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1.  PURPOSE:  This Standard Operating Procedure (SOP) designates responsibilities and prescribes policies and procedures used in the Technician Pay Section ofthe Financial Division. 

2  MISSION:  The Technician Pay Section of the Financial Division administers personnel matters of the Army National Guard Technician Program consisting of biweekly payroll, bond schedules, leave records, retirement records, thrift savings plan deductions, payroll deductions and various biweekly, monthly, quarterly and annual reports. 

3.  REFERENCES:

    a.  AR 37‑105  Finance and Accounting for Installations

    b.  AR 25‑400‑2  Modern Army Records Keeping System (MARKS)

    c.  NGR 37‑105  Standard Army Technician Payroll System (STARTEPS)

    d.  NGP 37‑105‑1  Technician Time and Attendance Procedures

    e.  NGB Pam 37‑105  Standard Army Technician Payroll System (STARTEPS)

    f.  Technician Payroll Basic Training Course Handbook

4.  POLICIES:

    a.  Processing Biweekly Payroll:  Pay of Army National Guard Technicians will be in accordance with NGP 37‑105‑1, AR 37‑105, and NGB Pam 37‑105.  Pay is on a biweekly basis and the payroll is submitted to the servicing Finance & Accounting Office at Fort McCoy, Wisconsin.  Payroll checks are mailed by the F&AO to each individual's pay check address & EFT deposits from  the Federal Reserve not more than tweleve days following the end of the payroll period.

        (1)  TPS will begin processing payroll on the second Thursday of the payroll period.

5.  PROCESSING OF BIWEEKLY PAYROLL:
    a.  Source Documents.  All source documents are received from SPMO by noon on the second Thursday of the pay period.  The only exception will be stop Payments, DA 3037, received from the field.

        (1)  Date‑Stamp all documents, verify that all documents recorded on the Transmittal DA 2496 were received and signed. The transmittal cover sheet is to be filled in the transmittal letters file.

        (2)  Review all documents to ensure valid data elements are shown and signatures are authorized.  Verify the effective date of the source document, processing only those documents with an effective date for the current or previous pay period.  All documents with a future effective date will be placed in the appropriate future Pay Period Suspense Folder.                         

        (3)  A folder containing all Transmittal of Documents, DA 2496, will be used to provide a record audit trail of which pay period a source document was processed in.                                                                    

        (4)  Sort all source documents into payroll changes or address changes.  Payroll changes will be prepared following instructions in para 1b below, and address changes will be processed following instructions in para 1e below.

    b.  Preparations of changes.  All changes will be prepared by one individual and audited by a different individual to assure changes are properly authorized and accurate to prevent fraudulent overpayment or collection.

        (1)  All source documents will be posted in red ink to NGB Form 46‑1, Master Employee Record (MER), IAW Chapter 6, NGB Pam 37‑105, locally‑assigned codes, current pay tables, FEGLI and health benefits tables, and referencing examples in Chapter 7, pages 7‑9 through 7‑30, of NGB Pam 37‑105. 

        (2)  Deletions of terminated or resignation of employees are processed before all other changes.  The MER will be posted to the following control registers and input on the computer with the other changes. 

             (a)  Control Register Worksheet, NGB Form 46‑5. IAW, Chapter 6, NGB Pam 37‑105 

             (b)  Payroll Control Register, NGB Form 46‑4. IAW, Chapter 6, NGB

Pam 37‑105. 

             (c)  Leave Control Register, NGB Form 46‑6. IAW, Chapter 6, NGB Pam 37‑105. 

             (d)  Year to Date Control Register, NGB 46‑8. IAW, Chapter 6, NGB

Pam 37‑105. 

             (e)  Deduction Control Registers/Listings.  Post all other deductions on the MER as minus amounts to the corresponding register or listing.  Compare "new" totals on registers/listings on line 5 of the Payroll Control Register. If the two totals agree, place a check mark next to the total on line 5 to show verification of the Beginning Normal amounts. If there are discrepancies, ascertain errors, make corrections and verify correct totals for the Beginning Normal line on the control registor.

             (f)  Address File.  Delete the individual's check mailing address (B01).  Do not delete the Home of Record (A01) from the file since it will be needed at the end of the year for preparing W‑2s. 

