Introduction

Overview

A state agency or institution of higher education currently has
three ways to submit its payrolls to the comptroller: through
the Financial Accounting Control for Texas System (FACTS)
conversion with FACTS formatted data; directly into the
Uniform Statewide Accounting System (USAS) through batch
input; or online through the Uniform Statewide
Payroll/Personnel System (USPS). All payrolls eventually
process through USAS before warrants are issued or direct
deposits are initiated.

Payrolls submitted in the FACTS format are being phased out
as state agencies convert their payroll systems to USPS or
another standardized payroll system that satisfies the
comptroller’s requirements.

Each state agency that has converted its payroll and personnel
information to USPS must submit all its payroll data through
USPS.

About this Guide

This Payroll Policies and Procedures Guide summarizes
important information about selected types of benefits and
compensation for state officers and employees. In addition, the
Guide specifies general payroll procedures and submission
requirements and reprints the comptroller's administrative
rules about payroll and employee benefits. The Guide is
organized as follows:

= Chapter 1 details the general requirements for submitting a
payroll.

= Chapter 2 discusses general provisions that apply to all state
agencies.

= Chapter 3 discusses special payment provisions that may
apply to particular state agencies and institutions of higher
education.

= Chapter 4 discusses deductions that are authorized by law.

= Chapter 5 discusses the specific requirements for agencies
submitting payrolls in FACTS, USAS, or through USPS.

= Appendix A reprints the comptroller’s administrative rules
about payroll and employee benefits.

= Appendix B lists approved charities for state employee
deductions.
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About this Guide
continued

Appendix C lists approved state employee organizations for
membership fee deductions.

= Appendix D lists organizations authorized to receive wages
withheld for guaranteed student loan payments.

= Appendix E lists retirement plan payees.

= Appendix F lists credit unions authorized for the credit
union deduction.

= Appendix G lists USAS payroll error reports.
= Appendix H lists USPS transaction codes.

= Appendix | gives procedures on how to cancel and reissue
USPS deduction warrants.

e Index

Chapters 2, 3 and 4 of the guide summarize important
information about selected types of benefits and compensation
for state officers and employees. The summaries appear in
alphabetical order. The summaries are based on the Texas
Constitution, state and federal statutes, the General
Appropriations Act, administrative rules and regulations,
opinions issued by the attorney general and the courts, and the
Comptroller’s interpretation of the preceding.

The Comptroller does not intend for the summaries to
constitute official legal advice to any state agency. A state
agency should contact its internal legal counsel, the Attorney
General’s Office, or other appropriate legal counsel whenever
official legal advice is needed.

Of course, a law, rule, or regulation that conflicts with this
guide prevails over the guide. A person should consult the
legal materials cited in the guide whenever the person has a
guestion about a particular topic. The person also should
contact the governmental entity (if any) that administers the
statutes, rules, and regulations cited in the guide whenever
the person has a question about a topic.

A reference in the guide to the Comptroller includes the
Comptroller’s officers, employees, and contractors to the extent
they are authorized to act for the Comptroller.
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Other Payroll and Human Resource Manuals

Other manuals containing payroll and human resource
information include the USAS User’'s Manual, USPS Process
Guide, USPS Reports Guide, USPS Coding Instructions,
HRIS Reporting Requirements, Direct Deposit of Payroll
Manual, Administrative Rules for Direct Deposit, and the
Texas Identification Number System Guide.

The USAS User’s Manual gives information on the state’s
accounting system.

The USPS Process, USPS Coding Instructions, and the
USPS Reports Guide show how to create payrolls in USPS
and submit them through USAS.

The HRIS Reporting Requirements details requirements for
submitting payroll and personnel maintenance to HRIS.
Agencies not processing payrolls through USPS must report
personnel data and certain salary-related data to HRIS.
Institutions of higher education are required to submit
payment data in addition to personnel information.

The Direct Deposit of Payroll Manual and Administrative
Rules for Direct Deposit explain the legal requirements for
direct deposit.

