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| NTRODUCTI ON

Payrol | deductions have been authorized by The Regents for
contributions and dues to certain outside organi zations and
sone University-related entities (see section IIl. A

provi ded the organi zations rei nburse the University for

adm ni strative costs.

This chapter sets forth the procedures for recovering such
costs fromthese organizations.

DETERM NATI ON OF COSTS

Payroll Coordination in the Ofice of the President is
responsi ble for establishing the adm nistrative cost formul a
and rates, which are announced to canpuses as required. The
formula for cost reinbursenent includes initial setup and
two conponents for deduction processing: 1) a charge per
deduction each tinme deductions are taken, and 2) a charge
for each remttance froma canpus to the organi zation. The
formula and rates are uniformfor all organizations and
canpuses unl ess otherw se negotiated in the collective
bar gai ni ng process.

The adm ni strative cost charge is nade up of the foll ow ng
expenses:

Codi ng aut hori zation forns,

Filing fornms and purging the files of inactive
aut hori zati ons,

Preparing and forwarding nonthly remttances, and

Dat a processi ng expenses, such as key entry and
preparation of the register.

In addition to these itens, organi zations will be charged
for any fornms required for deductions and for any speci al
adm nistrative effort required of the University.

I nstructions regarding the inposition of additional charges
w Il be issued by Payroll Coordination.
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I11. RECOVERY COF CHARCGES

A ORGANI ZATI ONS

The follow ng authorized organi zati ons are charged
adm ni strative costs:

Credit Unions,

Charities,

Enpl oyee Organi zati ons

Faculty d ubs, and

G oup Auto and Honeowner/ Renter Insurance Carrier

B. CALCULATI ON OF ADM NI STRATI VE COSTS
1. Initial Setup

The Uni versity assesses each new organi zation a
$100 initial charge, per location, to cover the
one-tinme setup costs to establish approved payrol
deduct i ons.

2. Deducti on Process

For actual payroll deduction processing,
accounting offices conpute the admnistrative
costs as foll ows:

The unit charge stipul ated by Payroll Coordination
is multiplied by the nunber of individual enployee
deductions taken each nonth (as listed on the
deduction registers). The fixed charge per
remttance and any special charges for forns or
other adm nistrative costs are added.

The rei nbursenent rates established for the
recovery of these adm nistrative costs are as
foll ows:

$. 07 per deduction, and
$10. 00 per remttance

The total anpbunt shall either be deducted from
each nonthly remttance or billed to the organization. A billing
procedure is used only if the University and the outside
organi zati on have nutually agreed to such a procedure. A
statenent is prepared by the accounting office to acconpany the
remttance or bill, which indicates how the adm nistrative costs
wer e det erm ned.
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RECOVERY OF CHARGES (Cont . )

C. GROUP AUTOMVOBI LE AND HOVEOWNER/ RENTER | NSURANCE CARRI ER

Adm ni strative costs for the group autonobile and
homeowner/renter insurance carrier are calcul ated as
specified in section B., above. However, the

rei mbursenment check for this program based on the
current six-nonth charge, is sent directly to the UCRS
accounting unit sem annually by the insurance carrier.
The UCRS accounting unit then credits individual canpus
Fi nanci al Control Accounts and sends checks to the
Laboratories for their respective shares. The
accounting office nmust ensure that the checks are sent
regularly and that the amount reinbursed is correct for
the period involved by review ng the appropriate

Uni versityw de j our nal

D. | f, for an organi zation, the anount deducted from
payroll checks is insufficient to recover
adm ni strative costs, the accounting office should take
the foll om ng action:

1. Faculty C ubs, Credit Unions, Fund-raising
Organi zations, and G oup Insurance Carriers

Notify the organization that payroll deductions
wi |l cease and then renove the deduction
information fromthe payroll files.

2. Enpl oyee Organi zati ons

Notify the local |abor relations office. The
| abor relations office will notify the

organi zati on and after appropriate discussions
will provide instructions to the accounting

of fice.

ACCOUNTI NG FOR COST REI MBURSEMENTS

Cost rei mbursenents are credited by the canmpus to
M scel | aneous | ncone--CGeneral Funds, account X-268XXX-19900.

Under the policies of the Ofice of the President Budget

O fice, the level of expenditures of units supported by
Ceneral Funds, such as accounting offices, should be based
on the work |l oad of the units and shoul d not be determ ned
by the anmount of outside inconme generated. Therefore, it
woul d be inappropriate to credit reinbursenents from outside
organi zations to accounting office budgets, since these
budgets already include allocations to cover the effort
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expended i n processing payroll deductions for outside

organi zations. In the case of newy instituted prograns
that create additional work for accounting offices after the
annual budget has been set, the accounting officer may ask
the Budget O fice for tenporary funds to cover expenditures
until an increnment can be included in the annual budget
request.

V. REFERENCES

The follow ng Accounting Manual chapters contain information
on deducti on prograns:

P-196-16 Payroll: Charitable Contribution Deductions

P-196-35 Payroll: G oup Autonobile and
Homeowner / Rent er | nsurance

P-196-53 Payroll: M scellaneous Payroll Deductions
for Enpl oyee Organi zations, Faculty
Cl ubs, and Credit Unions

Letters and Menoranda:
University Controller Joseph A Pastrone, Menorandum

to Accounting Oficers, et al, on Cost Rei mbursenent
Rates - Payroll Deduction Processing, March 18, 1980.

Hi storical note: Oiginal Accounting Manual chapter issued
2/1/71. Revised 8/2/71, 7/1/80, 12/1/86, 12/30/99, and 12/ 30/ 00;
anal ysts--Julia Sills and Abdul Abdurahman.

End.
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