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HR/Pay Transaction Form Training (Guidelines and Paper Form Process)
· Processing Notes
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· Sample Standard Hours Conversion Chart Examples
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· Retroactive Funding Adjustment (RFA) Policy and Procedures
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· Authorizing the Delegation of Signatures
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· Payroll Form or Other Documents to appoint. 
· HR/EO Letters 







Attachment
· Graduate Teaching Assistant Process 




Attachment
· Graduate Research Assistant Process




Attachment
· HR/Pay Transaction Form Examples










Student Hourly New Hire, Hourly, Change in Standard Hours


Example 1


Student Hourly with Split Funding, Exception Hourly, Standard Days

Example 2
Student Hourly with Work Study Funding, Hourly



Example 3
Student Hourly Funding (Non Work Study), Hourly



Example 4
Student Pool Change








Example 5
Student Graduate Research Assistant,  Split Pool




Example 6
Student Graduate Teaching Assistant, Funding and Termination

Example 7
University Support Staff, Termination





Example 8
Unclassified Professional Staff Standard Hours Funding Changes, Salaried
Example 9
Faculty, Funding, Place on Summer Leave w/ Benefits



Example 10
Faculty, Standard Hours, Funding, Summer Leave w/Benefits


Example 11
Faculty, Summer, Shared Depts., Funding, Summer Leave w/Benefits

Example 12
Fiscal Year Faculty, Combo Title, Shared Depts., Funding


Example 13
Retroactive Funding Change







Example 14
· Blank Payroll Form – website - www.payroll.ku.edu
All 3 pages submitted must be on NCR paper (“original + 2”) 

· Hiring Non-Resident Aliens – www.payroll.ku.edu
Processing Notes
Deadlines

· See Payroll’s web site for Calendars and the Payroll Processing Newsletter (www.payroll.ku.edu)

· Kansas Statute 44-314, Chapter 44-Labor and Industries, Article 3 – Payment of Compensation

Pay periods. (a) Every employer shall pay all wages due to the employees of the employer at least once during each calendar month, on regular paydays designated in advance by the employer, in lawful money of the United States or with checks or drafts which are negotiable in the community wherein the place of employment is located or, with the written consent of the employee, by electronic deposit to an employee's account at a financial institution. (b) The end of the pay period for which payment is made on a regular payday shall be not more than 15 days before such regular payday unless a variance in such requirement is authorized by state or federal law. 

Overload & Cash Awards (Additional Payment Form), Vacation Payouts & Retirement Sick Payouts
· Overloads, cash awards, retirement-eligible sick leave payouts and vacation leave payouts are processed on the off-cycle payroll.

· Cash Awards and Overloads (Additional Pay) – Need to identify Funding and Pool (N99 default).

Electronic Funds Transfer (EFT)
· An employee may designate more than one bank and or bank account on EFT. 

· Payroll Loans – the off cycle check must be a paper check and may not be EFT.

· AY Faculty may have a participating bank withhold funds into savings during the AY and the bank will distribute during summer periods.

KUEA (KU Endowment Association) Payroll Loans

· If you are requesting a KUEA loan, please contact your Payroll Representative as soon as possible.
· Payroll Services can initiate this Interest Free Payroll Loan Form by your email request.
· Not allowed for any advancement of monies for a paycheck – only for late paychecks.

Academic Year Faculty (332 Day Rule)
· If an AY Faculty member needs to be paid for more than 332 days on state general use funding during the fiscal year an exception needs to be approved in advance of the initiation of the payroll form.  The policy (exception request process) is located in the Handbook for Faculty and Unclassified Staff under the Eleven Month Rule http://www.hreo.ku.edu/policies_procedures/handbooks/unclassified.
Student Hourly Rates
· Prior approval is required from HR/EO to pay $14 or more per hour www.hreo.ku.edu, forms.  $7.50 minimum.  

