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GENERAL

Accounting prepares the Employer Fringes worksheet and delivers it to Payroll on the last day of the month.  The worksheet reflects the amounts Accounting paid out during the month based on the various remittance documents provided by Payroll during the month. Certain payments made by Accounting include an employer portion as well as the employees’ contributions.  

The amounts for each account are detailed in a ‘window’ for that account.  Within the window, the amounts are detailed by pay period end date.  Some accounts require two (2) windows – one for the 15th and one for the end of the month.  The pay period or monthly total is shown in a box.  Each window contains identifying information specific to the account – the account name, a number and mmddyyname or mmyyname where mmddyy/mmyy is the month, day and year of the pay period or pay month and name is the account name abbreviation.

The accounts included on the worksheet are payments:

· To the IRS – employee Federal tax, OASDI and Medicare withholding and employer OASDI and 

                                  Medicare tax

· To the State Revenue department – employee State tax withholding

· For Flexible benefits – employee health care spending account, dependent care account, dental, vision,  

                                           life insurance deductions

· For State Health – employee health care deductions and employer portion of State Health Benefit Plan

· To the Georgia Defined Plan – employee deductions

· To Deferred Income plans (401k and 457 plans) – employee deductions

· To the Teachers Retirement System (TRS) – employee deductions and employer contribution

· To the Employees Retirement System (ERS) – employee deductions and employer contribution (this includes GESEPS which began 1/2009)
The amounts detailed on the Fringes worksheet are reconciled to the original Payroll source documents to ensure the correct amounts were paid out.  Discrepancies must be resolved with Accounting.

State Health, ERS and TRS Payroll remittance processes occur at the end of the month.  The monthly reports must be completed before the reconciliation. The remittances are done after the reconciliation.
DOCUMENTS

The following are all of the documents that are needed for all of the reconciliation procedures.  Each individual topic section identifies the specific documents need for that reconciliation.

Each pay period
· Balance Sheet (HRPYR-PYR-BAL-10)

· BN4150540X-Flex Audit Trail Component Code Summary Report last page

· PY4150001-Deductions Register,

· Deduction-GDCT Georgia Defined Contribution, Pay Period Total page 

· Deduction ERS2, final page with Deduction Total line

· Deduction TRS, final page with Deduction Total line

At the end of the month
· BN4150554X-Retirement Report – Company Totals page for Pension Plan – GDCP
· BN4150012X - Teachers Retirement System Monthly Report final page with Company Total (this report is 

not available until the 2nd day of the month following the report month)

· Teachers Retirement System of Georgia Turnaround Report and Summarization of Monthly Report from the TRS/Employer website
· BN4150555X – Retirement Report, Pension Plan Totals, Company Total line (printed on the 29th)

· Employee’s Retirement System Monthly Salary and Contribution Summary Report from the ERS/Employer website.  Reports: GDC-GD (for the GDCP), ERS-AR (ERS plans), ERS-GAR (GSEPS plan)
The Payroll and Benefit reports are located in Document Direct.  Use the following instruction when printing these reports.

After opening each report

VIEW>Font>Size = 7 

Determine the last page number of the report
FILE>PRINT
   >under PAGES click on the FROM button and enter the last page number in the From and To boxes
          >set copies to 2

          >click on Set-up>click on Landscape button

Click OK

       Click OK

IRS

The identifying information is 

· IRS

· #690

·  mmddyyIRS (mmddyy = pay period end date)

There are two windows for this account: one for the 15th and one for the end of the month.  The amounts are listed in the following order, but are not specifically identified by tax type:

1. Medicare tax

2. Federal Income tax

3. OASDI tax

4. Total Employer Medicare and OASDI for a prior pay period (if applicable)

5. Total Employer Medicare and OASDI for the current pay period

Note: The employer prior pay period and employer current pay period may be reversed on the actual Fringe section.

Documents

For each pay period:
· Balance Sheet (HRPYR-PYR-BAL-10)

· Tax Deposit Summary Recap (HRPYR-PYR-REM-10)
· TX4150001-Tax Deposit Summary Report 
Procedure

Reconcile the tax amounts each pay period as follows:

	Step
	Action

	1
	Medicare tax = Balance sheet Medicare tax                 

	2
	Federal tax = Balance sheet Federal tax                        

	3
	OASDI tax = Balance sheet OASDI tax        

	4
	Prior pay period Employer Medicare + OASDI = current pay period’s TX4150001 page where Pay Period End = the prior pay period’s end date.

	5
	Current pay period Total Employer Medicare + OASDI = current pay period’s TX4150001 page where Pay Period End = the current pay period’s end date.