The Texas ldentification Number System (TINS) Guide
contains inquiry codes, form completion procedures, tape
processing requirements, register explanations, and coding
information for TINS.
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Contacts for Human Resource Areas

Phone
Subject Area Number Agency
Administrative Leave With (512) State Auditor:
Pay (Except for Employees of 936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
the Legislative Branch) Inventory99p2.htm#AdministrativeLeavefor
OutstandingPer>
Assistance Dog Training (512) State Auditor:
Leave (Except for Employees of | 936-9500 | <http://www.hr.state.tx.us/Geninfo/HRInventory/
the Legislative Branch) Inventory99p2.htm#LeaveforBlindEmployees>
Benefit Replacement Pay (512) Comptroller of Public Accounts — Claims Division
463-4737 | <claims.division@cpa.state.tx.us>
(512)
475-1097
(512)
463-4021
Charitable Contributions (512) Comptroller of Public Accounts — Claims Division
Payroll Deduction (State 463-4021 | <claims.division@cpa.state.tx.us>
Employee Charitable Campaign)
Child Support Payroll (800) Attorney General
Deduction (Title IV-D Cases) 252-8014
Compensatory Per Diem (512) Comptroller of Public Accounts — Claims Division
4750966 | <claims.division@cpa.state.tx.us>
Credit Union Payroll Deduction (512) Comptroller of Public Accounts — Claims Division
463-4021 | <claims.division@cpa.state.tx.us>
Deferred Compensation (512) Employees Retirement System of Texas:
(Section 401(k) and 457 Plans, 867-7711 | <http://lwww.ers.state.tx.us/1998/defcomp.html>
Including the Loan Repayment
Payroll Deduction)
Demotions (512) Comptroller of Public Accounts — Claims Division
475-1097 | <claims.division@cpa.state.tx.us>
(512)
463-4737
(512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99pl.htm#Demotions>
Discrimination in (512) Texas Commission on Human Rights:
Employment 437-3450 | <http://link.tsl.state.tx.us/tx/tchr/>
Direct Deposit (512) Comptroller of Public Accounts — Claims Division
475-0965 | <claims.division@cpa.state.tx.us>
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Phone
Subject Area Number Agency
Earned Income Credit, (800) Internal Revenue Service:
Advance 829-1040 | <http://www.irs.gov/plain/tax_edu/teletax/
tc754.html>
Emergency Leave (Except for (512) State Auditor:
Employees of the Legislative 936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Branch) Inventory99p2.htm#EmergencyLeave>
Employee Organization (512) Comptroller of Public Accounts — Claims Division
Membership Fee Payroll 463-4021 | <claims.division@cpa.state.tx.us>
Deduction
Fair Labor Standards Act of United States Department of Labor:
1938 <http://www.dol.gov/elaws/flsa.htm>
Family and Medical Leave (512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99p2.htm#FamilyandMedicalLeave>
United States Department of Labor:
<http://www.elaws.dol.gov/fmla/wren/s1l.htm>
Federal Income Tax (800) Internal Revenue Service:
Withholding 829-1040 | Publication 15, Circular E, Employer’s Tax Guide,
<http://ftp.fedworld.gov/pub/irs-pdf/p15.pdf>
Federal Insurance (800) Internal Revenue Service:
Contributions Act (Social 829-1040 | Publication 15, Circular E, Employer's Tax Guide,
Security and Medicare <http://ftp.fedworld.gov/pub/irs-pdf/p1l5.pdf>
Withholding) (512) _
867-7711 | Employees Retirement System of Texas
Federal Tax Levies (800) Internal Revenue Service
829-1040
Firefighter Training Leave (512) State Auditor:
(Except for Employees of the 936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Legislative Branch) Inventory99p2.htm#VolunteerFirefighter
TrainingLeave>
Foster Parent Leave (512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99p2.htm#FosterParentLeave>
Hazardous Duty Pay (Except for (512) Comptroller of Public Accounts — Claims Division
Employees of the Texas Youth 463-4737 | <claims.division@cpa.state.tx.us>
Commission)
(512)
475-1097
(512)
463-4021
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Phone
Subject Area Number Agency
Health Insurance (for State (512) Employees Retirement System of Texas:
Employees not Employed by 867-7711 | <http://www.ers.state.tx.us/1998/ins.html>
The University of Texas
System or The Texas A&M
University System)
Holidays (Except for Employees (512) Comptroller of Public Accounts — Claims Division
of the House of Representatives, | 475-1097 | <claims.division@cpa.state.tx.us>
the Senate, or an Institution of
Higher Education) (512)
463-4737
(512)
463-4021
Human Resource Information (512) Comptroller of Public Accounts — Claims Division
System 463-4573 | <claims.division@cpa.state.tx.us>
Job Postings (512) Texas Workforce Commission:
463-1792 | <http://www.twc.state.tx.us/jobs/job.htmI>
Governor’s Equal Employment Opportunity Office
Leave Without Pay or Leave of (512) State Auditor:
Absence Without Pay 936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99p2.htm#LeaveWithoutPay>
Life Insurance (Permanent) (512) Employees Retirement System of Texas
867-7711
Longevity Pay (512) Comptroller of Public Accounts — Claims Division
475-1097 | <claims.division@cpa.state.tx.us>
(512)
463-4737
(512)
463-4021
Lump Sum Payments of (512) Comptroller of Public Accounts — Claims Division
Accrued Vacation and Sick 475-1097 | <claims.division@cpa.state.tx.us>
Leave
(512)
463-4737
(512)
463-4021
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Phone
Subject Area Number Agency
Lump Sum Payments of (512) Comptroller of Public Accounts — Claims Division
Accrued Vacation Time 475-1097 | <claims.division@cpa.state.tx.us>
(Including Remaining on the
Payroll to Exhaust Vacation (512)
Time) 463-4737
(512)
463-4021
Merit Salary Increases (512) Comptroller of Public Accounts — Claims Division
(Including One-Time Merit 475-1097 | <claims.division@cpa.state.tx.us>
Payments)
(512)
463-4737
(512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99pl.htm#Meritlncreases>
Military Leave During (512) State Auditor:
National Emergency (Except 936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
for Employees of the Legislative Inventory99p2.htm#MilitaryLeave>
Branch)
National Guard Emergency (512) State Auditor:
Leave (Except for Employees of | 936-9500 | <http://www.hr.state.tx.us/Geninfo/HRInventory/
the Legislative Branch) Inventory99p2.htm#MilitaryLeave>
Officer Declining (512) Secretary of State
Remuneration 463-5701
Overtime (512) Comptroller of Public Accounts — Claims Division
475-1097 | <claims.division@cpa.state.tx.us>
(512) United States Department of Labor:
463-4737 | <http://www.dol.gov/dol/esa/public/regs/
compliance/whd/whdfs23.htm>
Parental Leave (512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99p2.htm#ParentalLeave>
Payroll Calculation and (512) Comptroller of Public Accounts — Claims Division
Processing (From Funds in the | 475-1097 | <claims.division@cpa.state.tx.us>
State Treasury or in the Custody
of the Comptroller) (512)
463-4737
Position Classification Act (512) State Auditor
936-9500
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Phone
Subject Area Number Agency
Prepaid Higher Education (800) Comptroller of Public Accounts — Texas Tomorrow
Tuition 445-4723 | Fund
<www.texastomorrowfund.com>
(512)
936-6000
Promotions (512) Comptroller of Public Accounts — Claims Division
475-1097 | <claims.division@cpa.state.tx.us>
(512)
463-4737
(512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99pl.htm#Promotions>
Reallocations of Classified (512) Comptroller of Public Accounts — Claims Division
Positions 475-1097 | <claims.division@cpa.state.tx.us>
(512)
463-4737
(512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99pl.htm#Reallocation>
Reclassifications of Classified (512) Comptroller of Public Accounts — Claims Division
Positions 475-1097 | <claims.division@cpa.state.tx.us>
(512)
463-4737
(512) State Auditor:
936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/
Inventory99pl.htm#Reclassification>
Recouping Excess Payments of (512) Comptroller of Public Accounts — Claims Division
Compensation 475-1097 | <claims.division@cpa.state.tx.us>
(512)
463-4737
(512)
463-4021
Red Cross Disaster Service (512) State Auditor:
Training Leave (Except for 936-9500 | <http://www.hr.state.tx.us/Genlnfo/HRInventory/

