PAYROLL USER GROUP MEETING MINUTES

March 16, 2016

Welcome										  Kevin McHugh								                       Director, Statewide Payroll Bureau
· Welcome

Metro Credit Union	      Janine Brady, Business Development Officer	 
· Specials – contact Janine Brady for links, PDF’s, JPEG’s of specials: jbrady@metrocu.org 
· Online Money Market Special
· Home Equity Line of Credit Special – 1.9% interest rate
· 0% Heat Loan
· Contact Mass Saves for assessment of home and Metro will give a 0% interest loan to make your home more energy-efficient
· My Reward Checking - $0 ATM fees and reimbursements  for fees
· Also My Reward Saving – 2% interest rate up to $3,000
· https://metrocu.org/mastatecontacts for more information and to schedule visits and meetings such as Metro and SMART seminars
· Free financial education lunch and learns
· Dedicated account representatives: Lunch and Learn sessions, Open Enrollments, Benefit Fairs, Employee Financial Seminars
· Promotional materials available: payroll inserts, bulletin board posters, intranet links, and flyers and brochures
· Question from audience: Do you need to have a Metro account to apply/get a loan?
· Answer: No, you do not need an account to apply for a loan as long as you’re a state employee. You will be set up with an account once loan is approved and accepted by you.

GIC –Annual Enrollment        								         Karin Eddy         
												        GIC  
· Wednesday, April 6th – Wednesday, May 4th, 2016 for changes effective July 1st, 2016
· Enroll or change health plans
· New for this Annual Enrollment: Enroll in pre-taxed Flexible Spending Accounts (FSA)
· Apply for the buy-out option
· Apply for Optional Life and LTD (you may also do this at any time during the year)
· Enroll in GIC Dental/Vision or change dental plans if eligible (primarily managers, legislators, legislative staff and certain Executive Office staff)
· GIC Coordinator training is March 28th – April 1st
· Schedule and online RSVP form found online: www.mass.gov/gic/coordinators
· Health Fairs – need to request accessibility access no less than 2 weeks prior to the scheduled fair

SMART Plan Agenda							                                     Rob Young 											          Account Manager
· Enrollment Enhancements (presented by Laura Rooney)
· Empower added optional SMART plan enrollment forms to state retirement enrollment form, also as its own PDF
· SMART plan to complement retirement plan
· Not yet part of the online enrollment process in Mass Careers
· Plan Service Center Access
· Security issue – Please do not share passwords
· Efficient contribution changes
· For a change in access, please email your contact information to Felicia Hopkins at Felicia.Hopkins@state.ma.us
· OBRA default accounts
· Enrollment form exists? Complete? Social security number correct? 
· Notify Great West any change in information
· Special Catchup
· Please input data in Catch-up screen ONLY  when notified by Empower
· Special catch-up limit in 2016 is $36,000
· $24,000 limit for not special catch-up
· Limit incorporates all 457b Plans
· Worksheets need to be completed with Sick/Vacation deferrals - REQUIRED

