(1)	References

(a)	MP-6, part V, supplement No. 2.2, paragraph [103.04.]

(b)	FPM Letter 630-30.

(c)	Public Law 96-431 (effective October 1, 1980).

(2)	General.  Full-time and and certain part-time employees who are subject to the title 5 leave system, including graduate nurse technicians, nurse technicians, student nurse technicians, clinical nurse specialist trainees, VCS and SES employees are eligible for fiscal year accrual and carry over of unused military leave.  Employees with temporary appointments of less than 1 year, with temporary appointments not to exceed 1 year. or with intermittent work schedules are not entitled to military leave.  Both full-time and part-time employees (16-32 hour tour per week) with permanent.  TAPER, or term appointments, or temporary appointments not limited to 1 year or less, are entitled to military leave, if otherwise eligible.  Military leave must be used in whole day increments (52 Comp. Gen 471.)

(3)	Accrual and Carryover

(a)	During the pay period which contains October 1 each year, fiscal year military leave will be accrued automatically in those records containing a military leave indicator.

(b)	Eligible full-time employees accrue 15 days military leave each year.  Unused military leave, not to exceed 15 days, my be carried forward each fiscal year.  Carryover and accrual must not exceed a total of 30 days in any fiscal year.

(c)	[Eligible part-time employees with a regularly scheduled tour of duty of at least 16 hours per week and not more than 32 hours per week accrue a prorated portion of the 15 days military leave based on the biweekly normal hours established in their master record as of October 1 each year.  Unused military leave, not to exceed 15 days, may be carried forward each fiscal year, the same as for full-time employees.]

EXAMPLE: An employee with normal hours of 64 cannot exceed a combined total of [27] days carryover and accrual in any fiscal year. ([15] days fiscal year carryover plus 12 days accrual for the new fiscal year or (15 days x 64 hours ÷ 80 = 12.000 days), Partial days may be carried forward into the succeeding fiscal year.

(d)	Intermittent employees are not entitled to military leave.  However, if an eligible full-time or part-time employee accrues military leave and subsequently converts to an intermittent status, any carry over balance will be retained.  A message printout (A58) will be generated as a reminder to verify further entitlement.  If the intermittent employee does not convert back to any eligible full-time or part-time status during the same fiscal year as the initial conversion or during the succeeding fiscal year, the carry over must be deleted manually by the Payroll activity from the employee's master record.

NOTE: If transaction type 8B has the "ML" field coded for an eligible employee subject to the title 5 leave system and there is a military leave indicator (see subpar. (5) below) in the employee's master record, military leave used during the pay period will be subtracted from the military leave balance.  If there is no military leave indicator and the employee is otherwise eligible, a military leave indicator and fiscal year accrual will be generated automatically in the employee's master record, with military leave used during the pay period subtracted from the military leave balance.  In the latter instance, a message printout will be generated to require verification of entitlement to military leave.

�(4)	Proration of Military Leave

(a)	If an employee changes from full-time to part-time (or vice versa) and the employee's master record contains a military leave indicator, the military leave balance in the "Mil. Leave" field will not be changed.  Instead, a message printout will be generated to advise the payroll activity of a duty basis change and the need for manual adjustment action.

EXAMPLE 1: 15.000 days of military leave was accrued automatically for a full-time employee at the beginning of the fiscal year, with no carryover.  The employee was full-time for 13 pay periods, then changed to part-time with a 40-hour biweekly normal tour of duty for the remaining 13 pay periods of the fiscal year.  At the time of the change to part-time, the employee had not used any military leave.  The military leave balance must be adjusted to recognize the new part-time accrual rate of 7.500 days for the fiscal year.  A TT 32 must be submitted to reduce the military leave balance and would be coded as follows: CC's 66-70: enter "Ø75ØØ", with an "X" in the units position of CC 70.  Those military leave days accrued as a full-time employee during the fiscal year will be disregarded.  Conversely, if an employee changes from part-time to full-time during the fiscal year, those military leave days accrued as a part-time employee will be disregarded, with an adjustment made to the employee's military leave balance to reflect the full-time accrual rate of 15.000 days.

EXAMPLE 2: A total of 15.000 days of military leave was accrued automatically for a full-time employee at the beginning of the fiscal year, with no carryover.  The employee was full-time for 13 pay periods, then changed to part-time with a 40-hour biweekly normal tour of duty for the remaining 13 pay periods of the fiscal year.  At the time of change to part time, the employee had used 3.000 days of military leave.  Therefore, the military leave balance of 7.500 days is reduced by 3.000 days, leaving 4.500 days of military leave available for use by the converted part-time employee through the end of the fiscal year.

EXAMPLE 3: 15.000 days of military leave was accrued automatically for a full-time employee at the beginning of the fiscal year, with no carryover.  The employee was full-time for 13 pay periods, then changed to part-time with a 40-hour biweekly normal tour of duty for the remaining 13 pay periods of the fiscal year.  At the time of change to part-time, the employee had used 12.000 days of military leave.  Therefore, as a converted part-time employee, no military leave remains for use to the end of the fiscal year.  The 4.500 days of military leave used in excess of the part-time accrual rate of 7.500 days will not be charged to annual leave or leave without pay, as the "excess" was properly used when entitlement was based on full-time status.

(b)	If a part-time employee changes normal hours during the fiscal year and the employee's master record contains a military leave indicator, the military leave balance in the "Mil. Leave" field will not be changed automatically.  A message RPO will be generated to advise the Payroll activity normal hours change for a part-time employee and the need for manual adjustment action.  The tour of duty which is appropriate at the time of the military duty and the days of military leave previously used during that fiscal year are considered in determining the military leave available for use when a change in the tour of duty is involved.  If the employee has been authorized and granted military leave under another tour of duty within the fiscal year, the days of leave used are subtracted from the days authorized under the current tour of duty to determine the number of days remaining for use, if any.

EXAMPLE: A part-time employee has a scheduled tour of duty of 60 normal hours per pay period at the beginning of the first pay period in October.  He/she accrues 11.250 days of military leave (15 days x 60 hours ÷ 80 = 11.250 days) for that fiscal year with no carryover.  The employee used 5 days military leave in November leaving a balance of 6.250 days for future use.  In January his/her normal hours are changed to 40 hours per pay period and the new accrual rate becomes 7.500 per fiscal year.  The 5 days previously used must be deducted from the 7.500 leaving a balance of 2.500 days (7.500 - 5 = 2.500) available for use during the remainder of the fiscal year or for carryover into the succeeding fiscal year.  Thus, a TT 32 must be submitted to reduce the employee's military leave balance to 2.500 days.

(c)	No proration is required when an eligible full-time or part-time employee converts to or from intermittent status.  However, if conversion is from full-time or part-time to intermittent and there is a military leave indicator in the master record, a message printout will be generated to advise that, although the military leave balance is retained, the employee cannot use any military leave unless converted to an eligible full-time or part-time status within the prescribed time frame.

(d)	If an employee transfers by means of a TT 97, the military leave indicator and balance will be moved intact to the new station.  No proration is required at the new station unless a duty basis or normal hours change occurs at the time of transfer.

(5)	Description of Fields-Transaction Type 32

(a)	CC 65, Military Leave Indicator-This field may be "1", "0", or blank.  Enter a code "1" to establish a military leave indicator for a new appointee, transferee or employee currently on the rolls (with no previously established military leave indicator) who provides evidence of eligibility.  When code "1" is entered in CC 65, a plus adjustment must be made in CC 66-70.  Enter code "0" to delete a military leave indicator for an ineligible employee, e.g., an intermittent employee with a military leave carryover who does not change to eligible full-time or part-time status within the prescribed time frame.  When "0" is entered in CC 65, the "Mil Leave" field in the employee's master record is blanked automatically.  No additional coding is required in CC's 66-70.  CC 65 will always be blank when adjusting the military leave balance of an eligible employee whose master record already contains a military leave indicator.

(b)	CC's 66-70, Military Leave Days-Enter military leave in whole and fractional days (to 3 decimal places) to adjust the military leave balance in those master records containing a military leave indicator.  CC's 66-67 represent whole days while CC's 68-70 represent fractional days, to be completed with zeros or other numeric coding, as appropriate.  An "X" in the units position of CC 70 indicates a minus adjustment.

NOTE: Acceptable evidence of eligibility may be military orders and certification, SF 1150 or equivalent for an employee that is transferred or reemployed, or a statement signed by a responsible military official.

(6)	Adjustments-Coding Instructions

(a)	Use TT 32.

(b)	Enter in CC 65 military leave indicator, "1", "0", or blank.

(c)	When code "1" is entered in CC 65, a plus adjustment must be made in CC's 66-70.

(d)	A code "0" in CC 65 will delete a military leave indicator.

(e)	CC's 66-70 will be coded in whole and fractional days for eligible employees.  An "X" in the units position of CC 70 indicates a minus adjustment.  CC's 66-67 represents whole days.

CC's 68-70 represents fractional days, to be completed with zeros or numeric coding, as appropriate.

(f)	CC's 68-70 must always be zeros for full-time employees.  An "X" in the block over the units position of CC 70 indicates a minus adjustment.

EXAMPLE 1: An SF 1150 is received in the Payroll activity for a full-time employee transferred in with a military leave balance of 5 days for use during the current fiscal year and no carryover from the previous fiscal year.

CC 65: Enter "1"

CC's 66-70: Enter "Ø5ØØØ"

When "1" is entered in CC 65, a plus adjustment must always be made in CC's 66-70.

EXAMPLE 2: An SF 1150 is received in the Payroll activity for an employee currently serving in a part-time position with normal hours of 40 per pay period.  The employee separated from another Government agency in the previous fiscal year as a full-time employee.  The military leave balance on the SF 1150 is 15 days.  Prorate the 15 days military leave balance on the SF 1150 according to the normal hours the employee is currently working.  Since the employee's normal hours are 40 per pay period, the 15-day military leave balance would be prorated to 7.500 days.  The accrual rate for the current fiscal year would also be 7.500 days (15 days military leave x 40 hours ÷ 80 = 7.500 days).

CC 65: Enter "1"

CC's 66-70: Enter "15ØØØ"

NOTE: If the employee is not reemployed during the same fiscal year in which he or she separates or during the succeeding fiscal year, there is no authority to recredit the military leave.

EXAMPLE 3: If military leave usage was recorded in the "ML" field on VA Form 4-5631, Time and Attendance Report, as 4 days (04), but is subsequently corrected to show 6 days (06) used, coding would be:

CC 65: Blank                       x

CC's 66-70: Enter "Ø2ØØØ"

EXAMPLE 4: A part-time employee accrued military leave during fiscal year 1986.  In pay period 20, the employee's master record reflected 40 normal hours; therefore, 7.500 days of military leave were accrued automatically.  However, in pay period 21, the employee changed from part-time to full-time.  A transaction type 32 must now be prepared to increase the fiscal year 86 military leave balance by 7.500 days to reflect the full-time accrual of 15.000 days military leave.

Coding would be:

CC 65: Blank

CC's 66-70: Enter "Ø75ØØ"

b.	Title 38 Employees

(1)	References

(a)	MP-6, part V, supplement No. 2.2, paragraph 104.01.

(b)	MP-5, part II, chapter 7.

(2)	General.  Full-time and part-time employees covered by the title 38 leave system are eligible to accrue military leave on a fiscal year basis provided their appointments are not limited to 1 year or less.  Intermittent employees are not eligible for military leave.

(3)	Accrual and Carryover

(a)	During the pay period which contains October 1 each year, fiscal year military leave will be accrued automatically in those records containing a military leave indicator.

(b)	Eligible full-time and part-time employees accrue 15 days military leave each fiscal year.  Unused military leave, not to exceed 15 days, may be carried forward each fiscal year.  Carryover and accrual must not exceed a total of 30 days in any fiscal year.  Scheduled workdays and intervening days for which no work is scheduled, falling within a period of absence for military leave are charged to military leave.  Nonworkdays at the beginning or end of the period of military leave are not charged to military leave.

(c)	Intermittent employees are not entitled to military leave.  However, if an eligible full-time or part-time employee accrues military leave and subsequently converts to an intermittent status, any carryover balance will be retained but cannot be used.  A message printout (A58) will be generated as a reminder to verify further entitlement.  If the intermittent employee does not convert back to an eligible full-time or part-time status during the same fiscal year as the initial conversion or during the succeeding fiscal year, the carryover must be deleted manually by the Payroll activity from the employee's master record.

(d)	If transaction type 8B has the "ML" field coded for an eligible employee and there is a military leave indicator in the employee's master record, military leave used during the pay period will be subtracted from the military leave balance.  If there is no military leave indicator and the employee is otherwise eligible, a military leave indicator and fiscal year accrual will be generated automatically in the employee's master record, with military leave used during the pay period subtracted from the military leave balance.  In the latter instance, a message printout will be generated to require verification of entitlement to military leave.

(e)	If an employee transfers by means of a transaction type 97, the military leave indicator and balance will be moved intact to the new station.

(4)	Description of Fields-Transaction Type 32

(a)	Except as provided in subparagraph (b) below, the description of fields is identical to that described in subparagraph a(5) above.

(b)	CC's 66-70-Enter military leave in whole days to adjust the military leave balance in those master records containing a military leave indicator.  CC's 66-67 represent whole days; CC's 68-70 must be completed with zeros.  An "X" in the units position of CC 70 indicates a minus adjustment.

NOTE: Acceptable evidence of eligibility may be military orders and certification, SF 1150 or equivalent for an employee that is transferred or reemployed, or a statement signed by a responsible military official.

(5)	Adjustments-Coding Instructions

(a)	Use TT 32.

(b)	Enter in CC 65 Military leave indicator, "1", "0", or blank.

(c)	When Code "1" is entered in CC 65, a plus adjustment must be made in CC's 66-70.

