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General Information

OVERVIEW

The objective of this information is to set standardized processes and standardization points for the center and agency level payroll processes in preparation for the migration of NASA’s payroll service delivery to Department of Interior (DOI)  under the e-Payroll initiative.  This information is intended to provide DOI, NASA Payroll, and NASA Personnel groups with a general specification as to the responsibilities of each group given each standardized process.  This information will also provide a basis for consolidating, integrating, and standardizing processes at the center and agency level.

BACKGROUND

HR and Payroll were identified as a future Integrated Financial Management Program (IFMP) module to be implemented as part of the Integrated Human Capital Management (IHCM) module.  Under the President’s Management Agenda, the OPM sponsored e-Payroll initiative accelerated the timeline for replacement of NASA’s payroll and associated HR transaction functions under IFMP.  The initiative addresses HR and Payroll transaction functionality similar to that planned under IFMP with the goal of migrating all Federal Agencies’ existing payroll service to one of four consolidated Federal payroll service providers.  NASA has agreed to implement e-Payroll rather than establish a new payroll capability as an extension of the IFMP human resources function. 

The e-Payroll initiative is part of the larger e-Government initiative to streamline and modernize information systems in order to effectively support Agency missions.  As the overseer of payroll and managing partner for the e-Payroll initiative, OPM established and led a working group to analyze Federal civilian payroll service delivery from a Government-wide perspective in order to identify options for future investments in the modernization and improvement of payroll systems and processes.  The working group (OPM, Office of Management and Budget (OMB), and payroll providers) determined that the consolidation of payroll service delivery could be achieved by reducing the number of federal agencies providing payroll services and systems operations.  Consolidation of payroll processes was the first step in achieving the end state, integrated HR/Payroll services.  In September 2002, the OPM announced that it intended to consolidate payroll activities at 22 Federal agencies into the four ‘best qualified’ organizations: Department of Defense, Department of Agriculture, Department of the Interior, and General Services Administration.  NASA was paired with the Department of Interior.
METHODOLOGY

The HR and Payroll sub-process teams consisting of both functional and technical resources from each NASA center were chosen to participate in the  Formulation phase of the ePayroll initiative.  The purpose of this phase was to derive a set of processes and requirements that were both business and mission critical to both the center and agency level payroll and associated HR transaction operations through a study of current NASA systems and processes.   

A series of workshops were developed to derive and study these processes from a state of conception and procedures, through a more detailed state of comparison and review with DOI, then ultimately to a set of specifications that identify the relationships and gaps between NASA and DOI.

The first workshop from a payroll functional perspective consisted of a set of categorized known Payroll processes, which were reviewed, modified, and expanded upon.  This list set the baseline processes that would drive the more detailed analysis.  From this point, functional representatives from each center took sets of these processes and generated a step-by-step baseline process flow from inception to finalization.  Having the baseline completed, all other centers then reviewed the steps in the process to compare and contrast their respective center process to the baseline process, noting differences in systems and tools, key players, and timing elements.  These results produced both a set of current processes, key standardization points across the centers, a set of recommended process procedures, and a set of process questions to be posed to DOI.  The same methodology was applied to HR sub-processes although HR began from a more decentralized and standardized standpoint.
The second workshop expanded on the initial baseline processes with review and analysis of recommended baseline procedures with current DOI procedures.  Through a group interaction between the center-level payroll team and the DOI functional team a document was generated displaying the NASA/DOI interactions and key recommendations of how the process and procedures should look after ePayroll is implemented.  

The third and final workshop will expand our baseline processes to a more technical view by identifying the data elements and attributes associated with the processes, and to understand the interfaces required to interact with DOI.  As part of this workshop, further gap analysis will continue, and with the collected information a complete business and technical requirements specification will be developed.  This specification will act as the main functional and technical guidebook as the implementation phase of ePayroll begins.

The information below represents the evolution of the baseline HR and Payroll processes.  This information contains attributes providing information on whether or not the process remains status quo or has been standardized, the standardized process procedures, NASA system impacts, HR integration required, and any currently identified gaps.

Payroll Process Requirements 
	Item 
Number
	Processes/
Item
	Standardize or

Status Quo
	Recommendation
	NASA Systems Impact
	HR/

Payroll Functional Integration
	Gap
	Comments
	Solution
	Party Responsible
	Status

	Leave

	1
	Donated Leave


	Standardize  
	NASA Offices of Human Resource (OHR) and the Liaison Payroll Office (LPO) to be responsible for approving and processing donated leave under the Shared Leave Program.  OPM forms to be used as an Agency standard.  Centers to retain current procedures for approving recipients for donated leave.  Notification of approved recipients to be provided directly from the NASA OHR to Center Payroll for processing.  Centers will handle donated leave process.

Process will use any donated hours available after all other leave has been used.

Standardization of all leave share forms has been sent to all centers.
	No
	Yes
	No
	NASA will ensure that all recipient and donor information is loaded in NPPS prior to conversion to FPPS.  


	
	HR, 

Ona Elliot, Sheree Gillard


	

	2
	Credit Hours (Transfer and Payment)
	Standardize
	NASA to adopt the policy of transferring credit hours for intra-agency transfers.  Payment of credit hours to be performed by the DOI Payroll Operations Division (POD) for separations and exceptional cases where a Center requests payment vs. transfer credit hours.  

Workflow for transfer and payment of credit hours: 

· Credit hour balances will automatically flow to the receiving Center in FPPS for intra-agency transfers.   If the center does not accommodate credit hours, DOI/POD will perform credit hours pay-out.

· For separations, credit hours will be paid automatically.  This is a standard POD process.

· DOI will pay credit hours when employees change to a non-flexible work schedule or to an SES position.  The LPO will utilize the reporting capability in WebTADS to notify DOI/POD of changes to work schedules and SES pay plans, for purposes of credit hour payment.   

