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Please distribute this alert to any users within your agency who are responsible for processing transactions and benefits.


Permanent Residence and Mailing Addresses

· Information regarding the proper use of permanent and mailing addresses (IT0006) and residence tax area (IT0207), procedures when completing a PA40 separation action, and procedures for error reports sent by the PEBTF


InfoType 0006 – Address 
A review of permanent addresses showed numerous employees who have a P.O. Box listed as, or part of, their permanent residence address (IT0006 – Address, Subtype 1).  A Post Office Box is not acceptable for the permanent residence.  An employee’s permanent residence address should be consistent with the physical location where the employee lives.  

The following guidelines should be used when entering or updating a permanent residence in SAP.

· P.O. Box should never be used as or part of a permanent residence.
· If permanent residence and mailing address are the same, no mailing address should be entered.
· If the U.S. Postal Service  (USPS) does not deliver mail to an employee’s permanent residence and this can be verified by the USPS website, a mailing address should be created on the IT0006 (Address), Subtype 5. 
· In addition, it is important that the city name be spelled out on IT0006.  Abbreviation of city name is not compliant with the USPS.  Therefore, abbreviations may cause problems with the delivery of documents such as pay statements or W-2 Forms.

Treasury uses the mailing address listed on IT0006, Subtype 5 when mailing pay statements.  If no mailing address is available, the permanent address is used. Pay statements are returned to the Bureau of Commonwealth Payroll Operations when they are undeliverable through the USPS due to:
· Address not valid with USPS
· Address undeliverable
· Address missing unit or apartment building number
· P.O. Box was closed

In cases of undeliverable pay statements, BCPO forwards the returned statement to the HR Service Center (or HR office of agencies not supported by the HR Service Center).  The HR Service Center/HR office should obtain a correct address, mail the remuneration statement to the employee and follow the procedures below to correct the address in SAP.

InfoType 0207 – Residence Tax Area
The tax area on the IT0207 – Residence Tax is associated with the permanent address data indicated on the IT0006 – Addresses, Subtype 1.  Therefore, this should be consistent with the physical location where the employee lives.  When provided by the employee, the permanent residence should be verified by using the DCED website to ensure the residence tax area is correct. 

The effective date of the IT0207 should be the pay date the address change will take effect.

Example for Z1, Z2 and T2 pay areas:
· Address change in SAP effective May 19, 2012 
· Pay date affected June 8, 2012 for local taxing purposes, if applicable

Example for Z3 and T3 pay areas:
· Address change in SAP effective May 19, 2012 
· Pay date affected June 15, 2012 for local taxing purposes, if applicable

Permanent Address for Separation
Personnel Alert 2006-8, distributed 12/21/06, notified agency users that the BPP and Action Guide for the PA40 Separation action were updated.  These documents address the changing of the permanent address during the separation action.  The permanent address should not be changed during this action.

If the employee has provided a new address upon separation, the address change should only be made to the Mailing Address and not the Permanent Address.  Changing the permanent address on IT0006 generally coincides with a residence tax update to IT0207 for an active (not separated) employee.  If this change were to occur, the result would be a negative taxable gross due to the system attempting to credit the original municipality; the non-existence of taxable wages will create a termination error in processing.

When processing a separation action, always refer to the Separation BPP and the Separation Action Guide.  If you have any questions about processing separation actions, please submit an HR help desk ticket in the Personnel Administration category.

Address Corrections in SAP
When incorrect addresses or tax area discrepancies for active employees are identified, the HR Service Center will perform outreach to employees within supported agencies to verify their addresses.  If employees do not respond to efforts to correct this information, a non-compliance notice will be sent with a copy to the agency HR office.  Agency HR offices may need to resolve these discrepancies with the employee.  

NOTE: Addresses should not be corrected in SAP without the employee’s approval.  

It is important that employees be reminded that, if a change occurs with their address, they should make the necessary updates immediately.  The following options are available to commonwealth employees who need to update their permanent residence address and/or mailing address:
· Employee Self Service (ESS) at www.myWorkplace.state.pa.us 
· Contact the HR Service Center at 866.377.2672
· Employees in agencies not supported by the HR Service Center should contact their agency HR office

Agencies not supported by the HR Service Center have the responsibility to update the employee’s permanent residence and/or mailing address. 

PEBTF Error Reports
The PEBTF receives the permanent residence address, mailing address and county of residence and enrollment information on the SAP interface file.  

The PEBTF returns an error report listing all employees who have a P.O. Box within their permanent address record.  The HR Service Center handles these errors for all supported agencies. Agencies not supported by the HR Service Center will receive a listing of all employee address errors and should resolve these errors by following the procedures noted above. 

If the PEBTF disagrees with the county of residence that has been listed in SAP, the PEBTF will verify the employee’s address using the DCED website for Pennsylvania addresses and the Melissa Data website for addresses in other states.  If a different county is determined to be correct, SAP must be updated.  

If the change in county code warrants a change in benefits plan, the employee must select a new medical plan in their correct county of residence.  By default, the PEBTF will move this employee into the PPO medical plan (which may result in the additional plan buy-up cost payroll deduction; if the employee is within his first six months of employment, the dependent buy-up also may apply).  The PEBTF and HR Service Center will no longer accept any other documentation to support county of residence, including tax records, housing deeds, voter registration, etc.  

If the employee disagrees with the PEBTF regarding the change in benefits plan, he or she can file an appeal to the PEBTF.


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