(d)	A Code "0" in CC 65 will delete a military leave indicator.

(e)	CC's 66-67 must be coded in whole days for eligible employees.

(f)	CC 68-70 must always be zeros.

An "X" in the block over the units position of CC 70 indicates a minus adjustment.

EXAMPLE 1: SF 1150 is received in the Payroll activity for a title 38 employee transferred in with a military leave balance of 5 days for use during the current fiscal year and no carryover from the previous fiscal year.

CC 65: Enter "1"

CC's 66-70: Enter "Ø5ØØØ"

When "1" is entered in CC 65, a plus adjustment must always be made in CC's 66-70.

EXAMPLE 2: If military leave usage was recorded in the "ML" field on VA Form 4-5631, Time and Attendance Report, as 10 days, but is subsequently corrected to show 12 days used, coding would be:

CC 65: Blank                           x

CC's 66-70: Enter "Ø2ØØØØ"

EXAMPLE 3: A title 38 employee converted from full-time to intermittent status during fiscal year 1984.  The employee did not convert back to an eligible status during fiscal year 1985; therefore, the carryover must be deleted manually from the employee's master record,

CC 65: Enter "Ø"

CC's 66-70: Blank

8.07	LEAVE WITHOUT PAY

a.	Reference.  MP-6, part V, supplement No. 2.2

b.	TT's Used. 51, 55 and 84.

c.	General Coding Instructions

(1)	The WOP fields will be coded in hours or days to adjust data in the employee's master record, and the amounts coded in these fields will add or subtract to amounts already established in the master record.  Two of these fields are dual purpose fields as they are also used to code "Retirement Credit Days" and "Credit Days for Step Increase."

(2)	An "X" coded in the box in a field indicates a minus.

(3)	The following codes will represent a fractional part of an hour.

Code 0  none

Code 1  ¼ hour.

Code 2  ½ hour.

Code 3  ¾ hour.

(4)	The last CC of the following WOP fields on VA Form 4-5637 will be used for fractional hours.

(a)	W.O.P. Leave Year

(b)	W.O.P. or Retirement Credit Days-Calendar Year

(c)	W.O.P. This Salary Step or Credit Days for Step Increases

(d)	Title 38 W.O.P. Since Last Prom.

(e)	W.O.P. During Probationary or Trial Period

If fractional hours are not applicable, these columns will be coded as zero.  Whole hours or days will be coded in all other CC's for the above fields as well as the W.O.P. Pay Year field on VA Form 4-5637 (TT55).

(d)	Purpose of Each WOP Field

(1)	"W.O.P. Leave Year," will be used to record or adjust hours or days of WOP for the leave year.  This entry affects the employee's leave accruals.

(2)	"W.O.P. or Retirement Credit Days-Calendar Year," is a dual purpose field to record or adjust WOP in hours or days for the calendar year as applicable and to record or adjust retirement credit days for intermittent (when actually employed) employees.  These entries may affect the employee's credit toward retirement service.

(3)	"W.O.P. This Salary Step or Credit Days for Step Increases," is a dual purpose field to record or adjust WOP in hours or days for salary steps and to record or adjust credit days toward a step increase earned by intermittent employees.  These entries affect the date of the employee's next step increase.

NOTE: When an employee changes from full time or part time to an intermittent employee, Fiscal must code in "Credit Days for Step Increase." The employee will be given 5 credit days for each calendar week of creditable service.  Credit will also be given for any portion of a week of creditable service.

(4)	"Title 38 W.O.P. Since Last Promotion," will be used to record or adjust WOP for title 38 employees since last promotion (disregard the decimal point).

(5)	"W.O.P. During Probationary or Trial Period," will be used to record or adjust hours or days of WOP during probationary period.

(6)	"WOP PAY YEAR," (TT 55) will be used to adjust hours of WOP for the pay year. (Wage employees and Veterans Canteen Service pieceworker employees only.)

(7)	"Calendar Year Adjustment," (TT 84) will be used to record the number of days or hours of LWOP that were used in the last pay period of the leave year which are applicable to the new calendar year.  This procedure is applicable to those employees who are on extended LWOP which commenced prior to the last pay period in the leave year and who remain in that status at the end of the leave year.  Calendar year adjustments for all other employees will be processed on TT 8B in the last pay period of the leave year.

NOTE: CC 47 on TT 84 must always be zero.

e.	Automatic Conversion of WOP Balances

(1)	All Part-Time Employees and Employees Subject to 5 U.S.C. Ch. 63 Who Change to Full Time or Part Time.  When a part-time employee has a change to his normal hours or an employee who is subject to the provisions of 5 U.S.C. ch. 63 changes from full time or part time or vice versa, the computer will automatically adjust the number of WOP hours in the employee's master record so that the WOP time will always relate to the normal hours established for the employee.  This adjustment of WOP balances is necessary to insure that excess WOP time is made up at the rate at which it will be earned based on the normal hours established for the employee.  These WOP adjustments will then insure timely processing of such other personnel actions as within grade increases, promotion eligibility for title 38 employees, etc.  WOP balances will be adjusted based on the following formula:

�New Normal Hours	x	WOP Hours	=	Adjusted WOP Hours

Old Normal Hours		1		

(2)	Change to Full Time or Part Time-Title 38 Employees.  When a title 38 employee whose leave is credited in days is changed from full time to part time, the computer will automatically convert the WOP balance days in the employee's master record to hours in accordance with the formula contained in DM&S Supplement, MP-4, part II, paragraph 1D.05. Using the formula in subparagraph (1) above, the computer will further adjust these WOP hours so that they will always relate to the normal hours established for the employee.  In those instances where a title 38 employee is changed from part time to full time, the above procedures will be used in the reverse order.

(3)	Changes Which Are Effective in the Middle of a Pay Period.  When any of the above changes are effective on other than the first day of the pay period, the WOP balances will be automatically converted by the computer based on the WOP balances which are in the master record at the time that the change action is processed by the computer.  In those instances where an employee uses additional WOP prior to the effective date of the change but after the computerized WOP conversion has been accomplished, the Payroll activity must determine the employee's true WOP balances as of the effective date of the change.  These WOP balances must be manually converted based on the employee's new normal hours.  A TT 51 must be submitted to make any necessary adjustment to the automatically generated WOP balances in the master record.

f.	Figure 8.F1 is furnished as an aid in coding WOP, retirement credit days, and credit days for step increase in the appropriate fields on VA Form 4-5637.  This chart encompasses the various combinations of pay plans and related items that are generally encountered and the applicable fields of WOP to each.  In any instance where an adjustment to WOP becomes necessary, all six "WOP" fields must be considered in conjunction with the data elements as reflected on this chart.

g.	Change or Adjustment Examples

(1)	The unit timekeeper failed to code 3 days of WOP in CC's 65-67 on VA Form 4-5631, Time and Attendance Report. A corrected time and attendance report was prepared.  The employee is a full-time physician (pay plan J, duty basis 1, leave group 4), serving a probationary period (refer to figure 8.F1, WOP Chart).

TT 51:	W.O.P. Leave Year

	CC's 52-56: Enter "ØØØ3Ø"

	W.O.P. Or Ret. Cr. Days-Cal. Year

	CC's 57-61: Enter "ØØØ3Ø"

	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

	CC's 62-66: Enter "ØØØ3Ø"

	Comp. Time Or DM&S W.O.P. Since Last Prom.

	CC's 67-70: Enter "ØØØ3"

	W.O.P. During Probationary Or Trial Period

	CC's 71-75: Enter "ØØØ3Ø"

NOTE. Figure 8.F1 shows that five fields are applicable to a full-time physician.

(2)	If the employee is a part-time physician (pay plan L, duty basis 2, leave group 2), and he/she is WOP 3 hours, the coding will be recorded as follows:

TT 51:	W.O.P. Or Ret. Cr. Days-Cal. Year

CC's 57-61: Enter "ØØØ3Ø"

	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

CC's 62-66: Enter "ØØØ3Ø"

	DM&S W.O.P. Since Last Prom.

CC's 67-70: Enter "ØØ3Ø"

(3)	The unit timekeeper failed to code 8 hours of WOP on VA Form 4-5631, Time and Attendance Report.  A corrected time and attendance report was prepared.  The employee is appointed as a full-time GS employee (pay plan A, duty basis 1), and is serving a probationary period.

TT 51:	W.O.P. Leave Year

CC's 52-56: Enter "ØØØ8Ø"

	W.O.P. Or Ret. Cr. Days-Cal. Year

CC's 57-61: Enter "ØØØ8Ø"

	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

CC's 62-66: Enter "ØØØ8Ø"

	W.O.P. During Probationary Or Trial Period

CC's 71-75: Enter "ØØØ8Ø"

(4)	If a corrected time and attendance report pertains to a part-time GS employee (pay plan A, duty basis 2, leave group 2), serving a probationary period, the 8 hours will be coded as follows:

TT 51:	W.O.P. Ret Cr. Days-Cal. Year

CC's 57-61: Enter "ØØØ8Ø"

	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

CC's 62-66: Enter "ØØØ8Ø"

	W.O.P. During Probationary or Trial Period

CC's 71-75: Enter "ØØØ8Ø"

In all instances when it is necessary to submit a TT 51 adjusting the "WOP" fields for a part-time employee, it will necessitate the submission of a TT 31 adjusting the annual and sick leave balances (including part-time credit hours).

(a)	The computer is programmed to compute leave accruals for a part-time employee based upon the number of hours in a pay status.  The computer obtains this information in the following manner.

1.	To the normal hours established in the master record is added any unscheduled hours worked in excess of regular schedule (obtained from TT 8B cards).

2.	From this total, subtract WOP and NP (obtained from TT 8B cards).

3.	The sum of the above represents the number of hours in a pay status for that pay period.

(b)	The employee is credited with appropriate leave and any unapplied hours for future accruals is carried forward as part-time credit hours.

EXAMPLE: An employee is in leave group 1 and accrues 1 hour annual and sick leave for each 20-hour period in a pay status.  A corrected time and attendance report was received in the Payroll activity reflecting 29 hours of WOP that was not coded on previous VA Form 4-5631. Employee is not serving a probationary period.  The last earnings and leave statement reflected the following leave balances:

Annual Leave	Sick Leave

Current Bal.	P.T. Credit	Current Bal.	P.T. Credit

20	8	14	8

			

Payroll must process VA Form 4-5638, TT 82 to collect the overpayment of 29 hours and code VA Form 4-5637, TT's 31 and 51, to correct the leave balances as follows:

TT 31:	Annual Lv. Balance (Days-3 Decimals)

                                                           x

Hours CC's 50-55: Enter "ØØØØ2Ø"



Cr. Hours CC's 56-58: Enter "11Ø"

	Sick Leave Balance (Days-3 Decimals)

                                                           x 

Hours CC's 59-64: Enter "ØØØØ2Ø"

Cr. Hours CC's 65-67: Enter "11Ø"

TT 51:	W.O.P. Or Ret. Cr. Days-Cal. Year

CC's 57-61: Enter "ØØ29Ø"

	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

CC's 62-66: Enter "ØØ29Ø"

TT 31 entries will adjust the annual leave and sick leave in the master record as follows:

Annual Leave	Sick Leave

Current Bal.	P.T. Credit	Current Bal.	P.T. Credit

18	19	12	19

(5)	An adjustment to "WOP Leave Year," may require an additional adjustment to "Annual Lv.  Balance," and "Sick Balance." In other words a TT 31 may be required to decrease or increase the leave balance as applicable.  Annual sick leave will not accrue in the pay period in which WOP totals 80 hours or 14 days, or increments thereof.

EXAMPLE: The unit timekeeper failed to record 3 days of WOP on VA Form 4-5631, Time and Attendance Report.  The employee is a full-time physician and is not serving a probationary period.  It was noted that the last earnings and leave statement for this employee reflected 12 days of WOP for the leave year.  TT's 31 and 51 would be coded as follows:

TT 31:	Annual Lv. Balance (Days-3 Decimals)

                                              x

CC's 50-55: Enter "ØØ1154"

	Sick Leave Balance (Days-3 Decimals)

                                               x

CC's 59-64: Enter "ØØØ577"

NOTE: Above coding entries based on leave year having 26 pay periods.

TT 51:	W.O.P. Leave Year

CC's 52-56: Enter "ØØØ3Ø"

	W.O.P. Or Ret. Cr. Days-Cal. Year

CC's 57-61: Enter "ØØØ3Ø"

	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

CC's 62-66: Enter "ØØØ3Ø"

	DM&S W.O.P. Since Last Prom.

CC's 67-70: Enter "ØØØ3"

NOTE. Since this adjustment resulted in an amount that equals or exceeds 14 days of WOP in the master record, a reduction in accruals was necessary.  The computer would have given a full accrual on the next pay run.  In addition, the above examples will require adjustments to pay on TT 82 (VA Form 4-5638). Corrections to EOPY leave balances may also be required.

(6)	If an employee has over 52 weeks of LWOP, the Personnel activity will change the salary date in the employee's master record.  When this occurs, the LWOP in the master record for this salary step must also be changed by subtracting any LWOP prior to the new salary date.  For example, if a GS employee was on LWOP for over 52 weeks and his/her salary date was changed by the Personnel activity.  Payroll must code a TT 51 as follows:

TT 51:	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

                                              x

CC's 62-66: Enter "2Ø8ØØ"

(7)	A full-time physician transfers from another VA station and SF 1150, Record of Leave Data, reflects the following WOP information:

WOP leave year		21 days

WOP calendar year		21 days

WOP this salary step		2 days

WOP since last promotion		42 days

WOP during probationary period		42 days

TT 51:	W.O.P. Leave Year

CC's 52-56: Enter "ØØ21Ø"

	W.O.P. Or Ret. Cr. Days-Cal. Year

CC's 57-61: Enter "ØØ21Ø"

	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

CC's 62-66: Enter "ØØ21Ø"

	DM&S W.O.P. Since Last Prom.