Credit hour payments will be paid at the employee’s hourly rate and classified as “credit hours paid” in the FPPS Labor Cost file.  


	NASA Policy Change

Labor

SAP

Time and Attendance
	Yes
	No
	FPPS will not automatically pay credit hours with intra-agency transfers.  Employee credit hour balances are automatically transferred to the receiving Center. Center. The work around for this was a change in NASA policy to allow credit hours to be transferred from Center to Center.

No notification will be entered in the remarks section of the employee’s time sheet (during the “As Paid” process) when credit hours are paid due to work schedule or SES pay plan changes.  

NPPS processes “credit hours paid” as overtime or holiday worked and passes the same to Centers’ labor extract file.  These hours are captured as “credit hours paid” in the FPPS labor extract file.  To eliminate changes to Centers’ labor interface/systems and the SAP crosswalk for labor, credit hours should be mapped as overtime in Centers’ labor interfaces. 
	Policy change approved by Code F..
	Ona Elliott
	

	3
	Sick Leave Advance
	Status Quo
	DOI/POD will be responsible for entering Sick Leave Advance hours and expiration date in FPPS.  HR to submit memo or e-mail authorization of sick leave advance to LPO.  The memo or email may include the date in which the advanced hours are effective for use. The LPO will to notify DOI to load sick leave advance hours prior to T&A processing day via the comments section of the time sheet.  Hours will be available for usage on T&A processing day.  The LPO will also be responsible for notifying DOI to rescind any remaining sick leave balance at time of expiration.  

GAP: Expiration date for sick leave advance.  FPPS does not have the capability to terminate the use of advanced sick leave based on an expiration date.  The system permits the use of advanced leave until the balance is zero. 

Workaround: The LPO will manually monitor sick leave advance authorizations expiration dates and notify DOI/POD to reduce sick leave balances to zero upon date of expiration.

CR: Establish FPPS capability to automatically prohibit the use of sick leave advance hours after expiration date.
	
	Yes
	Yes
	Need to identify standard forms that will be used for processing sick leave advances.

Per Sandy Gregory (1/15/2004) - DOI will be responsible for entering Sick Leave Advance hours.  A memo or email may be sent to the LPO to load sick leave advance hours prior to T&A processing day.  Hours will be available for usage on T&A processing day.  The memo or email may include the date in which the advanced hours are effective for use.  Note:  The LPO will notify DOI of sick leave advance via the comment section of the time sheet. 


	Manual work around accepted for implementa-tion.  CR identified for future enhancement to FPPS for capability to automatically terminate  sick leave advance expiration dates.  
	HR
	

	4
	Restored Leave
	Status Quo
	Retain current center-level HR and PR procedures for processing restored leave requests.  HR provides Center Payroll Office with restored leave authorization.  Center Payroll submits spreadsheet to LPO with restored leave authorizations.   .  DOI/POD performs the appropriate adjustments to employees’ leave records. 

Note:  Restored leave will be automatically transferred with intra and inter-agency transfers and paid upon separation from government service.
	
	Yes
	No
	e-Payroll migration team to develop standardized spreadsheet for reporting restored leave hours to LPO.  

Future Enhancement:  LPO to notify DOI of authorized restored leave hours via comment section of time sheet. 
	
	
	

	5
	Compensatory Time Extensions
	Standardize
	Use current FPPS functionality for extending comp time.  If comp time is not used within 14 PPs, an additional one –time extension for another 14 pay periods may be granted in accordance with NASA procedures.  Flexibility exists in FPPS (DOI manual work arounds) for additional extensions that may be required by NASA on a case-by-case basis with written authorization.  Requests for extension of comp time to be coordinated between NASA Center Payroll Offices and the NASA LPO.  Authorized comp time extensions will be submitted by the Center Payroll Office to the LPO via spreadsheet. 

GAP:  FPPS does not provide the capability to process multiple extensions of comp time hours after forfeiture (i.e., within the time authorized for use).  Additionally, after comp time is forfeited, the system‘s capability limits the reinstatement of comp time forfeited to a one-time extension for the number of pay periods designated for original forfeiture.  NASA policy allows multiple extensions of comp time forfeited (not used in 14 pay periods).  Policies concerning the length of the extension vary among Centers.    

Work arounds considered:

1. Eliminate compensatory time expiration date. 

· Budgetary issues associated 

2. Comp time earned permanently forfeited if not used in 14 pay periods.

3. Comp time earned automatically paid when forfeited

· Budgetary issues associated

4. Establish NASA policy for one-time extension of comp time after forfeiture.  Use current FPPS functionality to extend comp time for an additional, one-time, 14 PPs after forfeiture, in accordance with current NASA procedures.  Flexibility exists in FPPS for additional extensions and reinstatements that may be required by NASA for exceptions.  
5. Apply NASA’s 14 PP minimum for employees’ initial use of comp time earned in FPPS.  Modify FPPS to allow processing of multiple comp time extensions after forfeiture (CR). 

	NASA Policy Change
	No
	Yes
	e-Payroll migration team to develop standardized spreadsheet for reporting restored leave hours to LPO.  

Data Clean-up: Review of comp time balances is required at time of conversation to address extension of comp time that may be expiring (tool currently used in NPPS to manually extend comp time for an additional 7 pay periods to accommodate NASA’s current 14 pay period forfeiture policy).   

Future Enhancement:  LPO to notify DOI of authorized comp time extension hours via comment section of time sheet
	Policy recommenda-tion approved by Code F. Gap resolved via policy change.  Option 4 determined to be Agency solution.


