PROCEDURES FOR PLACING BOARD MEMBERS ON PAYROLL

Once the Board Member completes the “Selection of Method for Reimbursement” form, then the proper employment papers are to be completed and signed by board members prior to placing them on the payroll:

I-9 Form “Employment Eligibility Verification” (required by federal law)


G-4 Georgia Withholding Tax Form


W-4 Federal Withholding Tax Form


State Security Questionnaire/Loyalty Oath Form (required by state law)

Workers’ Compensation Questionnaire/Subsequent Injury (required by state law)


Workers’ Compensation “Panel of Physicians/Memorandum to Personnel 


File (required by state law)
Drug-Free Workplace form with the policy attached (required by federal law)


Outstanding Wages form for Designation of Final Paycheck

Step 1 – Create a position in PeopleSoft
Hints for the panels:  Position Data 1:  when entering an effective date of a new position be sure it is equal to the date you hire the employee or earlier, use job code number A0048, Board Member, the Action Reason will default to NEW, enter the “Reports to Position” (for board members this could be the President or the VPA); Position Data 2:  Pay Group should be the same as your hourly pay group (SH1, MH1, etc.) depending on how you want them to be paid, Location Code will be  ZIPXXXXX (last five digits will be the appropriate zip code for the location of the position), County Code will be the county where the position is based, Mail drop ID will be the mail drop ID you set up in your Mail Drop Table or what converted from the old system, Drug Test Indicator recommend “N”, None; Position Data 3: Standard Hours leave BLANK or can be left at 1.00 for positions set up under previous instructions, Max Head Count should be greater than 1(recommend the number of board members you have on your Board),  and FTE Leave it blank, do not turn on the “Adds to FTE Count” and enter optional fields if desired.  Click on to the Workforce Planning Panel – enter N/A for your Business Function.  Review your entry on all panels to insure accuracy and click the SAVE icon on the Toolbar.  Once the panels are saved be sure to print your panel screens and note the position number assigned by PeopleSoft. To determine state employment status, you will need to review and follow the PeopleSoft 
You will need to determine if the board member is a current state employee.    Business Process HR0010, “Determining How to Add an Employee”.  Once you determine the employment status and how to add the board member, you will use one of the following Business Processes HR0100, “New Hire Process”, HR0130, “Add Employment Record”, HR0670, “Transfer-In “, OR HR680, “Rehire Process” .  All five business processes are attached as Exhibits “C” through “G” and be sure to use the flow charts.  Board members will always be an Employment Record Number 1 or higher depending if the employee already has an active record in PeopleSoft.  
Hints for your panels:  Personal Data  Enter the employee’s social security number and personal address, phone number, business number, etc. and remember birth date is a mandatory field.  Job Data 1: Action field is Hire, Reason field is Appointment-Time Limited, ATL, enter the position number, and enter the tax location (3-digit county code of work location for the purpose of unemployment compensation).  Job Data 2 – Review the FLSA status (suggestion: use Executive Exemption), FICA status – defaults to “N” Subject to total FICA, please refer to the document entitled “Guidelines for Determining FICA Status” to assist you in determining the FICA Status for a particular board member, Classified Indicator is Unclassified, and Standard Hours – should default from the Position Data 3 panel – either 1.00 or it will remain blank.  Job Data 3 –Review your default information.  Salary Plan should be APO (do not change this salary plan), Compensation Frequency defaults to Hourly, Compensation Rate – Leave it Blank (there should be no money in this field).  Benefit Program Participation –should be NBP- No Benefits – Only Garnishments & GA Define (Board Members are not required to pay into the GA Define Contributions Plan).  Review your entries and panels for accuracy.  When all data has been verified as correct click on to the Save Icon to save your panels.

The next steps are in your Payroll Business Processes.  You should use the Payroll Business Process PAY0101, “Set Up New Employees”. Probably the only thing you will need to set for the Board Members is their federal and state withholding taxes; therefore, you will need to use the Payroll Business Process PAY0109, “Maintain Employee Tax Information”.  In reviewing Step 5 of this process see the document entitled “Guidelines for Determining Exemption from State Unemployment Tax” for appropriate entry.  These two business processes are enclosed as Exhibits H and I.  Be sure to set up the board members taxes in accordance with the employee’s completed G-4 and W-4 Withholding forms.  
When you receive documentation that a board member attended a meeting and is entitled to payment, you will need to use the RAPID PAY DATA ENTRY PANEL to pay your board members.  Use the Payroll Business Process PAY0203, “Entering Pay with the Rapid Data Entry Panel”.  This business process and screen prints are enclosed as Exhibits J and K.  
Hints for your panels.  Enter the Employee ID number, select or enter the correct Employment Record number, enter the Earning Code – BMB (Board Member Pay), tab to the AMOUNT field and enter the flat amount you owe the Board member.  Review your entries for accuracy then click on to the SAVE Icon to save your entries.    
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