CC's 67-70: Enter "ØØ42"

	W.O.P. During Probationary Or Trial Period

CC's 71-75: Enter "ØØ42Ø"

NOTE: Figure 8.F1 will be used as an aid in coding transactions processed from the SF 1150.  The type of appointment (pay plan) will govern the applicable "WOP" fields that will be coded.  Any periods of WOP that were OWCP or educational leave will be excluded as outlined in figure 8.F1.

(8)	The unit timekeeper for a wage employee or a pieceworker employee of the Veterans Canteen Service fails to record 16 hours of WOP on VA Form 4-5631, Time and Attendance Report.  The employee is full time and serving a probationary period.  Upon receipt of a corrected VA Form 4-5631, Time and Attendance Report, TT's 51 and 55 would be coded as follows:

TT 51:	W.O.P. Leave Year

CC's 52-56: Enter "ØØ16Ø"

	W.O.P. Or Ret. Cr. Days-Cal. Year

CC's 57-61: Enter "ØØ16Ø"

�	W.O.P. This Sal. Step Or Cr. Days For Step Incr.

CC's 62-66: Enter "ØØ16Ø"

	W.O.P. During Probationary Or Trial Period

CC's 71-75: Enter "ØØ16Ø"

TT 55:	W.O.P. Pay Year

CC's 62-65: Enter "ØØ16"

NOTE 1: The field "W.O.P. This Sal.  Step or Cr.  Days for Step Incr." is not applicable to VCS pieceworker.

NOTE 2: Payroll would process VA Form 4-5638, TT 82 to correct overpayment of 16 hours.

8.08	ADJUSTMENTS TO LEAVE BALANCES DUE TO PERIODS OF OWCP

a.	References

(1)	MP-4, part II, paragraph 1B.02a(1).

(2)	MP-5, part I, chapter 630.

b.	General Coding Instructions

(1)	An incapacitated employee who has a claim pending with the Office of Worker's Compensation (OWCP), Department of Labor, shall be granted any leave or LWOP necessary to retain him/her in an employment status until such time as his/her claim is acted upon, except in case of an overriding requirement for separation, such as reduction-in-force or removal for cause.  In most cases involving a traumatic injury, the employee will be granted up to a maximum of 45 calendar days continuation of pay (COP) prior to taking leave (see ch. 3).

(a)	An employee who requests LWOP pending adjudication of his/her claim may be retroactively granted annual or sick leave if the claim is disallowed.

(b)	An employee who has used sick and/or annual leave pending adjudication of his/her OWCP claim, may elect to buy back all or part of the leave used for recredit to his/her leave account.  A corrected time and attendance report(s) must be prepared changing the period to LWOP.

(2)	The following examples represent situations in which adjustments may be necessary due to adjudication of OWCP claims:

(a)	An employee who requested LWOP pending adjudication of his/her OWCP claim may elect to be granted sick leave and/or annual leave retroactively for the period of LWOP if the claim is disallowed.  Assuming that the employee requested sick leave, the following items must be adjusted:

1.	Sick leave balance will be decreased by the amount of sick leave substituted for the WOP plus sick leave accruals not earned because of the WOP status.  This net amount will be coded as a minus to the sick leave balance.

2.	Annual leave balance will be increased by the amount of accruals not earned because of the WOP status.  This amount will be coded as an increase to the annual leave balance.

3.	The WOP leave balance will be decreased by the number of sick leave hours substituted for the WOP.  This amount will be coded as a minus to the applicable WOP fields.  Refer to figure 8.F1, WOP Chart.

4.	The above adjustments to WOP and leave will be coded on VA Form 4-5637.

5.	All pay, allowance, and deductions due the employee for the sick leave will be paid by coding applicable fields on VA-Form 4-5638.

(b)	When an OWCP claim is approved with an effective date retroactively covering a period of WOP leave used by the employee pending adjudication of the claim, the following action will be necessary:

1.	Upon receipt of the claim, the personnel division will code a VA Form 5-4652, TT 25, reflecting the "Nature of Action" as WOP OWCP.  The computer will take appropriate action in handling this OWCP status from the first day of the pay period in which the TT 25 is submitted.  The computer will not make any retroactive adjustments prior to this pay period.

2.	The period of LWOP prior to the pay period that the TT 25 is submitted must be adjusted by the Payroll activity since the computer has previously accepted and recorded this amount in the employee's master record.  Periods of LWOP due to OWCP do not affect retirement credit, salary step, DM&S promotions and probationary period.  See figure 8.Fl.

3.	No adjustment to pay, allowances and deductions is necessary.

NOTE: LWOP due to an approved OWCP claim is considered a non-leave-earning period for which the employee will earn leave on a pro rata basis for fractional pay periods.  Since the computer will not automatically prorate a full-time employee's leave accruals, an adjustment will be necessary when the LWOP is for a fractional pay period.  A fractional pay period generally occurs when the employee enters the LWOP period and/or upon return to duty from LWOP.

�EXAMPLE: Pro rata annual leave accruals for an employee (leave group 2) in a pay (leave earning) status for 60 hours and LWOP (non-leave-earning) status for 20 hours would be computed as follows: 60/80 or 3/4 x 6 = 4-1/2 hours.  The 4-1/2 hours will be credited as 5 hours annual leave accrual for the pay period.  The same procedure applies to sick leave (60/80 or 3/4 x 4 = 3 hours).  Fractions of exactly 30 minutes or more will be credited as 1 hour; less than 30 minutes will be disregarded.

c.	Buy back of leave

(1)	When an OWCP claim is approved with an effective date retroactively covering a period of approved sick or annual leave, a cash collection will be necessary if the employee elects to "buy back" his/her leave.  The following payroll procedures for "buy back" of leave should be followed:

(a)	Upon receipt from the OWCP of CA-1207, Application for Reinstatement of Leave, the employee must complete items 1 through 4 if he/she elects to "buy back" the leave used.  The Payroll activity will complete items 5 through 8.

(b)	The Payroll activity should review the employee's time card(s) for the period of leave for which OWCP benefits have been approved and request corrected timecards changing the sick and/or annual leave to LWOP.

(c)	The gross amount received for the value of the leave will be computed and a cash collection will be processed in accordance with chapter 6, paragraph 6.03 and/or 6.04.

(d)	The following adjustments to leave must be made:

1.	Sick leave and/or annual leave balances will be increased by the number of hours the employee to "buy back" less his/her leave accruals not earned because of the period of LWOP.

EXAMPLE: An employee elects to "buy back" 152 hours sick leave used while his/her claim was adjudicated by OWCP.  The employee was also excused for 8 hours on a holiday during this period.  A total of 160 hours must be changed to LWOP (152 + 8 = 160).  Three pay periods are involved which would require three corrected time and attendance reports.  Reduction of annual and sick leave accruals will be accomplished as shown below (see note and example above).

WORKSHEET FOR BUY BACK OF LEAVE COMPUTATIONS

<I<ADVANCED,MP652302.RPL>> Double - click here To display Worksheet for Buy Back of Leave Computations </D> 



2.	The above net adjustments to annual and sick leave must be coded on a TT 31.

�[8.12]	COMPENSATORY TIME

a.	Reference.  MP 6, part V, supplement no. 2.2, paragraphs [105.05] and 107.05.

b.	General

(1)	The PAID system has established seven compensatory time (CT) fields in the master record.  Each field will be identified by a pay period number, beginning with the current pay period and followed by 6 prior pay periods.

(2)	When CT earned is coded in the "CE" or "CT" field of a transaction type 8B, it will be recorded in the first CT field in the master record.  If the transaction type 8B contains CT used that is coded in the "CU" or "CO" field, the CT used hours will be deducted from the master record beginning with the earliest pay period.  If the amount of CT used exceeds the amount that is available in the earliest pay period in the master record, the amount contained in the earliest pay period will be reduced to zero and the additional CT used will be deducted from the available amount in the next pay period.  If CT is not used within the seven pay periods, it will be automatically deleted from the employee's master record.  A message RPO will be generated two pay periods prior to forfeiture.

c.	Adjustments

(1)	TT 32 (VA Form 4-5637)

(2)	CC's 33-38, "Compensatory Time," will be used for the purpose of recording adjustments to compensatory time in hours.

(3)	CC 33-44 will identify the pay period to be adjusted.  Whole hours will be coded in CC's 35-37 and fractional hours will be coded in CC 38.

(4)	CC 38 may only contain a code "0", "1", "2" or "3".

(5)	An "X" punch in CC 38 represents a minus adjustment.

[8.13]	LIQUIDATION OF ADVANCED LEAVE

a.	Reference.  FPM Supplement 990-2, Book 630, subchapter 52; CFR 630.208(d) and 630-209; 29 Comp. Gen. 76 and B-189531 dated September 14, 1977.

b.	All leave accruals (credits) earned, while an employee has an unliquidated balance of advanced leave, will be applied to liquidate the advance (annual leave credits applied to the annual leave advance and sick leave credits applied to the sick leave advance.)

c.	When an employee separates with an unliquidated leave balance, he/she will be required to refund the amount paid for the period covering the leave.  However, no refund is required when the separation is due to (1) death; (2) disability retirement; (3) disability which prevents the employee from returning to duty or continuing in the service and is supported by an acceptable medical certificate; or (4) upon entering active military service with no break in service from their current position.

d.	Advanced sick leave maybe liquidated by a charge to annual leave, provided the action is not for the purpose of avoiding a forfeiture of annual leave at the end of the leave year.  The retroactive substitution of annual leave for regular sick leave is not authorized except for the liquidation of advanced sick leave.

e.	With administrative approval, an employee may refund in cash or by recurring payroll deductions, the value of the advanced leave taken.

NOTE: It should be noted that if the value of the advance leave is liquidated either by cash or payroll deductions and the employee requests that the advanced leave not be changed to LWOP, then an OF 1114, Bill of Collection, will be issued in the gross and cash collected will be handled as an appropriation reimbursement and not a refund.

f.	A period of advanced leave liquidated by refund for a current or separated employee must be converted to LWOP.  The period will regarded as a non-pay status for all WOP purposes except for the reduction of leave accruals.  Corrected time and attendance reports must be obtained and adjustments to leave, pay, allowances and deductions will be necessary.  The value of the advanced leave will be computed at the salary rate in effect when the leave was taken.  A cash collection will be made in accordance with chapter 6, paragraphs 6.03 and/or 6.04, as appropriate. The hours of liquidated advanced leave converted to LWOP must he coded on VA Form 4-5637 to increase WOP calendar year, WOP this salary step, WOP since last promotion, WOP during probationary period and WOP pay year (if applicable).  WOP leave year will not be coded nor will the employee's leave accruals be reduced due to the LWOP. The payroll activity must review the employee's leave record for other WOP (since last salary date).  If the total WOP exceeds 80 hours, the personnel activity must be notified as the effective date of a promotion or within-grade increase (WGI) may be affected.  An overpayment of salary will generally result when the effective date of a WGI or promotion is corrected due to excessive WOP.  For separated employees, the WOP will be documented on SF 1150 in Items 17A and B and explained in item 24, and if necessary, SF 2806-1.  Notice of Correction of Correction of Individual Retirement Record, will be completed after receipt of a manually prepared SF 50-B. from the personnel activity.
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[Figure 8.F1. WOP Chart.]

��import graphics\\P652381B.TIF \* mergeformat#0"#0"#0"#0"#94.7%#94��

[Figure 8.F1. WOP Chart (cont.)].

�NOTE: [Figure 8.F1. WOP Chart,] is furnished as an aid in adjusting WOP, days and compensatory time in the various WOP fields on VA Form 4-5637.  This chart encompasses the type of appointments generally encountered and the WOP fields applicable to each.

NOTE 1: When coding, [leave adjustments,] the fields "WOP Ret. Cr Days—Cal. Yr.," "WOP This Sal. Step or Credit Days for Step Increase," "[VHS&RA] WOP Since Last Promotion" and "WOP During Probationary or Trial Period" will be excluded for those periods when an employee is receiving OWCP.

NOTE 2: When coding [WOP] fields, those periods of WOP for educational purposes taken by title 38 employees will be excluded from the field "[VHS&RA] WOP Since Last Promotion."

NOTE 3: In applying the coding of above fields, Veterans Canteen Service per annum and hourly employees will be considered GS and FWS types respectively.

NOTE 4: If covered by retirement by reason of continuity of service the field, WOP Ret. Cr. Days—Cal. Yr. would be shown.

�CHAPTER 9. TRANSFER OF LEAVE DATA

9.01	AUTHORITY

FPM Supplement [990-2, Book 630] prescribes that an SF 1150, Record of Leave Data, [must] be prepared in all cases of separations except in cases of death [or when an employee does not complete one full pay period on the agency's roll unless he has leave to his credit on the basis of prior Federal service.  In addition, an SF 1150 is not required for] interstation transfers within the VA [that are] processed [by] TT 97. (SF 1150 will be prepared when the interstation transfer within the VA is effective other than at the beginning of the current pay period, or to a VA station where a TT 97 transfer is restricted, e.g., [VCS, VARO, and VAMC] San Juan, PR.  These transfers are processed by means of TT 23.)

9.02	RESPONSIBILITY FOR INITIATION OF SF 1150

When an employee is separated (including separation for transfer) SF 1150 will be initiated by the Fiscal activity immediately upon receipt of VA Form 5-4652, [Personnel Action Code Sheet.] In the case of an interagency transfer or separation from employment, the SF 1150 will be prepared in duplicate and the original copy released to the personnel office for filing in the Official Personnel Folder and processing in accordance with the provisions of FPM Supplement [293-31.] In the case of an intra-agency transfer effective at other than the beginning of current pay period, the SF 1150 will be prepared in duplicate and the original forwarded direct to the Fiscal activity of the station to which the employee has transferred.  The duplicate copy will be retained in the Fiscal activity for use by the GAO (General Accounting Office).