	Ona Elliott
	

	6
	Paid Compensatory Time (forfeitures, transfers, separations)
	Standardize
	NASA to adopt the policy of transferring comp time balances for intra-agency transfers.  Payment of comp time hours to be performed by the DOI/POD for separations and exceptional cases where a Center requests payment vs. transfer of hours.  

Payment of Comp Time Forfeited:  For non-exempt employees, FPPS will automatically pay comp time at the overtime rate that it was originally earned when it is not used within NASA’s 14 pay period limit.

Other Comp Time Payments:  Payment of comp time for both exempt and non-exempt employees to be processed as follows:

· Intra-Agency Transfers - DOI to automatically transfer comp time balances unless notification for payment is provided from the NASA HR office to the LPO with subsequent notification to DOI.  Notification most be accomplished within the current pay period to avoid unintentional transfer of hours to gaining Center. 

· Separations – DOI to pay comp time balances if notification is received from the NASA HR office for exempt.*   DOI to pay comp time automatically for non-exempt.  

· Other – all other requests for comp time payment to be coordinated between NASA Center-level Payroll Office and the NASA LPO with subsequent notification to the POD.

*Note:  For retirements, a NASA HR standardized checklist (included in the retirement package) will provide information to DOI for handling of comp time, credit hours, etc.  Default for NASA will be “NO” for payment of comp time for exempt employees upon separation.
	NASA Policy Change 
	Yes 


	No
	
	Policy change approved by Code F.
	HR
	

	7
	LWOP (FMLA 1993), Includes S-LV FMLA and A-LV FMLA

SL (FFSL)

SL (Expanded FFSL 2000)

Adoption (FMLA)
	Status Quo 
	Center level HR offices continue to administer the FMLA process where applicable. Coordination for approval of leave under FMLA to be the responsibility of employee supervisors and NASA OHR.  Any documentation associated with this process to be maintained in employee files.  No documentation will be forwarded to the NASA or DOI Payroll Offices.   Once an employee is approved for leave under FMLA, employees should be directed by supervisors, etc. to record their time and attendance accordingly for tracking purposes.  

Note:   FPPS will track hour types and balances under FMLA if the hour types are identified in NASA’s T&A processing file.   DOI is able to track all limitations for both Friendly Family and Family Medical Leave.  NASA currently does not track FMLA hours in its payroll system; therefore, no conversion of balances apply.  NASA will begin tracking FMLA hours after migration to FPPS, August 2004.

	Time and Attendance
	No
	No
	
	
	
	

	8
	Bone Marrow and Organ Donor
	Status Quo
	Center HR to be responsible for this process in coordination with supervisors, employees, etc.  Documentation to be retained in the employee files.  Bone marrow and organ donor donations will be recorded in T&A systems as excused leave.  No additional hour types will be added to T&A systems for initiating tracking in FPPS.  Recording of time for bone marrow and organ donor is rare and tracking in FPPS can be accomplished via the “error and missing’ time sheet process.                                                

Note:  FPPS tracks bone marrow and organ donor charges if the hour types are designated in the T&A file.  Also, tracking can be initiated during the timesheet “errors and missing process” with no change to T&A systems.  


	Time and Attendance
	No
	No
	 
	
	
	

	9
	“As-Paid” Timesheet Corrections
	Standardize
	NASA requires the capability to receive messages generated during the payroll T&A batch process for T&A data that was changed due to cutbacks, etc.  NASA requires these messages as well as hours and hour type changes to be received in a flat file for automatic updating of the timesheet prior to exporting the T&A data to labor. 

GAP:  DOI currently does not have the capability to generate “As Paid” messages for down loading to employee time sheets.  

Workaround:  The WebTADS interface will derive “As Paid” time sheet hour changes and electronically post updates to timesheets, accordingly.  Error messages associated with “As Paid” changes will be performed manually.    cutbacks after T&A batch.

Future CR:  Capability to produce a report electronically displaying timesheet leave conversion and cutbacks. 
	Time and Attendance
	No
	Yes
	Process Automation Opportunity:  “As Paid” time sheet messages and hours need to be passed back to NASA in the FPPS labor extract file for automatic update to T&A systems.

Action:  Initiate future CR to create, a report that provides the capability to produce a report electronically displaying timesheet leave conversion and cutbacks.
	“As Paid” hours will be automatically updated via the T&A interface.  Messages will be manually entered.
	Ona Elliott
	

	10
	Continuation of Pay (COP)
	Standardize
	Notification of COP to be coordinated between current center representative and NASA center payroll office.  Center Payroll will enter COP in FPPS.  FPPS will track COP hours based on hour type in T&A file.  DOI has the capability to store up to 16 instances for COP.  


	
	Yes
	No
	
	 
	
	

	11
	Leave Buy Back Coordination
	Standardize
	 Notification for processing of leave buy-back to be coordinated between current center representative, NASA/LPO, and POD - with POD performing the calculation.


	
	Yes
	No
	Action: Ensure all NASA employees’ leave buyback is paid in full in accordance with regulatory requirements, prior to cutover to FPPS.


	
	Julia Lee
	

	12
	Workers Compensation
	Standardize
	 Worker’s compensation processing to be coordinated between current center representative and DOI/POD as necessary.  


	
	Yes
	No
	
	
	
	

	13
	Time Card Adjustment
	Standardize
	Centers to enter prior pay period adjustments in T&A systems.   LPO to submit adjustments daily to DOI via the T&A Supplemental file for manual entry by the POD in FPPS.

Note: Accounting code conversions will not be included on the T&A Supplemental file.  DOI will not be responsible for accounting code conversions.  This process will be performed in Centers Labor Systems. Note: The process will remain Status Quo for Code Conversions
	Time and Attendance
	No
	No
	The prior pay period adjustments process will be centralized at the LPO.  


