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Faxing Payroll Warrant Direct Deposits Cancellation Requests

To initiate the cancellation procedures for a payroll warrant, complete the revised PWC form and 

FAX it to OSF.  DO NOT fax to the Treasurer’s Office or to JPMorgan Chase ACH Services.  

Forms that are faxed to the wrong office may not get properly processed and cancelled from the employee’s payroll record.  Please follow all instructions when utilizing this form.  The fax number for OSF is located on the top of the form in the Area for Oklahoma Payroll: 

Area for Oklahoma Payroll - FAX form to 405-521-3902 & mail original form to OSF

OSF Form 94P, Request for Overpayment Refunds

DCAR recently held a training session on the new OSF Form 94P, Request for Overpayment Refunds, for agencies utilizing the State PeopleSoft payroll system.  The form is now available on the OSF website under OSF Forms > DCAR Forms.  Agencies should discontinue use of the previous version of the form and begin using the new form immediately.  The form is available in excel format as a calculating or non-calculating form. The instructions have also been included.  

Higher Educational Institutions should continue to use the original OSF Form 94 which has not been changed for its previous format.

Employee Overpayments Collected After Year End

Employee overpayments that are collected in the next calendar year are to be repaid at the gross overpayment amount in accordance with Internal Revenue Service regulations.  If an employee owes back the agency, please be certain to let the employee know if the amount is not repaid by December 31, 2008, the amount they owe will increase to the gross amount.

For example, John Deere was overpaid in September by $1,000.00 regular wages.  This was discovered in October and the agency calculated what the correct payroll should have been.  The net check difference is $743.50, this is the amount the employee owes the agency if paying back by personal check or miscellaneous deduction in the current year.  If the employee does not pay this net amount back by December 31, 2008, the employee owes the agency the full $1,000.00 gross overpayment.

The applicable W-2, Corrected W-2, or W-2C will only reflect a change in the Social Security and Medicare wages and taxes.  Since the employee received and had use of the funds during the year of overpayment, the amount is still taxable for federal and state purposes. The W-2 form will not correct Federal or State taxable wages or income taxes. The employee may be entitled to either a deduction or credit on their current year Form 1040, please advise them to speak to their tax accountant

With the calendar year end upon us, this is most important and must be conveyed to the employees who owe any monies back to the agency.

PeopleSoft Payroll System Update and Cut-off Dates in November

The Office of State Finance has been working toward upgrading the current PeopleSoft/Oracle payroll system from version 8.3 to 9.0.  The upgrade will improve the performance and functionality of the system and will prepare the way for utilizing the Financial Phase 2 applications beginning next year.  

The upgrade conversion is scheduled for late-November, beginning November 21st. As currently scheduled, the system will be unavailable on three working days, November 24th, 25th and 26th.  Specifically, the upgrade will begin at 1:00 p.m. on Friday, November 21st, and be completed by 7:00 a.m. on Monday, December 1st.  If the upgrade is completed early, the system will be made available as soon as possible.  Accordingly, agencies should be planning payroll processing with those dates in mind.  It is imperative that agencies do not wait until this last minute or even the last day to submit the required documents. Submitting last minute claims allows no room for faulty or missing paperwork, failed budget checking, or possible system delays due to unusually heavy workload.  See specific deadline information below.

Deadlines for November Payrolls

OSF policy requires that all payroll transactions and paperwork are filed with OSF FIVE (5) DAYS prior to the actual due date to ensure adequate time for audit and processing.  In planning your work for November, it is important to remember that Veterans Day is Tuesday, November 11th.  Thanksgiving is recognized on Thursday, November 27th and Friday, November 28th is also a state holiday.  November monthly payrolls will be due and paid on the last working day of the month, Wednesday, November 26th.  Also, the PeopleSoft HRMS will be shut down at 1:00 pm on Friday, November 21st thru 7:00 am on Monday, December 1st.

With those dates in mind agency staff should plan their work accordingly for the deadlines:

SUPPLEMENTAL:  PeopleSoft supplemental payrolls will be set to pay on Wednesday, November 12th as normal. Agencies should have these payrolls processed and paperwork forwarded to OSF by Wednesday, November 5th, but no later than 3:00 pm on Friday, November 7th. However, earlier processing would be appreciated!

BIWEEKLY:  PeopleSoft biweekly payrolls are scheduled to pay on Friday, November 21st.  Agencies should have these payrolls processed and paperwork forwarded to OSF by Monday, November 17th, but no later than 3:00 pm Wednesday, November 19th.  Again, earlier processing would be appreciated.  The next biweekly will be Friday December 5th.  When the system is brought up on December 1st, the agencies will have until 3:00 pm Wednesday, December 3rd to complete the biweekly payrolls.