9.03	PREPARATION OF SF 1150

The instructions given below cover only those numbered items on the face of the SF 1150 which are not considered to be self-evident from the form itself or material or a general informative character.

a.	Item No. 4. Enter same information that appears on the copy of VA Form 5-4652.  In the case of an intraagency transfer only, the date to be shown will be the last day the employee was carried on the rolls of the releasing station.

b.	Item No. 6. Do not show service computation date here in any case.

c.	Item No. 14.  Enter the salary rate at which the lump-sum annual leave payment was computed.  If more than one salary rate was involved, state the number of hours or days computed at each rate.

d.	Item No. 15.  Enter the inclusive calendar dates and the number of hours or days of annual leave on such dates included in the lump-sum leave period.

e.	Military Leave.  Enter the number of days of military leave granted during current calendar year under A. Enter the number of days of military of military leave granted under sections 5519 and 6323, title 5, U.S.C., under B.

f.	Remarks.  Enter pertinent information not specifically required elsewhere on form as follows:

(1)	In the case of intra-agency transfer, enter SCD (service computation date) and a statement to indicate that SF 1152 accompanies the SF 1150 or that none is on file.

(2)	In case of intragency transfer show date of employee's departure from releasing station, the dates of traveltime granted, and last date through which annual leave was charged as included in item 11 of the SF 1150.

(3)	In addition to information covering absence without pay during the leave year in which separated as specifically provided for on the SF 1150, enter the number of hours or days of absence in a nonpay status during the calendar year in which separated.  Also show number of days or hours of WOP during probationary period.

(4)	Sick leave credit for retirement purposes.

(5)	Overseas or territorial differential information.

(6)	Home leave data as provided for on SF 1150.

(7)	Enter the number of hours and the hourly rate(s) at which advanced leave was paid.

(8)	In addition, show number of days worked during the calendar year and number of days worked which are creditable toward a step increase for an intermittent employee.

(9)	The following applies to physicians, dentists, nurses, and full-time permanent practical and vocational nurses (LPN's/LVN's), physical therapists, and certified/registered respiratory therapist, in addition to applicable preceding paragraphs.  Enter the date of appointment or promotion to the present grade and a breakdown of leave in a nonpay status by each year of service which applies toward satisfying the time-in-grade requirement.  The breakdown will indicate the leave in a nonpay status, both creditable and noncreditable, toward a promotion to the next higher grade.

(10)	Include lump-sum leave dates for restored annual leave.

g.	The completed SF 1150 will be audited by the payroll supervisor and certified to as being correct by the head of the Fiscal activity, his/her assistant or Chief, Employee Accounts activity.

9.04	TRANSFERS-IN AND REEMPLOYMENTS

a.	Upon receipt of the official personnel folder, any SF 1150 filed therein will be promptly removed and forwarded to the Fiscal activity for proper action, and retention in employee's payroll folder.

b.	If an intra-agency transfer (within the VA and effective at the beginning of a pay period) is being accomplished by TT 97 action, the fiscal data contained in the master record will be moved intact by the TT 97 with the following exceptions:

Premium pay percent; [premium pay codes;] hourly uniform allowance; quarters subsistence and garage deductions; union dues deductions [except in those instances where the last three positions of the union dues code is "999";] Time and Leave Unit; salary limitation (hours-dollars); [ ] post differential; QSL (quarters, subsistence and laundry) station number; check mailing address; unused balance of compensatory time; State and local tax data; [DD/FFT data for net salary payments and savings allotments;] Fund Control Point [and Political Subdivision Code.]

c.	The Fiscal activity will reestablish these items, as required, and will also determine what items, retained in the master record, i.e., residence address, etc., will require change to meet payroll requirements at the new station.

NOTE: When a transfer is by means of TT 97, the final check issued by the losing stations will be mailed based on the contents of the master record at the end of the employees last pay period at the losing station.  If the check mailing address is blank, the final check will go to the [agent] cashier at the losing station.

d.	Because an SF 1150, Record of Leave Data, is not used with a TT 97, it may be necessary to request, by letter, the information specified in paragraph 9.03f(2). Normally, this will be required only when the employee's travel voucher indicates excess time was used, travel was by an indirect route or there was a delay en route.

[NOTE: However, if it is subsequently determined that the employee's leave balance is in error, the losing station must promptly prepare a SF 1150 and forward it to the gaining station who will be responsible for correcting the employee's master record.]

e.	When a transfer is by means of a TT 97, the Payroll activity at the losing station will forward SF 1152, SF 1192, CFC Authorization (if applicable), TD Form W-5 and TD Form W-4 to the gaining station by means of a [Optional Form 41, Routing and Transmittal Slip], addressed to the Payroll activity at the gaining station.  If an SF 1152 is not on file, a statement to that effect is required on the [OF 41.] In those instances where an SF 1152 is not on file and [OF 41] is not retained, an appropriate notation will be made in the payroll folder.

9.05	INTRA-AGENCY AND INTERAGENCY TRANSFERS AND SEPARATIONS

(Applicable to employees subject to 5 U.S.C. ch. 63 amended, and title 38 employees.)

a.	Stations will initiate SF 1150, Record of Leave Data based on information obtained from payroll records and VA Form 5-4652, [Personnel Action Code Sheet,] pending receipt of SF 50-B, Notification of Personnel Action.  This is necessary because there may be some delay in receiving SF 50-B and master record printout from DPC and the SF 1150 is required to be forwarded within 5 days after transfer.  For intra-agency transfers, effective on other than at the beginning of a pay period, forward original SF 1150 to the Fiscal Service at the new station.  If an interagency or other separation forward original SF 1150 to local station personnel office for forwarding in personnel folder.

b.	Upon the receipt of master record printout and SF 50-B, should any information thereon differ from that already forwarded, an amended SF 1150, if required, should be initiated immediately.  This second SF 1150 should be prominently marked "Amended."

c.	For employees subject to 5 U.S.C. ch. 63 and title 38 employees, leave balances at the end of prior leave year, if any, will be taken from columns headed "carry over prior year" in both annual and sick leave blocks of the latest [VA Form 4-1975, Biweekly Payroll Register and/or VA Form 71, PAID Master Record Printout], on file for [the] employee.

d.	For employees subject to 5 U.S.C. ch. 63 the current year leave credits will be developed in accordance with employee leave group and sick leave credits at the rate of 4 hours per pay period for all full-time employees.  Part-time employees current leave will be developed on a pro rata basis in accordance with their leave group for annual leave credits, and on a pro rata basis for sick leave.  Charges to leave will be taken from current leave year, VA Form 4-5631, [Time and Attendance Report.] Any reduction in leave credit for full-time employees will be in accordance with applicable regulations.

e.	After securing information outlined in subparagraph c above, current leave year earnings for title 38 employees (except nurses) will be developed from the accrual tables at the end of this chapter.  These earnings are carried to the third decimal place and should be shown as such on SF 1150 for intra-agency transfers.  Charges will be taken from current leave year, VA Form 4-5631 [,] Time and Attendance Report.  Any reduction in leave credits will be in accordance with regulations applicable to these employees.  For separations or intra-agency transfers, show leave credits in days.  See example in subparagraph h below.

f.	Advanced Leave.  When an employee who is indebted for advanced leave transfers to another Government agency, the minus leave balance will be certified to the employing agency.  Notation in the "Remarks" section will indicate the rate(s) of pay at which the advanced leave was paid.  Collection by any Government agency for a debt requires due process in accordance with 4 CFR, Chapter II, Part 102.

g.	If employees subject to 5 U.S.C. ch. 63 enter on duty after the beginning of leave year and transfer prior to close of leave year, develop current leave credits in accordance with subparagraph d above.

h.	If a title 38 employee (except nurses, PA's and EFDA'S) enters on duty after the beginning of the leave year and transfers within VA prior to close of the leave year, develop current leave credits in accordance with subparagraph e above.

EXAMPLE: A title 38 employee (except a nurse) enters on duty prior to beginning of current leave year, January [14, 1990,], and (1) transfers March [24, 1990,] to another VA station, or (2) separates from the VA.
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Figure

It must be borne in mind that leave balances of title 38 employee (except a nurse) for transfers within the VA would reflect the same three decimal amounts as if no transfer had occurred.

i.	A title 38 employee (except a nurse) who transfers to a General Schedule position under title 5 may transfer all of the accumulated and currently accrued annual leave to his/her credit as of the date of the transfer.  The aggregate amount of such leave but not in excess of the maximum limitation allowable under the leave system from which transferred, shall constitute the employee's annual leave ceiling and shall remain to his/her credit until reduced under the condition prescribed in section 208(a) of the Annual and Sick Leave Act of 1951, 65 Stat. 682. (See 48 Comp. Gen. 212.)
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�CHAPTER 10. VETERANS CANTEEN SERVICE PROCEDURE[S]

10.01	PIECEWORKER EMPLOYEES

a.	TT Used.  C8.

b.	Processing Initial Pieceworker Information.  The information necessary to code the transaction C8 will be recorded by the Chief, Canteen Service in the "Remarks" section of the VA Form 4-5637b, Master Record Code Sheet.  The Chief, Canteen Service will then sign the VA Form 4-56376 and forward it to the Personnel activity along with the [SF 52,] Request for Personnel Action.  The five items listed below must be completed for all commission employees (barbers and beauticians).  Coding in any segment of item 8 requires that all segments be coded, either with significant digits or zeros.

NOTE: Every effort must be made to establish "pieceworker information" in the master record of an affected employee in the pay period in which he/she was appointed.  If this does not occur and the employee separates before this is accomplished, the PAID System will separate the employee but will not process pay for the employee.  In this situation, any pay due the employee must be processed by means of an "R " transaction.]

(1)	Life Insurance Units.  The Basic insurance applicable will be coded in units (1 unit per 1,000).  The minimum will be 10 (10 units @ 1,000).  If insurance is not applicable (waived, ineligible, etc.) code in zeros.

EXAMPLES:

Employee entitled to minimum �amount......................	CC's 51-52 Enter "10"

	

Employee entitled to $12,000 �[of] insurance..............	CC's 51-52 Enter "12"

	

(NOTE: This is exclusive of optional insurance.)

(2)	Commission Percent.  The employee's commission rate will be entered in the applicable coding blocks.

(3)	Hourly Rate for Leave and Holiday Purposes.  The hourly rate the employee is entitled to when on leave or on a holiday will be entered in the applicable coding blocks.

(4)	Additional Optional Life Insurance.  The amount of coverage an employee elects will be entered in CC's 59-61.  The amount must be numeric and all card columns must be completed.  If the FEGLI code in the employee's master record is G-Z, then CC's 59-61 must contain a dollar amount.  If insurance is not applicable (waived, ineligible, etc.), then CC's 59-61 must contain zeros.

EXAMPLE: A piece worker with annual earnings of $16,580.00 for the previous year and who has elected additional optional insurance coverage of two times the basic salary will be entitled to $34,000.00 of coverage (16,580 rounds to $17,000 X 2 = $34,000).  Card Columns 59-61 of the C8 transaction will be coded as "034".

(5)	Cost Distribution Percentages.  Cost distribution percentages will be coded in accordance with the instructions contained in paragraph 10.03.

NOTE: If the TT C8 is not submitted in the same pay period in which the accession action is effective or if it was rejected and the correction was not submitted to the DPC until a subsequent pay period, the TT C8, when submitted, must contain the first day number of the current pay period.]

c.	Processing Changes in Pieceworker Information.  Changes affecting the basic insurance coverage, commission percentage, the hourly rate for pieceworkers or additional optional life insurance will be processed in the same manner and through the same channels established for new appointment.  CC's 51-61 of C8 transactions affecting pieceworker information must be coded in entirety even though only one item may have changed.

NOTE: Although cost distribution percentages, CC's 22-44, and piece worker information, CC's 51-61, of the C8 transaction are processed through the "PAID" system independently, it is required that coding in all CC's (22-61) take place for all changes.

d.	Cancellation of Pieceworker Information.  Cancellation of all pieceworker data will be accomplished by coding zeros in CC's 51-61.

e.	Processing Pay Adjustments for Pieceworker Employee

(1)	TT's Used. 82.

(2)	When processing pay adjustments for pieceworker employees, care must be exercised to ensure that these employees receive at least the minimum wage in accordance with the laws of the State of employment for all actual hours worked (do not include leave, holiday pay, authorized absence, etc.). Thus a comparison between the amount of commission received on sales and the minimum wage applicable to the actual hours worked will always be required in order to determine the actual amount of the necessary pay adjustment.

EXAMPLE: A corrected time and attendance report, indicating that 8 hours of sick leave used in the first week of the pay period was not previously recorded, is received on a full-time pieceworker.  The employee's hourly rate for leave and holiday purposes is [$4.25 per hour, commission sales for the first week totaled $558.75 and the employee's commission rate is 70 percent of sales.  The minimum wage rate in this area is $3.80 per hour.  The employee also was on 8 hours of annual leave during the first week and received a gross pay of $425.13] for the first week.  Actual computation of the adjustment is as follows:

1.	Hours of leave, holiday, etc., x hourly rate: [$4.25 x 16 hours = 	$68.00



2.	Employee's commission on sales: $558.75 x 70 percent =	$391.13



3.	Hourly minimum wage rate x actual hours worked: $3.80 x 24 =	$91.20



4.	Larger of line 2 or line 3 =	$391.13



5.	Actual salary due for this week (line 1 plus line 4) =	$459.13



6.	Less gross amount previously paid =	$425.13



7.	Gross amount of adjustment due =	$34.00



NOTE 1]: Care must be exercised to ensure that figures applicable only to the week for which the adjustment is being computed are used in determining the amount of the adjustment to which the employee is entitled.  Line 6, for example, must not include amounts which represent an adjustment applicable to a week other than the one to which the corrected time and attendance report pertains.