Benefit Strategies							                            Jasmine Shamer										                         Account Manager
· Transit and Parking Calendars – when making a Transit or Parking change through the Online Election Change Form, there are links to the 2016 calendars on the form and below. Please print them online for quick and easy reference to important deadlines
· Transit Election Change Process Calendar for 2016:
· The deadline to submit your April 2016 Transit Election Change Form to Benefit Strategies was 3/02/2016 and payroll deduction was reflected on the Friday 3/11/2016 check
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· Parking Election Change Process Calendar 2016:
· The deadline to submit your April 2016 Parking Election Change Form to Benefit Strategies is 3/16/2016 and the payroll deduction was reflected on the Friday 3/25/2016 check
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· MBTA rates increase effective 7/1/2016 – Participants must complete a form, no mass update again
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· All members wishing to participate in the commuter Transit plan, must complete the Benefit Strategies Online Election Form no later than 6/08/2016 to be effective for July 2016 monthly pass
· Benefit Strategies will communicate through email to all commuter Transit members currently enrolled of the upcoming increased rates on:
· 1st Notice = 3/23/2016
· 2nd Reminder= 4/20/216
· 3rd and Final Reminder = 5/25/2016 
· Benefit Strategies cannot assume that members want or need their PR contributions to be increased, therefore the Online Election Form must be completed with the correct amount in order for PR Coordinators to process those changes in the PR systems by 6/13/2016, deductions will be reflected on the Friday 6/17/2016 check, funds will be loaded on the Benefit Strategies flex cards on 6/20/2016 to be used for the purchase of July 2016 passes
· Link to the Online Election Form https://www.benstrat.com/ctbform/index.php
· Changes Must Be Entered By 6/13/2016
· If members miss the deadline to complete the Online Election Form by 6/08/2016 deadline, they can make their changes in the upcoming months
· Benefit Strategies can generate and provide agency reports of enrollment changes at any time – please contact your dedicated Account Manager, Jasmine Shamer, and request your agency report – please be sure to include your agency code
· Your dedicated Account Manager: Jasmine Shamer
· EMAIL: ClientServices@benstrat.com 
· Phone#: 877-353-9442
· Fax#: 603-647-4668
· Website: www.benstrat.com
· Contact Jasmine for issues with mobile pay for parking – some cards will not work
· Still lots of employees with over $500 in their accounts. Balances cannot be returned to the employee and Benefit Strategies cannot stop deductions on behalf of an employee

Year-end Wrap-up									  Kevin McHugh								                       Director, Statewide Payroll Bureau
· HR/CMS W-2
	 
	2015
	2014
	2013
	2012
	2011
	2010

	Box 1
	Federal Taxable Wage
	$4,758,686,592.99 
	 $4,501,968,565.41 
	$4,279,015,232.49 
	$4,072,242,129.27 
	 $3,942,446,826.39 
	 $3,847,986,292.06 

	Box 2
	Federal Tax
	$669,237,651.57 
	 $627,667,300.98 
	 $587,110,108.02 
	 $553,513,732.23 
	$536,718,026.23 
	 $479,865,630.90 

	Box 5
	Medicare Taxable Wage
	$4,787,706,522.19 
	$4,425,830,610.15 
	$4,124,196,234.73 
	$3,839,932,570.52 
	$3,639,380,070.38 
	$3,488,700,077.80 

	Box 6
	Medicare Tax
	$69,458,206.39 
	$64,197,378.89 
	 $59,812,487.34 
	 $55,690,537.51 
	 $52,770,010.96 
	 $50,586,724.05 

	Box 16
	State Taxable Wage
	$5,236,896,684.03 
	$4,949,269,391.02 
	$4,701,327,292.25 
	$4,469,058,293.03 
	$4,319,842,868.23 
	$4,215,656,846.09 

	Box 17
	State Tax
	$251,957,959.56 
	$239,604,045.77 
	 $229,480,357.37 
	 $217,673,095.26 
	$213,384,693.92 
	$206,010,797.65 