	
	
	

	14
	Military Leave
	Status Quo
	Military leave to be validated at the NASA Payroll center level.    FPPS uses military leave hours and performs appropriate carryover of hours from one fiscal year to another.  Centers will continue to be responsible for obtaining employee documentation to validate military leave (i..e., military orders).

Note:  FPPS generates a fatal error if military leave is recorded in less than 1 hour increments.   
	Time and Attendance 
	No
	No
	Action: Assess adding an edit in T&A systems to require military leave hours to be recorded in 1-hour increments. 

RFS will be submitted for WebTADS to edit for 1-hour increments for military leave.
	
	Ona Elliott
	

	DEDUCTIONS

	15
	CFC Process


	Status Quo
	Center Payroll Office currently using manual processes will enter CFC deductions directly in the FPPS.  Centers using automated uploads will continue to use their separate systems with centralization of one interface to FPPS.

Recommend selection of a current NASA automated interface for adoption as an agency standard.  Implementation should be no later than calendar year beginning 2006. 

Centers can future date up to 6 weeks of CFC deductions.  
	
	No
	No
	Action:  Explore options for agency-wide automated standardization.


	
	Janet Waters
	

	16
	NEBA Process
	Standardize
	NEBA (NASA Employee Benefits Association) deductions processing to be the responsibility of the OHR.  NASA is in the process of replacing its current NEBA program.  Implementation of the new program unlikely to be scheduled prior to e-Payroll cutover.     

GAP:  NEBA is a NASA unique function.  Processing requires establishing new tables in FPPS that can be configured to perform deductions in accordance with NASA guidelines.  NASA to provide requirements to DOI.  
	
	Yes
	Yes
	Define Table Values for NEBA Deductions.  


	NEBA requirements provided to DOI.  CR initiated.
	Karen Johnson
	

	17
	TSP Process
	Standardize
	Recommend mandatory use of Employee Express for TSP changes. HR and Payroll to process manual entry changes for exceptions.


	
	Yes
	No
	NASA HR and PR will be jointly responsible for entering data in the FPPS for processing.  


	
	
	

	18
	Direct Deposit and Allotments
	Status Quo
	Recommend mandatory use of Employee Express for direct deposit and allotment changes.  Center Payroll to manually enter changes for exceptions.   


	
	No
	No
	Note: FPPS will provide 16 occurrences of allotments.
	
	
	

	19
	Bonds Process
	Status Quo
	Recommend mandatory use of Employee Express for bond changes. Center Payroll to manually enter changes for exceptions.  


	
	No
	No
	
	
	
	

	20
	Reissue Bonds
	Status Quo
	Payroll to direct employees to U.S. Savings Bond website when bonds are lost or stolen; link: www.ussavingsbond.gov
Note: DOI will handle hotline calls initiated by employees.  


	
	No
	No
	
	
	
	

	21
	Union Dues
	Status Quo 
	Center PR to make the appropriate changes in FPPS using the “VDIN” and “VDCG” commands.  NASA dues are flat rate as well as percentage of gross earning.

FPPS accommodates an input field for the anniversary date of Union Dues sign-up.  There are no edits behind this field—(it is informational). It can be left blank or populated as required. FPPS accommodates deductions via flat rate as well as percentage of gross income.  DOI will be responsible for sending reports for unions dues directly to the Unions


	
	No
	No
	Need to define gross income for purposes of union dues deduction and compare to FPPS requirement.

Resolution: Percentage amounts are based on regular pay (basic plus locality) … no overtime, or other premium pay considered.


	
	Janet Waters
	

	22
	Transportation Fringe Benefits (TFBP)
	Status Quo
	A spreadsheet from the Centers to be provided to the NASA LPO quarterly for employee transportation expenses.   NASA will provide DOI with TFBP information to be entered in FPPS for the third quarter, September 2004, after cutover.
	
	No
	No
	
	
	
	

	23
	Family Assistance Fund (FAF)
	Status Quo
	DOI to use NASA’s current procedures for processing donations to the Columbia Incident Family Assistance Fund.  Processing will be coordinated directly between the NASA Center Payroll Office and the LPO.  The LPO will enter in FPPS.  Donations to be deducted via the banking allotment process.

Note:  Account numbers will not be shown on L&E. 
	
	No
	No
	Note: Will be handled as part of discretionary allotments.
	
	
	

	24
	Tax Levies
	Standardize
	DOI will be responsible for processing tax levies in accordance with IRS collection guidelines.  DOI will be listed in the Federal Register as the official recipient of NASA’s legal documents.


	
	No
	No
	Data Clean-up:  All open tax levy deduction filkes will be forwarded to DOI at cut-over.

Legal Office Communication:  HQ  Legal Office will notify Center Legal Offices of process changes (i.e., DOI official recipient of  legal documentation)..  


	
	Julia Lee

Ona Elliott
	

	25
	Federal, State, Local Tax Withholding Changes
	Status Quo
	Recommend mandatory use of Employee Express to the extent possible.  PR to process submission of manual changes.

DOI to use the ALLTAX program for local taxes. Taxes will be deducted according to duty station if the employee does not submit withholding allowance form. FPPS allows two states and two locals. 
	
	No
	No
	Data Clean-up:  Validate all employees with no tax codes.  Ensure state tax codes assigned.
	
	Julia Lee
	

	26
	Court Ordered Deductions
	Standardize
	DOI will be responsible for processing court ordered and other legal deductions.  This includes use of DOI’s legal office for authorization of deductions and notification to employees.  DOI will also be listed in the federal register as the official recipient of court ordered documents for NASA employees.


	Legal Offices
	No
	No
	Data Clean-up:  All open court ordered  deduction files will be forwarded to DOI at cut-over.

