MARS Form - Payroll Voucher

08/05/99



 
  


PAYROLL VOUCHER (SAS-27)tc "PAYROLL VOUCHER" \l 3
STATEMENT OF PURPOSE:

The Payroll Voucher is completed by a requesting agency and submitted through the Personnel Cabinet to the Division of Statewide Accounting Services for verification of data and the issuance of a warrant.  These vouchers are used to process immediate salary payments such as: Block 50 overtime payments, termination of employment payments, or payments when the employee did not appear on the regular UPPS payroll, and to process payments to non-UPPS state employees who do not receive regular payroll checks or do not require Personnel Cabinet approval.

There is not a continuation sheet for the Payroll Voucher.  A maximum of two employees may be paid on one payroll voucher.  Upon prior approval from the Director of the Statewide Accounting Services, certain non P-1 employees may use an agreed to continuation sheet.

FIELD tc "FIELD NAME" \l 3
DESCRIPTIONtc "INSTRUCTIONS" \l 3

Agency name
Enter the name of the Agency for which this voucher is being produced.

Organization Name
Enter the name of the Organization for which this voucher is being produced.

Date  
Enter the date the voucher is prepared (MM/DD/YY).

Page Number
Enter the consecutive number this page represents, e.g., Page 1, Page 1 of 4, Page 1 of 6, etc.

Document ID
Leave Blank.  The eight - character number prefixed with PA will be entered by SAS.

Fund
Enter the four-digit fund number identifying the financial resources relating to this transaction. A valid Fund Code is required on a new document.

Agency
Enter the three - digit Agency number completing this document. A valid Agency Code is required on a new document 

Org (anization)
A valid four - digit Organization Code is required on a new document.  See Organization (ORG2) for valid values.

Sub-Org
Leave blank or enter a valid two - digit Sub Organization Code.  See Sub-Organization (SORG) for valid values.

Appropriation Unit (PBU)
Required.  A valid four  - digit Program Budget Unit (PBU) is required on a new document.  See Program Reference Table (PBFT) for valid values.   

Activity
Leave blank or enter the four - digit valid Activity Code (default is inferred from ORG2 table). 

Function Code
Leave blank or enter a valid four  - digit Function Code. 

Object
Required.  A valid four  - digit Object Code is required on a new document if using the Purchase Method (a 'N' on the WHS2 table). Otherwise leave blank.

Sub-Object
Leave blank or enter a valid two - digit Sub Object Code.

B/S (Balance Sheet)
Leave blank or enter a valid four - digit Balance Sheet Account.

Job/Project Number 
Leave blank or enter a valid eight  - digit Job Number Code. 

Report Category
Leave blank or enter a valid four - digit Reporting Category Code. 

Termini
Leave blank or enter a seven - digit Termini Code.

Vendor Number 
Vendor is pre-printed “ZZFNPAYRL00”.

Payment Type
Check the appropriate payment type.

Period
Enter the first and last calendar dates of the pay period being reported.

Accounting Period
Inferred from the Date of Record.  If you want these transactions recorded in another accounting period, enter the desired open period, using fiscal month and fiscal year.  You cannot enter future periods.

Budget FY
Inferred from the current fiscal year.  If you want these transactions recorded in another fiscal year, enter the desired open fiscal year.  You cannot enter future budget fiscal years.

Company Payroll Number
Enter the assigned number representing the specific cabinet/department.

Total Disbursement Amount
Enter the total amount from the Gross Pay field.

Reference Number
Enter referenced document number for employee paid by payment voucher.

Payroll Details:


Employee’s Name
Enter the employee’s last name, the first name and middle initial.

Rate
Enter the individual employee’s appropriate rate of pay.

Hours With Pay
Enter the hours worked, including authorized vacation and sick leave, by each employee.

Social Security Number
Enter the employee’s social security number.

Gross Salary
Calculate the gross salary earned (using the appropriate Rate x Hours or Days = Gross Salary).  Enter the same amount in both Gross Salary columns.

Soc. Sec. Tax  @ 6.20%
Enter the employee’s share of Social Security tax to be deducted from the gross salary.

Soc. Sec. Tax/ State Pay 
Enter STATE’S SHARE OF SOCIAL SECURITY.

Soc. Sec. Taxable
Enter the gross wages subject to Social Security tax of 6.20%.

Medicare Tax
Enter the employee’s share of Medicare Tax at 1.45% to be deducted from the gross salary.

