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Effective the January 1999 pay period, the Personnel Transactions Unit of the Office of Human Resources (OHR), will be changing the process for handling late dock warrants. Please see that this memorandum is distributed to all employees.





Currently, the master warrant is held and returned to the State Controller's Office (SCO) for redeposit and a Request for Revolving Fund warrant is completed and issued to the employee by the fifth working day of the month.  To ensure that all deductions are taken from the master warrant and disbursed in a more timely manner, the OHR will be releasing all master warrants on payday regardless of any late dock.





Employees will be entering their own time or an Attendance Clerk will be entering employees time from an approved Standard 634 and GS 22 into the Project Accounting and Leave (PAL) in the Activity Based Management System (ABMS).  Any time on dock that is keyed in PAL prior to the cutoff date will interface with SCO and will be reflected on the warrant at the end of the pay period.  Any time on dock that is keyed into PAL after the SCO cutoff date will not be reflected on the warrant and an overpayment will occur.





A payroll Accounts Receivable (AR) for the entire amount of overpayment will be set up to come out of the following month's warrant.  Following the end of the pay period, the employee will be sent an Accounts Receivable Notification memo stating the gross amount of the overpayment.





Questions regarding this memorandum should be directed to your assigned Personnel Services Specialist or Supervisor.














LYNN CATANIA, Manager


Personnel Operations Section





cc:	Les Wickey, Labor Relations


	Kathy Miras Labor Relations


	Jinny Munro, Program Improvement Unit


	Assistant Managers, Personnel Operations


	Personnel Analysts


	Personnel Transactions Staff
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