STATE OF CALIFORNIA

DEPARTMENT OF GENERAL SERVICES

OFFICE OF HUMAN RESOURCES
HUMAN RESOURCES MEMORANDUM
SUBJECT:

SECURITY OF PAY WARRANTS
NUMBER:


HR 00-012 


AND DIRECT DEPOSIT ADVICE
DATE ISSUED:


April 4, 2000

DISTRIBUTION:

ADMINISTRATIVE ASSISTANT; Attendance Clerks
EXPIRES:


INDEFINITE

This is a reminder that Section 11.11 of the 1998-99 Budget instructs the Department of Personnel Administration (DPA) to advise all departments, boards, offices, and other agencies and entities of State Government of the requirement to ensure the confidentiality of pay warrants and direct deposit advices.

Each Office/Branch/Client Agency is responsible to protect the privacy of their employees and to ensure the personal and confidential information contained on the pay warrants and direct deposit advice is protected from unauthorized access.  The Office of Human Resources (OHR) recommends that the pay warrants or the direct deposit advices are distributed to the employees in an envelope.

The OHR distributes the pay warrants and the direct deposit advices to our employees in a manila envelope, which includes the name of the employee and a message to return the envelope to the attendance clerk.  The same envelope is reused for the following pay period.

If the pay warrant or direct deposit advice is mailed to an employee, it should be folded inside a blank sheet of paper and addressed to the employee.  This should help disguise the appearance of the pay warrant in the envelope. 

If you have any questions regarding this memorandum, please contact your assigned Personnel Analyst.

LYNN W. CATANIA, Manager

Personnel Operations Section

cc:
Assistant Personnel Managers


Personnel Analysts
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