Legal Office Communication:  HQ  Legal Office will notify Center Legal Offices of process changes (i.e., DOI official recipient of  legal documentation)..  


	
	Ona Elliot
	

	PERSONAL CHANGES

	27
	Addresses
	Status Quo
	Recommend mandatory use of Employee Express for address changes. Center PR to process manual entry changes for exceptions.    

Note: Recommend the use of NASA standard forms for address changes to bonds.  
	
	No
	No
	Action: Identify standard form for bond address changes.


	
	Debbie Percival
	

	28
	Add new employee pay profiles.
	Standardize
	HR to add new employee profiles to FPPS (formerly a joint Payroll and HR function). 

Note: Employee addresses and certain other basic information must be entered before a new profile can be established in FPPS.
	
	Yes
	No
	
	
	
	

	29
	W-4 over 10 Exemptions
	Standardize
	This process is automated in FPPS; no payroll intervention is required.  DOI will automatically send electronic notification to IRS for all W-4 withholding allowances in excess of 10 exemptions.  
	
	No
	No
	
	
	
	

	30
	Group Health and TSP Open Season Changes
	Standardize
	Recommend mandatory use of Employee Express for group health and TSP changes.  

Group Health:  HR to process manual entry changes and exceptions for group health.  DOI has an interface that connects with the carriers—no paper forms required to be submitted to the carrier for reconciliation. 

NOTE: Center Reconciliation is not required.

TSP: See Item 17 and 41. 
	
	Yes
	No
	
	
	
	

	31
	Work Schedule Changes
	Standardize
	Part-time, flexible, variable day, compressed, maxiflex, uncommon—work schedule changes would need to be included on the Emprec file to indicate change in schedule hours (week 1 and week 2).  Work schedule hours for each week on T&A must be in sync with FPPS work schedule to alleviate processing errors in FPPS.  A payroll user can intervene and make necessary corrections during the FPPS T&A “errors and missing “ process. 
	Time and Attendance
	No
	No
	
	
	
	

	32
	Information from Treasury (e.g., Bank Closure…)
	Standardize
	DOI will be responsible for addressing information from treasury related to bank closures, etc., using the NASA LPO as point of contact for issues. 

DOI receives an updated list once a month from treasury with new routing numbers, changes, etc., and updates employees’ records in FPPS accordingly.   No notice is provided to employees because of volume. 
	
	No
	No
	
	
	
	

	33
	Awards for Non-NPPS Employees, Military Awards
	Standardize
	Centralize the processing of non-NASA employee payments (including W-2 and Employment Tax Return reporting) at the LPO.  OHR will be responsible for authorizing non-NASA Awards and notifying the LPO for payment.  

NASA requires the capability to mature non-NASA employees, process non-salary-related payments (i.e., awards) via the payroll process, and generate a W-2 for the payment.  

GAP: FPPS does not have the capability to process payment or generate a W-2 for employees who are not established in FPPS to receive a regular salary payment ((i.e., military personnel, astronaut awards).    

Workaround:  Perform non-NASA employee payments outside of FPPS, creating a manual W2, and employment tax return (Form 941); perform manual entry into SAP.  For the centralized payment, an Agency role would be setup in SAP for the LPO with a separate document type created for distinguishing non-NASA payments.  Payment information may be forwarded to DOI for creating W-2s.  

Note:  Award payments will occur at the LPO level thru use of SAP.  Center funds will be cited in SAP; therefore, no IPAC will be required for charge back purposes.  Centers will need to set aside funding for non-NASA Award payments.

Non-NASA employees will not appear on the headcount report.  DOI’s IPA system is being investigated for use in recording information for non-NASA employees to satisfy documentation and reporting requirements. 


	Accounting
	Yes
	Yes
	Action Item:  Finalize NASA’s decision to use DOI’s  IPA system to record information for non-NASA employees.  
	
	Ona Elliot, Janet Waters Cyndi Parscal, and NASA HR
	

	TRANSFERS/REEMPLOYMENT/SEPERATION

	34
	Overseas Employees on State Department. Payroll
	
	DOI to utilize FPPS to process pay for NASA employees formerly paid by the State Department.  NASA OHR and the LPO to serve as points-of-contact for starting and stopping allowances, deductions, etc.      

Entry of time and attendance data will be required for overseas employees.  Coordination between State Department, DOI, and the LPO will be required for stoppage and startup functions when returning from and reporting to an overseas assignment.  All personnel information will need to be updated by OHR.  SF2810s are required for “transfer in” for group health transfer.  Pay allowances will be updated by the LPO.

Note: Pre-testing will be initiated in March for simulated parallels 1 & 2 to ensure appropriate processing procedures are in place.   NASA will provide information to DOI for setup in test databases.


	Accounting (Labor)

Policy Change
	Yes
	No
	Action:  Provide test scenarios for overseas employees prior to FPPS Simulated Parallels 1 and 2. 

Action: Communicate policy change for processing overseas employees pay to HQ..
	
	Gwen Obert
	

	35
	Re-Employed Annuitants
	Status Quo
	HR performs the processing and pay determination of Reemployed Annuitants.

DOI/POD will provide information back to Human Resources upon request (i.e., hours worked and pay data).
	
	Yes
	No
	
	
	
	

	36
	Transfers (Intra-Agency)
	Standardize
	DOI/POD to be responsible for handling the payroll aspects of intra-agency transfers.  NASA’s current HR procedures to be maintained with the exceptions below:

· Credit and comp time hour balances  - follow procedures discussed at Items 2 and 6,  above. 

· Intra-Agency transfers in FPPS will be tracked by the “EOD Bureau Date” and a tickler report

· The LPO will utilize the HR tickler report to identify intra-agency transfers in support of the FPPPS “errors” and “missing” process. 