        (3)  All source documents that change a current employee's pay, master data, deductions or leave are posted to the individual's pre‑printed MER. (Reference NGB Pam 37‑105, chap 7)

        (4)  A new MER will be prepared for each accession.  (Reference NGB Pam 37‑105, chap 7)

    c.  Posting Control Registers.  All temporary and permanent changes will be posted in pencil to the following applicable control registers.  One individual will post changes to the Control Register Worksheet and the Payroll Control Register plus post the same changes to applicable deductions control registers.

        (1)  Control Register Worksheet, NGB Form 46‑5.  IAW, Chapter 3, NGB Pam 37‑105. 

        (2)  Payroll Control Register, NGB Form 46‑4.  IAW, Chapter 3, NGB Pam37‑105. 

        (3)  FEGLI Control Register, NGB Form 46‑12.  IAW, Chapter 3, NGB Pam

37‑105. 

        (4)  Savings/Charity Control Register, NGB Form 46‑13.  IAW, Chapter 3, NGB Pam 37‑105.

        (5)  Leave Control Register, NGB Form 46‑6.  IAW, Chapter 3, NGB Pam 37‑105. 

    d.  After payroll changes have been prepared, audited, posted to registers and verified, they are entered into the computer terminal.

        (1)  Record the changes in the Odesy/Batch Control Log and assign a odesy/batch number.

        (2)  The changes batch will be entered on the terminal by one individual IAW, Appendix A, NGB Pam 37‑105.

        (3)  The changes batch will be verified by a different individual to assure accuracy and to prevent fraudulent payroll input.

    e.  Address Changes.  The address file is updated by entering additions, deletions and changes on the computer terminal.  A special on line update or inquiry into the technician payroll address file is used to update the address file.  When the program is executed it creates an audit trail listing showing all records that were added, changed or deleted from the address file.  Instructions for this program can be found in the address work folders.

    f.  Time and Attendance Reports.

        (1)  As the Time and Attendance Reports come into the TPS they will be marked  off on the Time Keeper List, a local established form for the editing in of all T & A Cards and to be assigned a transmittal slip, NGB Form 46‑2 with a preassigned batch number.

        (2)  After all the Time and Attendance Cards, NGB Form 46, are received by the TPS the Transmittal Control Slips will be then batched for input intothe computer.  The batches will consist of each distribution group. Example Batch #321 = the 01 group and Batch #322 = the 02 group. Combine all transmittals onto the Time and Attendance Controll Register, NGB Form 46‑3.

        (3)  Any discrepancies found with the Time and Attendance Cards will be corrected after the payroll is processed with a discrepancy letter to the T&A Supervisor.

        (4)  Verify that all employees using LWOP will have enough pay coming to cover their deductions.  Multiply the hours of pay due by the hourly rate; subtract all taxes, retirement and individual deductions; and, if the net amount is negative, prepare a payroll change to delete deductions until the individual reaches a positive net amount. 

        (5)  Verify that all employees using LWOP or are on nonwork will accrue annual or sick.  If nonwork hours are on an employees beginning pay period or his last pay period he will not accrue.  For employees using LWOP, add current LWOP hours to the LWOP "to 80" balance in the Leave Update listing.  If the total is 80 or more the employee will not accrue annual or sick leave.  In either instance of non‑accrual, record the employee's name and the number of hours of annual and sick that they will not accrue on line 7 of the Leave Control Register (NGB Form 46‑6).  

    g.  Post T&A totals to the following manual control registers IAW Chapter 3, NGB Pam 37‑105:

        (1)  Time and Attendance Control Register, NGB Form 46‑3.

        (2)  Payroll Control Register, NGB Form 46‑4.

        (3)  Leave Control Register, NGB Form 46‑6

    h.  Terminal Input of Batches ‑ As soon as the Batch Transmittal Control Slips are prepared and the T&A totals are posted to the registers, the batches will be entered on the computer terminal using the following procedures:

        (1)  Record the T&A Odesy/batch on the Odesy/batch Control Log and assign a Odesy/batch number for all T&A's.

        (2)  Enter the batches following the Terminal Entry Instructions on page A‑2 of NGB Pam 37‑105.  The batch numbers used are the numbers off the Time and Attendance Control Register, NGB Form 46‑3.

    i.  Data Processing Payroll Run.  For program run instructions see the National Guard Starteps Run Instructions and the USPFO for <STATE> local Program Run Instructions located in the Burroughs Run Instruction Booklet.