[NOTE 2: In accordance with the Fair Labor Standards Amendments of 1989, the Federal minimum wage rate will increase to $4.25 per hour effective April 1, 1991.]

�10.02	ANNUAL REPORT OF PIECEWORKER EARNINGS

At the end of pay period one of each year, the Fiscal activity will prepare a report of pieceworker earnings for each such pieceworker on the rolls of the particular field station.  This report will be prepared without a request from the Veterans Canteen Service and will be forwarded to the VCS [Finance Center] through the local Chief, Canteen Service.  This report will be used by the VCS [Finance Center] to establish the hourly rate for periods of leave, holidays, authorized absence, etc., applicable to pieceworker employees.  The report will include the total wages paid for the previous calendar year as well as the total adjusted hours in a pay status.  The scheduled hours in a pay status will be decreased for all periods of LWOP and AWOL and will be increased for hours worked in excess of the scheduled tour of duty and hours worked on holidays.  If the VCS [Finance Center] determines that a change to the hourly rate for leave and holiday purposes is required, a VA Form 4-5637b will be prepared by the Chief, Canteen Service and forwarded to the Personnel activity.  After making the proper notations on the applicable employee personnel records, the VA Form 4-5637b will be signed by the Personnel Officer.  It will then be forwarded to the Control Point for coding by the Payroll activity and subsequent input into the "PAID" system.

10.03	COST DISTRIBUTION

a.	TT Used. C8.

b.	These are the cost accounts to which the canteen employee is costed and must be coded for every Veterans Canteen Service employee appointed.  The Chief, Canteen Service will indicate the cost distribution percentages in the "Remarks" section of VA Form 4-5637b, sign it, and forward it to the Personnel activity with the [SF 52], Request for Personnel Action.  Actual coding of the cost distribution percentages will be accomplished by the payroll activity.  If an employee is costed 100 percent to one cost account, code two zeros in the two card columns assigned to this cost account and place an "X" in the box in the second card column.  An employee whose cost is distributed to more than one cost account will have coding in the proper card columns of the cost accounts to which assigned.  The coded percentages must always total 100 percent.

NOTE: Any coding to cost accounts 601 requires a subcode in card column 44.  Subentry for card column 44 will be one of the following:

Code	Type

1	[Office of Director

2	Marketing/Operations

3	Budget and Finance

4	Canteen Management Trainees

5	Disability Retirement]

	

c.	Changes affecting cost distribution only need not be forwarded through the Personnel activity.  The Chief, Canteen Service will complete VA Form 4-5637b exactly as indicated in subparagraph b above except that he must also indicate the effective date of the change.  This date must be the first day of the pay period then current.  Finance activities should keep in mind that all C8 transactions affecting cost distribution must always account for 100 percent of the employee's earnings and that such data when submitted replaces all cost data previously established in the master record.

NOTE: From time to time field stations may receive error messages code ED1 indicating that cost distribution percentages and/or pieceworker information is needed to complete the master record of a VCS employee.  Every effort must be made to obtain the necessary information and submit the required C8 transaction to the Austin DPC in the next regular weekly master record updating transmittal.

�10.04 JURY DUTY AND WITNESS FEES

a.	Jury Duty Fees.  Collections from employees of the Veterans Canteen Service covering jury duty will be initially deposited to 36F3875.  Amounts so deposited will be remitted to the appropriate canteen by miscellaneous voucher procedures.  SF 1047, Public Voucher For Refund, will be prepared as a supporting voucher and will fully identify the employee and the canteen of employment, and the employee's salary cost distribution.

b.	Witness Fees.  Witness fees will be deposited to general fund miscellaneous receipts as for other VA employees.

10.05	MOVING ALLOWANCES

a.	Moving allowances paid to VCS employees (except those employees of a VCS field office) will be recorded in the PAID system by the duty station utilizing the procedures outlined in paragraph 13.11. The VCS Finance Center will make the required payment and deductions, prepare the required VA Form 4-5215, Report Of Moving Expenses And Allowances Paid To Employee, and forward a check for the amount withheld along with the VA Form 4-5215 to the duty station of the employee involved.  Upon receipt, the duty station will deposit the check to 36X6875 and forward the VA Form 4-5215 to the Austin DPC.

b.	Moving allowances paid to employees of a VCS field office will be processed as described above, except that the VCS Finance Center will forward the check and a copy of the VA Form 4-5215 directly to the Austin DPC.  The required number of copies of the VA Form 4-5215 must still be forwarded to the Control Point at the servicing station for input into the PAID system.

c.	The VCS Finance Center will assign a control number to each VA Form 4-5215 that is prepared for a VCS employee.  The control number will consist of the three digit station number, the last two digits of the applicable fiscal year, and a sequential number that indicates the number of VA Forms 4-5215 forwarded to the DPC during the applicable fiscal year.  A new series of control numbers will be assigned for each fiscal year.

10.06	CASH COLLECTIONS

a.	Current Taxable Year.  If for any reason a cash collection for a salary overpayment is made from a VCS employee the following procedures will be followed.

(1)	Cash collected by the station will be deposited in the VA suspense account 36F3875.

(2)	VA Form 4-5642, Notice Of Check Cancellation Or Cash Collection, will be prepared in duplicate and the original will be forwarded to the VA data processing center.  The copy will be retained in the Payroll activity.

(3)	The VA Form 4-5642 will be prepared in accordance with chapter 6. No transaction cards will be processed by the station.

(4)	The VA Finance Center] will process a TT 90 or [TTR] from the VA Form 4-5642.  These TT cards will result in the withdrawal of funds from the station's suspense account and the proper recording in the payroll and accounting records.

b.	Prior Taxable Year.  Amounts due the Veterans Canteen Service that are collected in cash or through payroll deductions, and which apply to a prior taxable year, will be initially deposited in the VA suspense account 36F3875 and then remitted to the VCS Finance Center by miscellaneous voucher procedures.  SF 1047 will be prepared as a supporting voucher and will fully identify the employee and the canteen of employment.

�10.07	INDEBTEDNESS AND SETOFFS (SF 2805)

SF 2805, Request for Recovery of Debt Due the United States, applicable to employees of the Veterans Canteen Service, will be processed in accordance with the provisions of paragraph 5.14 except in those instances where the indebtedness is due the Veterans Canteen Service.  In the latter instance, the following additional procedures are applicable.

a.	The appropriation symbol to be shown on the SF 2805 is 36F3875 and, upon receipt of the check from the Office of Personnel Management, it will be deposited to the VA suspense account 36F3875.

b.	Actual remittance will be to the VCS Finance Center and will be accomplished by miscellaneous voucher procedures.  An SF 1047 will be prepared as a supporting voucher and will fully identify the employee and the canteen of employment.

�CHAPTER 11. RETURNED, CANCELED AND UNDELIVERED CHECKS

11.01	RETURNED CHECKS

a.	Checks on hand at a field station to be returned by the Agent Cashier to the TFC (Treasury Finance Center) will be listed on VA Form 1409, Transmittal-Checks Returned to Agent Cashier.  The column "Reason for Return" on the VA Form 1409 must give a complete explanation of the circumstances as instructed in MP-4, part 1, chapter 2, paragraph 2D.04.

b.	All Checks that are returned to the TFC are immediately canceled by the TFC with the proceeds of the checks being returned to the VA Finance Center.  Disposition of the funds by the VA Finance Center will be based upon the "Reason for Return" entered on the VA Form 1409.  The primary reasons for return are (1) salary overpayment VA Form 4-5642 to be submitted to VA Finance Center to reduce employee's master record, (2) recertified check-employee negotiated original check, (3) remail check, or (4) return proceeds to VA Finance Center suspense account.

c.	In those instances where an employee has returned his/her check to the TFC, the finance center will be notified by the TFC on SF 1098, Schedule of Canceled or Undeliverable Checks.  The finance center in turn will notify the field station and will request advice as to the disposition of the proceeds of the returned check.  Field station advice should always be directed to the Austin Finance Center Under no circumstances should a field station contact the TFC directly concerning the disposition of a returned salary check.

11.02	CANCELED CHECKS

a.	Check on Hand at Field Station

(1)	A check that is on hand at a field station and which is to be cancelled will be returned to the TFC by means of a properly completed VA Form 1409.  Upon receipt of the check by the TFC, it will be immediately canceled.

(2)	In addition, the Payroll activity will prepare VA Form 4-5642, Notice of Check Cancellation or Cash Collection, in duplicate.  (See fig. 11.F1.)  The VA from 4-5642 will be signed by the Fiscal/Finance Officer or the employee acting in his/her stead.  The original VA Form 4-5642, will be forwarded to the DPC.  The copy will be retained in the Payroll activity at the station.

(3)	For internal control within the VA Finance Center, the VA Finance Center will prepare SF 1098, Schedule of Canceled Checks.

(4)	In the completion of VA Form 4-5642 all data must be the same as is contained in the employee's master record as of the end of the pay period covered by the check being canceled.  This information can be obtained from documents in the employee's payroll folder and VA Form 4-1975, Biweekly Payroll Register.

(5)	With the exception of the following, all items to be completed on VA Form 4-5642 are considered to be self-explanatory:

(a)	Fund Control Point Number.  Enter the three-digit CALM Fund Control Point Number. (Currently located on line 18, VA Form 71, PAID Muster Record Printout).

(b)	Cost Center.  The cost center will be shown as a six-digit figure.  A VHS&RA (Veterans Health Services and Research Administration) example would be 824100; for VBA (Veterans Benefits Administration) 321220; and for OIRO 230000.  The employee's actual cost center may be obtained from the Biweekly Payroll Register for the applicable pay period.

(c)	Status.  Indicate by a checkmark if the employee is currently on the rolls or separated.  If the employee is separated the station will complete the space for separation day number.

(d)	Equivalent Man-Hours.  Always enter a whole figure for the equivalent man-hours that are applicable to the base pay that is entered on the VA Form 4-5642.  For example, if the check to be canceled covers payment for 5 days to a Title 38 employee, enter 5/14 of 80 or 29 hours.  If the check to be canceled covers payment to a firefighter whose biweekly tour of duty is 120 hours, enter 80 hours.  The figure to be entered in this item will always be in hours and cannot exceed 80.  Equivalent man-hours will be left blank for prior year appropriations.

(e)	TSP Status.  Enter the employee's TSP Status code for all employees.  For those employees who are participating in the TSP, complete all applicable TSP fields.

(f)	Earnings and Deduction Data

(1)	This data cannot vary from those amounts which comprise the check being canceled.  However, some items of deductions are not recoverable through the canceled check procedure.  Alimony/child support and bankruptcy garnishments, savings allotments, voluntary allotments, and savings bonds are non-reversible through the canceled check procedure.  Deduction for union dues and CFC are recoverable provided that other current employees are presently having deductions made for these organizations from which the required amounts can be offset, Under no circumstances are union dues and CFC deductions recoverable when the check cancellation is processed in the special year-end recording cycle as no deductions will have been made in that processing cycle against which an offset would be accomplished.  The employee will be instructed to pay any non-recoverable items in cash and the check will be canceled excluding these items by adjusting base pay accordingly.

(2)	The VA Form 4-5642 will reflect the earnings and deduction data in the same manner as any other check except that any deduction billed on OF 1114 or collected in cash will be excluded in the "Deductions" column.  Any items collected in cash will be deposited to the station's suspense account and will be recorded as "other deductions" on VA Form 4-5642.  In the event that the cash collection has not been made by the time that the VA Form 4-5642" is forwarded to the DPC, it will require corresponding adjustments to the entries on the "Base Pay" and "Total Earnings and Allowances" lines.  This is necessary so that the "Cash Collected or Net Pay of Check Canceled" entry will agree with the net amount of the check being canceled.  Amounts collected in cash will be processed in accordance with procedures contained in paragraph 6.03 or 6.04, as appropriate.

(g)	At the bottom of the form indicate by a checkmark that this form covers a canceled check and give a brief reason for the cancellation.  Any additional information will be shown in the "Remarks" section of the form.

(h)	A separate VA Form 4-5642 will be prepared for each applicable appropriation.

b.	Check on Hand in TFC.  Any check that is returned to the TFC will be immediately canceled and the proceeds will be forwarded to the VA Finance Center for disposition.  Unless the VA Finance Center has already received a VA Form 4-5642 advising that the check is to be canceled, they will contact the field station regarding final disposition of the proceeds of the checks.

c.	Cancellation of Separately Issued Incentive Awards Checks.  Occasionally it will be necessary to cancel an incentive awards check that was issued as a separate check.  In these instances,the award check should be listed on VA Form 1409 and returned to the TFC in the usual manner.  In addition, VA Form 4-5642 should also be completed in the usual manner.

11.03	UNDELIVERED CHECKS-EMPLOYEE ENTITLED TO PROCEEDS

a.	On occasion, a salary check may be issued which cannot be delivered to the employee (possibly because the employee is separated and cannot be located).  When this occurs, the check should be listed on VA Form 1409 and returned to the TFC who will cancel it and forward the proceeds to the VA Finance Center.  The VA Finance Center will then deposit the funds to the station suspense account.

b.	When a valid claim is received for the proceeds of a undeliverable check, the VA facility will prepare a voucher to support payment of the amount to the claimant and input made through the CALM system.
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Figure 11.F1. VA Form 4-5642, Notice of Check Cancellation or Cash Collection

�CHAPTER 12. NONRECEIPTS LOST, STOLEN, OR DESTROYED SALARY CHECKS

12.01	AUTHORITY FOR AGENCY RECERTIFICATION OF SALARY CHECKS

a.	Department of the Treasury Bulletin No. 83-28 effective July 9, 1983, provides procedures for processing claims by payees resulting from nonreceipt, loss, theft, destruction, mutilation, of forgery of U.S. Treasury checks.  Under these procedures, the Department of the Treasury delegated authority to administrative agencies to certify replacement payment to affected payees.

b.	The authority for recertification applies equally to bulk mail salary checks, direct mail salary checks, salary checks mailed by the agent cashier and direct deposit savings allotment and salary checks.  In addition, direct mail checks issued in payment of voluntary allotments, CFC (Combined Federal Campaign), union dues, State or local income taxes, [alimony, child support/bankruptcy,] etc., are also subject to the recertification procedures which are contained in this chapter.

