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Date:    January 27, 2010 
 
To:   All Civil Service/Exempt Departments 
 
From:   State Controller's Office 
  Cindy Rounds, Manager 
  Debra Spellman, Manager 
  Personnel/Payroll Operations 
  (916) 324-6290/322-8105 
 
 
Re: PERSONNEL/PAYROLL REVIEW COMMITTEE NOTES   

 
This recaps the January 14, 2010 Personnel/Payroll Review Committee (PPRC) 
meeting and provides information for the March 11, 2010 meeting.   
 
We would like to thank those department representatives that participated in the 
November meeting for their time and effort.  There were 30 representatives from 
18 departments that participated in this meeting.   
 
Personnel/Payroll Review Committee 
January 2010 Meeting Notes 
 
Cindy Rounds called the meeting to order at 1:30.   
 
Departments Represented:   
 
California Highway Patrol, Child Support Services, Corrections, Department of 
Personnel Administration, Department of Technology Services, Developmental 
Services, Food and Agriculture, Franchise Tax Board, Department of General 
Services, Industrial Relations, Mental Health, Office of Systems Integration, 
Secretary of State, State Controller's Office, Transportation, Veterans Affairs, 
Water Resources, and Water Resources Control Board.     
 
Old Business: 
 

None. 
 
New Business: 
 
Agenda Items 
Distribute Handout Materials 
Approve Prior Meeting Notes 
Guest Speakers 
SCO Update 
Department Issues/Concerns 
Confirm Next Meeting Agenda, Time and Place 
 
Discussion: 
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Approved November 2009 meeting notes.   
 
Guest Speakers: 
 
Bryan Bruno, DPA/Benefits:   
 
Occasionally the dental premium is being paid for over age dependents.  The 
plans have the age 23 year old rule coded into their system so the dependent will 
not be covered even if the premiums are still being paid.  ACES automatically 
deletes them off the health plans, but dental is not an automatic system.  When 
you see the ACES report make sure to fill out a 692 to delete the 23 year old so 
the party code can be changed.  If there is a lot of money involved then that 
could cause a government claim.   
 
The new bill SB 54 which is the same sex marriage law where the same sex 
marriage was contracted outside of California where it is legally recognized.  It 
was signed and chaptered into law on October 11, 2009 and effective January 1, 
2010.  What the law does is fills the gap areas before the Supreme Court 
decision and after Proposition 8.  There is a special open enrollment for 
employees that had a same sex marriage in a lawful jurisdiction.  This 
information is addressed in PML 2009-046 dated December 21, 2009.  The open 
enrollment period is from January 4, 2010 to February 4, 2010 with an effective 
date of February 1, 2010.  This open enrollment is for same sex marriages only.   
 
Question: 
What are the reason codes for this open enrollment?   
 
Answer: 
Use 17a when a same sex spouse is added to a one party enrollment.   
Use 21a when a same sex spouse is added to a two or more party enrollment.   
 
To look up a jurisdiction on same sex marriages visit one of the following 
websites: 
 
http://en.wikipedia.org/wiki/Same-sex_marriage_in_the_United_States 
 
or 
 
http://www.usmarriagelaws.com/ 
 
 
Every jurisdiction is different.  The department of vital statistics in each state 
requires the person performing the ceremony to sign the marriage certificate.  
The certificate will show the county, the state, and the date.  If that identifying 
information is not on there then you will need to request a certificate with that 
information on it.  Primarily all the states also require a marriage license.  If there 
is a question on the marriage certificate then you can also request a marriage 
license.   

http://en.wikipedia.org/wiki/Same-sex_marriage_in_the_United_States
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COBRA 
 
The ARRA Cobra premium subsidy was extended based on a federal trailer bill.  
The first extension is the length of time; it is now 9-15 months.  The second 
extension is the event can occur through February 28, 2010.  Previously the 
cutoff was December 31, 2009.  The COBRA election form for ARRA has been 
updated with the 15 month period and the dates.  There is an appeal process if 
the employee is not granted ARRA. It is available on DPA‟s website.  The appeal 
process is with a third party administrator acting for the Department of Labor.   
 
 
Question: 
Does ARRA include a dependent that turned 23?   
 
Answer: 
No, it requires involuntary termination of employment not due to gross 
misconduct.   
 
Dependent Children 
 
The state dental program does not allow enrollment of economically dependent 
children or grandchildren if the natural parent is in the employee‟s home.  The 
economic affidavit DPA 025 has specific language that disallows this type of 
enrollment.  Departments should take reasonable action not to allow that type of 
enrollment.  This also includes vision coverage.  CalPERS has a different rule 
than the dental and vision program.   
 