MONTHLY: All monthly payrolls will be set to pay on Wednesday, November 26th.  Agencies should have these payrolls processed and paperwork forwarded to OSF by Wednesday, November 19th, but no later than 1:00 pm Friday, November 21st.   Earlier processing is welcome and always greatly appreciated!

The PeopleSoft HRMS system is scheduled to be shut down at 1:00 pm on Friday, November 21st and will be unavailable until Monday, December 1st.  During this period, payroll warrant cancellation requests can still be submitted.  Direct deposit requests will be processed through the Treasurer’s Office to retrieve the funds.  When the payroll system is available again, any outstanding cancellation requests will be processed in the upgraded HCM system.

Taxable Fringe Benefits

As we approach the end of the calendar year, be reminded that the payroll system has been structured to accommodate the reporting of non-cash, taxable fringe benefits. Of specific concern to state employees, the following benefits should be reviewed to determine if W-2 wage adjustments are necessary:

· Group Term Life Insurance

· Employee Use of State Vehicles

· Maintenance, Car and Housing Allowances

· Additional non-cash benefits

Reporting of these benefits is required by state and federal law, and it is the responsibility of the individual agencies to ensure compliance. If the item is not ran through the payroll system, the employer can deduct on a following paycheck, as a miscellaneous deduction, the taxes associated with the wage item. The State is responsible for timely depositing the taxes. Any taxes associated with items not ran through the payroll system will need to be sent to OSF in a timely manner so that we can make the tax deposits and record the items to be posted to the employee’s earnings record. 

An employer can choose to pay the employee’s share of taxes on group term life, auto fringe, and other non-cash benefits. If the employer pays these taxes without deducting them from the individual, those taxes must be included as wages for federal, state, social security and Medicare wages (boxes 1, 3, 5, and 16). This increase in the employee’s wages for your agency’s payment of the social security and Medicare taxes is also subject to employee social security and Medicare taxes. This again increases the amount of additional taxes the employer must pay.  

Example: Tom received a non-cash benefit valued at $100.00. The agency decides to pay the employee’s taxes on all non-cash benefits. The employee’s taxes would be $7.65 [(100 * 6.2%) + (100 * 1.45%)]. This amount that the employer is paying for the employee is another benefit to the employee and must be taxed [(7.65 * 6.2%) + (7.65 * 1.45%)] = $0.58. This additional $0.58 is again taxable to the employee [(0.58 * 6.2%) + (0.58 * 1.45%)] = $0.05. Total taxes to the employee are $8.28, for total wages of $108.28.

An easier way to calculate, is to “gross up” the benefit. The benefit amount is divided by 92.35% (100 - 6.2 - 1.45) and the outcome is the gross wages to report. From this amount, the social security and medicare taxes are calculated. 100.00/92.35% = 108.28 (the taxable wage amount). [(108.28 * 6.2) + (10/.28 * 1.45%)] = $8.28 (taxes).

An employer can also choose to pay the retiree’s share of taxes on group term life insurance or collect them from the retiree. If the agency pays these taxes without deducting them from the individual, those taxes must be included as wages for federal, state, social security, and Medicare wages (boxes 1, 3, 5, and 16). The calculation is the same as the above example.

If federal and state withholdings are required, this must also be taken into consideration for the calculations. Please refer to the W-2 instructions and Publication 15A, Employer’s Supplemental Tax Guide for additional information if needed.

Taxability of Gift Cards, Certificates, and Coupons

Gift cards, certificates, and coupons given to employees are to be included in the employee’s taxable income. They are considered by the Internal Revenue Service to be cash or a cash equivalent and do not meet the requirements to be excludable as a de minimis fringe benefit. Even when an employer provides gift cards, certificates, or coupons to purchase a turkey, ham, or other nominal value property, these are considered wages and are subject to income and employment taxes (even when the card restricts the items purchased, the time to use the coupon, and any unused portion is forfeited) because cash equivalents do not meet the de minimis fringe benefit requirements.

PeopleSoft Agencies: Process the gift card amount using the TRC Code of “GIFT”, which will show as earnings code “GFT”. The amount will be included as taxable income and will be taxed on the paycheck.

PACS (Legacy System) Agencies: Process the gift card amount as an additional amount subject to FICA using Trailer Code “105”. The amount will be included as taxable income and will be taxed on the paycheck as other additional FICA amounts are taxed. However, giving such gifts to employees is restricted and should only be given as part of a formal employee recognition program. See Oklahoma Statutes, Title 74, Sections 4121 and 4122.

E-Filing Seminars

The Oklahoma Tax Commission is hosting the 2008 E-File and More Seminar previously known as the "IRS e-file seminar".  Representatives from the OTC, IRS, and SSA will be speaking at the seminars on the latest updates to electronically filing and more.  Agencies authorized to submit their own 1098s or 1099s may benefit from this seminar.  This is a free seminar with CPE certificates available.  Anyone interested in attending should go to the following OTC website for dates, times, and registration:   http://www.tax.ok.gov/efilemorereg.html

PeopleSoft Payroll Funding Correction Form

Agencies processing payrolls on the PeopleSoft HRMS system should be using the OSF PFT-CORE Correction Form available on the OSF website.  The instructions on the form indicate that the form is to be used only when an error was made in the funding of an individual on a paid payroll.