12.02	BULK MAIL SALARY CHECKS NOT RECEIVED

For various reasons, field stations may occasionally experience delayed receipt of bulk mail salary checks.  When confronted with this situation, the following procedures will apply:

a.	In the event the bulk mail salary checks are not received at the station in the last mail on the Monday preceding payday, the PAID Liaison Officer should immediately alert the Austin PAID Employees Accounts Group by telephone of such nonreceipt.

b.	If the bulk mail salary checks are not received at the station in the first mail on Tuesday (payday), the PAID Liaison Officer should immediately notify the Austin PAID Employees Account Group by telephone of such nonreceipt.  The Austin FC in cooperation with the Austin Treasury Finance Center will then take appropriate action to recertify the salary payments, and expedite the checks to the local agent cashier.

c.	The agent cashier should distribute to employees which ever batch of checks (original or recertified) is received first by the station.  Extreme care must be used to ensure that the second batch of checks, when received, is immediately returned to the agent cashier at the Austin FC.  A VA Form 3230, Reference Slip, will be inserted in the package of returned checks to briefly identify the checks and the reason for their return.  The checks will then be returned to the following address:

	Agent Cashier

	Department of Veterans Affairs

	Data Processing Center

	1615 East Woodward Street

	Austin, TX 78772

The package should contain the legend, "DO NOT OPEN IN MAIL ROOM".



12.03	DIRECT MAIL SALARY CHECKS NOT RECEIVED

a.	All claims (nonreceipt, lost, stolen, or destroyed) for a recertified salary check require the preparation of VA Form 4-5208, Request and Authorization for Recertified Salary Check.  The VA Form 4-5208 will be completed in duplicate by the Payroll activity, the status of the check will be certified by the employee or financial organization, as appropriate, and then certified by the local Fiscal Officer.  In addition to these certifications, a request for a recertified check must include the following information:

(1)	Station number.

(2)	Employee's name and Social Security number.

(3)	T and L Unit.

(4)	Date of check.

(5)	Net amount of check.

(6)	Mailing address reflected on original check.

(7)	Justification for recertification (i.e., direct mail check not received; original check stolen and not recovered).

b.	The circumstances under which an immediate recertified salary check may be authorized are as follows:

(1)	Nonreceipt of a direct mail salary check or a bulk mail salary check mailed by the agent cashier provided that at least 2 days but not more than 15 days have elapsed since the date of the check in question.

(2)	Nonreceipt of a Direct Deposit check.  A Direct Deposit check is defined as an actual check issued under the DD/EFT program to a financial organization that elects to receive direct deposit payments by check.

(3)	A check which was lost, stolen or mutilated has been recovered but its present condition (mutilation or being held by a law enforcement agency as evidence as determined to the satisfaction of the Fiscal Officer) will not permit negotiation of the original check.

(4)	Nonreceipt of a direct mail check in payment of voluntary allotments, CFC, union dues, State or local taxes, [alimony, child support/bankruptcy], etc., provided at least 5 days but not more than 30 days have elapsed since the date of the check in question.

Under the above circumstances, certification of the VA Form 4-5208 by the Fiscal Officer will authorize the PAID Liaison Officer to contact the Austin PAID Employees Accounts Group by telephone to request an immediate recertified salary check.

c.	An immediate recertified salary payment cannot be authorized when:

(1)	The claim is submitted by an employee who has separated or has notified Personnel that he/she will be separating from the agency.

(2)	The payee reports loss, theft or mutilation of his/her salary check and the check has not been recovered.

(3)	Payee reports nonreceipt of a direct mail salary check after the 15-day time limit has elapsed. [ ]

[(4)	Payee reports nonreceipt of a direct mail check in payment of a voluntary allotment, CFC, union dues, alimony, child support/bankruptcy, etc., beyond the 30-day limitation.]

In the event a check is reported missing under one of the conditions listed above, the PAID Liaison Officer should immediately contact the Austin PAID Employees Accounts Group by telephone and provide the information outlined in subparagraph a above.  The PAID [Accounting Unit will then process a SF 1184 (Unavailable Check Cancellation) to] Treasury to determine the status of the original check (is the original check outstanding or has it been negotiated).  This process will take approximately [30 days].  VA Form 4-5208 will be completed by the payee indicating whether the original check was/was not endorsed by the payee, the payee's signature, the justification for recertification, and certification by the Fiscal Officer.  If it is determined that the original check is still outstanding, a recertified check will be issued.  In the event that the check in question has been negotiated, Treasury will provide a photocopy of the check which will allow the claimant to review the endorsement on the check.  If the endorsement is not that of the payee, the claimant must complete the forms provided by Treasury.  The forms will then be returned to Treasury by the payee as indicated on the Treasury form. [In those cases where it is determined that both the original and recertified checks were cashed by the payee, the Austin PAID Accounting Unit will transfer the receivable to the field facility for collection.]

d.	Following contact with the Austin PAID Employees Accounts Group as required by subparagraphs b and c above (as appropriate), the original copy of the VA Form 4-5208 will be forwarded to the local agent cashier who will place it in a holding file pending receipt of the recertified check.  The duplicate copy will be filed in the employee's payroll folder.  Upon receipt of the recertified check, the agent cashier will record the check number and the amount of the check in the applicable blocks on the VA Form 4-5208, being certain to verify that the amount of the recertified check is in agreement with the amount of the original check as recorded on the upper portion of the form.  Prior to the actual release of the check, the agent cashier will obtain the payee's signature.  In the event that the payee has authorized mailing of the check, cross-reference the VA Form 4-5208 to the applicable VA Form 4-1301a, Request for Delivery of Salary Check.  The agent cashier will then enter the current date and initial the form which will then be retained by the agent cashier for audit purposes.

12.04	LOST, STOLEN, OR DESTROYED SALARY CHECKS

When an employee reports that a salary check has been lost, stolen, or destroyed, the employee should complete VA Form 4-5208.  The claim must then be processed in accordance with the provisions of subparagraph 12.03(c) above.
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Figure 12.F1. VA Form 4-5208, Request and Authorization for Recertified Salary Check



�CHAPTER 13. MISCELLANEOUS PAID PROCEDURES

13.01	LISTING OF ACCESSIONS AND SEPARATIONS FOR VERIFICATION

a.	General.  Stations will receive an original and one copy of this monthly listing with distribution to be made to the Fiscal and Personnel activities.  The listing should be received on or about the 15th of the month following the report month.  It will include the name, SSN, effective date and Nature of Action code for all employees who enter on duty or separate during the report month.  The exception will be those employees who separate on the last calendar day of the report month.  Information on these employees will appear on the next monthly report.  For purposes of this listing, personnel actions placing an employee in an extended LWOP status or subsequently returning him to duty will be disregarded.  However, transfers by TT 97 will be reflected as a separation at the losing station and as an accession at the gaining station.

b.	Verification.  A copy of this listing will be forwarded to the Personnel activity who will compare it against the "Chronological Journal File" or other pertinent files in order to determine that all of the personnel actions have been properly authorized and that all authorized personnel actions have been processed.  Any discrepancies found will be noted on the listing citing facts concerning the discrepancy.  The person accomplishing the verification will then annotate the listing "Verified Correct" and place his/her initials and the current date beneath this annotation.  The listing will then be returned to the Fiscal activity for further verification against Fiscal records.  Fiscal verification will be accomplished by reviewing the payroll folders of those employees whose names appear on the listing to determine that the appropriate accession or separation master record printout has been received and is on file in the payroll folder.  Any discrepancies found will be noted on the listing.  These discrepancies, together with those noted by the Personnel activity, will be resolved by the Fiscal activity.  All pertinent facts, plus a statement of the action taken to correct the discrepancy, will be documented on the listing.  The person completing the verification will then annotate the listing "Verified Correct" and place his/her initials and the current date beneath this annotation.

c.	Retention.  Both copies of this listing will be retained by the Fiscal activity.  A folder will be established on a fiscal year basis for this purpose.  Since these listings are considered a part of the Pay Change Control File, they should be disposed of in accordance with existing disposal procedures for that file.

13.02	LISTING OF SELECTED PAY AND DEDUCTION ITEMS FOR VERIFICATION

a.	General.  This listing will be generated semiannually as of the end of February and August and should be received on or about the 20th of the month following the close of each listing period.  An original and one copy of the listing will be forwarded to the station for use in verifying items used in pay computations.  Items to be verified are Quarters, Subsistence, Parking Fees, Garage Fees, FICA, Special Salary Adjustment, Fringe benefits, Fund Control Point, Nonstandard Salary Rate and Uniform Allowance, Grade Retention and Health Benefit Indicator Code.  Periodically, other items may be included either on recurring basis.  The Personnel activity will verify the information contained in the FICA, Special Salary Adjustment and Uniform Allowance, Grade Retention and Health Benefit Indicator Code columns.  As some items on the listing lend themselves to verification by divisions outside the Fiscal activity, a copy of the listing should be forwarded to such units (Building Management Division, Dietetic Service, etc.) for their review and comments.

b.	Verification.  Fiscal verification should be accomplished by the Payroll activity.  Such verification requires that a determination be made to ensure that proper authorization exists when required and that rates contained in the PAID master records are correct.  Any discrepancies found must be documented on the listing together with a reference to the specific pay period in which the corrective action was taken.  Procedures to be followed in verifying these items are as follows:

(1)	Quarters, Subsistence, Garage and Parking Fees.  Verify that biweekly deductions have been properly authorized and that the biweekly rates contained in the PAID master records are in agreement with current rate schedules.  Determine that quarters codes are correct and that any assignments to nontaxable quarters are in accordance with the provisions of M-1, part 1, chapter 2, section 1, paragraph 2.07. In addition, a copy of the listing should be forwarded to those divisions or services having approving authority for these deductions.  After review by the appropriate officials, the listing will be returned, with comments, to the Fiscal activity by memorandum over the signature of the appropriate division or service chief.

(2)	Additional Life Insurance Units.  Information contained in this column will be a printout of any codes entered into this field for FWS employees and VCS hourly rate employees.  The current salary rate and tour of duty assigned must be reviewed to determine the accuracy of this code.

(3)	Uniform Allowance.  This column will identify those employees who are receiving a uniform allowance by reflecting the hourly uniform allowance rate contained in the PAID master records.  The entitlement to receive a uniform allowance will be verified by both the Fiscal and Personnel activities.  A copy of the listing should be forwarded to the Building Management Division for comparison against records maintained in the division employees who have been issued uniforms.  After review, the listing will be returned, with comments, to the Fiscal activity by memorandum over the signature of the Chief, Building Division.

(4)	FICA. [(Retirement Code 2)].  An "X" in this column indicates that an employee's wages are subject to FICA deductions.  Both the Fiscal and Personnel activities will verify this item.  The type of appointment must be reviewed to determine if it excludes the employee from coverage under [either] the Civil Service Retirement Act [or the Federal Employees Retirement System].

(5)	Special Salary Adjustment.  Information listed in this column will be a printout of the amounts which appear in the "Special Salary Adjustment/Fringe Benefit" field of the PAID master records.  Verification of this item will be accomplished by the Fiscal and Personnel activities.  In verifying this item, it must be determined that the employee currently occupies a position [ ] which requires use of the special salary adjustment item and, if so, that the amount of such adjustment entered into the master record is correct.

(6)	Fund Control Point.  Verification of the fund Control Point number will be required in each instance where the fund Control Point number in the master record differs from that which would have been automatically generated by the "PAID" system.

(7)	Nonstandard Salary Rates.  Verification of this item will he accomplished by the Fiscal and Personnel activities to insure that the employee is currently entitled to a nonstandard salary rate.

(8)	Health Benefit Deduction Indicator Code.  This code will be listed only in those instances when a code "N" is present in a PAID master record and the normal hours range from 32 to 64 per pay period.  Verification of this item will be accomplished by the Fiscal and Personnel activities.

(9)	Medicare Status Code.  Some Federal employees who would generally be subject to medicate tax withholding may be excluded from such coverage.  When this occurs, a code "E" is entered into the medicate status field in the employee's master record.  Those employees who have a code "E" in their medicare status field will appear on the listing and will require verification by the Fiscal activity that the exemption from medicare tax withholding is valid.

c.	Certification.  Upon completion of this verification, the listing will be annotated "Verified." The person(s) accomplishing the verification for the Fiscal and Personnel activities will then date and initial the listing.

d.	Retention.  Both copies of this listing will be retained by the Fiscal activity.  A folder will be established on a fiscal year basis for this purpose.  Since these listings are considered a part of the Pay Change Control File, they should be disposed on in accordance with existing disposal procedures for that file.