· Student Hourly terminations – semester process

Routing & Effective Dates
· Submit all Payroll Forms through the appropriate Budgetary Channels unless it is a Student Hourly appointment with no change in any of the position or funding fields as they may be sent directly to the Payroll Office.

· For existing employees it is strongly encouraged to make the changes effective the beginning of a payroll period.

Multiple Pay Groups

· If an employee is changing pay group types during a pay period the second appointment will be paid on the off-cycle. Exception: if the change is between student pay groups and they are on different employee records.
· University policy discourages employees holding positions in multiple pay groups. 

· University policy discourages for an employee to hold multiple positions with varying benefit eligibility.

· If an employee holds multiple positions with conflicting FICA status, FICA will be withheld on all positions.

· A separate paycheck is created for each paygroup an employee is paid from

· Justification to the allowed exceptions must be sent to HR/EO c/o Pam Burkhead & Karen Banning in by the hiring department before an offer is made to the employee.
	Pay

Group
	FLSA
	Emply

Type
	Comp.

Freq.
	Days/Pay Period
	Definition (Generally)

	AFL
	X
	H
	H
	N/A
	Affiliate (non-paid appointments)

	CUN
	N
	H or E
	H
	10
	University Support (USS) & Unclassified Professional Staff 

	CUX
	E, A, P*
	S
	B
	10
	USS, Unclass Prof. Staff & Fiscal Year Faculty/Academic Staff

	LFC
	P*
	S
	B
	14
	Academic Year Faculty/Academic Staff

	STN
	N
	H or E
	H
	10
	Student Hourly

	STX
	P*
	S
	B
	14
	Salaried Students – mainly Graduate Teaching Assistants

	SRX
	P*
	S
	B
	10
	Salaried Students – mainly Graduate Research Assistants


Currently Exempt FLSA codes are mainly Executive – Professional and Administrative are being modified as time permits.

A=Administrative, E=Executive, N=Non-Exempt, P=Professional, X=Not Applicable
U:\training\2009\payrollformprocess0908.doc
Sample Standard Hours Conversion Chart Examples

	Only the BOLDED one possible
	 
	"Possible" Standard Days Calendar

	FTE
	Standard Hrs
	Quarter Hrs
	 
	Week
	Hours
	Week
	Hours
	Standard Hrs

	 
	Per Week
	Column B/Qtrs
	 
	Day
	Per Day
	Day
	Per Day
	Per Week

	0.05
	2
	8.00000
	 
	M
	2
	
	
	2

	0.06
	2.4
	9.60000
	 
	 
	 
	 
	 
	 

	0.07
	2.8
	11.20000
	 
	 
	 
	 
	 
	 

	0.08
	3.2
	12.80000
	 
	 
	 
	 
	 
	 

	0.09
	3.6
	14.40000
	 
	 
	 
	 
	 
	 

	0.10
	4
	16.00000
	 
	M
	4
	
	
	4

	0.12
	4.8
	19.20000
	 
	 
	 
	 
	 
	 

	0.13
	5.2
	20.80000
	 
	 
	 
	 
	 
	 

	0.14
	5.6
	22.40000
	 
	 
	 
	 
	 
	 

	0.15
	6
	24.00000
	 
	M
	6
	
	
	6

	0.16
	6.4
	25.60000
	 
	 
	 
	 
	 
	 

	0.17
	6.8
	27.20000
	 
	 
	 
	 
	 
	 

	0.19
	7.6
	30.40000
	 
	 
	 
	 
	 
	 

	0.20
	8
	32.00000
	 
	M
	8
	
	
	8

	0.21
	8.4
	33.60000
	 
	 
	 
	 
	 
	 

	0.25
	10
	40.00000
	 
	MTWRF
	2
	
	
	10

	0.26
	10.4
	41.60000
	 
	 
	 
	 
	 
	 

	0.30
	12
	48.00000
	 
	MT
	6
	
	
	12

	0.32
	12.8
	51.20000
	 
	 
	 
	 
	 