Medicare Tax/State Pay
Enter the STATE’S SHARE OF MEDICARE TAX AT 1.45%.

Medicare Taxable
Enter the gross wages subject to Medicare Tax of 1.45%.

Federal Tax
Enter the amount of federal tax to be withheld from each employee’s gross salary.

State Tax
Enter the amount of state tax to be withheld from each employee’s gross salary.

Local Tax
Enter the amount of city tax to be withheld from each employee’s gross salary, if applicable.

Local Taxable
Enter the gross wages subject to this local tax.

Local Tax/Name
Enter the city name and the local code.

Retirement
Enter the amount of the individual employee’s retirement contribution.

Retirement/State Pay
Enter STATE’S SHARE OF RETIREMENT.

Retirement/Name
Enter the name of the retirement system.

Retirement/Wages Subject
Enter the gross wages subject to retirement.

Health Insurance
Enter the amount of the employee’s health insurance premium to be deducted from gross salary, if applicable.

Health Insurance / State Pay
Enter STATE SHARE of health insurance.

Health Insurance / Memo
Enter the name of the health insurance carrier.

Bonds
Enter the total deduction from the individual employee’s check for the purchase of U. S. Savings Bonds.  This amount can be deducted each pay period or one pay period each month.

State Paid Life Insurance
Enter the STATE SHARE of life insurance.

Life Insurance / Memo
Enter the name of the life insurance carrier.

Miscellaneous
Enter the amount of any miscellaneous deductions the individual employee may be deducting, such as a credit union deposit or payment.

Miscellaneous / Memo
Enter the specific amount for each miscellaneous deduction (Credit Union, United Way, miscellaneous insurance).

*Net Pay (Amount)
Calculate and enter the amount that will appear on the employee’s pay check (Gross Salary less deductions SS, Medicare, Fed Tax, St. Tax, KERS, Health Ins., Bonds, and Misc. = Net Pay).

Net Pay (State Pay)
Enter the sum total of fields Gross Salary, SS, Medicare Tax, KERS, Health Ins., and St. Pd. Life Ins. =  Net Pay (State Pay).

Note:
If two (2) employees are to be paid on this Payroll Voucher, include the totals of both employees in the following applicable fields:

FIELD tc "FIELD NAME" \l 3
DESCRIPTIONtc "INSTRUCTIONS" \l 3

Totals This Page:


Total Gross Pay
Enter the total gross salaries for all employees plus the State’s share of Social Security,  Medicare, retirement, health insurance, and State Paid Life Insurance.

Total Social Security and Medicare Tax   (FICA)
Enter the total amount of Social Security plus State Pay and Medicare plus State Pay withheld from each employees’ gross salaries (total of fields SS, SS/St. pay, and Medicare Tax, Fed. Tax).  List Soc. Sec. and Medicare amounts separately.

Total Federal Tax
Enter the total amount of federal tax withheld from all employees’ gross salaries.

Total State Tax
Enter the total amount of state tax withheld from all employees’ gross salaries.

Total Local Tax
Enter the total amount of city tax withheld from all employees’ gross salaries, if applicable.

Total Employee Retirement
Enter the total of all employees’ retirement contributions.

Total Saving Bonds
Enter the total amount of deductions for bonds.

Total Health Insurance
Enter the total amount of all employees’ health insurance premiums.

Total Miscellaneous
Enter additional life insurance and other miscellaneous deductions withheld from employees’ gross salaries.

*Total Net Pay
Enter the total of all fields marked with asterisks(*).

Grand Totals Line
Leave this line blank.  Reserved for future use.  May be used at the agency’s discretion.

Pay Period Ending
Enter the last calendar day of the pay period, as listed on the top of this document.

Payroll Number
Enter the payroll number as listed on the top of this document.

Employee Preparing Payroll/Date
Signature and date of signature of the employee who prepared this document.

Authorized Agency Signature/Date
Signature and date of the Authorized Agency personnel.  Comparative Signature Cards (DOA-50) must be on file in the Division of Statewide Accounting Services.

Personnel Secretary 
Signature and date of signature of the Personnel Secretary, Personnel Cabinet.  Comparative Signature Cards (DOA-50) must be on file in the Division of Statewide Accounting Services.

 Copies to:

Statewide Accounting Services

State Treasurer

Social Security 

Personnel Cabinet 

Agency (Pending) 
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