�13.03	MASS CHANGES

a.	Salary.  In most instances, changes in salary to employee master records will automatically be made by the DPC when the change is due to a statutory increase or new FWS rates schedule.  MP-6, Part V, supplement No. 1.5, contains instructions to personnel offices when additional coding and input are necessary on a mass salary change.

b.	Health Benefits.  Any nationwide changes to the biweekly deductions for health benefits due to rate changes will be made automatically by the DPC without additional input.

c.	Uniform Allowance.  Any nationwide changes to the hourly allowance will be processed automatically by the DPC for all the hourly rates that match the hourly uniform allowance table.  The DPC will not automatically change uniform allowances for those employees who serve part time in a category where a uniform is required and payment is reduced to conform with the percentage of duty time the employee serves in a uniform-wearing capacity.  In the latter case the station will receive VA Form 71, PAID Master Record Printout, with the following unnumbered message in the "Remarks" section "Uniform allowance not changed." The station will process VA Form 4-5637, TT 31, for the appropriate hourly uniform for these employees and forward to the DPC.

d.	Subsistence.  Any nationwide change to payroll deductions for subsistence will be processed automatically by the DPC.  No input from stations is required.

e.	Quarters, Garage, etc.  Any mass change to the biweekly deduction for quarters, garage, union dues, etc., must be furnished to the DPC on appropriate TT's for employees affected.  When a mass change is involved, coding instructions in subparagraph f below should be followed.

f.	Station Input Procedures-Mass Changes

(1)	When it becomes necessary for payroll offices to input a change affecting the master record of several employees (such as CFC deductions, changes in health benefits enrollments made as a result of open season, or mass changes to QS&G rates) it will not be necessary for the station to prepare individual VA Forms 4-5637, Master Record Code Sheet, for each affected employee.  VA Form 7051, Data Sheet, may be used to list appropriate data from which cards will be punched.

(2)	The data sheet will be prepared in such manner so that all required data on VA Form 4-5637, Master Record Code Sheet, will be reflected in detail on the worksheet.  EXAMPLE:

Mass Master Record Change



Sta. No.	SSN	Name Code	Day No.	Trans.Type	Etc.

(2-4)	(5-13)	(14-16)	(17-19)	(20-21)	



(3)	VA Form 7051, Data Sheet, will be prepared in ink and retained in the Payroll activity (in the same manner as specified for the individual VA Forms 4-5637). (See par. 1C.02b.) When earnings and leave statements are received from the DPC, covering the period of the effective date of the mass change, amounts listed on the data worksheet will be verified with applicable VA Forms 4-5637.

�13.04	NONPAY EMPLOYEES

The Payroll activity will code a TT C3 on VA Form 4-5637 with a "1" in CC76 (NONPAY EMP) for those employees of the Manila regional office who are not paid through the PAID system and any employees routinely paid in cash such as a purchase and hire employee paid weekly.  This field will also be coded with a "1" when the appointment of a [biweekly fixed] stipend employee is extended due to noncompletion of the required minimum number of training or service hours and no pay is due during the period of extension.  Where it is desired to change from nonpay to pay the employee biweekly by check through the system the Payroll activity will code a "0" in CC 76.

13.05	SEPARATION AND ACCESSION IN SAME PAY PERIOD

There will be rare instances when an employee is separated and then is also an accession in the same pay period.  It will be necessary, in this case, to submit two coded VA Forms 4-5631, Time and Attendance Report, to the CP.  One will cover the period up to the time of separation and one will cover the period from time of accession to the end of the pay period.  The VA Form 4-5631 and the TT 8B covering the period to the time of separation must show the day number of the separation.  Pay adjustment transactions covering the period to the time of separation must also reflect the day number of the separation.

13.06	EMPLOYEES WHO SEPARATE WHILE ON EXTENDED LWOP SUSPENSION

A VA Form 4-5631 must be submitted to the CP showing applicable hours of WOP in all cases of a separation while the employee is on extended LWOP or in a period of suspension.  A TT 8B will be processed by the CP and forwarded to the DPC.

13.07	REQUESTING MASTER RECORD PRINTOUTS

a.	TT's Used. 12 and 13.

b.	A printout of an employee's master record may be obtained by using TT 12.  TT 12 appears on VA Form 4-5637 and VA Form 4-5326.  In those instances where a regular master record printout is desired, circle TT 12 and enter a code 2 in CC 22.  To request a record printout of an employee's military deposit for post-1956 military service dates, circle TT 12 on VA Form 4-5326 and enter a code 4 in CC 22.  A printout of an employee's retirement master record may be obtained by circling TT 13 on VA Form 4-5637.

13.08	CONVERSION OF A NURSE TECHNICIAN TO A TITLE 38 APPOINTMENT

a.	Reference.  DM&S Supplement, MP-4, part II, paragraph 1B.03.

b.	Conversion of a nurse technician to a title 38 regular nurse will be effective as of the first pay period following administrative approval.

c.	Personnel will initiate VA Form 5-4652 to update the master record from nurse technician to a title 38 regular nurse.  Among other changes, conversion to title 38 will normally require a change to the employee's leave group.

13.09	SALARY LIMITATION

a.	TT Used.  C3.

b.	Preparation of Code Sheet

(1)	Refer to MP-6, part V, supplement No. 1.5, chapter 4, section A, paragraph 400.02, items 75 and 76, for personnel coding instructions.

(2)	Coding in this field in hours or dollars will not be controlled by the computer.  The station will continue to maintain controls locally as required by MP-4, part II [, par. 4E.02] to prevent payments in excess of applicable limitations.

[c.	Changes to Normal Hours and/or Annual Salary Limitation During Service Year

For various reasons it may become necessary to change an employee's normal hours and/or annual salary limitation on other than the anniversary date of the employee's appointment as a part-time or intermittent employee.  When this occurs, the employee's anniversary date remains unchanged.  However, in order to give proper recognition to this change in the employee's work schedule, it may be necessary to convert those hours for which the employee was paid between the most recent anniversary date and the effective date of the change in order to reflect consistency with the employee's new work schedule.  This "conversion of hours" will be based on the following provisions:

(1)	If the change merely increases or decreases the employee's annual salary limitation, no "conversion of hours" is necessary.  In this instance, the change is simply modifying the number of hours that the employee is authorized to work during the current service year.

(2)	If a personnel action changes the employee's normal hours but does not change his/her annual salary limitation, no "conversion of hours" is necessary.  In this instance, the change is modifying the number of hours that the employee will work in a pay period; however, the employee continues to be subject to the same annual salary limitation.

(3)	If the change modified both the employee's normal hours and his/her annual salary limitation, "conversion of hours" worked is required.  The formula for converting hours worked is as follows:

	Pay Status Hours X New Normal Hours = Converted Hours

	Old Normal Hours

Example 1: The employee's normal hours of 32 per pay period are increased to 40 hours per pay period.  The annual hourly limitation is increased to 1100 hours.  The employee has worked 416 hours in 13 pay periods during the current service year.

416 X 40		16640	

32	=	32	= 520 hours

			

Payroll should instruct the timekeeper to increase the employee's hours worked to 520, and the annual limitation to 1100 hours.

Example 2: The employee's normal hours of 50 per pay period are decreased to 32 hours per pay period.  At the same time, the employee's annual limitation is decreased to 850 hours.  The employee has worked 900 hours in 18 pay periods during the current service year.

900 X 32	=	28800	= 576 hours

50		50	

			

Payroll should instruct the timekeeper to decrease the hours worked to 576 and decrease the annual limitation to 850 hours.]

13.10	FUND CONTROL POINT

The computer will automatically assign a fund Control Point number on all accessions (except transfer by TT 97).  Therefore, no station input will be required unless the station wishes to assign a fund Control Point different than the one assigned by the computer.  In those instances where it becomes necessary to change a fund Control Point, the Payroll activity will code a TT 51 and enter the number in CC's 78-80.  A transaction 51 must also be coded when an employee is reassigned to a different fund Control Point.  If an intraagency transfer is being accomplished by TT 97 action, the fund Control Point number will be deleted from the master record.

13.11	RECORDING OF MOVING EXPENSES AND ALLOWANCES PAID TO EMPLOYEES

a.	Moving expenses and allowances will be automatically recorded into the employee's "PAID" master record by means of the PAID/CALM interface, except for employees of the Veterans Canteen Service and employees paid from CASCA appropriations.  Recording of moving expenses for employees in the latter group will be accomplished manually utilizing VA Form 4-5215, Report of Moving Expenses and Allowances Paid to Employee.

b.	In those instances where moving expenses are recorded by means of VA Form 4-5215, the Control Point will forward the copy to the Payroll activity for verification with the applicable VA Form 4-5632, Earnings and Leave Statement.  VA Form 4-5215 will then be filed in the employee's payroll folder.

c.	Paid Recording Procedures.  Each time that the "CALM" system processes a payment to an employee for reimbursement of moving expenses and allowances incident to a transfer to a new permanent duty station, necessary data will be automatically captured and retained for subsequent recording in the applicable PAID employee master record in the next payroll processing cycle.  Any captured data that cannot be recorded by PAID will be rejected to the [Employee Accounts Group] at the [VA Finance Center] for appropriate corrective action.  Since the payment and recording action will normally be accomplished in the same pay period, the payment will be recorded against those State or local taxing authorities (GSA codes) that are present in the employee's master record at the time that the payment is recorded by the "PAID" system.  In the event that it is determined that this action is in error, corrective action should be taken in accordance with paragraphs 5.03 and 5.16 of this supplement.

d.	Processing Rejected Transactions.  In the event that a recording transaction does not match an existing PAID master record on station number, name code and SSN, the transaction will be rejected.  Upon receipt of any such rejected transactions, the [VA Finance Center] will contact the PAID Liaison Officer at the affected field facility by telephone to determine the cause of the reject.  Thereafter, the [VA Finance Center] will prepare manual input for processing in the next payrun cycle.  This will be accomplished by utilizing existing manual recording procedures.  Items identified for correction by the field facility must be immediately confirmed by teletype.

e.	Transfer to Another Facility Prior to Receiving Reimbursement From Former Facility.  On occasion an employee may transfer to another facility (station B) before the former employing facility (station A) can accomplish full reimbursement for all amounts due as a result of the original transfer to station A. In such instances, payment will be processed through the "CALM" system by station A; however, the attempt to record the payment will be rejected as PAID will not have a master record for the employee under station A. The [VA Finance Center] will then contact the station to determine the cause of the reject and, after being advised of the subsequent transfer to station B, will manually record the payment under station B. Since this action will result in the withdrawal of any amounts withheld for taxes from the suspense account of station B, station A must then transfer any such amounts withheld to the suspense account at station B. In situations of this type and in view of the relatively minor amounts that would otherwise be withheld, no withholding should be made for State or local income taxes.

f.	Canceled Checks.  In the event that it is determined that a check which is on hand, should be canceled, it will be returned to the Austin [Regional Financial] Center by means of a VA Form 1409, Transmittal-Checks Returned to Agent Cashier.  A copy of the form will be attached to VA Form 4-5642, Notice of Check Cancellation or Cash Collection.  VA Form 4-5642 with the attached copy of VA Form 1409 will be forwarded to the Control Point activity for transmittal to the DPC as an attachment to the next Transmittal Control Register.

g.	Recovery of Overpayment.  When it is determined that a payment was processed in an excess amount, the overpayment must be recovered from the employee.  If the overpayment and recovery action occurred in the current tax year, a VA Form 4-5642 must be prepared and submitted to the Austin DPC.  When processed, it will result in appropriate adjustments to the employee's PAID master record as well as ensuring the preparation of an accurate Form W-2.  The amount recovered will not be transferred to the [VA Finance Center] as it should be deposited as an appropriation refund at the field station level.  Overpayments made in a prior tax year and recovered in the current tax year must not be reported to the [VA FINANCE Center.] Such recoveries will be processed in accordance with the provisions of paragraph 6.04 of this supplement.

h.	The recording of moving expenses will accomplish the following:

(1)	Update the employee's master record with the gross amount paid and with the amount of taxes withheld.  These amounts will be included on the employee's TD Form W-2 prepared by the DPC.

(2)	Include the taxes withheld on the gross-to-net payroll listing under the appropriate tax column(s) and as a reduction to the "other deduct" column.

(3)	Produce a separate Earnings and Leave Statement for the employee showing the information noted in subparagraph (2) above.  The total moving expenses and allowances paid will be included on the regular or special earnings and leave statement; however, it will not be included on the gross-to-net payroll listing.

i.	Special care will be required at the close of a calendar year to ensure that notification is forwarded to the DPC on a timely basis for inclusion on the employee's TD Form W-2 for the calendar year.

j.	Procedures for recording moving expense reimbursements for employees of the Veterans Canteen Service are contained in paragraph 10.05.

k.	Procedures for completing VA Form 4-5215 are contained in MP-4, part III.