	TOTAL W-2
	115,406 
	114,238
	112,730
	110,031
	110,013
	109,227


· Over 11,300 (up from 7,000 last year) employees suppressed the printing of the W-2 by consenting online using self-service
· You can do reprints for your employees– or better yet – teach them how to use HR/CMS Self-Service
· We made instructions easier to find this year
· This Year we will add suppression to 1095-C Forms
· What does this mean?
· Large departments with transient workforce will always be a challenge with paper W-2 sent by mail
· [bookmark: _GoBack]Return rate (<2%) approximately 4,000 returns. This costs more than $10,000 in failed mailing and handling.
· Need to promote Future electronic delivery which has identifiable cost savings
· Do Not ask Employees to Contact CTR 
· Affordable Care Act and Employer Shared Responsibility
· IRS extended deadlines, but CTR is ahead and close to original deadline
· Employee Reporting – Mailed early February 2016
· IRS Form 1095-C: do not need to filling taxes
· Indicates the status of the offer and coverage of employer provided health     insurance to ACA Full Time Employees 
· Part I and II reporting, Part III reported under Form1095-B
· Webinars held for New Tax Reporting for Affordable Care Act FAQ's and Employee Notices
· 1095-C Hot Line:  1-617-973-2400
· link for newly added 1095-C and 1095-B form information and FAQs:  
· W-2 and 1095 Year-End Tax Information
· Correction reporting to the 1095-C
· Our errors to 1095-C were due to data that isn’t clean
· Process for request to correct 1095-C is similar to the W2-C 
· The department may use the newly added Request for 1095-C Form to submit their corrections to CTR
· 1095-C Codes used by Commonwealth
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· There will be NO information on coverage for employee and dependents in Part III– Instead employees and dependents will get a form 1095-B from GIC or Health Provider
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· What is next?
· Automation for tracking of GIC Insurance Election status
· Departments no longer needed to update the election status on MA_GIC_Status page
· Form 1 must be maintained for employee’s election 
· Online availability of 1095-C PDF Form and Form Instructions to Self-Service and Core users
· Notification will be sent to employees if the 1095-C Form was updated during our quality control evaluation
· Online reporting via Employee Self Service Consent process
· Employee Enrollment Reporting - Mailed in Late February2016
· IRS form 1095-B - Minimal Essential Coverage (MEC)
· GIC Plans provide MEC Coverage to those whom are eligible
· Employee and Beneficiaries coverage
· Reporting entities – potentially multiple reporting depend on employee’s healthcare coverage
· GIC -Self Insured Plans: Tufts, Unicare and Harvard plans
· Fully insured plans: Fallon, Health New England and Neighborhood Health plans
· If any questions regarding Minimal Essential Coverage or Form 1095–B please contact GIC at 617.727.2310 ext 1.
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· Payroll Reminders
· Phishing:
· Background:
· IRS warned about increase in this scam
· One State University contacted MassIT about report from employee that fell for the scam
· Every Employee has access to W-2, even those who do not use SSTA
· The email solicitation is sophisticated; used PeopleSoft email template and inserted a link to a bogus website that looks exactly like HR/CMS
· Action taken:
· Dept instructed employee to change password
· Secondary Security would prevent access to the most sensitive data
· CTR communicated to all Employees through Announcements; requested CommonHelp to notify Core Users
· MassIT reviewing all IP addresses
· MassIT logged Incident I1101075 to block the URL/IP, users will receive a notification if they were to go to the site now as it has been reported as a Web Forgery. 
· Users should contact MassIT when there are any other scams
· W-4 – Exempt Employees
· Final Notices for Exempt W4 Employees were sent and all departments notified about reviewing HTAX103 - W-4 Exempt Report.
· Any employee whom did not return a new W-4 the system automatically reset employees to single, zero per IRS requirement
· If an employee returns a W-4, job aid explains how to properly enter new exemption, or other status
· CTR to enforce the review of reasonable number of exemption (99) 
· There is NO tax refunds for employees whom did not submit W-4 before deadline