This form is not available to reclassify expenditures of prior year payrolls.  Some agencies are attempting to use this form to use remaining FY08 appropriated money prior to the lapse date.  Forms reclassifying FY08 payrolls will be returned to the agencies.  Agencies should be processing carryover budgets as allowed by the appropriation bills.  If you have any questions, please contact your OSF budget analyst.

Lapse Date (November 15) is Fast Approaching

If you have appropriated funds from FY-2008 that will be carried over to FY-2009, please have your revision entered into the CORE PeopleSoft budget system and allotment letters for the FY-2008 revision and the FY-2009 revision submitted to your OSF budget analyst by Friday, November 7th.  This will give us ample time to review and approve both revisions.  Please note that this is the first year that BOTH the prior year and current year revisions must be approved and processed by November 15th.  If you have any questions, please contact your budget analyst.

Lapsed Funds

Agencies are required to complete all transactions related to fiscal appropriations for FY’08 funding lines by the expiration/lapse date of November 15, 2008.  Although the funds are still valid and available through November 15th, due to the holidays, we are recommending that agencies complete all transactions related to the lapsing funds, including budget revisions, no later than November 10th or even better, Monday, November 3rd.

The following steps should be started immediately to ensure completion before the lapse date:

1. Run the LAPSED FUNDS REPORT – APPROPRIATED FUNDS. The navigation is:

General Ledger > General Reports > Lapse Fund Adv Notice – Approp

2. Reconcile Requisition and PO balances to zero or positive amounts

3. Process any necessary Change Orders

4. Process any necessary Expenditure Corrections

5. Process final payments for goods and services encumbered on FY’08 funds

6. Finalize Voucher, Requisition and PO funding lines as appropriate

7. Process Budget Revisions and Carryover Budgets through OSF Budget Division

The LAPSED FUNDS REPORT APPROPRIATED FUNDS report shows all appropriated funding lines which will lapse within the next 60 days.  The report must be run prior to the lapsing date.  If any lines have negative Encumbrances or Pre-Encumbrances on this report, these amounts need to be resolved.  If you are unable to resolve the differences, submit a case to the OSF Helpdesk.  Be sure to specify the

particular funding lines with negative balances.  Please run this report and begin working on it immediately as it could take several days to resolve any cases.

Notice of Reinstatement of Document Tolerance

Document Tolerance is a function of the PeopleSoft system and was enabled in November, 2003 when PeopleSoft was first implemented, but ceased functioning in January 2005 after a service pack was installed. Document Tolerance functionality is available in version 8.9 and has been enabled in a pilot agency and is working properly. OSF plans to reinstate Document Tolerance for agencies using purchase order vouchers by November 17, 2008. 

Document Tolerance is functionality that prevents an encumbrance from being overspent. It calculates the sum total of all vouchers linked to a purchase order distribution line, and if the sum of the linked vouchers exceeds the encumbrance, vouchers created as of the effective document tolerance date will not pass document tolerance. Existing vouchers created prior to the effective date are also subject to document tolerance if amounts are changed on the voucher distribution line(s) after the effective date.

In preparation for Document Tolerance, it is advisable to close purchase order or purchase order lines that are no longer being used. OSF also highly recommends running the “Vouchers Processed against PO” report to identify encumbrance balances that may not pass document tolerance after November 17, 2008 because incorrect encumbrances were selected on prior vouchers or encumbrances were underestimated. 

Office of State Finance will be sending a Notice of Reinstatement of Document Tolerance to the finance officers. Additionally, training sessions will be offered during the first two weeks of November 2008 to demonstrate document tolerance and the use of the “Vouchers Processed against PO” report, and to discuss document tolerance exceptions and the ensuing research. The sessions should be attended by appropriate staff in purchasing and accounts payable. Please look for the announcements and make plans to attend.

Vouchers Without Encumbrance

Section 23, Article X of the Oklahoma State Constitution and state statutes require that all state agencies operate an encumbrance system.  Except as otherwise provided, state statutes require that whenever any agency enters into an agreement for the purchase of goods, wares, merchandise, contractual services, or construction projects for which labor and material must be furnished by outside vendors, such agreement (purchases) shall be evidenced by written contracts or purchase orders encumbered by the agency within a reasonable time as determined by the Director of State Finance against the proper agency funds and accounts.  Title 62 O.S., Sec. 41.16, Subsection A.  

