BULLETIN

Number 16
Payroll/Personnel Services Divison . Date 10/16/85 Revised
THE SPECIAL PAY USAGE REPORT
= p
This Bulletin replaces Bulletin 16 dated 6/24/85. <
Changes are shown by a line in the right margin.

WHAT IS IT? The Special Pay Usage Report, Number C207, is distri-
buted every pay period when the paychecks are
distributed. '

The report shows every special pay that the employees
in your department received during the pay period. The
information is grouped by Time Roster number and then
by employee number.

HOW TO USE IT Each pay period, look at the information that applies
to the Rosters for which you are responsible. Make
\ sure that the employees listed are receiving only

special pays for which they are eligible, and only for
the correct number of hours (or days).

In addition, use this report for reference if an
employee has a question about a special pay.
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HOW SPECIAL PAYS
APPEAR ON REPORT 10
AND PAYCHECKS

General

Special Pays
Earned on
Overtime

@ WO

®

® ©®

Department - The department number followed by the
department name.

Roster Number - The Time Roster on which the
special pays were posted.

Employee No. - The employee's identification
number .

Employee Name - The employee's last name, first
name, and middle initial.

Shift - The shift on which the special pay was
earned. (Special pays earned on night shift are
increased by the night shift rate.)

Earned on Overtime - This colum will have a
TYESY i1f the special pay was earned on overtime or
a "NO" if it wasn't.

Spec Pay Code - The code number of the special
pay that the employee earned.

Spec Pay Count - The number of hours or days for
which the employee earned the special pay.

NOTE: Most special pays are earned by the hour
rather than by the day. See Appendix G for a list
of special pays and how they are earned.

Amount Paid - The amount of money the employee
earned for the special pay.

Special Pay Description - The type of special pay
earned.

Report 10 (Payroll Earnings and Deduction Register)

and the pay statements show special pay information
also. However, instead of showing the specific special
pay type and amount, they list special pays by the
earnings abbreviations shown in Appendix I.

If the special pay was earned on overtime (and
therefore posted on the same line as the overtime on
the Time Roster), the special pay will be:

® listed on Report 10 and on the pay statement under
the heading "OVERTIME"

® paid on a separate check (in addition to the
overtime check).

® paid at time-and-a-half, unless the overtime was
earned at straight time (0S).




PUT THIS BULLETIN
IN YOUR PROCEDURE

MANUAL We recommend you put this Bulletin in Chapter 6 of your
Procedures Manual until the manual is updated with this
information.

QUESTIONS ) If you have any questions about this Bulletin, call the

PPSD Training Section at 621-3834.






BULLETIN  Number71

Payroll/Personnel Services Division December 17, 1992

NEW REPORT LISTING FURLOUGH PAY AND FLOATING HOLIDAY HOURS

This Bulletin affects both Payroll and Personnel Offices.

About This Report

Use This Report to
Monitor FH and FP
Days Used

File This Bulletin

Questions

Effective immediately, a new report, "F001," will be distributed
each pay period listing furlough days and floating holidays posted.
This report, (see sample attached) lists hours* reported for both the
current pay period and fiscal-year-to-date.

Note: Only employees who have had floating holidays or furlough
days reported during the current fiscal year will appear on this
report.

This report will assist you in monitoring the number of floating
holiday and furlough days an employee has used.

Important: Please check the information on the report you
received today against your department records. If corrections are
needed, please submit a PDF with a copy of the report page
attached. On the report page, cross out the incorrect information
and write in the correct information.

Please file this Bulletin in your Procedures Manual in front of the
"Reports” Chapter.

If you have any questions about this Bulletin, please call Akbar
Shaikh at 558-7875.

*Although floating holidays and furlough days must be used by the day, usage is reported in
hours except for certain Fire Department employees.

page 1
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THE PAYROLL AND DEDUCTION REGISTER

THE PAYROLL AND DEDUCTION REGISTER

WHAT IS IT? The Payroll and Deduction Register is a reference
report that is sent out every pay period when the
paychecks are distributed.