13.12	RECORD OF PAYROLL ADJUSTMENTS AND RECORDING TRANSACTIONS FOR VERIFICATION

a.	General.  This listing will be generated each pay period as a part of the biweekly payrun (including the special end-of-year recording run).  The listing will be printed on VA Form 4-5321, Record of Payroll Adjustments and Recording Transactions, and will be used to verify pay adjustments and recording transactions that were processed during each payroll processing cycle.  VA Form 4-5321 will be forwarded to the PAID Control Point together with other payment run output.  The listing will be in SSN order within T&L Unit and will contain the employee's name code and the transaction type for each employee for whom a pay adjustment and/or a recording transaction was processed in the biweekly pay run.  Those transactions input by the DPC will also be included on the listing.  The pay adjustment will be printed on the listing under the identified column applicable for each TT.  Those TT's to be verified are TT's 82, 83, 84, [86,] 92, 93, 94, 95, 96, R2, R3, R4, [and R6].  The alpha and/or numeric codes that precede or follow an adjustment entry for these transactions (i.e., the alpha code that is coded in item 14, CC 63 for TT's 82, 92 and R2, and the numeric code that is coded in item 32, CC 80 for TT's 84 and R4), will precede or follow the amount printed on the listing under the applicable column.  Any data that is coded in items 15 and 24, CC's 74-80 on VA Form 4-5638 will not be printed on the listing.  The data that is coded in item 31, CC's 65-72 on VA Form 4-5638 by the DPC will not be printed on the listing.  When an "x" is coded over the units position on VA Form 4-5638, a minus sign will be printed following the adjustment amount on the listing.

b.	Verification.  Fiscal verification will be accomplished by the Payroll activity.  As soon as VA Form 4-5321 is received from the DPC, the Payroll activity will compare all TT's input on the VA Form 4-5638 for that pay period with VA Form 4-5321 to insure that payments and deductions are correctly processed.  Those transactions in the 90 series input by the station and/or the [VA Finance Center] to record data in the employee's master record must also be verified with the hardcopy documents (i.e., VA Form 4-5638, Pay Adjustment and Cash Payment Code Sheet, VA Form 4-5298, Confirmation of Out-of-System Payment; VA Form 4-5642, Notice of Check Cancellation or Cash Collection, VA Form 4-5215, Report of Moving Expenses and Allowances paid to employee, etc.) The verifying employee will initial each transaction on VA Form 4-5321 in the space indicated on the listing.  After all TT's have been verified correct, the supervisor of the Payroll activity will certify in the space provided on the listing.  If any discrepancies are found they will be noted on the listing, and will be promptly resolved by the Finance activity.  In the event any localized fraud is found, investigative action, as appropriate, will be initiated by the field facility head in accordance with the provisions of MP-1, part I, chapter 2 and supplements thereto.

c.	Retention.  The listing will be retained by the Fiscal activity.  A folder will he established on a fiscal year basils for this purpose.  Since this listing is considered a part of the Pay Change Control File, it should be disposed of in accordance with existing disposal procedures for that file.

13.13	CORRECTION OF DATA ON TD FORM W-2

a.	When it becomes necessary to correct data reflected on an employee's TD Form W-2, it will be accomplished by means of a VA Form 4-9997 which will be forwarded to the Austin DPC [0475B1)] as hardcopy input.  VA Form 4-9997 must be used to correct an employee's name and/or SSN as well as any erroneous wage and/or tax data that was reflected on TD Form W-2.  When completing items [1-12,] column A, enter data from the employee's copy of TD Form W-2 and complete only those items that are in need of correction.  For each such item completed, enter the correct data in column B. Enter in column C the amount of the difference between column A and column B.

NOTE: In the case of name, SSN, an address change, it is imperative that necessary action be taken by the field facility to correct the employee's current master record in order to prevent a recurrence of the same error in subsequent tax years.

b.	[Correction to Social Security wages/taxes will be reflected under items 1 and 2. Corrections to medicare wages/taxes will be reflected under items 3 and 4.

c.	Completion of the "adjustment transaction" section of VA Form 4-9997 is optional.  However, because adjustment to social security taxes must be broken down between OASDI and medicare taxes, payroll offices may find that completion of this section of the form will facilitate coding of these amounts on TT R3.  Data to be entered in Column A should be obtained from the Record of Salary Payments.  In all instances, the OASDI and medicare adjustments must be broken down by calendar quarter and appropriation in the space provided.]

[d.]	Any correction to prior tax year [OASDI and/] or medicare wages/taxes will require preparation of a VA Form 4-9997.  The VA Form 4-9997 will enable the [VA Finance Center] to process appropriate adjustments through the PAID system, correct agency tax reports, and issue TD Form W-2C.  A separate VA Form 4-9997 must be completed for each prior tax year that requires adjustment.

[e.]	Upon receipt of a properly completed VA Form 4-9997, the [VA Finance Center] will take appropriate action to issue a TD Form W-2C.  In addition to copies which will be forwarded to the local Payroll activity for delivery to the employee, the DPC will also forward copies to the Social Security Administration, IRS, and the applicable State and local taxing authorities.  Issuance of TD Form W-2C is restricted to the [VA Finance Center.]

[f.]	Upon receipt of the TD Form W-2C, the local Payroll activity must update the applicable W-2 listing to reflect the corrected data.  The listing should also be annotated to reflect the correction reference number that appears in the upper left comer of TD Form W-2C.

13.14	CANCELLATION OF A SEPARATION ACTION

a.	A separation transaction may be withdrawn and canceled by the [VA Finance Center] before the master record is deleted and the retirement record is printed out provided the final timecard data [has] not been processed.  When a TT 22 or 23 has been submitted, the separation SF 50-B is produced but the master record is not deleted from the system until the timecard data [is] accepted and the payroll processing completed.

(1)	Personnel Procedures.  To withdraw a separation transaction, the personnel office will immediately inform the fiscal office by telephone and by memorandum of the decision to retain the employee on the rolls and request that the [VA Finance Center] be advised to stop the separation.  No coding is required by the personnel office.  The separation SF 50-B will be retained until an RPO is received from the DPC indicating that the action has been canceled and then it will be destroyed.  No further action is required.  The employee's master record and retirement record will be retained in the PAID system.

(2)	Fiscal Procedures.  Upon receipt of appropriate notification from the personnel office that a separation action is to be withdrawn and canceled, the PAID Liaison Office must assure that final pay is not processed for the affected employee.  This will be accomplished by not submitting a TT 8B for the pay period in which the withdrawal and cancellation action takes place.  Actual payment for the period will be processed by means of an out-of-system payment.  In addition, the PAID Liaison Officer must immediately contact the [VA Finance Center] and request withdrawal and cancellation of the separation action.  Such requests must include the following identifying data: station number, the employee's SSN, name code, T&L Unit, leave group, normal hours, pay plan and duty basis.  The [VA Finance Center] will then prepare the necessary input to withdraw the separation.  This withdrawal action must be confirmed by teletype to the [VA Finance Center.] Following successful cancellation of the separation, an RPO indicating that the separation has been canceled will be forwarded to the station.

b.	To cancel a separation action after the final timecard date [has] been processed, personnel must reestablish the employee's master record by "A" type transactions containing all accession data.  However, items 10 and 11, "Nature of Action," on VA Form 5-4652 will be coded with the NOAC for the separation action.  Items 66, 87A and, if appropriate, 87B, will be coded.  OPM required remarks will be coded in item 67.  The Payroll activity will reestablish fiscal data.

13.15	PROCESSING ADJUSTMENTS TO ACTUAL HOURS WORKED BY PART-TIME AND INTERMITTENT EMPLOYEES

a.	General.  In order to properly compute CSRS and FERS retirement annuities for part-time and intermittent employees, the actual hours worked by these employees are accumulated in the master record, recorded each year in the retirement master record, and then printed on the Individual Retirement Record (SF 2806 or SF 3100A, as appropriate), at the time of separation or retirement.  Hours worked are defined as, normal hours plus unscheduled regular hours minus nonpay time (not WOP time).  Adjustments can be made to hours worked for the current or prior years, where circumstances warrant such action, with a TT 32.  Special provisions have been made for TT 8B input in the last pay period in the leave year to insure that hours worked are accumulated in the proper calendar year.

b.	When adjusting the number of hours or days a part-time intermittent employee has worked during the calendar year, a TT 32, CC 53-60 will be submitted with the following information:

�

CC	Code	Description

		

53	1	Establish new work hours. Must always be a plus. PT/INT hours worked in 

		CAL YR Field must not already contain work hours for year being adjusted.

		

	2	Change work hours in current or prior year. May be plus or minus.

		

	0	Delete accumulation. Employee did not occupy a part-time or intermittent 

		position.

		

54-55		This field will contain the last two digits of the calendar year to be adjusted.  

		May be current or prior year, back to 1966.

		

56-60		Number of hours being adjusted.  CC 60 represents fractional hours and will 

		contain 1, 2, 3, or 0. An "X" in CC 60 indicates a minus adjustment.  Before 

		coding CC's 56-60 for a per annum consultant or an intermittent resident, 

		visits/days worked must be manually converted to hours.  Each consultant visit 

		equals 8 hours: days worked by residents are converted by multiplying the 

		number of days worked by 8 and taking five-sevenths of the balance, 

		disregarding any fraction.

		

NOTE: The DPC will automatically convert visits/days worked to hours each pay period when processing the employee's TT 8B.

		

Example: An amended timecard is received (Pay Period 15, 1988) for a part-time employee showing 16 unscheduled hours worked that were not included on the original timecard.  In addition to the TT 82 to pay the 16 hours of base pay, a TT 32 would be processed as follows:

CC	ENTER

53	2

54-55	88

56-60	0160

	

c.	In the last pay period of the leave year, the hours, days or visits that apply to the new calendar year, will be coded in the "CY" Field on VA Form 4-5631.

Example 1: A part-time employee works a total of 60 hours (both normal and unscheduled hours) in the last pay period of the leave year.  Of the 60 hours, twenty hours were worked from January 1 through the end of the pay period.  Coding on the TT 8B will be as follows: "CY200".

Example 2: A per annum consultant has a total of 4 visits in the last pay period of the leave year.  One visit applies to the new calendar year.  Coding will be as follows: "CY010".

d.	The hours worked are accumulated for all Part-time (Duty Basis 2) and Intermittent (Duty Basis 3) employees under CSRS, FERS and temporary employees under FICA.

13.16	REPORTING VALUE OF EMPLOYER PROVIDED VEHICLES AS INCOME

a.	General

(1)	Employees who have the use of a government owned or leased vehicle that is used to commute from home-to-work or work-to home, must have the dollar value of the commuter usage reported to the Internal Revenue Service (IRS) as income.  This income is reported on a fiscal year basis.

(2)	At the end of each fiscal year, Division Chiefs are responsible for furnishing the Facility Director with a list of employees who, during the fiscal year just ended, used of a government owned or leased vehicle for commuting purposes.  The list must contain the employee's name, SSN and the number of one way trips such a vehicle was used during that particular fiscal year.  This list must be received in the Director's office no later than 15 working days after the close of the fiscal year.  A consolidated list, signed by the Director, must then be forwarded to the Fiscal Officer no later than November 10 each year.

NOTE: When it becomes known that an employee who has had the use of a government owned or leased vehicle is separating, the Division Chief should immediately forward in writing to the Director, the employee's name, Social Security number and the number of one way trips that the vehicle was used for commuting purposes.  The Director, after review for correctness, should forward this approved document to the Fiscal Activity.

b.	Computation of Wage Amounts

Upon receipt of the consolidated listing, the Payroll Activity must calculate the amount of additional wages that must be reported to the IRS for each employee on the listing.  This will be accomplished by multiplying the number of one way trips per employee times $1.50.

c.	Deduction of OASDI/Medicare Taxes

For each employee who has not reached the annual OASDI/Medicare wage and tax limitation, prepare a TT 83 to deduct the appropriate amount of OASDI and/or Medicare tax.  The actual amount to be deducted will be entered in the "other deduction" field (cc's 61-66) on TT 83.  Do not place an "X" in the box over CC 66. (For separating employees this transaction type 83 must be submitted in a timely manner in order to effect withholding from the employee's final salary check.)



d.	Recording of Wage and Tax Amounts in the PAID System

TT Used.  TT 92, 93, 94, or R1, R2, R3, and R4.

Recording of wage and tax amounts will be accomplished by means of "90" or "R" transactions.  Because these transactions will be edited separately, enter day number "88A" in CC's 17-19.  Coding will be as follows:

TT	CC		ENTER

TT 92, R2			

	63		R

	64-68		dollar value of trips

TT 93, R3			

	22		(Code 2 (OASDI) or 9 (Medicare) (as appropriate)

	23-27		dollar amount of OASDI or Medicare (as appropriate)

	61-66		same amount as in CC's 23-27, with an X in the box over CC 66

	69-73		last 5 digits of applicable FY appropriation that applies to employee 

	74-80		same amount that is entered in CC's 23-27 (No X punch)

TT 94, R4			

	73-79		Dollar value of Trips (CC 64-68 of TT 92, R2

	80		Code 4 (Medicare) or 3 (OASDI) (as appropriate)

			

NOTE: If no OASDI or Medicare tax deductions are required, no TT 94, R4 is required. If employee is covered under FERS, 2 TT's 94 or R4's will be required (one transaction for OASDI wages and one transaction for Medicare wages).

If in the case of a separated employee for whom no TT 83 was submitted in the final pay period and the amount of the OASDI and/or Medicare taxes was not withheld, these "R" transactions will cause a debit to Suspense account 35F3875.  If this occurs, it will be necessary to transfer the required funds from the applicable FY appropriation to clear the withdrawal from account 36F3875.  A Bill of Collection (OF 1114) must be prepared and forwarded to the employee and a receivable must be established by the Accounting Activity.

e.	Submission of PAID Input

Transaction types 92, 93 and 94 must be keypunched locally.  These punched cards along with hardcopy R transactions are then forwarded to the VA Finance Center, Austin, TX with an Optional Form 41. Routing and Transmittal Slip.  This special transmittal must be mailed to the Austin Finance Center as soon as possible but not later than November 30th each year.  Negative reports are required and will be accomplished by entering "Negative Report" of the Routing and Transmittal Slip.  The transmittal should be mailed to the following address:

	Department of Veterans Affairs

	

	Data Processing Center (104/0475B1)

	

	Austin,  TX 78772

	

	ATTN:PAID UNIT, VA Finance Center

	

	Special EPV Input

	



13.17	REQUESTING PAYROLL RECORDS FROM THE FEDERAL RECORDS CENTER

Occasionally information is needed on an employee whose payroll records have been retired to the Federal Records Center (FRC).  These retired records can be retrieved by supplying the Records Officer with the information on the VA Form 00-7468, Request for Disposition of Records, on which the employee's records were retired.  The Records Officer will then take the necessary action to retrieve the employee record from the FRC.
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Figure 13.F1. VA Form 4-5215, Report of Moving Expenses and Allowances Paid to Employees
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Figure 13.F2. Request for TD Form W-2C
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Figure 13.F3. VA Form 4-5321, Record of Payroll Adjustments and Recording Transactions
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