  
	
	Yes
	No
	Action: Provide procedures to DOI documenting NASA policies for transfer and payment of comp time and credit hours. These standard procedures will be followed unless DOI receives written notification to the contrary.

Conduct additional discussion with OHR to finalize process flow and timing of the intra-agency transfer function. 


	
	Deb Percival

HR

PR


	

	37
	Submit Retirement Packages 
	Standardize
	HR to submit retirement packages directly to DOI Benefits Office using its current processing timeline and overnight delivery.  HR to include additional information in package (check off sheet) to notify DOI of payment of credit hours, comp time, and other pay related tasks.  Also, see Item 6 above.

Note: The NASA LPO will be responsible for preparing the SF 2805 for indebtedness related to separated employees (see Item 42).  This form may be included in the retirement package to DOI or forwarded directly from NASA to OPM.  DOI is responsible for collecting indebtedness for active employees, only.   


	Accounting (Accounts Receivable)
	Yes
	No
	
	
	
	

	RECONCILIATION

	38
	Receive bi-weekly and manual TSP vouchers

Receive and Forward TSP Rejects
	Standardize
	DOI will be responsible for the accounting of NASA’s payroll.  NASA will not be responsible for generating TSP vouchers or reconciling TSP balances with NFC.  

· DOI will IPAC NASA for TSP breakage fee.  

· TSP rejects – no accounting impact to NASA.  DOI will be responsible for accounting for the resubmission of TSP rejects.    

Note: Breakage will be IPAC‘ed to each center and will not be reflected on the  labor cost file.  Will be IPAC’ed to individual ALC. Requires direct entry in SAP through a standard procedure.
	Accounting
	No
	No
	Action: Additional discussion required with DOI, Agency Payroll, and IFM to assess accounting impacts of TSP breakage fee and rejects, and entries to SAP.

Action:  Verify how TSP rejects will be handled for pay periods prior to cut-over (i.e., any accounting impact - should have no impact).  When will NFC commence the routing of TSP correspondence to DOI (should be as of cut-over pay period)?     
	
	Janet Waters

Shashi Vayshney

Ona Elliott
	

	39
	Request Payment of Supplemental Vouchers
	Standardize
	DOI will process supplemental (i.e., out-of-cycle) payments upon written notification from NASA.  Center payroll notifies NASA LPO; LPO notifies DOI; DOI/POD makes payment; POD notifies LPO when payment is made.  

No vouchers will be generated to Centers for supplemental payments.  Payment information will be reflected on the labor cost file.

Note: DOI’s policy for issuing supplemental payments is a minimum of 8 hours. 
	Accounting


	No
	No
	Action:  Communicate DOI’s minimum supplemental payment policy to Centers. 
	
	Ona Elliott
	

	40
	Group Health Carrier Reconciliation via “CLER”
	Standardize
	Group health reconciliation will be the responsibility of DOI; HR to serve as point of contact for issue resolution.
	
	Yes
	No
	
	
	
	

	41
	Submission of SF2809 and SF2810 to Carriers
	Standardize
	DOI will handle SF2809 submissions to group health carriers via its automated capabilities.

HR continues manual entry for SF2810 data. Hardcopy of SF2810 to be submitted to DOI who in turn submits to health care providers.  

SF2809’s and 2810’s will no longer be submitted to NASA Payroll Offices.  Also, see Item 30.
	
	Yes
	No
	 
	
	HR
	

	42
	Establish Accounts Receivable for Payroll Indebtedness (Group Health and Other) 
	Standardize
	Recommend centralization of accounts receivable (AR) for group health and other payroll indebtedness at one site (LPO).  The LPO will be responsible for identifying Payroll indebtedness and establishing the accounts receivable for this debt.  Accounts receivable will be recorded in SAP. 

The standard procedure for collecting Payroll-related indebtedness is shown below (Also, see Items 46, 47, 48, 62 and 63):

Group Health Indebtedness:

Collections for group health indebtedness due to deductions not taken during an employee’s active duty status (i.e., bi-weekly pay not enough to take deduction, personnel action results in adjustment to deduction) will be processed in accordance with “Other Indebtedness”, discussed below.  For collections for group health indebtedness owed by employees during a period of LWOP (see Item 46).  

Other Payroll Indebtedness:

Active Employees - Upon discovery of an employee overpayment, DOI will be responsible for notifying the employee in accordance with NASA policies.  Overpayments due to time and attendance as well as pay adjustments initiated by OHR will be coordinated with the LPO prior to the collection process.   

Separating Employees - DOI will automatically collect any indebtedness from employees’ final pay.  If collection from final pay does not satisfy the indebtedness, the LPO will submit a bill-of-collection for the balance due.  The NASA/LPO will be responsible for preparing the SF 2805 for indebtedness related to separated employees (see Item 37).  This form may be included in the retirement package to DOI or forwarded directly from NASA to OPM.  DOI is responsible for collecting indebtedness for active employees, only.

Non-Payroll Related Indebtedness:

Requests for non-Payroll indebtedness for collection through FPPS (i.e., Travel) will be submitted to the LPO using NASA’s current standardized process and forms.  Collection activity on non-Payroll indebtedness will be provided to the Center, as appropriate, for recording accounts receivable transactions.      

Note: DOI requires employee payments by check to go directly to the POD.
	Accounting

Policy Impact
	No
	No
	Action:  Finalize discussions with DOI on the collections process (i.e., how employees will be notified, rights to request waiver, etc.).  Also, discuss installment payment options for non-group health indebtedness and miscellaneous deductions.
	
