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ACO Announcements
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ACO Forms

» ACO Forms—New Forms
— Repayment Calculations
— Direct Deposit Reversal Request
— General Deductions
— Additional Pay

www.auditorcontroller.org
Payroll > Dept Payroll Representative > Forms
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Repayment Calculations

« Submit the Request for Calculation form wher
an employee is overpaid.
— Overpaid multiple pay periods.
— Overpaid in a prior year.

* If the employee’s full check is incorrect, no

calculation is necessary. Employee owes the
net received.
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Repayment Calculation Form
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Reversal of Direct Deposit

Employee needs to be notified prior to
processing reversals.

Submit the attached form with confirmation
that the employee is aware of the reversal.
— Fax or email from the employee is acceptable.

Exceptions are made case by case.
No reversals are processed after 5 days.
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Reversal of Direct Deposit Form
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General Deductions

« Submit the form for changes, adjustments or
stopping general deductions.

* No form required for the following :
— Dues (DA, LEMU and CPPCA)
— Saving Bonds
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General Deduction Form
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Additional Payments (Addl Pay)

« Submit the form for changes, adjustments or
stopping additional payments.

* No form required for the following :

— Flex adjustment submitted on a Benefit Election
Form (BEF)

— Department Head Allowance (DHA)
— Car (CAR) Allowance
— Bilingual Pay
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Additional Pay Form
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Updated Forms

 ACO Forms—Updated
— ACO Adjustment Notice

— FLSA Adjustment Notice

e Forms are not fill-in at this time.

County of Riverside  Office of the Auditor-Controller

Pay Advices

* Mailing of Pay Advices—ACO will continue to
mail employee pay advices until the Employee
Self Service (ESS) paystub/advice is revised to
match the existing mailed stub/advice.

14

* If you missed training,
please contact Linda
Williams (x51562) to be
rescheduled.
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HRMS Down-Time

« HRMS will not be available from 6/18/09 (5pm)
until 6\23\09 (7am).

» Time and Labor (T&L)—refer to Peggy Behrenls
email dated 6/2/09

* No online warrant request will be processed
6/19/09 — 6/22/09.
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Payroll Deadlines
HRMS Down Time

* Online Warrant Request received by 10AM or
Thursday, June 18, will be issued by 4pm
unless there are problems with the request.

Note—this is ane-timechange to the policy.
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Payroll Deadlines
HRMS Down Time

* FLSA Adjustment Notices due to ACO Payroll
by Wednesday, June ®Bpm.

* ACO Adjustment Notices due to ACO Payroll
by Wednesday, June ®Bpm.
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Looking Ahead

 PP14—FLSA Adjustment
notices due 7/2/09

 PP15—Free Pay Period
— Pay Date 7/29/09

 PP18—Short Processing
Period

— Time and Labor closes
Monday (8/31/09)
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ACO/HR Workshops

« Short Term Disability

— Review documentation required by Human
Resources.

— Learn how to properly report Time and Labor.
— Learn how Payroll processes payments for
employees.
» Notification will be sent when dates are set
for the workshops.
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ACO/HR Workshops

 Military Differential Pay
— Who's eligible?
— Review documentation

required by HR and
Payroll.

— Learn how to properly
report Time and Labor?

— How does payroll
determine the differential
payment?
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Military Workshop

» Contact Sherry Dibble at (951) 955-3038 if
you are interested in attending a workshop.

— Email sdibble@co.riverside.ca.us

» ACO/HR will begin workshops in the middle
of July.
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Military (MIL) Pay

 Employees eligible for MLA/MLP are due to
receive MIL pay July

» 30 calendar days of MIL every fiscal year
beginning July 1.

MLA—Military Leave Accrual

MLP—Military Differential Pay

MIL—Military Pay
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National Payroll Week 2009
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National Payroll Week 2009

» September 7 -11, 2009
— Celebrate on Sept. 10, 2009

» Take the survey

— win a free paycheck

— trip for two (2) to Las Vegas.
» Follow the link

http://www.nationalpayrollweek.com/npw_survey/s
urvey.cfm
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National Payroll Week 2009

» National Payroll Week T-Shirts

» Contact Chelika Howard
— (951) 955 — 3921
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SPECIAL ANNOUNCEMENT
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Contact Us

Celeste Wiggins — (951) 955-3816

Mark Delsigne — (951) 955-3812

ACO Payroll@co.riverside.ca.us
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