
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Another year has flown by and it’s hard to believe that the rush of the 
holidays has already come and gone! With that said, I hope all of you 
enjoyed a safe and happy holiday season!  
 
2007 was an incredibly busy year for the Personnel Cabinet. It’s hard to 
believe that this time last year we were finishing Vendor Demonstrations 
for the KHRIS project and now we’re about to complete the business 
blueprint phase of the project! In addition to the rapidly progressing 
KHRIS project, last fall we moved to a new building and successfully 
launched the Career Opportunities System (COS). With the success of 
last year and great optimism for the next, we look forward to what 2008 
has in store!  
 
On a similar note of changes, we have some new faces within the 
cabinet! We would like to welcome Nikki R. Jackson, our new Cabinet 
Secretary, as well as Dan Egbers, who has come back to us to serve as 
Executive Director of the Office of Legal Services. 
 
Happy New Year,   

-Non-Merit Processing 
-Non-Merit documents 
-SSN/Name Changes 
-Board Orders 
-Instructions (Y49) 
- Forms 
-Insurance Rates 
- W-2 Schedule 
-Jan/Feb Payroll 
Schedule 
-COS Information 
-Cabinet Directory 

Non-Merit Processing;  
Effective January 1, 2008, the Personnel Cabinet will no longer process the movement from graded 
position to an unclassified ungraded position requiring a 12:040 or 12:050 as a promotion. The proper 
action will be a resignation and appointment. 
 
Non-Merit Letters and Information Sheet:  
As promised, the revised templates and the information sheet described in and attached to the email 
sent on behalf of Secretary Jackson, dated 12/20/2007, are now available on the Personnel Cabinet’s 
website under Personnel Resources, Personnel Information, Personnel-related forms: 
http://personnel.ky.gov/info/persinfo/persforms.htm.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Instructions : Y49- Dismissal for Misconduct (Sick Leave Balances):  
Pursuant to 101 KAR 2:102, Section 2 (1)(h) when an employee is dismissed for misconduct (Y49), 
sick leave balances should NOT be retained. These balances should be cleared from their record to 
avoid sick leave balances being carried forward in the case of future re-employment. 
 
Updated Health Insurance Refund Request Forms:  
This is a reminder to please use the updated Invalid Health Insurance Refund Request form, Health 
Insurance Refund Request for KY Government Employees form, and Shortfall Refund Request form.  
The updated forms were sent in an email on October 8, 2007 from Yvonne Richmond, Payroll Branch 
Manager, which also explained in detail when these forms are to be used and whom they are to be 
sent to.  You can also find the updated forms on Personnel Cabinet’s web-site 
http://personnel.ky.gov/info/payinfo/payrollforms.htm under payroll related forms.  Effective 
immediately, requests will be returned if not submitted on the new forms.  If you have any questions, 
please contact Shannan Goodrich, Payroll Branch @ 502-564-6883 ext. 46711.   
 
Also, There is now a link located on the Personnel Cabinet’s website under Personnel 
Resources/Payroll Information/Payroll Related Forms that will take you to the most current eMARS 
forms which are maintained on the Finance & Administration Cabinet’s website. These include the 
Payroll Voucher (SAS 27) and the Payroll Voucher Certification Form (SAS 27b) among many others. 
http://personnel.ky.gov/info/payinfo/payrollforms.htm 
 
 

 

SSN/NAME Changes:  
We have received notification from the Social Security Administration that agencies are changing 
employees’ names without seeing new social security cards reflecting the employee’s name change.  
 
It is imperative you first review and copy an employee’s new social security card after a name change 
PRIOR to making the change within CICS. This will ensure the employee first made the name change 
with the Social Security Administration and will in turn ensure no duplicate payroll records are created 
which could pose potential hardships on annual earnings and/or disability benefits in the future. 
 
Board Orders:  
Effective January 1, 2007: Before processing any personnel actions due to a Board Order, please 
contact Carolyn Bruce, Processing & Records Branch Manager, to ensure proper processing of these 
actions. You may reach her at 502/564-6657 or by email at Carolyn.Bruce@ky.gov. 
 
