PAYROLL HEADERS

	PURPOSE
	Payroll headers are required to be established each fiscal year in order that the State Controller’s Office (SCO) can legally issue payroll warrants for employees.  The Payroll Headers must contain the following information:

· Fiscal Year

· Payroll Agency Code

· Reporting Unit Code

· Budget Function Code (CSU Only)

· Uniform Account Code

· Budgetary Description

This information is printed on warrant registers, attendance reports, and other payroll reports and is used for fund/appropriation transfers of payroll amounts. 

A payroll HEADER is ACTIVE for only one fiscal year. Headers are established on an annual basis using:

· The PAYROLL HEADER REPORT (407), PR421 form, which is a pre-printed document of the current fiscal years headers provided to the Department by SCO, or

· by using the PAYROLL HEADER CHANGE, STD. 407 for headers not listed on the PR 421.  

The SCO payroll HEADER FILE maintained by the SCO contains the above information for the current and two prior fiscal years, as well as the establishment/abolishment effective dates and the budget function codes, where applicable. 

Payments will suspend for any pay period:

· Prior to the effective date of establishment of Payroll Headers or

· After the effective date of abolishment of Payroll Headers.

Payments will automatically release when headers are established.


	ASSIGNMENT OF CODES
	The codes used on the headers are assigned as follows:

· Agency Code is assigned by SCO. Payroll and Personnel Services Division (PPSD), SACS Unit; 

· The Uniform Account Code is assigned by the SCO, Division of Accounting; 

· The Reporting Unit, Budget Function Code, if used, and the Budgetary Description are assigned by the DGS.  Budgetary/ funding information must reflect information provided by legislation, such as the budget act. 

For Office of Human Resources Staff - Questions concerning this information should be directed to the SCO, Division of Accounting

Unit Code Limitation – Due to limitations in ABMS, unit codes under a specific agency code CANNOT be reused after it has been deleted from the SCO payroll Header File.


PAYROLL HEADERS

	HEADER RESPONSIBILITY
	The Office of Fiscal Services, Budget Office, establishes headers.  The Budget Office works with each Division, Branch or Office regarding the unit numbers needed each fiscal year.  The Budget Office will contact each program to determine if current fiscal year headers are to be re-established, changed, and deleted or if new headers are needed for the next fiscal year.


	ANNUAL HEADER PROCEDURES
	Each May, Payroll Operations sends out an annual update of existing Payroll Headers, "Payroll Header Report", form PR 421. This report, is a listing of Payroll Headers for the current fiscal year, is to assist agencies/campuses in the establishment of headers for the new fiscal year.

NOTE:  Any header established after the "Payroll Header Report" forms PR421 are generated, will require a new form STD. 407 (Rev. 4/97) to reestablish for the new fiscal year.

The report is printed on three-part paper. The original and one copy is sent to the agency/campus, while the third copy is retained in Payroll Operations.  After the report is updated, the original report is returned to Payroll Operations by the date specified in the instructional letter which accompanied the forms PR 421 (typically May 25 is the due date).

The agency/campus will retain the updated second copy of the PR 421.  NOTE: Payments for the new fiscal year will suspend if the PR 421 is not returned by the stated deadline.

If a department is having a mass reorganization of positions/employees and the information is not available in time to complete and return the form PR 421 by the deadline, contact the supervisor, Position Control Unit. The form PR 421 will only establish a new fiscal year Payroll Header File. It will not automatically create a transfer of positions or employees, nor will it update mailing addresses. Certified change documents, form STD. 607, and PAR/PPT must be used if such changes are needed. See Section A for instructions to update mailing address.


	COMPLETION OF FORM PR 421
	Complete form PR 421 as follows:

· Authorized signature, contact person, and telephone number are required on the first page of each payroll agency code.

· Complete the information under "New Header Description" ONLY if description is changing (budget year changes are done automatically, do not rewrite). Do not rewrite description if there is no change.
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	TO ABOLISH A REPORTING UNIT OR ENTIRE AGENCY
	Place a line through the information shown in the items identified as "AGY", "REPT UNIT", "B.F.", "EFF. DATE", and mark a diagonal line through the preprinted description lines under "CURRENT HEADER DESCRIPTION."

If the entire agency is being abolished, a letter stating name of agency, agency codes, and effective date of abolishment, signed by an authorized person, must be attached to the PR 421.


	TO CHANGE THE HEADER

 
	To change a description line, enter the new information in the corresponding line number under "CHANGES" (see sample below).

New Header Description

Current Header Description

1.

1. Department of California

2.

2. Administration

3. San Francisco Branch

3. Sacramento Branch

4.

4. General Fund

5.

5. Item 9999-999-9999 B/A 1997

6.

6.

7.

7.

Adding or deleting lines may change the sequencing number of the description lines.

When a line is deleted, all subsequent lines must be brought up. When a line is added, all subsequent lines must be moved down (see examples below).

Adding

New Header Description

Current Header Description

1.

1. Department of California

2.

2. Administration

3. Executive Office

3. Sacramento Branch

4. San Francisco Branch

4. General Fund

5. General Fund

5. Item 9999-999-9999 B/A 1997

6. Item 9999-999-9999 B/A 1997

6.

7.

7.

Deleting

New Header Description

Current Header Description

1.

1. Department of California

2.

2. Administration

3. San Francisco Branch

3. Decentralization

4. General Fund

4. Sacramento Branch

5. Item 9999-999-9999 B/A 1997

5. General Fund

6. Program A

6. Item 9999-999-9999 B/A 1997

7.

7. Program A
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	TO CHANGE THE HEADER

 (Continued)
	To CHANGE a reporting unit, delete header from the PR 421 by lining out "AGY", "REPT UNIT", "B.F.", "EFF DATE" and mark a diagonal line through the preprinted description and under "CURRENT HEADER DESCRIPTION". Then complete a STD. 407 (Rev. 4/97) for new reporting unit per instructions in PPM C 209.