	Shashi Varshney/Ona Elliott/ Janet Waters 
	

	43
	Change of Station  (COS)               (aka: Permanent Change of Station)
	Standardize
	Spreadsheets currently utilized by the NASA Consolidated Travel Office (CTO) will be forwarded directly to the DOI/POD for updating employee W-2 records with COS data and processing taxes associated with COS.  The COS process will be centralized at the CTO.  DOI will contact the CTO point of contact for resolution of issues.   The DOI/POD will:

· Reconcile COS taxes  

· Refund excess FICA deductions where applicable 

NASA is in the process of developing an electronic interface that will replace the manual process (spreadsheet) for updating the payroll system with PCS data for “W-2-only” purposes.  

Extended TDY - the center travel offices will notify DOI for special processing due regulatory requirements related to taxable earnings associated with extended TDY. 

Note: CTO will submit COS information directly to DOI via the PCS interface file.  Manual spreadsheets may also be submitted for exceptions (i.e, extended TDY)
	Payroll Interface
	HR
	No
	PCS interface will replace manual process currently used to update employee records.  Home marketing incentive awards will be included in this automation.


	
	Gwen Obert:  JSC to work Agency level standard automated interface and home marketing award
	

	44
	LWOP Specific Employee
	Standardize
	HR to serve as POC for all employee LWOP processes.  FPPS performs processing for LWOP related issues, including service comp date and within grade effective dates via automated processing capabilities.              
Time and Attendance Processing:  If on LWOP status and time card comes through, the employee will not get paid until set as return to duty - exception  Military LWOP.  Also, the FPPS does not automatically generate LWOP hours for individuals in an LWOP status.  A time sheet must be submitted with LWOP hours.  
	Time and Attendance
	Yes
	No
	
	
	
	

	45
	Limited Payability
	Standardize
	DOI will be responsible for reissuing payments to employees under limited payabilty cancellations.  

Note: If payment cannot be reissued to employee, (i..e., employee can’t be found) the limited payability cancellation amount is returned to the Agency via IPAC. 
	Accounting
	No
	No
	
	
	Jane Waters/ Shashi Varshney
	

	DEBT COLLECTION

	46
	Group Health   (LWOP)
	Standardize
	HR to initiate and forward group health indebtedness notification to LPO using NASA’s current processing procedures and standardized forms.  Employees will be required to send all payments for group health indebtedness directly to DOI/POD.  

HR, in consultation with employee, to utilize NASA’s current procedures to work payment arrangements with the employee prior to leaving on LWOP.  Employees can pay the entire amount of group health indebtedness prior to LWOP, mail payments during the period of LWOP, accrue the debt until they return to duty, or cancel deductions.

When the employee returns to duty with an outstanding debt, DOI will divide the indebtedness into 6 equal payments and deduct from the employees’ pay over the span of 6 pay periods. 

FPPS Processing:  The POD will submit advanced payment for group health to OPM on behalf of the employees during LWOP status.  As payments are received from the employee (either by check or through payroll deduction after returning to duty), the advance payments will be reversed.  Transactions for advanced payments, cash collections, and payroll deductions for group health will be identified by special codes on the labor cost file.  This information will be used by the LPO to process accounts receivable transactions (See Item 42).    
	Accounting 

(Cash Collection)
	Yes
	No
	Action:  Review and ensure standardization of NASA current policies for collection of group health indebtedness during LWOP. Revise Agency Group Health Payment Agreement form to include a statement that directs employee to send payments to DOI.  


	
	Julia Lee/Carolyn Plank/Janet Waters/Ona Elliott
	

	47
	Other Indebtedness (Salary Overpayments, Travel Collection)
	Standardize
	Salary Over Payments:

Salary Overpayments may stem from Personnel actions (SF 50) or Time and Attendance transactions (also see Item 42).  

SF 50 Transactions - HR will be responsible for notifying the LPO when an overpayment has occurred as a result of an erroneous Personnel action (SF-50).  The LPO will work with DOI to coordinate notification to the employee.  The initiation of an SF 50 to correct an employee’s salary will automatically adjust (collect overpayment) the employee’s bi-weekly pay in FPPS.   

Time and Attendance Transactions – overpayments due to time and attendance transactions will be coordinated by the LPO as part of the prior pay period adjustment process.  Notification to employees will be coordinated by the LPO, in accordance with NASA current policies. 

Active Employees - Upon notification of a salary overpayment due to an erroneous SF-50 action, DOI will be responsible for notifying the employee in accordance with NASA policies.  Overpayments due to time and attendance as well as pay adjustments initiated by OHR will be coordinated with the LPO prior to the collection process.   

Separating Employees - DOI will automatically collect any indebtedness from employees’ final pay.  If collection from final pay does not satisfy the indebtedness, the LPO will submit a bill-of-collection for the balance due.  The NASA/LPO will be responsible for preparing the SF 2805 for indebtedness related to separated employees (see Item 37).  This form may be included in the retirement package to DOI or forwarded directly from NASA to OPM.  DOI is responsible for collecting indebtedness for active employees, only.

Travel Collections:

Requests for collections for travel indebtedness via FPPS will be submitted to the LPO using NASA’s current standardized procedures and forms.  Collection activity on non-Payroll indebtedness will be provided to the Center, as appropriate, for recording accounts receivable transactions.      
	Accounting


	No
	No
	Determine NASA’s debt cancellation policy and provide to DOI (i.e., use a dollar amount for automatic debt cancellation or notify NASA for decision to cancel, who should notify employee).  


	
	Shashi Varshney Ona Elliott

Janet Waters
	

	48
	Waivers of Indebtedness
	Standardized
	NASA will be responsible for processing requests for waivers of indebtedness in accordance with NPG 9645.2C
	Policy Impact
	No
	No
	Action:  Communicate policy impact to Code F (DOI automatic waiver of indebtedness for $30 or less if collection cannot be made).  Communicate standard procedures to centers.
	
