STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES
OFFICE OF ADMINISTRATIVE SERVICES

PERSONNEL MEMORANDUM


	SUBJECT:
	DESIGNATION OF PERSON AUTHORIZED TO RECEIVE WARRANTS, STD 243 - Revised
	EMERGENCY INFORMATION/PHYSICIAN DESIGNATION, GS-20
	NUMBER:
		PO 96-12

	
	DATE ISSUED:
		March 21, 1996

	DISTRIBUTION:

	ADMINISTRATIVE ASSISTANT; Attendance Clerks
	EXPIRES:
		INDEFINITE




This memorandum provides information regarding modification to designee data required on the form STD. 243, Designation of Person Authorized to Receive Warrants.  The STD 243 was revised to eliminate references to designee "relationship" and to add the social security number of the designee.  

This change is due to a change in the tax withholding requirements at both the Federal and State levels.  In accordance to the Internal Revenue Service (IRS), payments released to the designee are reportable income to the designee, under the designee's Social Security Number.  


CURRENT EMPLOYEES' DESIGNATION

Since this change has occurred, the Personnel Transactions Unit will need to have the employee's designation updated.  Attached is a listing of your office's current employees, sorted by the attendance clerk, then in alphabetical order.  This listing is to be used as a check list of those employees who have updated their designation.    We are asking that this update be completed by June 30, 1996.  This will allow your office sufficient time to order and receive any additional forms needed to update your employees' designation.  

[bookmark: _GoBack]Please note:  Although the form indicates that those employees on direct deposit do not need to complete this form, the Department of General Services removes the employee from direct deposit upon their death, therefore, a designee MUST BE ON FILE to release the paper warrant.

The revised STD. 243 is available from the Department of General Services, Office of Procurement, Material Services.  Attached is a copy of the revised form.  The ordering information is as follows:

	Stock Number:	7540-000-2430-8
	Unit measure:	pads (50 to a pad)
	Cost per unit:	$2.16

	NOTE:	Offices may continue to use the current stock unit the supply is exhausted.  LINE OUT RELATIONSHIP AND ENTER THE DESIGNEE'S SOCIAL SECURITY NUMBER.  Please refer to the Payroll and Personnel Procedure Manual, Section 6, page 6.6 for instruction on how to complete the remainder of the form.


EMERGENCY INFORMATION/PHYSICIAN DESIGNATION (GS-20)

At the same time, we are requesting Office's and Client Agency's have their employee update their Emergency Information/Physician Designation (GS-20).  The due date will also be June 30, 1996.

SUBMISSION OF DOCUMENTS

Please submit these forms on a flow basis in order that employees' file can be updated immediately.  
Questions regarding this memorandum should be directed to your assigned Personnel Services Specialist/Supervisor.




EINER P. CHRISTENSEN
Personnel Manager

EPC:BJO

Attachments

