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n this issue:

-Message from the Director -New Policy for G55 -Sick Leave by P1 Clarification
-Important Reminder: P1 Corrections -Spousal Military Leave -Adverse Weather Clean-up
-Optional Insurance Listing -Updated Insurance Form  -Payroll Schedules (Oct and Nov)

-Cabinet Phone Directory

Message From the Director:

With fall suddenly approaching, | hope everyone had a chance to enjoy the summer as it seemed to go by so
fast. As the season changes, the Division of Employee Management staff find themselves involved in two
important projects: KHRIS (Kentucky Human Resource Information System) and a class consolidation study
for all classifications. As progress is made we will continue to update everyone on current progress.

If you have any questions, please do not hesitate to contact me at 502/564-6464 or at
MaryE.Harrod@ky.gov. And as always, my branch managers are always available to assist you with area
specific questions at:

Processing & Records Branch: Carolyn Bruce- 502/564-6873x4126
Payroll Branch: Carol Kelien- 502/564-6883x4120
Classification & Compensation Branch: Jim Lambert- 502/573-0318

Thank you! WM&’WMM

Processing & Records

*New Policy for G55 “due to new appointee salary”:

Effective 10-1-06, all G55 actions must contain the new employee’s name that the salary adjustment refers to
in the remarks section of the P1 form.

*Clarification : Sick Leave by P1 -after Family Medical Leave

A P1 for the start of sick leave after the exhaustion of FML (family medical leave) will be effective on the first
day after FML ends. Although it's effective on this day it will not be put into the system until 30 days later.
For example: Jane Doe’s FML ends on 8/31, her sick leave by P1 begins on 9/1, but it will not be initiated until
9/30 (thirty days later) with the effective date of 9/1. Please feel free to contact us for any further clarification.

**REMINDER: Before making any corrections to an employee’s appointment P1 - make sure the employee’s
payroll record has been set-up.

Commissioner Secretary Director
Carla Hawkins Brian Crall Mary Elizabeth Harrod
Department for Personnel Personnel Cabinet Division of Employee

Administration Management



Paywir<lil

* Clarification - Spousal Military Leave: for Deployment
This leave only applies to federal active duty missions not state active duty missions.

* Adverse Weather Clean-up:  Effective 10-01-06 any time not made up by employees for adverse weather
will need to be deducted from their leave balances accordingly. Please refer to DQ report for employees’ with
these remaining balances.

Optional Insurance Rates Listing

OPTIONAL INS RATES Summit moves to Heritage Secure
Adenta 2005 Plan Year 2006 Plan Year Employee 9.00 9.30
Dusiemployes +1) 022 458 Employee + One 15.23 1573
Family 59.15 62.11 Employee + Family 24,03 2481
Burch :
Singl 18.2 19.50
vl a5 o s Health Resources, Inc
Family 47.50 49.50 DHO 6B
Comp Benefits Employee 32.38 32.38
Employeem - —_— Employee & Spouse 63.18 66.38
Employee + One 20.56 23.12 Employee & Child 70.14 72.86
Employse + Family 2888 am Employee & Family 109.78 110.74
C250Z
Employee 11.68 13.00 " o W
Employes + One 21.68 26.00 National Vision Administrators LLC
Employee + Family 30.44 39.00 Slngle 910 910
(E:orrllp Benefits Vision (NEW) effective 2/1/06 o Limited 16.45 16.45
Eﬁﬁﬁﬁz +One 18.00 Family 23.80 23.80
Employee + Family 21.00
Delta Dental United Concordia
Premier Plan

Employee 22.77 22.77 M
Employee + Spouse 43.73 43.73 Wi
Emglozee + OFI’\IE Child 43.73 43.73 Individua 1249 13.62
Employee + Family 72.30 72.30 2-party 2512 28.04
Preferred Provider Option Plan Parent/ChiId 2572 2804
Emp:oyee . ig gg i& gg Parent/Children 37.59 40.98
E%gﬁ: + ONE Child 40.32 40.32 Family 37.59 40.98
Employee + Family 69.27 69.27
Fortis - Assurant E
ooy roedom Prefered as 2005 Individual 2995 3265
Em p:oyee + (FJne‘ 54.35 59.50 2-party 57.43 62.62

ey — 0208 Parent/Child 57.43 62.62

Freedom Basic i

Employeed——- 157 i Pare.nt/Chlldren 100.07 109.11
Employee + One 28.71 31.01 Family 100.07 109.11
Employee + Family 50.28 54.30