· Qualified Parking in State Paid or Owned Garages
· Monthly Exclusion Amount for Parking is $255
· Processed one month in arrears (January’s benefit is processed in February)
· Use the CIW and reconcile your employees balances 
· PKF and PRF calculate both federal and state withholding amounts 
· FMV Rates in state owned garages remain the same as last year – the imputed income is $158 a month $79 bi-monthly
· The FMV of other Parking Garages need to be completed by department
· Retirement 2000 
· Massachusetts Department of Revenue allows employees to receive the first $2,000 in combined Retirement Deductions and Medicare Tax to be excluded from MA Taxable Gross Wages. So from the start of the new calendar year (Jan) up until this $2,000 threshold is met employees will have less MA Taxable Gross to deduct taxes from, thus less MA taxes taken. Employees will see a gradual increase in their MA tax withholding (sometimes up to 2 pay periods) as they go over the $2,000 threshold.
· NEW HIRES – Reminder
· The United States Customs and Immigration Services has issued a new Form I9, Employment Eligibility Verification to be used during the New Hire process. Employing departments should note the changes to List A for acceptable identity and work authorization papers. See http://www.uscis.gov/portal/site/uscis 
· Report any SSN problems to the helpdesk immediately
· Project to correct data errors for all employees beginning in May (needed for MARIS)
· DO NOT, DO NOT, DO NOT bypass HR/CMS edits using an invalid SSN
· Ending Additional Pay
· Do enter an end date and/or 
· Do enter a goal balance 
· Do NOT Uncheck OKAY to Pay
· Garnishments
· Priorities for deducting payments per Federal law
· Bankruptcy        		050
· Child Support    		100
· IRS Levies          		125
· DOR Levy           		200
· Spousal Support 	300
· Student Loans    	400
· Welfare Overpay  	500
· Medicaid Reimburse	600
· Employer Wage		700
· IRS Levies
· When department receives a levy packet they should inform employee the deduction will begin within the next pay period or within a reasonable timeframe.   
· Employee should have in the levy packet an exemption sheet should be completed and returned.   If this is not completed, the garnishment will be entered using the IRS chart exemption amount of married filing separate.   Everything above that amount is subject to the levy.  This levy and form is returned to CTR for HR/CMS entry.
· Student Loan
· A Department of Education Loan is 15% of disposable earnings or 5 times the minimum wage whichever is less.  Unless an order specifically indicates a lesser deduction amount.
· 2 types of DOR Tax Levies:
1. Form 90133 – This type of levy is subject to 25% of disposable earnings.   
2. Form 20133 – This type of levy is subject to everything above $75 weekly or $150 biweekly.   This should have an exemption sheet included in the order and should be completed by employee and returned.  If completed, an additional $25 dollar for each dependent is allowed.    
· Payroll Close/Open Timeline
· Key dates:
· Prior to June 1:  Identify any FY17 COA changes, e.g. program codes or appropriation changes
· May 1st- Start entering PH documents
· June 1st – Position Rules Roll Departments can begin requesting FY16 Rules
· June 1st – PH over $25K requires ANF approval for Executive Departments
· Pay Ending June 25, 2016 = Last full Payroll in FY16
· June 26, first day of Split Year Payroll
· June 30- Last day for entering PH and Last day for HR/CMS data entry
· Last Day for PRRV (Cash Cut off of 7/1) for FY15
· July 1st  – Beginning of FY17
· July 1st   – Pay Day for Last full PP in FY16
· Mass Rules Roll – MPOAA
· On June 1st, CTR will either approve or reject all pending POAA Rules requested for FY16 Activity and will Process the MPOAA program.  Any new rules needed for FY16 or FY17 Activity can be entered after June 2nd.
· New draft rules for FY17 will be in the LCM document catalog
· Accounts Payable
· Payroll Holds (PH) are object code based so departments need to encumber based on estimated payroll dollars i.e. A01, A08, B02, etc.
· All PH documents will workflow to CTR Payroll in order to assist departments in proper PH documents set-up.
· The PH document must include a justification in the Comment.
· HR Reminder
· Be careful when rehiring employees whose HR/CMS history (Object Code, Account, Unit) shows accounting information no longer valid in the new FY.
· It must be corrected as of July 1 in the new FY.