 



2008 OPTIONAL INS RATES  
      
      

Burch   2007 Plan Year   2008 Plan Year   

Single  19.50  20.75  
Dual  34.50  36.75  
Family  49.50  52.75  

      
CompBenefits - Dental AVK3 
Plan 

     

Employee  17.36  17.36  
Employee + One  32.36  32.36  
Employee + Family  45.44  45.44  

      
C250Z Plan-Dental       

Employee  13.00  14.00  
Employee + One  26.00  28.00  
Employee + Family  39.00  42.00  

      
PPO (EP510) Plan - Dental - NEW! Effective January 2008    
Employee    20.88  
Employee + One    38.94  
Employee + Family    54.64  

      
VisionCare Plan       

Employee  7.50  7.50  
Employee + One  18.00  18.00  
Employee + Family  21.00  21.00  

      
*Website for State Employees - WWW.compbenefits.com/custom/kentucky-state-emp/  

      
Dental Care Plus (formerly 
Adenta)  

     

Single  25.75  27.30  
Double  47.65  50.51  
Family  65.22  69.13  

      
Fortis - Assurant       

Freedom Preferred      
Employee  30.05  32.90  
Employee + One  59.50  65.14  
Employee + Family  92.03  100.76  

      
Freedom Basic      

Employee  16.49  18.05  
Employee + One  31.01  33.94  
Employee + Family  54.30  59.45  

      
Summit moves to Heritage Secure      
Employee  9.30  9.30  



Employee + One  15.73  15.73  
Employee + Family  24.81  24.81  

      
Health Resources, Inc       

DHO 6B      
Employee  32.38  32.38  
Employee & Spouse  66.38  66.38  
Employee & Child  72.86  77.70  
Employee & Family  110.74  113.32  

      
United Concordia       

Concordia Plus (formerly DHMO)      
Employee  15.27  16.49  
2-party  31.43  33.94  
Family  45.94  49.62  

      
Concordia Flex (formerly FFS)      

Employee  36.60  39.53  
2-party  70.20  75.82  
Family  122.31  132.09  

      
      
      

These are 2008 rates we have received notification of 
thus far.   

  

As we continue to get 2008 rates for other Optional 
Insurance 

   

companies, we will include those in the newsletter each 
month. 

  

      

*PLEASE NOTE* Highlighted section(s) indicate chang es made since the last 
listing was distributed . 

Updated 12/26/2007 SG      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2007 W-2 Schedule:  
 
January 2, 2008, Wednesday, by close of business :  

This date is the cut-off for a “Request for Refund on Payroll” to be received in Treasury.  After this 
date, refunds will have to be done from 2008 funds and adjusted on the 2008 record. 

 
January 11, 2007, Friday, 1:00 p.m.:  

This date and time is the cut-off for adjustments. 
 
January 16, 2007, Wednesday :  

This is the target date for printing W-2s.  Please do not enter any 2008 adjustments in the system until 
an e-mail is sent by the Payroll Branch indicating that the W-2s have been successfully printed and 
the system Manual Pay and Master File adjustments have been converted to 2008.   
 

 



December 2007 has been UPDATED 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In conjunction with the implementation of the Career Opportunities System (COS), the Personnel 
Cabinet is offering a help desk for any potential problems you may encounter.  The COS Help Desk is 
dedicated to providing quality technical support to State Agencies and applicants seeking 
employment with the Commonwealth.  It is our goal to meet and exceed your expectations by 
supporting both current and future COS needs.  The best and most efficient way to reach us is by  
e-mail.  The COS Help desk e-mail address is coshelp@ky.gov.  Your requests are important to us 
and will be answered in a timely manner.  We look forward to assisting you with COS.   
  
As a reminder, please have your users turn in their signed COS user security agreements as soon as 
possible.  They will not be able to access COS without having their agreements signed and turned into 
Personnel. 

Hours of Operation:  
Beginning in January, the Division of Staffing Services will be open to the public Monday through 
Friday 7:30 am to 3:00 pm to better serve applicants.  This will allow applicants to receive assistance, 
utilize our computer facilities to update their employment information, and have opportunities to test 
for vacant positions after they have been qualified. 
  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 