Updated: Invalid Health Insurance Refund Request form, next page->



INVALID HEALTH INSURANCE REFUND REQUEST

CABINET NUMBER

PLEASE REFUND THE FOLLOWING AMOUNTS: DATE:
—DEPARTMENT SMARS EMPLUYEE 10 PAY PERIOD  [NDICATE IF CHECK SHOULD BE
NUMBER NAME SSN # {on D screen) DED# AMOUNT DEDUCTED MADE PAYABLE TO EMPLOYEE

OR KY STATE TREASURER

*** REMINDER: DO NOT INCLUDE SHORTFALL AMOUNT ***

PLEASE RETURN THE CHECK TO:

MANUAL PAY TRANSACTIONS:
ENTERED ON POT O
ENTERED ON CICS O

SEND TO:

SHANNAN GOODRICH

DIVISION OF EMPLOYEE MANAGEMENT
PERSONNEL CABINET

200 FAIR OAKS LANE , ROOM 535, 5TH FLOOR
FRANKFORT, KY 40601

502-564-6883 ext. 4118

FAX 602-564-5826

PAYROLL OFFICER:

AGENCY:

ADDRESS:




Payroll Schedules for Upcoming Months:

chTober 2006

approved for supp

payroll

RUN SUPP PAYROLL

: Sunday o i Monday - Tuesgay w;d‘:‘ngsfia‘y ) e Thursdu} o ) Frlday Suh}rday
| | 2 SEP 16-30 5] SEP 16-30 4 SEP 16-30 | 5 SEP 16-30 é SEP 16-30 | 7
i Manuol pay & health | _Monucrl pay & health Manual pay & health = Manual pay update No Update i
ins. update . ins. update ins. Update. Last files go down at 1:00
day pl's can be . and remain down.
- approved for payroll. | RUN PAYROLL
. 8 |9 SEP _16730 10 SEP 16-30 | 11 SEP 16-30 12 SEP 16-30 13 SEP 16-30 14
- Update/ health ins. . Update/ health ins. : Update/ health ins. Update — files go down No Update
Last day p1’s can be at 1:00 & remain down.
- approved for supp . RUN SUPP PAYROLL
payroll Update after supp with =~ PAYDAY
pl's only.
15 16 OoCT1-15 17 OCT1-15 18 OCT 1-15 19 OCT 1-15 20 OCT 1-15 21
_Mcmuctl pay & heaith Monuol pay & health Monuc! pay & health Manual pay update No Update
ins. update ins. update 1 ins. Update. Last day @ files go down at 1:00
- pl'scan be - and remain down.
approved for payroll. RUN PAYROLL
22 23 OCT 1-15 24 OC"I" 1-15 25 OCT 1-]5 | 26 OCT 1-15 | 27 OCT 1-15 28
No Update Update/ health ins. Update/ health ins. Update/ health ins. . Update — files go
Last day pl's can be down at 1:00 &
approved for supp remain down.
payroll RUN SUPP PAYROLL
Update after supp
with p1's only.
2% 30 OCT 1-15 31 QOET 1=15
No Update No Update
PAYDAY
** Duec to holidays we will update on the 15"
November 2006
Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
1 OCT 16-31 2 OCT16-31 | 3 OCT 16-31 4
Manual pay & health Manual pay & health Manual pay & health
ins. update ins. update ins. Update. Last day
pl’'s can be
approved for payroll.
5 6 OCT 16-31 ;| 7 OCT 16-31 8 OCT 16-31 | 9 OCT 16-31 10 OCT 16-31 11
Manual pay No Update No Update Update/ health ins.
update files go
down at 1:00 and STATE HOLIDAY
remain down. VETERAN'S DAY
RUN PAYROLL
12 13 OCT 16-31 14 OCT 16-31 15%= OCT 1631 16 NOV 1-15 17 NOV 1-15 | 18
Update/ health ins. Update - files go Manual pay & health Manual pay & health Manual pay & health
Last day p1's can down at 1:00 & ins. update ins. update ins. Update. Last day
be approved for remain down. pl’'s can be
supp payroll RUN SUPP PAYROLL PAYDAY approved for payroll.
Update after supp
with p1's only.
19 20 NOV 1-15 | 21 NOV 1-15 | 22 NOV 1-15 | 23 NOV 1-15 | 24 NOV 1-15 25
Manual pay & No updale Update/ health ins.
. health ins. Update.
. Files go down at STATE HOLIDAY STATE HOLIDAY
¢ 1:00 and remain THANKSGIVING THANKSGIVING
down.
RUN PAYROLL
26 27 NOV 1-15 | 28 NOV 1-15 | 29 NOV 1-15 30 NOV 1-15
Update/ health ins. Update/ health ins. ~ Update —files go No Update
Last day pl1's can be @ down at 1:00 &
remain down. PAYDAY










