
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

It’s hard to believe the holidays are already quickly approaching us! In advance, 
I’d like to wish each of you a wonderful and safe holiday season.  

Also, we recognize and appreciate the enormous amount of work currently being 
performed by all. It’s hard to believe that we are now 150 days from KHRIS go-
live!  Stay tuned for the KHRIS cutover procedures in the January Newsletter.   

As always, feel free to contact our office if you have any questions or if you have 
any items you’d like me to address next time. 

      Thank you, 

  

-Employment Law 
-Staff Update (PA Br) 
-Work County Changes/Tranfers 
-Admin Leave (W42) 
-**Increment Listings** 
-Position Vacancy (Pyrll Br) 
-Daylight Savings Time 
-Payroll Schedules 
-Savings Bonds 
-AEIC 
-Year-End & W-2s 
-Staffing Changes (OM Br) 
-Req Attachments 
-**Applying  for your own Req** 
-Reemployment Candidates 
-GSC Training 
-Deferred Comp 
-Phone Listing 

New Electronic Employment Law Bulletin Board!: 
Per a recent request, we are pleased to announce a new electronic employment poster bulletin board site 
located on the Division of Employee Management’s webpage. This new site includes link information for state 
and federal employment posters, as well as general guidance such as: preprinted information, where to post, 
and how to post. We also encourage you to physically inspect postings annually to ensure that the posters are 
the most current version and they are still in good condition. For more information about posters required under 
Kentucky and Federal law, please visit http://personnel.ky.gov/persadmin/hradministrators/hradmin.htm, under 
“Related Content.”  
 
For those of you who have been contacted by solicitors offering to sell the required posters, please visit the 
following websites for further information: http://www.labor.ky.gov/  or 
http://migration.kentucky.gov/newsroom/aag/laborlawposters.htm 
 
For further assistance regarding compliance with the federal poster requirements, the US Department of Labor 
offers a “Poster Advisor Tool” that can be found at the following hyperlink: 
http://www.dol.gov/elaws/posters.htm.  If you have additional questions, contact the U.S. Department of Labor 
at 1-888-9-SBREFA or 1-888-972-7332. 
  
“Thanks” to Rebecca Bowman for the suggestion!  
 
If you would like to submit an HR suggestion, please feel free to contact Stephanie Carpenter at 
StephanieL.Carpenter@ky.gov.  We will review your request and do our best to make it happen! 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Staff Update: 
We are very pleased to announce that Carolyn Bruce, Personnel Administration Branch Manager, has 
postponed her retirement date. We are thrilled to have her for as long as she’s willing to stay with us. 
 
Work County Changes/Involuntary Transfers: 
Movement of employees can sometimes be a tricky and confusing thing.  We are providing the following 
reminders in order to help clarify the differences between work county changes and transfers. 
 
Work County Changes: 

‐ An employee may request to change their work county voluntarily (which is subject to agency 
approval), or the agency may involuntary change an employee’s work county. 

‐ An employee’s work county can be changed for a legitimate business purpose and when it best meets 
the agency’s needs.   

‐ When a work county is changed, the employee’s position number remains the same – only the work 
county is changed.  

‐ Involuntary work county changes get travel expenses for 30 days from the effective date and require 
appropriate notice, which should include the reason for the work county change. 

Transfers: 
‐ An employee may request to transfer from their position (which is subject to agency approval), or the 

agency may involuntarily transfer an employee. 
‐ All transfers represent a change in an employee’s position number. 
‐ An involuntary transfer requires the appropriate notice and travel reimbursement if the transfer results 

in an assignment to a work station in a different county. 
‐ A voluntary transfer requires a transfer form signed by the employee, which also provides the reason 

for the transfer.   
 
For specific questions, please contact Carolyn Bruce, Branch Manager, Personnel Administration Branch.   
 
W42 Administrative Leave: 
As you know, KRS 18A.095(2) now includes a provision which permits agencies to place an employee on paid 
administrative leave when an intent to dismiss letter is issued.  The W42 special leave pay code was created 
to allow this course of action.  If an agency deems it appropriate to utilize this paid administrative leave, the 
supporting documentation for the W42 action is the intent to dismiss letter.  An additional document placing an 
employee on W42 leave should not be created; however, the employee must be notified within the intent to 
dismiss letter of placement on administrative leave.  For questions regarding this action, please contact 
Carolyn Bruce at 502/564-6657.    
 
**Increment Listings**: 
Although increments are not being given, the increment date change is still an action and the listings must be 
checked. Failure to do this causes interference with other actions being processed. 

