Personnel Administration Alert                                       2008-1

Issued 01/18/08


This Alert includes:
 

· Information related to the change from Emergency and Municipal Services Tax (EMS) to Local Services Tax (LST)
As announced at the 11/29/07 HR Forum and in BCPO Memo #07-12, changes from the EMS Tax to Local Services Tax could not be configured in SAP for the first pay date in 2008.  This alert is to announce that all LST calculations and tax rates have been received and configured in SAP.

OPT and LST deductions will begin with the first pay date in February for pay area Z3 (02/01/2008).  Please remember when the Local Services Tax is deducted for the first time in 2008, it will include retroactive amounts due for the missed pay dates in 2008.

Z3 agencies will have Friday, January 18, 2008 and Tuesday, January 22, 2008 to enter valid exemptions.  No exemptions should be entered during the correction window on Wednesday, January 23, 2008.   Z1/Z2 agencies will have from Friday, January 18, 2008 until Monday, January 28, 2008 to enter valid exemptions.
The new exemption code for LST exemptions is 84 (Local Services Tax).  

As a reminder, in order for an employee to meet the exemption criteria, they must fall into one of the below categories.
· Employee has multiple jobs and the Commonwealth is not the principal employer or the employee is dually employed with the Commonwealth

· Employee earns less than $12,000 annually (within a single taxing jurisdiction)
· Employee is on active military duty

· Employee is a military veteran and 100% disabled

Employees who meet the exemption criteria must complete the exemption form and provide a copy with the required supporting documentation to their HR Office and to the political subdivision where the employee works.  No exemptions should be entered without the required completed form.
Please follow the below instructions to enter exemptions via PA30:
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For each exemption entered, one of the following standard text must be added by using Edit/Maintain Text:

· Multiple Employers
· Less Than $12,000

· Active Duty

· Military Veteran and 100% Disabled

If an exemption has already been added for 2008, it must be deleted and re-entered using the above instructions.

For further information related OPT/LST exemptions, please refer to the Other Taxes, IT0235 

BPP.  

OA, Operations is in the process of developing a report to capture exempt employees who reach the $12,000 threshold.  Further information will be forthcoming.  

If you have any questions or need further clarification, please submit a Personnel Administration Help Desk Ticket.
Be sure to select the appropriate Sty from the drop down menu.  This will ensure the correct Tax Type is populated on the next screen.





Enter “Y”.





Will pre-populate based on municipality





Save





Text must be added for all exemptions (standard text below)
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