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GENERAL

This document contains the instructions for processing the remittance of various employee deductions, excluding tax withholding, retirement and State Health, to the agencies.  The remittance can be via a check mailed to the agency or an electronic remittance handled through the agency’s website.  The deductions addressed in these procedures are:

· Bonds

· Garnishments (Writs, Child Support, Bankruptcy, Tax Levy)

· Marta
· 403B 

· The Georgia Fund

· Credit Unions
· Parking

· State Charities 

· Georgia Higher Education Savings Plan

The basic steps in the remittance process are:

1. Printing the return and mailing address on the envelope in which the check and accompanying documents will be mailed .

2. Gathering the various documents that will accompany the check

3. Completing any accompanying document that requires additional information

4. Stuffing and mailing the envelope.

ENVELOPES 
Unless otherwise specified in a deduction’s procedure section below, documents are mailed in a size 10 white envelope.  The return address and the address of the recipient are printed on the envelope using Microsoft’s Mail Merge tool. The recipients’ list and envelope template are set-up according to Microsoft’s instructions.  Use those instructions to supplement the procedures outlined below when modifying the recipient’s list.
The mailing address is the same as printed on the check.    Each mailing address must be set-up in the Recipient’s list.  
Address list:   H:\Payroll Process & Procedures\Remittance Addresses\Address List.doc.  
Envelop template:  H:\Payroll Process & Procedures\Remittance Addresses\Remittance Envelope Template.doc
Not all deductions have a remittance check each pay period.  Use the checks to determine which envelopes must be printed and print all of the envelopes before preparing the documents for each remittance.  

	Step
	Activity

	1
	PLACE the envelopes in the printer’s feeder tray 

	2
	OPEN a blank WORD document

	3
	CLICK ON Tools>Letters and Mailings>Mail Merge

	4
	Click ON the Envelopes button

	5
	Click on ‘Starting document’

	6
	Click ON ‘Start from Existing document’ button

	7
	Select (More files…) from window and OPEN

	8
	OPEN the envelope template: H:\Payroll Process & Procedures\Remittance Addresses\Remittance Envelope Template.doc

	9
	Click on ‘Select recipients’

	10
	Click ON the ‘Use an existing list’ 

	11
	Click on ‘Select a different list…’

   The My Data Source window will open



	12
	OPEN the Remittance Addresses file
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If the Remittance Addresses file is not shown, select ‘Type a new list’, then ‘Create’.  Use the Remittances Addresses list H:\Payroll Process & Procedures\Remittance Addresses\Address List.doc. to build a recipient source file.

First ‘Customize’ the Information format to:

Company

Address Line 1

Address Line 3

City

State

Zip
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NOTE:   1.   A blank does not print on the envelope when Address Line 2 is blank.  When setting up or 
                    modifying an existing address and the address contains only a single line, leave Address Line 2  

                    blank.

2. An ‘Invalid Zip Code’ message will appear on any envelope where the City, State and Zip are not set-up in the corresponding boxes.



	13
	Click on ‘Arrange your Envelope’

Note: The template has the arrangement for printing a Postal bar code followed by the address and should not be distrubed.

	14
	Click on ‘Preview your envelopes’

	15
	Use the arrow buttons on either side of the Recipient to review each address to be printed.  EDIT as needed.

	16
	When all the addresses have been reviewed and are correct, click on ‘Complete the Merge’

	17
	PRINT


403B PLAN - VALIC
This remittance is payable to Variable Annuity Insurance Company and represents the employee deductions associated with the 403B plan.   
Schedule

Each pay period.
Documents
· Deduction Report, Deduction A403V1 page (PY415001)
· Check

Procedure
	Step
	Activity

	1
	GO TO  Document Direct, OPEN and PRINT the Deduction Report, Deduction A403V1 page (PY415001) – 2 copies
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	PREPARE the envelope. Include the following in the order listed:

· Deduction Report page (1 copy)