	 

	0.33
	13.2
	52.80000
	 
	 
	 
	 
	 
	 

	0.34
	13.6
	54.40000
	 
	 
	 
	 
	 
	 

	0.35
	14
	56.00000
	 
	MT
	7
	
	
	14

	0.36
	14.4
	57.60000
	 
	 
	 
	 
	 
	 

	0.37
	14.8
	59.20000
	 
	 
	 
	 
	 
	 

	0.40
	16
	64.00000
	 
	MT
	8
	
	
	16

	0.45
	18
	72.00000
	 
	MTW
	6
	
	
	18

	0.47
	18.8
	75.20000
	 
	 
	 
	 
	 
	 

	0.49
	19.6
	78.40000
	 
	 
	 
	 
	 
	 

	0.50
	20
	80.00000
	 
	MTWRF
	4
	
	
	20

	0.55
	22
	88.00000
	 
	MTWR
	5
	F
	2
	22

	0.60
	24
	96.00000
	 
	MTW
	8
	
	
	24

	0.62
	24.8
	99.20000
	 
	 
	 
	 
	 
	 

	0.63
	25.2
	100.80000
	 
	 
	 
	 
	 
	 

	0.65
	26
	104.00000
	 
	MTW
	8
	R
	2
	26

	0.67
	26.8
	107.20000
	 
	 
	 
	 
	 
	 

	0.70
	28
	112.00000
	 
	MTWR
	7
	
	
	28

	0.73
	29.2
	116.80000
	 
	 
	 
	 
	 
	 

	0.74
	29.6
	118.40000
	 
	 
	 
	 
	 
	 

	0.75
	30
	120.00000
	 
	MTWRF
	6
	
	
	30

	0.80
	32
	128.00000
	 
	MTWR
	8
	
	
	32

	0.81
	32.4
	129.60000
	 
	 
	 
	 
	 
	 

	0.85
	34
	136.00000
	 
	MTWR
	8
	F
	2
	34

	0.88
	35.2
	140.80000
	 
	 
	 
	 
	 
	 

	0.90
	36
	144.00000
	 
	MTWR
	8
	F
	4
	36

	0.95
	38
	152.00000
	 
	MTWR
	8
	F
	6
	38

	.95625
	38.25
	153.00000
	 
	 
	
	
	
	 

	.9625
	38.5
	154.00000
	 
	 
	
	
	
	 

	0.99
	39.6
	158.40000
	 
	 
	 
	 
	 
	 

	1.00
	40
	160.00000
	 
	MTWRF
	8
	 
	 
	40


Retroactive Funding Adjustment
http://www.payroll.ku.edu/funding_for_payroll/rfa_guidelines.aspx
Retroactive Funding Adjustment (RFA) Policy and Procedures
A Retroactive Funding Adjustment (RFA) situation is created when an employee was paid on the correct position number but from an incorrect Account Code (i.e. funding source) for one or more pay periods.  After reviewing the information below, if you need additional assistance, please contact Wayne Spellman 864-5991 (wspellman@ku.edu) or Penny Kellum 864-5995 (pkellum@ku.edu).

RFAs should not be requested as part of a regular business process.  Departments are responsible for insuring they are accurately funding employees before they begin to work and to process timely Payroll Forms to modify the funding.  It is realized that in some cases that this may be unavoidable; in those cases there are two options:  Processing a Budget Transfer Form (BTF) or Requesting an RFA to the Payroll Office.  RFAs will not be processed from student non work-study funding to work-study funding (fund 709) and for employer fringe cost for GTA/GRA student insurance. 

The Budget Transfer Form (BTF) is available at www.budget.ku.edu/.  This form allows you to transfer appropriations from a department/cost center, position or pool to another department/cost center, position or pool.  In this case, it may be done to allocate funding to cover an existing incorrect expenditure.  You cannot transfer allocations across funding sources (i.e. 003 into 099 and vise versa), in such cases you will need to consult with your budgetary channels to see if they can “trade” your funding.  This transfer replaces the need for an RFA. 