	 6
	Window’s Total = Balance sheet Total Federal Tax Deposit column

	7
	Highlight the Total when the reconciliation is correct.


Step 4 Note:  certain types of corrections input during the current pay period are applicable to a prior pay period (i.e., canceled check).  This activity appears on the TX4150001 produced for the current pay period, but the pay period end date on the report shows the pay period end date applicable to the original check activity – that is, a prior pay period end date.
REVENUE (STATE INCOME TAX)

There is a window for each of the pay periods in the month.  The identifying information is

· Revenue

· #688

· mmddyySTTAX (mmddyy = pay period end date)

Documents

For each pay period:
· Balance Sheet (HRPYR-PYR-BAL-10)

· Tax Deposit Summary Recap (HRPYR-PYR-REM-10)
Procedure

Reconcile the Revenue amounts each pay period as follows:

	Step
	Action

	1
	Amount = Balance sheet Total State Tax column
             = Window Total

	2
	Highlight the Total when the reconciliation is correct.


FLEXIBLE 

This is the total amount remitted for the various flexible benefit plans (spending accounts, dental, vision, life insurance, etc.)  There is a window for each pay period.  The identifying information is
· Flexible

· #685

· mmddyyFLEX (mmddyy = pay period end date)

The mid-month pay period window reflects only the spending account amounts (health care and dependent care).  The end of month window contains the spending account amounts and the total for the before and after tax benefit deductions.

Documents

· BN4150540X-Flex Audit Trail Component Code Summary Report last page for each pay period
Procedure

Reconcile the Employer Fringe sheet to the Flex Audit Trail report each pay period as follows:

	Step
	Action

	15th
	Amount and Total = BN4150540X Component Code Totals, Payable to Flex amount

	End of month
	1. Smaller Amount = BN4150540X Component Code Totals 3D amount + 3E amount

2. Larger Amount = BN4150540X Component Code Totals 3B amount + 3C amount

3. Total = BN4150540X Component Code Totals, Payable to FLEX amount

	Both
	Highlight the Total when the reconciliation is correct.


ST HEALTH

This is the State Health Benefit Plan remittance and includes both employee and employer amounts.  The monthly Membership Enrollment Statement must be completed and reconciled to the Fringe Sheet before doing the actual remittance (HRPYR-PYR-REM-40).
There are two windows: one for the employee portion and one for the employer portions.  Since the employee deductions are remitted only once a month on the 15th, the employee window shows only one amount and pay period date.  The identifying information is:

· St Health

· #693

· mmyyINSEE (mmyy = pay period month and year)

The employer window details amounts for each pay period in the month.  The identifying information is:

· St Health

· #693

· mmyyHINSER (mmyy = pay period month and year)

Documents

· BN4150540X-Flex Audit Trail Component Code Summary Report last page for each pay period
Procedure

Reconcile the State Health account to the Flex Audit Trail report as follows

	Step
	Action

	15th
	HINSEE window

Amount and Total = BN4150540X, 3H - Health Care amount 

INSER window

Amount and Total = BN4150540X, 8Q - SHBP Employer Plan amount 

	End of month
	HINSEE window

If an employee deduction override is done to collect the monthly amount from the end of the month check, that amount will be reflected on the month end BN4150540X as a 3H – Health Care Amount and in the HINSEE window both individually with an end of the month date and in the window’s total. 

HINSER window

Amount and Total = BN4150540X, 8Q - SHBP Employer Plan amount

	Both
	Highlight the Total when the reconciliation is correct.


GA DEFINED

This is the account associated with the pension plan for temporary, seasonal and part-time employees not eligible for either the Employees’ or Teachers Retirement Plans.  The Monthly Salary and Contributions Summary Report must be completed and reconciled to the Fringe Sheet before doing the actual remittance (see HRPYR-PYR-REM-40).

There is one window for each pay period.   The identifying information is:

· GA Defind

· #689

· mmddyyDCP (mmddyy = month, day and year of the last pay period in the month)

Documents

Each pay period:
· PY4150001-Deductions Register, Deduction-GDCT Georgia Defined Contribution, Pay Period Total page 

Monthly:

· BN4150554X-Retirement Report – Company Totals page for Pension Plan  GTDC–GA Defined 

                                                              Contribution 

· Employees’ Retirement System – Monthly Salary and Contributions Summary Report: Report Type: 

                                                      GDC-GD

Procedure

Reconcile the GA Defined account for each pay period as follows:

	Step
	Action

	Each P/P
	Amount = PY4150001 Pay Period Total

	End of Month
	Total = BN4150554X Company Total, Monthly EE Deduction amount 

         = Monthly Salary and Contributions Summary Report, line 3, Employee Contributions

	Both
	Highlight the Total when the reconciliation is correct.