· Check

	 3
	ATTACH (in the following order) & FILE in the VALIC folder

· Copy of the check

· Deduction Report page


BONDS

This remittance is payable to the Federal Reserve Bank of Cleveland and is the amount needed to purchase bonds for participating employees whose bond balance is enough to purchase the bond denomination specified by the employee.  The process for remitting the check is a combination of a Federal Reserve application and PeopleSoft reports. 
Bonds are ordered through the Federal Reserves Payroll Savings Bond Ordering System (PSBOS) application (PSBOS32).  The procedures for the order process are documented in the PSBOS32_30 User Guide found on the Federal Reserve Bond application site. Access to the application is located at

H:\Payroll Process & Procedures\Bonds\PSBOS32_30\PSBOS32_30.lnk
This is a link to the application.  Install the file on the desktop as a shortcut.  
The PSBOS32 procedures are not be repeated here.  These procedures document the steps necessary to preparing the check associated with the purchases for mailing. 
Materials/Documents

· Small padded envelope with Federal Reserve Label
· Anti-static envelope for disc
· Bond Purchase Report (PY4150016B) 

· Diskette
· Check

· Copy of Check

· PSBOS - Order Summary for Purchases of Payroll Series (FA500/FA501)
· PSBOS - Sales Summary Report
Schedule

Each pay period.
Procedure

	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Bond Purchase Report (PY4150016B)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	PLACE a Federal Reserve label on the padded envelope

	 3
	FORMAT a disk
· Insert disk in A drive

· Start>My Computer>click once on A to highlight

· FILE>Format>Quick Format

· Format Complete window>click OK

	 4
	SIGN ON to the Federal Reserve Bond application (PSBOS32_30) [admin/admin]
· Create the bond order diskette using the Bond Purchase Report as the source for data entry.  Follow the instructions in the PSBOS32 User Guide.
· Print the FA500/501 Report
· Print the Bond Purchase Report
· Print the Sales Summary Report

	5
	ORDER the bonds.
· Updates>Order Bonds = Bond Order Screen
· Click on Select None to clear check marks

· For each employee shown on the Bond Purchase Report (PY4150016B), place a check mark in the box next to the employee’s name in the Bond Order Screen list.  If the employee appears more than once, match on the Series (bond type), denomination and/or co-owner/beneficiary.

· When all to be ordered are checked, COMPARE the individual bond type totals in the Order Summary Information box to the Bond Purchase Report page for the bond type.  Resolve any discrepancies.

· Click on CLOSE

	6
	CREATE the disk  
· FILE>Create Order File = Create Order File screen

· Place check in Create Order box
· Enter the Pay Ending Date by click on the down arrow next to the box and selecting the month and date for the calendar that appears
· Enter the Issue Month and Year by clicking on the down arrow next to the box and selecting the month from the calendar that appears.  NOTE: the issue month is the same as the pay ending month.

· Click on the SELECT ALL button

· Click on the CREATE button  = Save Order File As screen

· Ensure the file name shown is PSBOS32_30 and the type is *.dat

· Change the SAVE IN file - Click on the down arrow and select the A drive

· Click on the SAVE button = FA 500 repost appears on screen


	7
	COMPARE the FA500, Order Summary for Purchases of Payroll Series – EE Bonds - Pieces per denomination line to the Bond Purchase Report (PY4150016B), Bond ID EE
 FA500                                                                          Bond Purchase Report
the number under each denomination amount  =  the specific denomination amount page Total line.

the Total Pieces                                                 =  total number of all EE bonds purchased

the Total Purchase Price                                   =  total Purchase Cost on all EE bond pages

	8
	GO TO the FA 501 report

At the bottom of the FA500 screen, click on the > to advance to page 2

	8
	COMPARE the FA501, Order Summary for Purchases of Payroll Series – I Bonds - Pieces per denomination line to the Bond Purchase Report (PY4150016B), Bond ID I