Dental Appeals 
 
In regards to appeals and phone calls please do not provide our direct lines to 
your employees.  The reason is we cannot address anything directly with 
employees.  We will document and file it, but we cannot act on it.  All appeals 
must come through the personnel office.  Personnel offices need to stay informed 
with their employees.   
 
You can always contact DPA at: 
 
 Bryan Bruno:  (916) 445-9841 or email: Bryanbruno@dpa.ca.gov 
 Patty Rosales-Abila (Dental A-L): (916) 324-0521 
 Linda McCarthy (Dental M-Z): (916) 324-0866 
 
Delegated Call in Authority 
 
If your department has staff listed on the dental and vision eligibility roster do 
your best to contact them before you call DPA.  If you do not know who is on 
there give us a call and we will let you know who is on the list.  If someone is not 
there anymore send myself or Penny Jones an email with the person or persons 
that need to be added or changed, along with their direct line and e-mail address.  
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We usually send that information to the plans in 1 to 2 days.  The formal listing is 
updated quarterly.   
 
If someone is calling in to the plans make sure you check the deductions or you 
have the control document in hand.  If the document has been dinged by SCO be 
sure the corrections are done before you call.  If there is incorrect information or 
incorrect transactions and the employee utilizes benefits when they should not 
have we cannot have them covered.  Those usually end up being a government 
claim against the department.   
 
DO NOT send a social security number in an unsecure email.  If you need to 
send a social security number via email then let us know and we will send you a 
secure email to send the SSN and any other personal information to us.   

 
 

Cindy Rounds addressed the following information: 

 

TAX EXEMPT WITHHOLDING LETTERS 
 
The letters regarding Employee Notice of Exemption From Tax Withholding were 
sent out January 4, 2010 and you should have received them by today.  Please 
make sure your employees get these letters and make the necessary EAR 
updates no later than February 14, 2010.  If your employees made the EAR 
change in December it will not update our system for the 2010 calendar year.  
The new EAR's must be keyed between 1/2/10 and 2/14/10.  If a new exempt 
from tax withholding EAR is not keyed by 2/14/10 the employees withholding will 
automatically go to single and 0 on 2/15/10.   
 
DIRECT DEPOSIT 
 
I am passing out a copy of the posting dates for this calendar year.  They are 
also available out on the SCO website.  Please make sure your employees on 
direct deposit know these dates.  This year we have 4 months where the posting 
date is Monday or Tuesday after a Friday pay day.   
  
POSITION CONTROL 
 
The fiscal year end contact letter was mailed out Monday January 11, 2010.  
Please make sure that we get the correct contacts and addresses/phone 
numbers for this year‟s fiscal year end processing.  The letters need to be 
returned to us by February 8, 2010.  It is important that we have current contacts 
to send the reports to and in case there are questions regarding any of the 
reports.   
  
RETIREMENT UNIT 
 
The retirement unit is currently 35 days backlogged so please judge your phone 
calls and inquiries accordingly.   
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We hope to finish the listing of Retirement updates effective 1/1/07 for R18 and 
E18 agency codes 504 & 505 by the end of January.   
  
When retirement unit staff identifies an incorrect retirement it is sent to the Civil 
Service Audits Unit for verification and they send a PSD40 to the department 
requesting the correction.  If these corrections are not done timely, the number of 
pay periods that need to be adjusted increases.  Delays in correcting the PAR 
often cause Government Code 20283, which 90 days after the original effective 
date can create a fine for the employer and the employer may have to pay the 
employees adjustments to CalPERS as well.  Delays may reduce the timeframe 
that SCO can actually do adjustments, increasing the employee's chance of 
A/R's and incorrect reporting to CalPERS.  All of these things can impact your 
employees today and in their future retirement.  So please respond and correct 
Employment History quickly.   
  
DISABILITY 
 
Backlog is 25 days – due to the manual processing for all the furlough issues.  
Currents are very heavy especially in SDI.  This takes all the staffs‟ time after 
master through the first week of the following month.  Many departments cannot 
key their own currents because of the furlough situations.  We are down 2 staff 
and are in the process of filling those two vacancies but that will require training 
so we will not gain a lot of production time from them for a few months.   
  
FAXING 
Only current month 674D's should be faxed, any others should be mailed.  Do 
not put attention to a certain person, unless they are expecting it.  Please do not 
fax back up with your current 674D's, as we do not need it.  The only 
exceptions are:  If an employee has separated, retired or passed away, we will 
take a non-current fax.  Please call the liaison unit to alert us that you are faxing 
an exception, that way we can watch for it and be sure it is processed timely.  
When your current is requesting a transfer of funds of a master, meaning the 
employee has been paid a full month and you just need a transfer of funds after 
the fact that is not considered a current month transaction and should not be 
faxed.  We cannot process the transfer of funds until after the issue date of the 
payment, so please just mail those requests in.  Never send duplicate faxes.   
 
