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 IMPORTANT 2010 PAYROLL INFORMATION FOR EMPLOYEES 

With the end of the calendar and tax year approaching, Payroll Services will process transactions which might affect your leave balances or the income reported for you on IRS Form W-2, Wage and Tax Statement.  Please review the following information and take appropriate actions.  This document makes references to information and forms available on the Payroll Services Website and via the Cal Poly Portal (https://my.calpoly.edu/cas/login ).   If you do not have access to the Internet, please call Payroll Services at 756-2605.
IRS Form W-2:  Wage and Tax Statement for 2010
· Employers are required to annually file a Form W-2 with the Internal Revenue Service and to mail a copy of the Form W-2 to employees.  For employees of the State of California this is done by the Office of the State Controller.  The Form W-2 reports wages paid by payroll warrants (including direct deposits) that were issued during the 2010 tax year, regardless of the pay period in which the wages were earned.  The 2010 Form W-2 includes payroll warrants and other reportable payments dated January 01, 2010 through December 31, 2010.  The Form W-2 contains all wages and tax information for a state employee regardless of the number of state agencies or campuses for which he or she worked during the tax year.

· Employees should review the address that is printed on the bottom of their November 1, 2010 paycheck stub.  This is the address to which your Form W-2 will be mailed.  If this is not the correct address, please correct your address through the Cal Poly Portal.  Once you are logged in to the portal, go to the “Personal Info” tab and then click on “Home and Mailing Addresses.”  All address changes must be submitted by December 15, 2010.
Leave Accounting Basics
· Leave usage should always be submitted on the most current Employee Pay and Leave Usage form.  This form (Microsoft Excel format) is on the following Payroll Services Web page: http://www.afd.calpoly.edu/payroll/forms.asp?form=20 .
· 2011 Employee Pay and Leave Usage Forms will be posted by December 15, 2010.

· Do not submit a pay and leave usage form for a month in which there is no pay or leave activity.
· Employees should check their leave balances online through the Cal Poly Portal prior to submitting leave usage forms each month to ensure they have a sufficient balance.  At the portal, go to the “Personal Info” tab, and then click on the “Leave Balance Inquiry” hyperlink.
· All leave usage forms submitted to Payroll Services must include the employee’s full legal name, employee ID number, employee record number and organizational unit number, and be approved by the appropriate supervisor.
· The payroll calendar, employee pay and leave usage form due dates, and the exact dates covered by each pay period are available at the following web page:  http://www.afd.calpoly.edu/payroll/staff.asp?pid=1.
· The December 2010 pay and leave usage forms are due in the Payroll office no later than January 03, 2011.
· Any time you know in advance of month end that your leave usage will create a negative balance you must contact your Payroll Technician immediately.
Vacation Leave Forfeiture 
Payroll Service’s staff is reviewing vacation leave balances to ensure that balances as of January 1st do not exceed maximum amounts allowed by bargaining unit agreements or CSU policy.  Vacation leave balances may exceed these maximums throughout the year.  However, any vacation balance that exceeds the maximum allowed by an employee’s bargaining unit or by CSU policy as of January 1st will be forfeited unless Payroll Services has received an approved “Year-End Vacation Rollover Request” form.  Please Note: Per Chancellor’s Office guidelines, furloughs do not count as an exception to rollover vacation hours that have exceeded maximums at year-end. Please see the Payroll Services website on the “Forms” page for the form and instructions.  

Example:  If an employee in CSUEU has a maximum vacation balance allowed of 384 hours, the employee may accrue over 384 hours at any time during the calendar year.  However, if the employee has a vacation balance on January 1st that exceeds 384 hours, the amount in excess of the 384 hours will be forfeited unless Payroll receives a properly approved “Year-End Vacation Rollover Request” form.  (See the “Summary of Vacation Accrual Rates and Maximum Vacation/CTO” on the Payroll Forms Web page:  http://www.afd.calpoly.edu/payroll/forms.asp?form=20 .
If you have questions about this or other leave accounting related matters, please call the Payroll Services office at 756-2605 or email your Payroll Technician.  Payroll Technician e-mail addresses are listed at the following Web page:  http://www.afd.calpoly.edu/payroll/contact.asp .

Excess/Deficit Year-End Balance Reconciliation
· Cal Poly tracks excess and deficit hours worked (“Excess/Deficit” or “Plus/Minus”) resulting from alternate work schedules.  This record-keeping is required by the Federal Fair Labor Standards Act (FLSA) for non-exempt employees.  An alternate work schedule is defined as any schedule other than Monday through Friday, 8-hours per day.  Any alternate schedule change (including the beginning and ending of an alternate schedule) must be reported to Payroll.
· Payroll Services will reconcile all Excess/Deficit balances for calendar year 2010 in the month of January 2011.

· In January 2011, any employee with a Deficit balance as of December 31, 2010 will receive a separate communication from Payroll Services to provide an opportunity to use other previously earned time
 to offset the Deficit balance.
· If an employee has no other type of leave balance to offset the Deficit balance, a dock in pay for the deficit time will be processed against the current month’s pay.
� Exceptions to this rule are as follows:


1) Sick time may not be used.


2) If Personal Holiday (PH) is to be used to offset a Deficit balance, it must be used in its entirety. In other words, you cannot use part of your PH to offset a Deficit balance and still have a remaining PH balance.
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