 FA501                                                                          Bond Purchase Report
the number under each denomination amount  =  the specific denomination amount page Total line.

the Total Pieces                                                 =  total number of all I bonds purchased

the Total Purchase Price                                   =  total Purchase Cost on all I bond pages

	9
	PRINT the FA5xxx reports

Click on the printer button on the tool bar – both reports will print

	10
	CLOSE the Create Order File screen

	11
	Click on REPORTS

	12
	Click on  the SALES SUMMARY REPORT

	13
	Enter the Pay Ending Date = pay period ending date

        Click Continue = the report is appear on screen

	14
	COMPARE the PSBOS Sales Summary Report to the Bond Purchase Report (PY4150016B), Bond ID EE and I

Sales Summary                            Bond Purchase Report
Total Pieces                 =      Total Bonds Purchased – All Denominations

Total Purchase Price   =       Purchase Cost of all I bonds + all EE bonds

	15
	Investigate and resolve any discrepancies found in the above 3 comparison steps.  DO NOT proceed any further until all issues are resolved.  Resolution can involve recreating the disk and reports.

	16
	PRINT the Sales Summary Report

	17
	COMPLETE the Forms FA500 
· Sign the forms on the Signature line
· Payment Information, Amount Enclosed – enter the total purchase cost of the EE bonds

· Method of Payment – place a check mark next to Check Enclosed

	18
	COMPLETE the Forms FA500 
· Sign the forms on the Signature line

· Payment Information, Amount Enclosed – enter the total purchase cost of theI bonds

· Method of Payment – place a check mark next to Check Enclosed

	 19
	COPY the purchase information from the disk to H:\Payroll Process & Procedures\Bonds as  PP mm-dd-yy (where mm-dd-yy is the pay period ending date).  This creates a back-up file of the data for future reference.

	20
	Place the disk into the Anti-static envelope and seal

	21
	MAKE A COPY of the FA500, FA501and Sales Summary Report

	 22
	Prepare the Federal Reserve (padded) envelope.  Include the following:
· Disk in the Anti-static envelope

· Completed FA500

· Completed FA501

· Sales Summary Report

· Copy of the Bond Purchase Report

· Check

	 23
	SEAL the envelope and deliver to the mail room

	24
	ATTACH COPIES (in the following order) & FILE in the Savings Bond folder:

· Copy of the check  

· FA500

· FA501

· Sales Summary Report

· Bond Purchase Report


CHARITY

This remittance is payable to the State Charities Fund and represents charitable deductions made by employees.

Documents
· Deduction Report, Deduction CHRTY page (PY415001)
· Check

Schedule

Last pay period of the month.
Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction CHRTY page (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	PREPARE the envelope. Include the following in the order listed:

· Deduction Report page (1 copy)

· Check

	 3
	ATTACH (in the following order) & FILE in the State Charitable Contributions folder

· Copy of the check

· Deduction Report page


CREDIT UNION

There are 2 Credit Union for which deductions are taken: Georgia Peach Credit Union and the State Employees Credit Union.
Georgia Peach Credit Union

This remittance is payable to the Georgia Peach Credit Union and represents amounts taken for this deduction.
Documents
· Deduction Report, Deduction CUDOE page (PY415001)
· Check

Schedule

Each pay period.
Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction CUDOE page (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	PREPARE the envelope. Include the following in the order listed:

· Deduction Report page (1 copy)

· Check

	 3
	ATTACH (in the following order) & FILE in the GA Peach Credit Union folder

· Copy of the check

· Deduction Report page


State Employee Credit Union

This remittance is payable to the State Employee Credit Union and represents amounts taken for this deduction.
Documents
· Deduction Report, Deduction CUSECU page (PY415001)
· Check

Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction CUSECU page (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	PREPARE the envelope. Include the following in the order listed:

· Deduction Report page (1 copy)