Requesting an RFA should be the final solution to an incorrect charge and may only be allowed when a BTF cannot be processed.  Some of the examples of when an RFA may need to be requested to the Payroll Office: 

1. When the funding source is strictly prohibited from having the expenditure. 

2. When a BTF would not be allowed such as in the cases of: 

a. Between grants/project accounts as you cannot trade funds in and out of individual awards. 

b. Between grants and non–grant funding as you cannot trade funds in and out of grants and non-grants. 

3. When there is no one in the budgetary channels that can “trade” funding on a BTF. 

If you need to request the RFA you must follow the procedure below in order for the request to be considered: 

1. Submit a Payroll Form with the correct information, sample payroll form 

2. Attach the DEMIS Payroll Report of Gross and Fringe for each payroll period being adjusted. 

3. Either on the Payroll Form or on a separate attachment you need to include the following: 

a. The original funding (Account Code and if applicable Pool ID) 

b. Payroll Period(s) affected (begin and end dates) 

c. Gross dollar amounts for each payroll period and overall total. 

d. The request for an RFA should be explained in the “Transaction Comments” located on the right hand side of the payroll form. Please use as many of the “Transaction Comments” boxes as needed; if these boxes do not provide sufficient room to justify the situation, we ask that you include a separate page to explain the situation. This documentation is required for the approval and is kept on file for auditing purposes.  The Payroll Office does have the authority to request additional information to substantiate the request. 

4. The above documentation should be sent directly to your budgetary channels that will forward to the Payroll Director for final approval and processing. 
5. In addition, if the RFA involves project funds (e.g. grant) you will need to include a Research and Graduate Studies/KUCR Post Award Services Cost Transfer Form (www.rgs.ku.edu/forms-policies/downloads/cost_transfer_form.xls).

Authorizing the Delegation of Signatures for Documents Related to Human Resource & Payroll Processing

A Dean, Director, Chair or Vice Provost who is considering the delegation of his/her signatory approval authority for payroll documents should understand that such delegation is not recommended.  The exercising of approval authority is an important way for all managers to stay informed about their organization’s financial status.  If such delegation is still considered essential, the following procedures must be followed:

1) A written document must be prepared in which the Dean, Director, Chair or Vice Provost delegates specific authority to a designated representative. This delegation document must include:  a) detailed listing of the documents that he/she are authorizing the designated representative to sign (e.g. Payroll Form, Additional Payment Form); b) the document must be signed by the authorizing individual (Dean, Director, Chair or Vice Provost) and c) each memo is to include a "from" / "to" date with a maximum of 1 year from the implementation date.
2) The document outlining the delegation of authority should be kept in the departmental files with a copy provided to the designated representative.  The departmental document must be available for audit at all times.  This document may be audited by the Comptroller’s Office, Human Resources & Equal Opportunity, Internal Audit, other officials within the University hierarchy as well as state or federal auditors. 

3) The designated representative may only sign documents on behalf of the authorizing individual that are listed in the delegation of authority document.

4) The designated representative may not sign any documents related to his/her own position.

5) The designated representative is authorized to sign his/her own name (first and last name) to the appropriate forms.  It is not appropriate for the designated representative to sign another person’s name (such as the Dean’s or Director’s) and then initial the signature. 

6) Proper separation of duties must always be maintained.  Under no circumstances should the administrative person responsible for initiating payroll documents also be the approval authority for such transactions.  

7) Delegations are not transferable and must be updated with any affected staff change.

8) Delegation documents must be reviewed annually and updated as needed. 

This delegation does not absolve the Dean, Director, Chair or Vice Provost from any responsibilities of managing their department.  They are ultimately responsible for the activities and expenditures of their department.
If you have any questions, please contact Karen Banning kbanning@ku.edu or Pam Burkhead pburkhead@ku.edu.
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