At the front of this report are the employee detail
pages. These pages (described below) 1ist the
following for each employee:

(] pay and deduction information for the pay period
and year-to-date

° mi scellaneous persormel and tax information

At the back of this report are department totals,
described on page 6-5.

EMPLOYEE DETAIL

PAGES (FRONT OF

REPORT) The front part of this report contains the following
information for each employee:
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sensssssne CIQQHU....CQ! I.é.....‘ﬂl..lli. .........Q'..I...ll.ﬂ.ll
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PAYROLL/PERSONNEL PROCEDURES MANUAL

The employee's department nunber.

The employee's name.

The employee number (consisting of the employee's
social security mumber, MPID and TCD rumber).

The hourly rate the employee is paid.

The employee's social security number.

@OOE WO

The employee's employment status:

Code Status
1 Active
2 On leave
3 Terminated

NOTE: Employees who are terminated (code ) will
contimie to appear on this report until
approximately 30 days after their termination date.

The amount the employee was paid for regular work
this pay period. ("Regular Work™ refers to the
employee's scheduled hours without any special
pays or shift premiums.)

The amount the employee was paid for regular work
year-to-date. ("Regular Work" refers to the
employee's scheduled hours without any special
pays or shift premiums.)

@ O

The regular work hours that the employee worked
this pay period.

This area will always contain zeroes.

The employee's federal marital status from his or
her TAR form.

The total amunt the employee was paid this pay
period, before deductions. (The current gross
pay.)

The total amunt the employee has been paid year-
to-date, before deductions. (The year-to-date
gross pay.)

® @ 060 ©
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THE PAYROLL AND DEDUCTION REGISTER

7/1/84

@R @0 ® OB ® ® O ® @WE® ® ® ® G

The nunber of federal exemptions the employee is
claiming.

This nunber will always be 5. Tt is used to
tell the computer which state the employee lives
in.

The amunt of federal income tax deducted this pay
period for the employee.

The amunt of federal income tax deducted year-to-
date for the employee.

The employee's classification.

The amunt of FICA taxes deducted this pay period
for the employee.

The amount of FICA taxes deducted year-to-date for
the employee.

The Time Roster location code.

The amunt of state tax deducted this pay period
for the employee.

The amunt of state tax deducted year-to-date for
the employee.

The employee's pay frequency code. See Appendix
B‘

The employee's department number.

The amount of disability insurance deducted this
pay period for the employee.

The amount of disability insurance deducted year-
to-date for the employee.

The check distribution code for the employee.

The amount the employee was paid this pay period
after taxes and deductions (the net pay).

The date the check was issued for the employee.

The employee's check number.




PAYROLL/PERSONNEL PROCEDURES MANUAL

This area lists an abbreviated name, and the total
amount paid or deducted this pay period and year-
to-date, for the items listed below:

° each type of non-regular pay (such as paid
sick leave, overtime,¥* paid vacation, premium

- pays)
° each type of deduction
. each type of City-paid fringe benefit

NOTE: The abbreviations used are spelled out in
Appendix T.

NOTE: Tn this area, pays are listed first, then
deductions, then City-paid fringe benefits.

@ Whenever an employee receives an overtime check,
his or her name will appear again on this report.
The additional entry shows the overtime amount
received, and the deductions taken.
Employee names will also appear again when:
° the employee receives a manual check.**
° the employee receives a deduction refund.

° the employee's check is cancelled.¥*¥

#0nly the year-to-date overtime amount is shown in this area. The overtime
amount for the current pay period is shown in a separate entry (see item 33).
#%yhen this occurs NON PD UPDT appears.