New headers or headers not listed on the preprinted form PR 421 must be submitted on a form STD. 407 (Rev. 4/97). (DO NOT add to blank spaces on form PR 421). Complete per instructions in PPM C 209.


	CHANGES TO PAYROLL HEADERS


	After the annual header update is completed, all header changes must be submitted on "PAYROLL HEADER CHANGE", form STD. 407 for the following types of header transactions:

Establish - to establish a new payroll header or a payroll header that was deleted in error. Effective date is the beginning of the pay period.

Change - to change the budget function code or payroll header description on an established payroll header. Do not use the "Change" transaction to change the agency and/or reporting unit. Delete the established header and establish a new header.  Uniform account code changes are done by SCO Accounting only. Effective date is the beginning of the pay period.  Header changes for effective date, agency code, or reporting unit requires two forms STD. 407 (Rev. 4/97). One form to delete the existing header and one to establish the correct header information. Submit as a package for processing before the 10th of the month.

Abolish - to abolish a payroll header. Abolishment date is effective at the close of the pay period for the date shown on the STD. 407 (Rev. 4/97). Complete all payroll transactions before abolishing the payroll header.

Re-establish Abolished Header - to re-establish a header which was previously abolished within the SAME fiscal year. Re-establish date is effective at the beginning of the pay period for the date shown on the STD. 407 (Rev. 4/97).  EXAMPLE: To re-establish a header abolished with the 10/94 pay period, the effective pay period would be 11/94 or later.

Delete - to delete a payroll header established in error. Header will be completely removed from the Payroll Header File.

NOTE: Abolishing a header and deleting a header are not the same. Abolish a header when funds were/will be paid prior to the abolishment date.

· Delete a header when NO FUNDS are paid or funds that were paid have been transferred out of the erroneous header (agency/reporting unit). A delete completely removes the header from the Payroll Header file. 

· An abolishment retains a record of the header up to the close of the pay period for the abolishment effective date shown on STD. 407 (Rev. 4/97).
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	COMPLETION OF FORM STD. 407 (Rev. 4/97) 
	PAYROLL HEADER DESCRIPTION - Budgetary descriptions are limited to seven lines with a maximum of 30 characters (including spaces and punctuation) per line.

Description lines should include the following:

· Name of the agency

· Institution name, if any

· Fund name

· Budget item or appropriation data

· Program or category

· Additional information may be added (e.g.; unit, section, etc.)

ALL FORMS STD. 407 (Rev. 4/97) ARE TO BE TYPED OR CLEARLY PRINTED.

Complete as follows:

Item 

1

Ending Fiscal Year (CCYY)

-
Enter the fiscal year which corresponds with the effective/abolishment date (i.e., if the effective date is 09/94, the fiscal year would be 1995).

2

Payroll Agency Code

-
Enter the designated agency code

3

Reporting Unit Code

-
Enter the designated unit code

4

Budget Function Code

-
Complete if applicable, (CSU only)

5

Effective/Abolishment Date (CCYYMM)

-
Enter the pay period month and year the header is to be effective per the transaction type (e.g., 199407). See PPM C 208.

6

Transaction Type

-
Place an "X" in the appropriate box for the requested type of transaction.

7

Type Change/Line Number

-
Leave blank. This item is to be completed by Payroll Operations.

See sample below:

Department of Corrections (Mandatory)

Folsom State Prison (Mandatory)

Administration (Optional)

General Fund (Mandatory)

Item 267 Budget Act of 1994 (Mandatory)

NOTE: 

· Line 1 must show the agency name. DO NOT SKIP LINES.

· REMARKS - to be completed for a CHANGE transaction. List all changes being made.

· Authorized Signature/Date/Telephone Number - must be completed.
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	HEADER CANCELLATION


	To Abolish or Delete a header, complete items 1-6 on Identification side and line 1 only on Description side of form STD. 407 (Rev. 4/97).

NOTE: In remarks section of form STD. 407 (Rev. 4/97) indicate "This Is To

Abolish/Delete Original form STD. 407".


	SPECIAL HANDLING FOR HEADERS
	A list of Payroll Headers can be produced upon written request from an agency/campus.  The request, directed to Payroll Operations, Position Control Unit, must include agency code(s) and fiscal year(s) needed. Send request to:


State Controller's Office


Personnel/Payroll Operations Bureau


Position Control Unit


P.O. Box 942850


Sacramento, CA 94250-5878

NOTE: Whenever a department adds or changes out-of-state reporting units, contact the supervisor of Position Control Unit, Payroll Operations, since such changes require special handling.

Mass reorganizations of positions/employees must be coordinated with PPSD. Advance notice of at least one month prior to the effective date is necessary if position roster/employment history listings are required by an agency/campus. Contact the supervisor of the Position Control Unit, Payroll Operations.


	DISTRIBUTION OF PR 421 OR STD 407
	After the designated OFS staff signs off the PR 421 or STD 407, the original signed document and three copies are sent to the Personnel Transaction Unit’s (PTU) manager for distribution.  The PTU manager’s:

· forwards the original signed documents to the State Controller’s Office, 

· retains a copy for the OHR files,

· forwards a copy to the Management Information Retrieval System (MIRS) coordinator, and

· forwards a copy to the Automated Based Management System (ABMS) coordinator

The MIRS coordinator uses this information to maintain the various defines files which are used to identify the agency and/or unit codes or create other sort files which are used to provide separate reports to specific Divisions, Branches, Offices or Clients.

The ABMS coordinator uses this information to establish the tables in ABMS for security measure so that specific divisions/offices/branches or units will only have access to their employees’ records.  



