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2015 Payroll Documents & Pay Schedule 
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Salary/Wages 
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 Per Florida A&M University Regulation 10.104, Direct Deposit Program, all 

employees are required to participate in the direct deposit and/or 

electronic transfer of his or her net salary/wages into a financial institution. 

 

 Employees who do not participate in the Direct Deposit program will 

receive a paper check.  On pay day, employees may not pick up their 

paper check from the Controller’s Office. 

 

 

 



W-4 Reminders 

W-4 Reminder 
 

W-4 Exempt Status Expires February 17, 2015- For employees who 
claimed “Exempt” on their W-4 for 2014, the exempt status will expire on 
February 17, 2015.  In order to maintain an exempt status, eligible 
employees must complete a new Form W-4 (2015).  The 2015 form W-4 
when released by the Internal Revenue Service, will be available on the 
Human Resources website by going to Forms, W-4 Employee’s 
Withholding Allowance Certificate.   
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W-4 Expiration Date 
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W-2 

Direct Deposit 
 

 New Form 
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Cost Center Report 

Purpose 

The “Cost Center Report” is a tool to review employees in your 
area who are being paid.  The report is run each bi-weekly pay 
period.  

 

The report is a tool to determine if the paycheck amount and 
hours are correct and identify any potential payroll errors.  

 

To ensure compliance with University Policies & Procedures. 
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Cost Center Report 

Procedure 

  Time and Labor  and or Payroll Representatives should run and 

 review the Cost Center Report every Wednesday morning before 
 Payday. Please check the Cost Center report on Wednesday by 12 
 noon. By doing so, any irregularities can be identified and corrected 
 prior to pay day.  

 

  The Cost Center Report must be signed and dated by the 

 Department Head/Director and/or PI as proof of payroll certification.   

 

  If there are discrepancies, immediately notify the Office of Human 
 Resources at (850) 599-3611. 
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Cost Center Report Example 
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Payroll Internal Controls/Monitoring 

• Per Florida Agricultural and Mechanical University’s Board of 
Trustees Policy Number 2001-19, the University expects that 
every operating unit will exercise the greatest of care in the 
prevention of unauthorized or improper expenditure of its 
funds.  

• Responsibilities 

 Departments or work units are responsible for the prompt payment 
 of employees through timely preparation and submission of 
 complete, authorized appointment and payroll documents. 
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Payroll Internal Controls/Monitoring 
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Department or Work Unit Internal Controls 

Departments or work units are responsible for maintaining adequate 

internal controls for processing their respective payrolls using federal 

and state laws and policies. This includes, but is not limited to: 

 

 • establishing an appropriate separation of duties in their 

 payroll processing functions, to ensure that one individual is 

 not responsible for recording, approving and reviewing 

 payroll transactions; 

 

• assuring that payroll entries are approved at the proper 

level, and that entries are verified for accuracy once they are 

processed; 

 

 • maintaining adequate backup documentation to support 

 time worked, including employee absences due to vacation, 

 sick, administrative or other leaves; and 

 

 • documenting overtime worked, if so applicable. 



2015 Social Security Tax  
Wage Base 

• In 2015, the Social Security Administration set 
the new wage base for the collection of Social 
Security taxes at $118,500.  

• This represents a wage base increase of 
$1,500.00 from $117,000.00 in 2014. 
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2015 Medicare Tax 
Wage Base 

• In 2015, as in prior years, there is no limit to 
wages subject to Medicare tax.  However, 
wages over $200,000.00 in 2015 will be 
subject to an additional 0.9% Medicare tax 
that will only be withheld from an employees’ 
wages.   
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Address Update for W-2 

• Employees should verify home addresses in IRattler 
PeopleSoft by December 24, 2015.  

 

• To view your employee address information, visit: 
Self-service, Personal Information, Home and Mailing 
Address.   

 

• Update your address information as appropriate. 
Paper W-2’s will be mailed to your mailing address as 
it appears in IRattler PeopleSoft, Self-Service.  
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2014 Holiday Time Entry 

• Pay Period 11/07/2014-11/20/2014 

 Tuesday, November 18, 2014 on or before 3:00 pm EST– All leave 

 and hours of work must be entered by employees and Time and 
 Labor/Payroll Representatives. 

 Wednesday, November 19, 2014 on or before 12:00  noon EST – All 
 leave and hours of work must be approved. 

• Pay Period 12/05/2014-12/18/2014 

 Friday, December 12, 2014 on or before 3:00 pm EST– All leave 

 and hours of work must be entered by employees and Time and 
 Labor/Payroll Representatives. 

 Monday, December 15, 2014 on or before 12:00 noon EST – All 
 leave and hours of work must be approved. 
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2014 Holiday Time Entry  

• Pay Period 12/19/2014-01/01/2015 

 Friday, December 19, 2014 on or before 3:00 pm EST– All leave 

 and hours of work must be entered by employees and Time and 
 Labor/Payroll Representatives. 

 Monday, December 22, 2014 on or before 12:00 noon EST – All 
 leave and hours of work must be approved. 
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OPS Time Reporting Codes  

• Time Reporting Codes (TRC) have been added for OPS 
employees for the following circumstances: 
– OPS on approved Family and Medical Leave Act (FMLA) 

– OPS on approved Military Leave 

– OPS on approved Jury Duty 

 

– The new time reporting codes can only be coded by the Departmental 
Time & Labor Representative.  Appropriate documentation must be 
submitted/approved prior to entering employee leave in either 
category above.   
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Chargeable Leave Chart 

00-07 Min. 00 Min. .00 Hours 

08-22 Min. 15 Min. .25 Hours 

23-37 Min. 30 Min. .50 Hours 

38-52 Min. 45 Min. .75 Hours 

53-60 Min. 60 Min. 1.00 Hours 



Compensatory Leave Usage & Payouts 

• Eligible USPS employees who have accrued 
compensatory leave from July 1, 2014 to present and 
have a balance:  

 - will need to utilize their compensatory leave by 
 the end of the calendar year (December 31, 2014).  
OR 

  -  receive a payout of the accrued compensatory 
leave  balance(s). 
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Annual Leave Conversion 

• At the end of the calendar year, (December 31, 2014) 
salaried employees will have their annual leave in 
excess of the maximum amount converted to 
accrued sick leave as follow: 

 USPS   240.0 hours 

 ADM   352.0 hours  

 12 month Faculty 352.0 hours 

 (9 and 10 month Faculty do not accrue annual leave) 

 Executive Service 480.0 hours 
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