· Check

	 3
	ATTACH (in the following order) & FILE in the State Credit Union folder

· Copy of the check

· Deduction Report page


GA FUND

This remittance is payable to GA Fund for Technical & Adult Education and represents contributions to the Georgia Foundation.
Schedule

Each pay period.
Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction FOUND page (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	Deliver 1 copy of the Deduction Report and the check to the Foundation Office

	 3
	ATTACH (in the following order) & FILE in the GA FUND folder
· Copy of the check

· Deduction Report page


GARNISHMENTS
This section covers remittances to the courts for Writs of Garnishment, Child Support, Chapter 13 garnishments and Tax Levies.  
A separate file is maintained for each employee by name.
All of these require that a page from the same report, the Re-cap Report (PY4150412) accompany the check.  The Re-cap Report contains a page for each type of garnishment.
Schedule

Each pay period.
Child Support
The remittance is made payable to the Family Court or Support Registry of the town, city or county in which issued the order of support.

	Step
	Activity

	1
	GO TO Document Direct

	2
	SELECT & OPEN PY4150412 

· GO TO the Child Support Recap page
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	3
	MATCH report page to the check: Vendor or Court Name = Payee name

	4
	ATTACH the Re-cap page to the check 
PLACE into the correctly addressed envelope and MAIL

	5
	MATCH the copy of the check to a copy of the Re-cap report for each employee on the page

	6
	ATTACH the Re-cap report to the check copy (behind the check) and FILE in the Garnishment file


Chapter 13
The remittance is made payable to the Trustee of the Federal Bankruptcy court.   The check is for the total amount due from all employees.  The Re-cap page details the individual employees and their deduction amount as well as the Payee Total.  The Payee Total is the amount of the check.
	Step
	Activity

	1
	GO TO Document Direct

	2
	SELECT & OPEN PY4150412 

· GO TO the Chapter 13 Bankruptcy Recap page
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	 3
	ATTACH the Trustee’s check to a copy of the Re-cap report

	4 
	PLACE into the correctly addressed envelope and MAIL

	5
	MATCH the copy of the check to a copy of the Re-cap report for each of the employees listed on the report

	 6
	ATTACH the Re-cap report to the check (behind the check) 

· The check copy goes in front of the report.

· Write the employee’s name on the top part of the check copy

	7
	FILE in the Garnishment file


Tax Levy

The remittance is made payable to the IRS.   The check is for the total amount due from all employees. The Re-cap page details the individual employees and their deduction amount as well as the Payee Total.  The Payee Total is the amount of the check.

	Step
	Activity

	1
	GO TO Document Direct

	2
	SELECT & OPEN PY4150412 

· GO TO the Tax Levy Recap page
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	 2
	ATTACH the check to a copy of the Re-cap report

	 4 
	PLACE into the correctly addressed envelope and MAIL

	 4
	MATCH the copy of the check to a copy of the Re-cap report for each of the employees listed on the report

	6
	ATTACH the Re-cap report to the check (behind the check) 

· The check copy goes in front of the report.

· Write the employee’s name on the top part of the check copy

	7
	FILE in the Garnishment file


Garnishment
One remittance check is issued for the total amount due from all employees being garnished.  The check is payable to the State Court-Dekalb County. (Garnishments are served in the county in which the employer is located and therefore, payable to the State Court in that county).  The Re-cap page details the individual employees and their deduction amount as well as the Payee Total.  The Payee Total is the amount of the check.