Deferred
This is the reconciliation for the 401(k) and 457 deferred compensation plans.  There are two windows: one for the 15th and one for the end of the month.  The windows do not specify the plan.  The identifying information is:

· Deferred
· 497157
· mmddyyPlan (mmddyy = pay period end date)

Documents

Each pay period
· Payroll Balance Sheet (HRPY-PYR-BAL-10) – Total Deferred Comp column for the particular pay period 
Procedure

Within each window, the 401(k) amount appears first followed by the 457 amount.  Any amounts associated with an off-cycle check will appear last in the window for the pay period associated with the off-cycle check.  Reconcile the deferred comp accounts each pay period as follows:

	Step
	Action

	1
	1st Pay Period of the Month

    Fringe Total = Balance Sheet, Total Def Comp for the pay period ending the 15th 

	2
	Last Pay Period of the Month

    Fringe Total = Balance Sheet, Total Def Comp for the pay period ending on the last day of the month

	3
	Highlight the Total when the reconciliation is correct


TRS

This is the reconciliation for the Teachers Retirement System.  Before proceeding with the reconciliation, the Teachers Retirement System of Georgia Turnaroundand Summarization of Monthly Reports must be completed and reconciled to the Fringe Sheet before doing the actual remittance (see HRPYR-PYR-REM-30).

There is one window for the entire month which contains both employee and employer contributions by pay period.

The identifying information is:

· TRS

· #695

· mmddyyTRS (mmddyy = pay period date)

Documents

Each pay period

· PY4150001 – Deduction Register, Deduction TRSR, final page with Deduction Total line

Monthly
· BN4150012X - Teachers Retirement System Monthly Report final page with Company Total (this report is 

                                                         not available until the 2nd day of the month following the report month)

· Teachers Retirement System of Georgia Turnaround and Summarization of Monthly Reports
Procedure

There are two amounts for each pay period.  The smaller amount is the employee contribution; the larger the employer’s. Proceed as follows to complete the TRS reconciliation.

	Step
	Action

	1
	ADD the employee (smaller) amounts together and enter the total on a blank line below the window.  Enter  EE =  before the total.

	2 
	ADD the employer (larger) amounts together and enter the total on a blank line below the EE total.  Enter  ER =  before the amount.

	3
	Sum the EE and ER amounts and enter the total below the ER = amount

	4
	For each pay period:

 Fringe pay period employee total = PY4150001, Current Amount column, Deduction Total line



	5
	EE Total (Step 1) = BN4150012X Current Contribution, Company Total amount

                            = TRS Summarization of Monthly Report, line 6

                            = TRS Turnaround Report, EECON total

	6
	 ER Total (Step 2) = Summarization of Monthly Report, line 4a

	7
	Window Total = Summarization of Monthly Report, line 7

                       = Sum in Step 3

	8
	Highlight the window Total when the reconciliation is correct


ERS

This is the reconciliation for the Employee’s Retirement System.  The Monthly Salary and Contributions Summary Report must be completed and reconciled to the Fringe Sheet before doing the actual remittance (see HRPYR-PYR-REM-30).

There two (2) windows containing the pay period amounts for the month: one for the employee deductions and one for the employer contributions.

The identifying information is:

· ERS

· #684

· mmddyyERSEE and mmddyyERSER (mmddyy = end of month date)

Documents

Each pay period

PY4150001 – Deduction Register, Deduction ERS2, final page with Deduction Total line

Monthly
BN4150555X – Retirement Report, Pension Plan Totals, Company Total line (printed on the 29th)

Employee’s Retirement System Monthly Salary and Contribution Summary Report, Report Type ERS-AR
Procedure

There are two amounts for each pay period.  The smaller amount is the employee contribution; the larger the employer’s. Proceed as follows to complete the ERS reconciliation.

	Step
	Action

	1
	For each pay period:

 Fringe pay period employee total = PY4150001, Current Amount column, Deduction Total line                                                     

	2
	Sum the Fringe EE and ER totals.  Enter the total on the blank line to the right of the ER window with the title ERS Monthly Total

	3
	EE Total = BN4150555X Monthly EE Deduction, Company Total amount

               = Monthly Summary Report, Total Employee Contributions:
                         ERS-AR report, line 4a + 4c + ERS-GAR report, line 4

	4
	 ER Total = BN4150555X Company Total line, Monthly ER Pickup + Monthly ER Share

                = Monthly Summary Report:

                                   ERS-AR Total Employer Contributions + 4b + ERS-GAR, line 3

	5
	Window Total = Monthly Summary ERS-AR Report, line 5 + ERS-GAR Report, line 7
                       = Sum in Step 2


	6
	Highlight the window totals and the ERS Total when the reconciliation is correct


FILING

Once all of the reconciliations have been completed successfully and the Total amount for each of the accounts highlighted indicating a successful reconciliation, file the sheet in the Fringes folder and complete the various remittance processes.
H:\Payroll Process & Procedures\Documentation\Fringe Accounts Recon (HRPYR-PYR-BAL-20).doc 
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