SDI 
All requests for leave while on SDI must be certified on a 674D.  We are 
receiving many of these requests on 674‟s.    The only disability payment that is 
not processed on a 674D is TDL.   
  
PR 250's 
When you are returning a corrected 674D please be sure that time to be paid is 
clear.  Sometimes item 10 is so over written it is difficult to know what payment 
should be is.  Create a new document if necessary.  Always resign and date if 
resubmitting the same document.  Be sure the phone number and extension are 
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correct and readable.  If your signature is unreadable please print your name 
somewhere close by.   
 
2009 LUMP SUM CASH OUTS WITH SAVINGS PLUS 
 
This year we received an unprecedented number of retirement PARs requesting 
special handling, i.e. withhold savings plus from the lump sum cash out.   
 
Although we sent two payroll letters and reminded both the PPRC members and 
the Transaction Supervisor Forum prior to the end of the year, we still were faced 
with documents that could not be processed in time for the final payroll cycle in 
2009.  Please keep in mind that we have 2 – 3 staff that are trained on this 
manual process at this time.  We hope to have additional staff trained for the next 
year end process, but again, there are many more of you than there are of us.     
 
When we informed everyone via payroll letters, 09-015 dated November 16, 
2009 and 09-019 dated December 21, 2009 that the final payroll cycle of 2009 
was the night of December 28, 2009; we certainly did not expect that employers 
throughout the state would take that to mean they could wait until December 24th 
or December 28th to  fax the documents to us.  Please remember, there are many 
of you throughout the state who each have retiring employees.  If everyone waits 
until the very end of the year to get the documents to us, we will not be 
successful in completing this workload which then results in serious financial 
hardships for your retiring employees.  We have seen documents where the 
employee retired in late November and we did not receive the  fax until late 
December.  We are still receiving documents now for employees who retired in 
December and we are still being asked to withhold savings plus for the 2009 tax 
year.  We would like to have a cut off for these documents around the middle of 
December, but we aren‟t sure that we can be successful with this.     
 
We are asking that each of you go back to your individual HR Offices and talk to 
all your co-workers regarding the importance of getting these documents to us as 
soon as you know you have a retiring employee.  We are also asking that you 
talk to your management about reaching out to the employees of your individual 
departments to inform them of the importance of notifying you of their decision to 
retire.  Give them some timeframes to work with.  If you know that you need a 
week to do your part of this, and we need time to do our part, let your 
departmental employees know that if they plan to retire, it‟s in their best interests 
to get in to talk to you at least a month in advance before their retirement date.   
 
We will do all we can to reach out to the employers throughout the year, 
DPA/Savings Plus has promised to do the same through their Retirement 
Seminars.  Any way to educate the state workforce of the importance of making 
these decisions in time to allow that everyone do their part is very important, but 
most of all, important to the individual employee.   
 
We fully expect to continue to see large numbers of employees retiring over the 
next few years, the „baby boomers‟ are reaching that age so it‟s very important 
we all work together to make these yearend retirements work successfully.   
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We all thank you sharing the importance of this issue with everyone at your 
department.   

  
Debra Spellman addressed the following information:  
  

 
W-2 INFORMATION 
 
W-2‟s are being printed; mailing should begin on 1/20/10.  There were 356,266 
W-2‟s printed.  257,048 were for Civil Service and 99,218 were for CSU.  
Undeliverable W-2‟s will be returned back to the departments as the return 
address on the W-2‟s will have the departments mailing address.  If the 
departments mailing address has changed contact Kimberly Jenness at (916) 
322-8072 to update the 2010 W-2 mailing address, refer to Payroll Letter 09-012.   
 
For information on what is reported in each box on the W-2, please refer to  
Payroll Letter 09-017.  Any calls we receive from employees will be referred back 
to their personnel office.   
 
DUPLICATE FAXES 
 
We are getting a lot of duplicate 674‟s faxed to us.  If you get a confirmation on a 
fax you send we ask that you do not re-send the document.  Sending duplicate 
faxes causes errors and slows down production.   
 
MISCELLANEOUS DEDUCTIONS 
 
GROUP LEGAL 
We will be having an open enrollment period from 3/1/10 - 4/30/10 for Group 
Legal (ARAG).  Departments should order Form 001107-SOC-0307 from ARAG 
toll free at (866) 762-0972 OR TTY (800) 383-4184.  Form 001107-SOC-0307 
must be used with the current rates of $9.84(single plan) or $17.39 (family plan).   
 