OSF has started performing an audit against unpaid vouchers to identify any that should be charged to an encumbrance document.  We are reviewing the account code, payee, along with other available information to determine any payments that appear they should be encumbered.  Any such vouchers found are being placed in ‘Recycle’ status by adding a penny to the first distribution line.  We will continue to monitor the vouchers to see that they are correctly charged to the appropriate encumbrance.  If the vouchers are not corrected after three days they will be deleted unless the agency contacts us with appropriate reason not to.

We have found that some vouchers do not have a purchase order for each Invoice Line. So be sure to watch for this. Also, since payment for goods and services must be encumbered, even non-travel reimbursements to employees are subject to the encumbrance requirement.  Only travel reimbursements to employees are exempt.  The non-travel expense reimbursement is not intended to be a method to circumvent the encumbrance requirement for operating type of purchases of goods and services.  See OSF Procedures Manual, Chapter 300, Section 319, Par. G., pg. 17, for instructions on employee non-travel expense reimbursements.  It is located on the OSF website at
http://www.ok.gov/OSF/Comptroller/Procedures_Manual.html.

Review 1099 Reportable Transactions Report

It is time to review 1099 reportable transactions for the first three quarters of the calendar year.  All agencies should run and print the 1099 Transaction Report in the PeopleSoft system. The report path is:

Accounts Payable --> Reports --> Payments --> Misc. Tax Information Report

Specify your agency number and the date range as 01/01/2008 through 09/30/2008.

Please review this report and provide any changes or additional vendor information with documentation to the Office of State Finance on or before Monday, November 3, 2008.   The proper vendor name, TIN and 1099 address are our primary concerns.  Vouchers are listed individually on the report with transaction amounts for you to verify with your payment records.  All vendors that need to receive a 1099 should have a ‘Y’ in the 1099 Flag column.  If it shows an ‘N’ please mark the change in your corrections.  Please bear with us as we continue to have the ‘X’ status occasionally in this column.  If you have submitted a correction for the ‘X’ in the past, it should be fixed and you may disregard making further changes in this column.

The preferred way of submitting any corrections to our office is to print the report and write the corrections on the report.  We ask you to please use a color of ink other than black and that you return the register by mail or interagency mail.  If there are just a few corrections they may be sent in via email to Beth.Brox@osf.ok.gov or by fax to 405-521-3902.  Your timely review and response to these listings will allow us to update the vendor file in order to have the best information possible for the final report which will be sent out the first week of January 2009.

Questions or comments regarding this matter should be directed to:

Beth Brox 522-1099 beth.brox@osf.ok.gov

Combined Audio Conference and OFMA Meeting – November 6, 2008

Audio Conference

The Office of State Finance is hosting another audio conference in Oklahoma City titled:

Financial Reporting for your Federal Grants - A New Form and a New Regime

For nearly forty years, federal grantees have been dutifully completing the Financial Status Report (Standard Form 269) and the Report on Federal Cash Transactions (Standard Form 272). Over that time, these periodic reports have been two of the very short list of things that haven't changed in federal grants management. But now, relying on requirements of the Federal Financial Assistance Management Improvement Act, the Office of Management and Budget (OMB) has announced a consolidation these two familiar forms and has mandated a process under which federal awarding agencies will have to begin transitioning to use of the new form, starting October 1, 2008. The change is supposed to introduce greater uniformity and reduce the burden of grantees. But, will it do so? Some organizations that commented on OMB's proposal didn't think so. And, as things go forward, what other changes in policies and practices will be triggered?

The featured presenter is Bob Lloyd. Mr. Lloyd is a long-time speaker for Thompson Interactive audio conferences and a respected authority on federal policies affecting acquisition, award and audit of federal grants, with more than 35 years of experience in federal award administration and oversight.

Title:
Financial Reporting for your Federal Grants - A New Form and a New Regime

Date:
Thursday, November 6, 2008

Time:
1:00 PM to 2:30 PM - registration will begin at 12:30

Location:
Conference Center at MetroTech – Springlake Campus (please note new location)

Cost:
Free for persons attending at MetroTech

CPE Credit:1.5 CPE Credits will be awarded upon completion of the audio conference 

RSVP:
Seating is limited.  To let us know how many will be attending, please send: names, agency, agency number, phone numbers, and e-mail addresses to Becky Wilson at becky.wilson@osf.ok.gov by Friday, October 31st.

Oklahoma Financial Managers Association Quarterly Meeting

The next quarterly meeting for the Oklahoma Financial Managers Association will be held immediately following the Audio Conference on Thursday, November 6, 2008 from 2:45 to 5:00 pm in the Conference Center at MetroTech – Springlake Campus.  The tentative topics are:

DCS Fleet Management

OSF Updates

OPERS/SoonerSave

The seminar is free of charge, however, you must register by October 31, 2008 so that adequate training materials and refreshments can be ordered.  Please register for the OFMA meeting at www.okfma.com.
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