6L - 7/1/84



THE PAYROLL AND DEDUCTION REGISTER

DEPARTMENT TOTALS
(BACK OF REPORT)

CO. NO. 1 CITY & COUNTY OF 3SAM FRANCISCO REPORT 10 CRC SAN FRANCISCO
RUN ON 05/11/04 AT 17:29:3¢
PAYROLL AND DEDUCTION REGISTER AS OF 05/04/84 MEL 10.02  PAGE N8
OtP DYV SIC PWP RATEZAMY O REG oy GROSS FED TAX FICA ST Yax oX NEY pAY
EMPLOYEE NAME 10 CHECK DT
P JEBER SN s weenfOURSwe WS EX ST CLASS TIME-ROSTER FREQ. DEPT CHECK-DISY (CHECK NO)
COMPANY YOTAL
SROSS PAY NEGULAR PAY REGULAR NOURS  OVENTINE PAY FEDERAL TAX FICA STATE TAX NET pAY
ar 846438.70 754261.089 4081.25 <03 131165.56 6866 .6% 20666.65 A97698.89
o 8929341.22 $A8S300.51 S40543.47 <00 1375350.32 ©659%4.10 295649.39 5380489.38
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h21] -00 0 E 0 80 Bl -0 .00
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om 8%.1¢ 1307.71 -0 80 I7354.25 -00 -0 170.83
Yo .03 -48 .80 40 L ~80 -0 ~80
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7/1/84

The following department totals are listed at the back
of the report for the current pay period and year-to-
date:

° total pay for regular hours worked (listed under
REGULAR PAY)

] total number of regular hours worked (listed under
REGULAR HOURS)

° total amount paid before taxes (GROSS PAY)

° total amunt paid after taxes (NET PAY)

° totals for each type of non-regular pay (such as
paid sick leave, overtime, paid vacation, premium
pay)

. the total of all voluntary deductions (listed

under TOTAL DEDUCT)

6-5



PAYROLL/PERSONNEL PROCEDURES MANUAL

6-6

totals for each type of tax and other deductions

totals for each type of City-paid fringe benefit

This area also shows the total number of employees on
the report (listed after EMPLOYEE COUNT).

NOTES: The following categories will always contain
zeros (they are not used by the computer):

Overtime Pay (overtime totals are listed under
OVERTIME)

LOCAL TAX

OVERTIME HOURS (HR)

BONUS PAY
PENSION PAY

The headings from the employee detail pages are
repeated in the department totals section. These
headings should be ignored.

7/1/8M4



THE TTMEKEEPER'S EMPLOYEE REFERENCE REPORT

THE TIMEKEEPER'S EMPLOYEE REFERENCE REPORT

WHAT IS IT? The Timekeeper's Employee Reference Report lists each
employee's:

° current vacation and sick leave balances.
™ vested sick leave balance.
° labor codes(s).

A11 of this information is effective as of the date the
report was printed.

You will probably use this report most often when you
fi11 out the Roster and need to know the current
vacation and sick leave balances in the computer's
files.

You receive the report around the middle of each pay
period.

DESCRIPTION OF REPORT

CITY A COUNTY OF SAN FRANCISCO PAYROLL SYSTEN
FOD. ® S NOF-N O
o o = @O =® ".""‘.::.m@mmm ®
[ 1] SSA0A856507 CLEMENT LEROY E 20.00 32.80 314203001000001 .99¢
[ 2] 30730295307 MILLERON JOYCE L] 320.80 200.90 200.80 315051001000001 .99
* 26579958182 ROBINS CERALD 200.90 20,60 334203501000001 .99
» 34676181306 BOGARD ANTON 7.60 0001 9%
[ 14 41196906607 BRYANT NOWARD [ 200.00  1.836.80 840.00 315051001000601 .99
[ 1] 55066058305 SLANCD GERALD [ 4 160,00 2160.90 80.80 315051001000001 999
”»” 30730250504 BILDER ALAN J 120.00 “40.90 40.90 315051001000001 .999
[ 1] 30738696906 BORDOD DAPHNE 72.00 80.00 315051001000001 .999
[ 1] 43968891306 BALASA CoOPER 86.80 80,00 24.00 315051001000001 .999
[ 1] 52306895504 BILANDANG JONN 80.00 320.80 2060.00 315052001000001 .90
[ 14 55445908308 MOON JULAN ] 8.80 80001 .99
(1] 55662966507 CLOPER PAULINE 200.00 1,060.80 1,040.00 315051001000001 .99
(1) 498346061805 CRENG ANTONZO [N 70.00 80.80 314203001C00001 999
[ 1] 56086007418 GORDON MILLIP 320.00 91.90 24,00 315051001000001 .999
[ 1] 56150128305 BOLOEND CEORGE 12.00 88001 .99
9 41130383404 OTOSHY ROBIN 120.00 4306.00 237.00 315051001000001 .99%
" 554456506905 NILDERBACK AUCREY 8 289.00 952.00 783.00 315051001800001 .99
[ A4 $6754905100 PEINL ‘ JONN 6.60 00001 .99
29 $4081021800 RAFFO AN < 368.00 02.00 $8.00 315051001060091 .999
o9 S7359926000 PACANTARA CIRIA 60.00 52.82 314203001000001 .999
29 $7690407607 NETZLER RAUL %0.00 88.00 314203001000001 .99
(1] 57858506502 DANIELS BRYANT ' 320.00 80.00 315051001600001 .99
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PAYROLL/PERSONNEL PROCEDURES MANUAL