        (1)  The TSP File must be changed every pay period to reflect new pay period TSP information.  The pay period beginning date (cc 65‑70) and the certification report number (cc 71‑76) will be changed.  File name: TSPDATA  via CANDE.  (Reference TPS Run Book)

        (2)  The Prompt Record will be changed every pay period.  File name: DATEFILE D via CANDE.  (Reference TPS Run Book)

        (3)  Prepare a Data Processing Standard Run Request to have payroll processed.  Record all batch numbers for T&As, Pay Changes, and address changes. The Number of Days For MOD Factor is the number of workdays left in a month after this pay period.

        (4)  The EFT File must be changed every pay period to reflect new pay period EFT Information, Pay Date and Tape Creation Date. File Name: EFT‑DATA via CANDE.

        (5)  Elremark is for a remarks section on the leave and earnings statement, File Name: ELREMARK D via CANDE.

        (6)  During payroll processing there are several points at which payroll processing will be on hold while TPS personnel verify the accuracy of edit/proof listings and make corrections of any descrepancies. If any discrepancies are noted on the computor output products ‑ STOP ‑ correct before you continue the payroll. 

    j.  Program Output Verification ‑ All program output must be checked against control registers to insure vality during all phases of the payroll.

        (1)  PAY020 ‑ Proof List of Changes ‑ In/out and adjustment totals will be verified against the Payroll Control Register, NGB Form 46‑4.

        (2)  PAY030 ‑ T&A Edit ‑ This listing will provide a error list of T&A's not matching the MER or technicians taking more leave than they have accrued.  All errors will be corrected before the payroll will advance any further.

        (3)  PAY040 ‑ T&A Proof List ‑ Verify all batch cards with the Time and Attendance Control Register, NGB Form 46‑3. 

        (4)  PAY060 ‑ Leave Update ‑ Verity total page amounts against the Leave Control Register, NGB Form 46‑6.  Note any leave adjustments made by the computer and register any on line 7 of the Leave Control Register, NGB Form 46‑6.  Check any LWOP hours for a possible net pay.

        (5)  PAY070 ‑ Pay this period, total hours, total personnel, total $.

        (6)  PAY100 ‑ Bond Update ‑ Verify against the Payroll Control Register, NGB Form 46‑4.  Scan the columns for correct codes that might prevent a technician from receiving a bond due.

        (7)  PAY110 ‑ Bond Schedule (DD 1084c) ‑ Make certain every technician due a savings bond has a C0(?) address on file.  Verify the bond totals of PAY100 with the bond totals of PAY110. (C01), Is for a single bond, (C02) is for a second bond address, etc.

        (8)  PAY125 ‑ Listing of TSP Fields ‑ Review the listing for any ** records which will not produce a data/payment record for the TSP Tape.

        (9)  PAY127 ‑ TSP Percentage of Distribution ‑ Verify all distribution  percentages with the source document TSP form for accuracy.  The total of funds  C, F, and G must equal 100%.

       (10)  PAY130 ‑ DA Form 2449 ‑ Verify against the Payroll Control egister, NGB Form 46‑4.  Check for any negative amounts in the Net Pay Column. The total of all deductions plus net pay must equal the Gross Amount found on the last page of the printout.  If the above does not total, a net deduction exists.

        (11)  PAY135 ‑Retirement Deduction Listing ‑ For reporting different retirement codes and their amounts.

        (12)  PAY150/152 ‑ Check Issue Listing/EFT Issue Listing ‑ Verify Net ays with the Net Pay total off PAY 130. The amounts must be the same. 

        (13)  PAY 155 ‑ TSP Edit Listing/TSP Tape ‑ Verify total deductions with total from PAY 130.

        (14)  PAY 157 ‑ TSP Loan Listing ‑ Verify with TSP 5L Voucher and total from PAY 130.

        (15)  PAY170 ‑ Summary List Interface ‑ Verify the totals of both

sections of this listing, Employee and Government Matching.  The Employee

section must agree with the output of PAY130.  The Government Section must agree with the output of PAY135, PAY180, PAY125, and PAY185.  Any adjustments will be made using the file name: TECHPAY D via CANDE.  Although PAY160 does all the accrual calculations, PAY170 prints the file.  After all corrections are made request a new printout, PAY170.  Once PAY170 is in agreement with the DD592, request the payroll be rolled to Fiscal Accounting so they can make the obligations.

             (a)  Prepare the final DD592, SF2812, SF2812 Attachment Sheet, and SF2812‑A. (Reference the Technician Payroll Basic Training Course for nstructions on these forms)    Mail a copy of the SF2812 to FINCO‑Indianpolis, Expenditure Division, D&AO. The F&AO will not mail any checks until the DD 592 and hard copy of the payroll is received.