LTD  
Long Term Disability (LTD – Standard Insurance Company) has an open 
enrollment period from 4/1/10 – 4/30/10.  To order Form #SI 7533D-
643146 (10/08) contact Standard at (888) 641-7193 or by e-mail at: 
SOCLTDFORMS@STANDARD.COM.   
 
Both deductions are administrated by DPA so if you need more information on it, 
go to the DPA website under publications.   
 
 
 
 
 
 
 

mailto:SOCLTDFORMS@STANDARD.COM
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BENEFITS 
 
OPEN ENROLLMENT 
We are returning a lot of open enrollment documents that need DPA approval.  
Refer to PML 2009-038 for specific dates on when documents should have been 
completed, turned in and received at SCO.   
 
If an employee is submitting a dental document with an effective date prior to 
1/1/2010 and the employee also submitted an open enrollment document, it‟s 
most likely that a correcting open enrollment document needs to be submitted.  If 
so, these need to be submitted stapled together as a package and DPA approval 
will be needed.   
 
We are receiving many calls where the caller is upset that they now have to 
acquire DPA approval on open enrollment documents.  Please keep in mind that 
DPA is the administrator of the dental and flex programs and that our rules are 
set by them.     
 
Department of Corrections submitted numerous dental documents with just 
CCPOA as the dental plan name.  CCPOA is the name of the union not the 
dental plan.  The specific plan name must be listed on the document (i.e. 
Western or Primary).   
 
We are still receiving numerous dental documents with domestic partners or 
same sex marriage that have the incorrect party code or the statement “DPA 680 
on file for ____ tax year” is not noted when it should be.  This is not a DPA 
requirement, but SCO needs this information for processing.  If a partner/spouse 
is not economically dependent on the employee, then the party code should be A 
or B.  If the partner/spouse is economically dependent on the employee, then the 
party code should be 2 or 3 and the DPA 680 statement must be in the remarks 
section.  If it is incorrect, the document will be returned for verification.   
 
Question: 
Does the DPA 680 need to be attached to the dental form?   
 
Answer: 
No, we no longer receive these forms.  That‟s why we need it stated in remarks.   
 
Some health vesting rates for 2010 were updated incorrectly causing an error on 
several employees‟ pay warrants in December.  We are aware of the problem 
and the adjustments have been implemented and will be seen on the employees‟ 
pay warrants in January.    
 
Health rates for S05 and M05 for 2010 were updated incorrectly causing an error 
on several employees‟ pay warrants in December.  We are aware of the problem 
and the adjustments have been implemented and will be seen on the employees‟ 
pay warrants in February.    
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A/R LEAVE CREDIT OFFSET PROGRAM 
 
DPA has given clarification on who may use the A/R leave credit offset program.   
 
There are those we are already aware of who may use this program as described 
in Government Code 19838.  Per DPA you need to verify in the individual 
contracts if you are questioning if a particular employee may use this program to 
satisfy an A/R.   
 
SCO specifically questioned the use of this program as related to benefit 
deductions and retirement deductions.  DPA has been allowing the use of this 
program when the employer and the employee reach an agreement (settlement 
agreement) to satisfy these deduction related A/R‟s.  According to DPA the 
documents with DPA approval should not be questioned and SCO is to process 
these.  However, should SCO receive a document without DPA approval and it is 
requesting that we use the leave credit offset to satisfy a deduction related A/R, 
we should return the document to the employer and refer them to DPA for the 
appropriate approval.  SCO was also informed that DPA will tighten up their 
approval process.   
 
Next Meeting:   
 
The next meeting is Thursday, March 11, 2010 from 1:30 to 3:00 at:   
 
State Controller's Office 
300 Capitol Mall, 6th Floor, Room 635 
Sacramento, CA 95814 

 
The PPRC encourages attendance by department representatives interested in 
improving the efficiency of personnel/payroll administration.  However, if you are 
unable to attend these meetings and you have an issue or question you would 
like the committee to address; please contact Cynthia Rounds or Debra 
Spellman with pertinent information.   
 
Listed below are the PPRC meeting dates for the 2010 calendar year.  All 
meetings are from 1:30 to 3:00 at the above location.  Please note, all meetings 
for 2010 will be the second Thursday of the specific month with the 
exception of November 2010 due to the Veteran’s Day holiday. 
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Should you have any questions regarding the PPRC meeting or have additional 
information to provide, please contact either Cynthia Rounds at (916) 324-6290 
or Debra Spellman at (916) 322-8105.  They can also be reached via email at 
crounds@sco.ca.gov and dspellman@sco.ca.gov, respectively.   
 

   
   

   
March 
May 
July 
September 
November 

11, 
13, 
8, 
9, 
4, 

2010 
2010 
2010 
2010 
2010 
 
 
 
 

   

mailto:crounds@sco.ca.gov
mailto:dspellman@sco.ca.gov