· Paperless Payroll
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RANSIT ELECTION CHANGE PROCESS CALENDAR
2016

Requests Payroll Pay Check Benefit Funds Benefit

Received By Process Date Type Credited to | Month
Benefit Date Debit Card | Used For

Strategies by:
on

Wed 12/09/15 | 12-15-15 12-18-15 TRANSIT 12-20-15 |Jan 2016
Wed 1/06/16 1-12-16 1-15-16 TRANSIT 1-20-16 Feb 2016
Wed 2/03/16 2-09-16 2-12-16 TRANSIT 2-20-16 Mar 2016
Wed 3/02/16 3-08-16 3-11-16 TRANSIT 3-20-16 Apr 2016
Wed 3/30/16 4-05-16 4-08-16 TRANSIT 4-20-16 May 2016
Wed5/11/16 5-17-16 TRANSIT 5-20-16 Jun2016

Wed 6/08/16 6-14-16 6-17-16 TRANSIT 6-20-16 Jul 2016
Wed 7/06/16 7-12-16 7-15-16 TRANSIT 7-20-16 Aug 2016
Wed 8/03/16 8-09-16 8-12-16 TRANSIT 8-20-16 Sep 2016
Wed 8/31/16 9-06-16 9-09-16 TRANSIT 9-20-16 Oct 2016
Wed 09/28/16 | 10-04-16 10-07-16 TRANSIT 10-20-16 | Nov 2016
Wed 11/09/16 | 11-15-16 11-18-16 TRANSIT 11-20-16 | Dec 2016
Wed 12/07/16 | 12-13-16 12-16-16 TRANSIT 12-20-16 |Jan 2017
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PARKING ELECTION CHANGE PROCESS CALENDAR

2016
Requests Payroll Pay Benefit Funds Benefit
Received By Process Check Type | Credited to| Month
Benefit Strategies Date Date Debit Card | Used For
by:
on
[Wed12/23/15 122915 | 1-01-16 | PARKING | 122015 |Jan2016
Wed 1/20/16 12616 | 12916 | PARKING | 12016 |Feb2016
Wed2/17/16 22316 | 22616 | PARKING | 22016 | Mar2016
Wed3/16/16 32216 | 32516 | PARKING | 32016 |Apr2016
Wed 4/13/16 41916 | 42216 | PARKING | 42016 | May2016
53116 | 6-03-16 | PARKING Jun 2016
62816 | 7-01-16 | PARKING 12016
Wed7/20/16 72616 | 72916 | PARKING | 7-20-16 | Aug2016
Wed8/17/16 82316 | 82616 | PARKING | 82016 |Sep2016
Wed9/14/16 92016 | 923-16 | PARKING 0ct2016
Wed 10/12/16 101816 | 102116 | PARKING Nov 2016
[Wed11/23/16 11-29-16 | 12-02-16 | PARKING | 11-20-16 | Dec2016
[Wed12/21/16 122716 | 12-30-15 | PARKING | 122016 |Jan2017
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#

Printed

%

Government Area Employees # Checks Advices |Paperless
ATTORNEY GENERAL 564 6 1| 98.8%
DISTRICT ATTORNEY 1,624 12 281 82.0%
ENVIRONMENTAL AFFAIRS 2,795 63 1,071 | 59.4%
EXECUTIVE OFFICE FOR ADMINSTRATION & FINANCE 3,248 27 194| 93.2%
EXECUTIVE OFFICE OF ECONOMIC DEVELOPMENT 852 3 1| 99.5%
EXECUTIVE OFFICE OF EDUCATION 25,427 1,048 2,435 | 86.3%
EXECUTIVE OFFICE OF HEALTH & HUMAN SERVICES 22,388 422 6,352 | 69.7%
EXECUTIVE OFFICE of LABOR and WORKFORCE DEVELOPMENT 1,382 6 11| 98.8%
EXECUTIVE OFFICE OF PUBLIC SAFETY & HOMELAND SECURITY 9,170 55 2,438 | 72.8%
INDEPENDENT & OTHER 1,357 46 764 | 40.3%
JUDICIARY 7,286 92 4,551 | 36.3%
MASSACHUSETTS DEPARTMENT OF TRANSPORTATION 4,203 37 1,821 | 55.8%
OFFICE OF THE COMPTROLLER 130 - - | 100.0%
SECRETARY OF STATE 534 5 442 | 16.3%
SHERIFF DEPARTMENTS 6,500 79 1,803 | 71.0%
STATE AUDITOR 220 3 45| 78.2%
TREASURER & RECEIVER GENERAL 662 8 4| 98.2%
Grand Total 88,342 1,912 22,214 | 72.7%