             (b)  Autodin the payroll to Ft McCoy.   After the payroll is sent and our Autodin verifies the submission, call the Disbursement Section and verify they received the payroll.  Report the dollar amount of the payroll and the amount of checks to be made.  MAKE SURE TO GET A POC FROM THE DISBURSEMENT SECTION.

        (15)  PAY180 ‑ Health Benefits Listing ‑ Verify the output with any SF2809 or SF2810's that were sent to the insurance carriers during the pay period.  Compare the listing with all Transmittal to carrier, SF2811, forms.

        (16)  PAY185 ‑ FEGLI Deduction Listing ‑ Verify against the FEGLI Control Register, NGB Form 46‑12 for correctness.  Any discrepancies found in the +/‑ difference column must be corrected next pay period.

        (17)  PAY190 ‑ Charity Deductions Listing ‑ Verify against NGB 46‑13 Charity Control Register. 

        (18)  PAY200 ‑ NGAUSIT Listing ‑ Verify the totals with the last Bi‑weekly Premium Report sent into the NGAUSIT Administration and any ARNG Form 75 or 76's processed during the pay period.

        (19)  PAY210 ‑ Union Deduction Listing ‑ Verify against PAY130, DA Form 2449.

        (20)  PAY220 ‑ Credit Savings ‑ Verify all technicians with credit

savings deductions are on the correct printout and all printouts have a Financial Organization Address.

        (21)  PAY230 ‑ City Tax Listing ‑ Verify the page total with the output of PAY130.

        (22)  PAY250 ‑ Year to Date Listing ‑ Verify all last page numbers with NGB Form 46‑8 for correctness.

    k.  Payroll Package of Supporting Documents.  The payroll supporting documents sent to the F&AO will be addressed to the disbursing section at Fort McCoy.                                                  

        (1)  The package to Disbursement will contain a transmittal and the following documents: (use the transmittal as a cover sheet to mail the payroll with)

             (a)  DD Form 592 ‑ Original white and three original yellow copies. 

             (b)  Check Issue Summary List ‑ PAY150 ‑ Three copies, 1 origianl, 2 carbons

             (c)  EFT Tape and Transmittal Register ‑ Pay 145 ‑ one copy

             (d)  SF2812 ‑ One photo copy                                       

             (e)  DA Form 2449 ‑ Printout of PAY130 ‑ Three copies, 1 original, 2 carbons

             (f)  Bond Schedule ‑ DD Form 1084 and 1084c ‑ Original three.

             (g)  DD 716 ‑ Savings Bond Control Register ‑ One photo copy      

             (h)  DD 1131 ‑ Cash Collection Voucher ‑ when applicable

             (i)  SF 1098 ‑ Schedule of Canceled Checks ‑ when applicable

             (j)  DA 4001 ‑ Original four behind the SF 1049 for savings.

             (k)  State Tax Deposit Form ‑ attached to the SF 1049 for statetax deposit. 

             (l)  Federal Tax Coupon ‑ One coupon attached to the Federal Tax log deposit form.

             (m)  TSP‑2 Form ‑ One photo copy.

             (n)  TSP 2L & 5L Forms ‑ One photo Copy

             (o)  SF1049's ‑ All miscellaneous SF 1049's ‑ Four copies.

        (3)  Copies of everything sent to the F&AO will be maintained in the TPS and filed in the pay period expanding folder.  (Examples for all forms can be found in the Technician Payroll Basic Training Course Handbook)  The shipping of the package  will be overnite mail.

    l.  Post Payroll Actions.  The following actions will be taken after the

payroll packages have been prepared.

        (1)  Facsimile a copy of the SF2812, SF2812 Attachment Sheet, and 2812‑A to the Office of Personnel Management (OPM) the same week the payroll is processed.  At the same time a follow‑up copy of the SF2812, SF2812 Attachment Sheet, and SF2812‑A marked "CONFIRMATION COPY' on top will be mailed to the same location or a phone confirmation is allowable. Disburse copies as outlined in theSF2812 Folder.

        (2)  Prepare the Employee TSP Data Tape and TSP‑2 Form.  The tape will be sent by overnite mail and will be mailed NLT one week after the close of the payperiod.  The TSP information must be in the employee's accounts by the pay day, 12 calendar days after the close of the pay period. Disburse copies as prescribed in the TSP Folder.

        (3)  Mail the orignial TSP 2L & 5L to the National Finance Center, for the personnel that have a TSP Loan. Disburse copies as outlined in 2L/5L Folder.
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