Employees of the Legislative
Branch)

Inventory99p2.htm#CertifiedAmericanRedCross
Activities>
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Phone
Subject Area Number Agency
Retirement (Including (512) Employees Retirement System of Texas:
Retirement Contribution 867-7711 | <http://www.ers.state.tx.us/1998/retplanning.
Payroll Deductions) html>
(512) | Teacher Retirement System of Texas:
397-6400 | <http://www.trs.state.tx.us/BENEFIT/benefitprog.
htm>
Retroactive Payments of (512) Comptroller of Public Accounts — Claims Division
Compensation 475-1097 | <claims.division@cpa.state.tx.us>
(512)
463-3654
Salary Cap (512) Comptroller of Public Accounts — Claims Division
936-6213 | <claims.division@cpa.state.tx.us>
(512)
475-1097
Savings Bond Purchase (512) Comptroller of Public Accounts — Claims Division
Payroll Deduction 475-1097 | <claims.division@cpa.state.tx.us>
Sick Leave Accrual and Usage (512) State Auditor:
(Except for Employees of the 936-9500 | <http://www.hr.state.tx.us/GenlInfo/
Legislative Branch) HRInventory/Inventory99p2.htm#SickLeave>
Student Loan Garnishments (512) Comptroller of Public Accounts — Claims Division
475-1097 | <claims.division@cpa.state.tx.us>
(512) Texas Guaranteed Student Loan Corporation:
463-4021 | <http://www.tgslc.org/tgslc/iwillpay/awg.shtml>
(512) United States Department of Education:
463-4737 | <http://www.ed.gov/offices/OPE/DCS/default/
awg.html>
TexFlex (Dependent Care and (512) Employees Retirement System of Texas:
Health Care Reimbursement 867-7711 | <http://lwww.ers.state.tx.us/1998/texflex.html>
Accounts, Except for Employees
of The University of Texas
System or The Texas A&M
University System)
Travel Expenses (Except for (512) Comptroller of Public Accounts — Claims Division
Expenses Reimbursed or Paid 475-0966 | <claims.division@cpa.state.tx.us>
with Non-Appropriated Funds)
Unemployment Insurance (512) Texas Workforce Commission:
463-2222 | <http://www.twec.state.tx.us/ui/bnfts/uicihp.html>
Uniform Statewide Accounting (512) Comptroller of Public Accounts — Claims Division
System 475-1097 | <claims.division@cpa.state.tx.us>
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Phone
Subject Area Number Agency
Uniform Statewide (512) Comptroller of Public Accounts — Claims Division
Payroll/Personnel System 463-4008 | <claims.division@cpa.state.tx.us>
Vacation Leave Accrual and (512) State Auditor:
Usage (Except for Employees of | 936-9500 | <http://www.hr.state.tx.us/Geninfo/HRInventory/
the Legislative Branch) Inventory99p2.htm#AnnualLeave>
Veterans’ Benefits (512) Texas Veterans Commission:
463-5538 | <http://www.tvc.state.tx.us/>
United States Department of Veterans Affairs:
<http://lwww.va.gov>

Veteran’'s Employment (512) Comptroller of Public Accounts — Claims Division
Reporting 463-4573 | <claims.division@cpa.state.tx.us>
Voting (Time Off to Vote in (512) State Auditor
Elections) 936-9500
Warrant Hold (Prohibition (512) Comptroller of Public Accounts — Revenue Refunds
Against Issuing Payments to 463-4561
Persons Indebted to the State,
Delinquent in Payment of
Certain Taxes, Delinquent in
Payment of Certain Child
Support Obligations, or
Delinquent in Repayment of
Certain Student Loans)
Workers' Compensation (512) Texas Workers’ Compensation Commission:

448-7900 | <http://www.twcc.state.tx.us/>

State Office of Risk Management:
<http://www.sorm.state.tx.us/Index.htm>
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