Position Vacancy:  
We will be posting a vacancy for a Personnel Program Consultant, Grade 16, in the Payroll Branch in the near 
future. If interested, please watch for the posting and contact Flo Warner to request an interview.  
 
Daylight Savings Time Ends Sunday, November 7th at 2:00 AM: 
Daylight Savings time officially ends at 2:00 AM on Sunday, November 7th.  Clocks are set back one hour.  
Please remember that shift workers who work during the time change, and who work a 9-hour shift as a result, 
must be paid for all hours worked.  If the additional hour results in overtime, the employees must be 
compensated appropriately.   
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Savings Bonds / Follow-up: 
Following up on the savings bond program information given in the July 2010 “Personnel Issues and You” 
newsletter, the Personnel Cabinet has been taking the following steps to end the payroll deduction savings 
bond program: 
 
The last deduction for savings bonds purchased in full each payperiod was made in the September 1-15, 2010 
payperiod. Affected savings bond deductions were inactivated after that payperiod, and agencies were 
provided a list of employees along with information to provide to employees regarding Treasury Direct. 
 
For savings bonds that were purchased incrementally and have a carryover amount, deductions have been 
continued until the bond is purchased, and then these savings bonds are being inactivated following each 
payroll.  An email with information regarding the cessation of the savings bond program and information about 
Treasury Direct is sent to agency payroll contacts for use in drafting correspondence to affected employees. 
 
The final withholding against incrementally purchased bonds still not complete will be against the November 1-
15, 2010 payperiod.  In the event an incrementally purchased savings bond is not paid in full by the November 
1-15, 2010, payperiod, a refund of the amount paid toward the next bond will be given to the employee and the 
deduction then inactivated.  A list of these employees will be produced and distributed to the employees’ 
agencies to identify those who need a refund. 
 
Please remember that no new bonds should be set up. All bonds must be inactive by the end of the November 
1-15, 2010, payperiod.  Information about the end of the payroll deduction savings bond program and Treasury 
Direct can be found in the July 2010 “Personnel Issues and You” newsletter.  
 
For questions regarding the savings bond program, please contact the Payroll Branch. 
 
AEIC Repealed Beginning in 2011: Identifying and Updating Employee FIT Status: 
Remember that the Advanced EIC (AEIC) is ending 12/31/2010.  In late November, the Personnel Cabinet will 
distribute a list of employees to agencies with EIC codes.  Agencies will need to notify these employees that 
the Advanced EIC through payroll has been repealed and stops as of the end of tax year 2010.  The 
employees should submit a new W-4 to be effective with the 12/16-31 payperiod.  These employees’ tax 
statuses must be changed following the 12/15/10 payroll.  You will need to update the employee’s FIT status 
from EIC to their election on their new W-4 on January 3rd or 4th, 2011.  Any employees whose status still 
reflects an EIC code on January 5, 2011, will be changed to the default FIT status of single, no deductions.  
Please see the September 2010 Personnel Issues and You newsletter for more information regarding the 
repeal of the AEIC.  You may contact the Payroll Branch with any questions regarding this matter. 
 
Social Security Wage Base Remains at $106,800 in 2011: 
The Social Security Administration has announced that the Social Security Wage Base for 2011 remains at 
$106,800.  As inflation was not high enough during the past year to trigger a cost-of-living-adjustment (COLA), 
no change will be made to the wage base because federal law prohibits an increase in the Social Security 
wage base if there is no COLA.  The Social Security wage base has been at $106,800 since the 2009 tax 
year. 
 
Year-End and W-2 Information: 
Please be checking your PERW2LN1/W-2 One Line Error Report on Document Direct and fix any W-2 
problems. This report runs after each supplemental payroll. Also be checking your QEHSS against the Social 
Security Quarterly Report from Connie Eggen and against your own documentation for manual documents 
(SAS 27s, ROPs, health insurance refunds, etc.).  
 
Remember that if you did have(?) any requests for refund on payroll, you must contact the payee directly to 
recover any deductions other than taxes and retirement. Each year, we have many discrepancies with 
Deferred Compensation because a request for refund on payroll has been done, and the refund/reversal was 
updated in the system, but the money was not recovered from Deferred Compensation. If you have any 
deductions you need to recover due to reversal of a check or other refund reason, please attend to those now. 
 
           (continued on next page…) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Staffing Changes: 
Shannan Goodrich recently transferred from the Payroll Branch to the Organizational Management Branch. She 
will be working with Mark Thompson on systems security. In addition, we’d like to congratulate Vickie Hatchel on 
her promotion to manager of the Organizational Management Branch.  
 