	Step
	Activity

	1
	GO TO Document Direct

	2
	SELECT & OPEN PY4150412 

· GO TO the Writ of Garnishment Recap page
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	3
	SELECT & OPEN PY4150400 - Garnishment Answer Letter
· RESIZE to FONT 8, PAGE SET-UP = Landscape

· PRINT 1 copy

	4
	SIGN the Garnishment Answer Letters

	5
	MAKE 2 copies of each Answer Letter

	 6
	ATTACH the check to Answer Letter

	 7
	PLACE into the correctly addressed envelope and MAIL

	8
	MAIL a copy of the Answer Letter to the lawyer

	 9
	ATTACH the Re-cap report to the check (behind the check) 

	10
	FILE in the Garnishment file

	 11
	FILE a copy of the Answer Letter in the employee’s file.


NOTE: An Answer Letter should be produced each pay period that the Garnishment is open.  If one is not produced, make a copy of the one provided in the original court documents.  Complete that copy and proceed as documented above.
GEORGIA HIGHER EDUCATION (GHESP)

This remittance is payable to the Georgia Higher Education Savings Plan and represents employee contributions to that plan.
Documents
· Deduction Report, Deduction GHESP page (PY415001)
· Check

· Transmittal form

Schedule

Each pay period.
Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction A403V1 page (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	GO To the State Employee Payroll Deduction Batch Cover Sheet

Location: H:\Payroll Process & Procedures\GA Higher Ed Svg Plan\Batch Cover Sheet GA Higher Ed Savings Plan (TCSG).doc

	3
	COMPLETE the Batch Cover sheet using the Deduction Report page as the source.
Total Number of Pages  = number of Report pages
Total Contribution Amount, Pay Group Totals (one line for each pay group) = Pay Group’s Deduction Total                                     

Total contribution Amount, Grand Total = sum total of all pay group lines                                                                          

	4
	PRINT the Batch Cover Sheet (2 copies)

	4
	PREPARE the envelope. Include the following in the order listed:

· Batch Cover Sheet (1 copy)
· Deduction Report page (1 copy)

· Check

	5
	ATTACH (in the following order) & FILE in the GA Higher Education Savings folder

· Copy of the check

· Batch Cover Sheet

· Deduction Report page


MARTA

This remittance occurs once a month on the fifteenth and is payable to the Atlanta Downtown Improvement Dist Inc and represents deductions for MARTA transit cards. 
Documents
· Invoice from MARTA

· Deduction Report, Deduction MARTAB page (PY415001)
· Check

Schedule

15th of the month only.
Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction MARTAB page (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	PREPARE the envelope. Include the following in the order listed:

· MARTA Invoice OR Deduction Report page (1 copy)

· Check

Note:  The invoice is may not be available at the time the remittance is being prepared.  In that case, send a copy of the Deduction Report page and file the Invoice in the folder when it arrives.

	 3
	ATTACH (in the following order) & FILE in the MARTA folder

· Copy of the check

· Deduction Report page


PARKING

Parking is provided by two separate vendors: Georgia Building Authority and Lanier Parking.  

Schedule

End of the month only.
Georgia Building Authority
This remittance is payable to the Georgia Building Authority-Parking and represents deduction from employees who use the parking facilities run by GBA.
. 

Documents
· Deduction Report, Deduction PRBGBA page (PY415001)
· Check

Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction PRBGBA page (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	PREPARE the envelope. Include the following in the order listed:

· Deduction Report page (1 copy)

· Check

	 3
	ATTACH (in the following order) & FILE in the GBA folder

· Copy of the check

· Deduction Report page


Lanier

This remittance occurs once a month at the end of the month and is payable to the Lanier Parking Systems and represents deduction from employees who use the parking facilities run by Lanier.

Documents
· Deduction Report, Deduction PRBMLP page (PY415001)  
· Check

Procedure
	Step
	Activity

	1
	GO TO  Document Direct and PRINT the Deduction Report, Deduction PRBMLBpage (PY415001)
VIEW>Font>Size = 7

PRINT>click on ALL pages button

          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

Click OK

	2
	The Quick Start coordinator will pick up
· Deduction Report page (1 copy)

· Check

	 3
	ATTACH (in the following order) & FILE in the Lanier folder

· Copy of the check

· Deduction Report page


1. Clear All





2 Click on the box next to each address to be used





Note: if any address needs to be modified, highlight the line and EDIT





3. Click OK
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