
Personnel Administration Alert	2012-04
Issued 04.02.12



Please distribute this alert to any users within your agency who are responsible for entering home office payments and meal allowance payments.


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Discontinue Use of Wage Type 5554 for Partial Home Office and Meal Allowance Payments (Labor & Industry, Fish & Boat Commission, Game Commission, Liquor Control Board and Environmental Protection Only)

· Effective immediately, the usage of wage type 5554 (Special Pay Program) on IT0015 for the purpose of entering partial home office and/or meal allowance payments should be discontinued.  This wage type deducts retirement contributions; however, these payments are not retirement covered wages.


The Bureau of Commonwealth Payroll Operations has identified an issue related to the incorrect usage of wage type 5554 (Special Pay Program) on IT0015 – Supplemental One Time Payments).  This wage type has been used to pay partial home office payments and meal allowance payments.  However, WT5554 is a retirement covered wage type and home office/meal allowance payments are not retirement covered wages.   Wage type 5554 should no longer be used to enter partial one-time payments for home office/meal allowance payments.  The appropriate wage type for home office payments (WT5741 or WT5744) and meal allowance payments (WT5740) must be used for partial payments.

Corrections have been made for those instances where WT5554 was used to pay a partial home office/meal allowance payment.   

In cases where agencies are completing Begin/Return Leave Without Pay actions and these partial payments need to be entered, the pro-rated partial payment amount must be added to the first or last full payment on IT0014 – Recurring Payments.  

Since these payments are set up to pay on the last pay date of the month, the start date on IT0014 should always be the first pay date of the month by pay area.  If there are 3 pay dates within one month, the second pay date should be used as the start date so the payment is paid on the last pay date of the month.

Example – Return LWOP:  Employee is owed partial home office payment of $30.16 for the month of August 2011.  The first full recurring monthly payment will start in September.  To enter the partial and first full monthly payment together:

· Via PA40, enter a Supplemental Recurring Payment action, Reason Code 01 (Home Office) using a start of 09/09/2011 
· On IT0014, change the end date to match the start date (start and end date of 09/09/2011)
· Select wage type 5741 and enter $85.16 ($55 + $30.16 = $85.16) in the amount field  
· Be sure to maintain text on IT0014 to explain that the partial payment is included with the first full monthly payment  
· Once this action is completed, via PA40, process another Supplemental Recurring Payment action using a start date of 09/10/2011 
· On IT0014, ensure the end date is 12/31/9999
· Select wage type 5741, and do not enter any amount in the amount field  

Example – Begin LWOP:   Employee is owed partial home office payment of $23.83 for the month of November 2011.  The last full recurring monthly payment will end in October.  To enter the partial and last full monthly payment together:

· Copy the IT0014 for the appropriate wage type and change the start date to be the first day of the month in which the recurring payment is ending and change the end date to be the last pay date of the month by pay area 
· Enter $88.83 ($65 + $23.83 = $88.83) in the amount field  
· Be sure to maintain text on IT0014 to explain the partial payment is included with the last full monthly payment  

If there is no recurring payment to add the partial payment to, a recurring payment action needs to be entered with the same start/end date.

Example – No existing IT0014:  Employee is owed a partial home office payment of $35 for the month of August 2011, and there is no recurring home office payment on IT0014:

· Via PA40, enter a Supplemental Recurring Payment action, Reason Code 01 (Home Office) using a start of 09/09/2011 
· On IT0014, change the end date to match the start date (start and end date of 09/09/2011)
· Select wage type 5741 and enter $35.00 in the amount field
· Be sure to maintain text on IT0014  

As a reminder, agencies covered by the HR Service Center should only be entering these payments when they are part of a Begin/Return LWOP action.  If a payment needs to be entered that is not part of a Begin/Return LWOP action, an E-PAR should be submitted for transactions processing by Agency Services.


Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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