(…continued from previous page) 
Manual pay updates (such as update for a manually issued check, reverse a check and update for a refund of a 
pretax deduction such as health insurance) can only be done on the regular payroll cycle. For the 12/1-15 pay 
period, we will pay on 12/22, and we will run the last regular payroll for 2010 on December 16th. 
That means that in November and December, we will only be updating manual pays on only eight days in 
November and on six days in December. Master File Accumulations and Tax File Accumulations updates done 
in POT are updated every day we have an update. Monthly payroll schedules indicate which days have manual 
pay updates and are available here: http://personnel.ky.gov/persadmin/info/paysch.htm  
 
The last day a P-1 for an address change will be included on the 2010 W-2 file is December 20th. Any P-1 
address changes after that date must be put on the UPPS 5-W paper form and sent to Gail Cooper and Greg 
McGaughey of the Payroll Branch to key so they will be updated to the W-2 file. That form can be found at 
http://personnel.ky.gov/NR/rdonlyres/B99D8571-64D0-4EB9-B229-F932767AD506/0/upps5w.pdf.  Please 
remember to complete the form in red ink and to mark 2009 clearly at the top. If an incorrect address is printed 
on a W-2, it will be returned to your agency by the postal service. The imaged copies of W-2s for reprinting are 
not usually available until sometime in February. 
 
Please do not enter any transactions from the time we take the system down to run payroll on 12/21/10 until we 
return from the New Year holiday break on 01/03/11. During these days we will be converting the system to the 
new year, moving the 2010 records to CICSTEST and setting up CICS (regular) for 2011. We do not want any 
information keyed into the system during that time. If you enter any transactions or updates during that time, 
there is a possibility your data could be lost. Please treat the system as being down during this time in terms of 
updates.  
 
We will resume manual pay updates for 2010 W-2s when we return in January 2011. The first four months of 
the 2011 schedule are online (please note they are subject to change, especially as we approach and begin 
Go-Live for KHRIS) and you will find the update schedules for 2010 W-2s on the January calendar. The target 
date for printing W-2s is 01/14/2011. You should not key any 2011 updates until after the Payroll Branch sends 
a message that the 2010 W-2s have been printed and it is OK to start entering 2011 updates.  If you enter a 
2011 update before we finish the 2010 W-2 file, you will have to do a corrected W-2.   
 
Please keep an eye on the November, December and January calendars. These are subject to change. At this 
time of year, sometimes it is required that our dates be a little fluid. We'll keep you up-to-date on any changes to 
the calendar. Of course, feel free to contact the Payroll Branch if you have any questions. 
 
The employees of the Payroll Branch are here to help you through the W-2 reconciliation process, as well as 
with the day-to-day payroll issues. We'll be sending more year-end reminders throughout the next months and 
we encourage you to please contact us if we may be of assistance. Please e-mail Sandy Douglas, Natalie 
Jackson or me with your requests or questions. E-mail is preferable to a telephone call to register a request for 
assistance so that we have a record of the request. We will respond as quickly as we can. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Training Available through the Governmental Services Center (GSC): 
Training is a critical part of employee development, providing managers and staff members with the knowledge 
and skills they need for high performance.  GSC offers a full range of training solutions - from our catalog of core 
courses to the development of original, fully customized programs. To ensure your training is effective and 
provides value to both the individual participants and the organization, many resources are available. 
 

• Did you know GSC offers tutorials for Microsoft Office 2007?  
• Did you know GSC offers resources to help you learn Spanish ?  
• Did you know GSC offers short, 3-7 minute, videos on a variety of development topics?  
• Did you know GSC offers a monthly publication called The GSC Advantange, with information on 

customer service, business writing and much more?  
 

If you haven't checked out GSC’s web site lately, You Don't Know what you're missing!  
Please share these Human Resource development opportunities with your employees! 
 

Req Attachments:  
Certified register reports are now being attached to COS requisitions. Beginning November 15, 2010, we will 
continue to send an email notification that the certified register report is ready, but the report itself will not be 
attached to the email. The easiest way to access the attachment is to edit your output fields from the “My Open 
Reqs” view to include ReqS: Attachments. 
 
**Applying to your own Req**:  
It is improper to be a candidate for a merit vacancy where you serve as a COS req creator, agency approver, req 
team member, or agency contact.  Please coordinate within your agency to get another employee to take your 
support role prior to req creation. If assistance is not available within your agency, you need to contact the 
Register Branch for options. Compliance in this matter will help ensure integrity of the selection process and the 
merit system.  The Register Branch contact is rickc.davis@ky.gov. 
 
Reemployment (REM) Candidates:  
Remember to check the certified register report for REMs. They will appear at the top of the list by seniority. 
There are multiple state laws that dictate treatment of reemployment candidates. In general, they have hiring 
preference above all others.  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 