@

Run On - The date and time the report was
printed. The information on the report is
effective as of this date.

Department - The employee's department nunber.

Roster Number - The Roster that the employee is
on.

Employee Number - The employee's identification
rumber (consisting of the social security number,
multiple position indicator and TCD rumber).

Last Name - The employee's last name.
First Name - The employee's first name.
ML - The employee's middle initial.

Vacation Balance - The employee's remaining paid
vacation leave hours.

Sick Balance -~ The employee's remaining paid sick
leave hours.

Vested Balance - This colum lists the accumulated
unused vested sick leave. Only employees hired
before 12/5/78 have such a balance. As these
employees use up their vested balance, the hours
in this colum will decrease. The hours in this
column will never increase.

® ©@ @O G OE

Primary Labor Code - The employee's primary labor

Percent (PCT) - The percentage of an employee's
time charged to his or her primary labor code.

Alternate Labor Code - The employee's alternate
1labor code(s).

Percent (PCT) - The employee's regular percentage
of time spent on his or her alternate labor
code(s).

® 0 6 e
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BULLETIN

Number 61

Payroll/Personnel Services Division

Date 11/12/90

GARNISHVENT EFFECTIVE PERIODS

This Bulletin affects both PAYROLL and PERSCNNEL offices.

EFFECTIVE PERIODS Following are the priority* and duration of each type
FOR GARNISHMENTS of garnishment order an employee may have against his

or her wages:

Tvpe of Garnishment Prty.

Court order assigning 1
wages for current
child/spousal support

Bankruptcy order 2

Court order assigning 3
wages for child or

spousal support

arrearages

IRS tax levy 4
Franchise Tax Board 5
tax levy

o)}

Earnings Withholding
Order—Wage Garnish-
ment from Sheriff's
Office

Duration

Remains in effect until
released by the court.

Remains in effect until
released by trustee.

Remains in effect until
released by the court or
goal is met; whichever is
earlier.

Remains in effect until a
release of levy is issued
or goal is met.

Remains in effect until a
release of levy is issued
or goal is met; if employee
leaves City employment,
remains in effect no
longer than cne year after
the emplovee leaves.

Remains in effect until
goal is met or two years
fram the date received by
PPSD, whichever is earlier.

ACTIVE GARNISHMENTS If an employee has an active garnishment at the time he

WILL REMAIN VALID IF or she leaves City employment, the garnishment will

EMPLOYEE LEAVES CITY remain valid until it reaches its expiration date or

EMPLOYMENT the garnishing agency releases it. If it has no
expiration date and the City is not notified of its
release, it will remain valid indefinitely.

Because of this, if the former employee receives wages

fram the City in the future (because he or she returns

*When an employee has more than one garnishment order, the allowable garnish-
ment amounts are deducted in the order of priority listed in this Bulletin.




to City employment or receives retroactive wages), the
wages will be garnished.

PLEASE FILE THIS Please file this Bulletin in your Procedures Manual, in
BULLETIN the space for Appendix A. (Throw away the "Not in use"
page that's there now.)

In addition, on the Contents page for your manual,
after Appendix A, you might want to cross off "Not in
use at this time" and write "Garnishments."”

QUESTTIONS If you have any questions about this Bulletin, please
ask your supervisor to call Lamartine Colaco at 558-7814.