	Ona Elliott
	

	49
	Employee Verifications (Verbal and Written)
	Standardized
	DOI will be the primary contact for employee verifications and will handle any employment verifications that are received.  Center HR and Payroll offices may also process employment verifications received.  Both DOI and NASA will have the ability to access FPPS for this purpose, but the primary responsibility will be assigned to DOI.

Employees may also access TALX through Employee Express to initiate a request for employment verification.


	
	No
	No
	
	
	
	

	50
	Unemployment Compensation Request
	Standardized
	DOI will perform this function using TALX UC Express.  Submissions will be performed biweekly. 


	Legal
	Yes
	No
	Identify specifics of legal and HR involvement, impacts, etc.

Action: The address must be put on the SF8 by the HR dept.  For the non-NASA emp, the Center address could be provided.  For NASA employees, the TALX address would be provided.  

Action: Have centers confirm processes.


	
	Gwen Obert
	

	OTHER

	51
	Assist  with replacement of lost checks and EFT deposits
	
	Center Payroll to submit notification to LPO using current NASA standardized forms.   LPO to coordinate with DOI. 


	Accounting
	No
	No
	
	
	
	

	52
	Advance Salary Payment
	Status Quo
	Centers to use current procedures for advance salary payment. 

· Request for advance salary payment to be submitted to DOI from NASA Centers.

· DOI to process advance salary payment indebtedness. 


	
	No
	No
	
	
	
	

	53
	Student Loans
	Status Quo
	HR to initiate by contacting the LPO for Student Loan Repayments.  NASA Centers will make payments to lender, and DOI will update taxable wages based on information from LPO (will utilize DOI’s standard form).

Note: HR to use new NOAC (817) for reporting purposes, only.  This NOAC will have not affect current processing procedures. 
	
	Yes
	No
	NASA will utilize the Student Loan Form found in their Client Orientation Manual to submit W-2 adjustment data for student loans.  
	
	
	

	54
	Deceased Employees
	Standardize
	HR to notify the NASA LPO of deceased employees.  The liaison office to coordinate with DOI and ensure appropriate T&A processing for payment to beneficiaries.  DOI to calculate estimated payment to beneficiaries and forward to HR for submission to beneficiaries.

HR to retain its current policy of personally notifying employee beneficiaries of payments and other information associated with the decedent’s affairs. 

FPPS Processing:   The final time sheet for deceased employees will be processed through WebTADS.  During the “Errors and Missing” process, NASA will code the time sheet “DE” (Deceased).  This code permits a pay calculate but suspends payment of the timesheet hours in the current pay period.  The pay calculate information is used to provide an estimate to HR for payment to employee beneficiaries.  DOI will make payment to beneficiaries after notification of final pay estimate has been performed by NASA.

Note:  Deceased employee time sheets will be coded as regular time for their entire tour of duty on the date of death.   
	Time and Attendance
	Yes
	No
	 Action:  Validate workflow for deceased employee final pay process with DOI.


	
	Julia Lee/Debbie Percival
	

	55
	T&A Edit Processing
	Status Quo
	NASA Payroll Liaison Office to continue to perform corrections on current pay period T&A data after file is loaded in FPPS (error and missing process).

. 


	
	No
	No
	
	
	
	

	56
	Military Deposit
	Standardize
	HR to be responsible for preparing and forwarding military deposit applications to DOI.  DOI also requires employee cash deposit or payroll deduction election to be submitted to the POD.

The NASA LPO will provide support to the HR office for questions concerning these deposits.
	Accounting
	Yes
	No
	Action:  Document process flow in procedures document.
	
	Debbie Percival 
	

	57
	CTE Transfer of Hours, Payment of Hours
	Standardize
	Transfers:  DOI will automatically transfer comp time hours for intra and inter - agency transfers (center-to-center and agency to agency) unless notification for non-payment of hours is received from OHR.  See Items 6, 36 and 37 above.


	
	Yes
	No
	
	
	
	

	58
	Hour Increments for T&A Collection
	Standardize
	FPPS processes time and attendance data in quarter-hour increments.  Establish agency standard for reporting time and attendance data in quarter hour increments.

· Issues with statutory max cutbacks for comp time earned and leave hours - some centers request payment for quarter increments for cutbacks in situations where the employee will not be able to use the hours due to the centers larger hour increment requirement for time and attendance entry.  Some centers do nothing with dangling increments of time.  

· Quarter hour increments are also captured in the FPPS labor extract file.

Note: May impact centers’ labor systems.
	Possible Labor System Impacts

Policy 
	No
	No
	Quarter Hour Increment recommendation to be forwarded to HQ policy office.

 
	
	Ona Elliott
	

	59
	Printing and Distribution of Leave and Earnings Statements
	Standardize
	DOI will replace the current NASA process for printing and distribution of L&E statements.  As a standard policy, L&E’s will be mailed to employees’ home address. The cost for mailing is included in NASA’s standard charge “per W-2” fees.  Postage is no additional cost to the Agency.  It is a part of the DOI fees.
Receiving the L&E Statement at the office is not an option through DOI.

The employee has two options.  They are:

1. The DOI Leave and Earnings Statement will be mailed to employee’s home address.  In addition to the home mailing, the employee can log on Employee Express (EE) to view and print his EE Leave and Earnings Statement.

2. The employee can log on EE and have the mailing of his DOI Leave and Earnings Statement to his home stopped, by selecting the “Hardcopy Off” option.   This will stop the mailing of the DOI Statement to his home.  The employee can later select “Hardcopy On” if he chooses.

Note: Union impacts currently being addressed.
	
	Yes
	No
	
	
	
	

	60
	EFT Rejects, Check Cancellations
	Standardize
	DOI will responsible for processing EFT Rejects and Check Cancellations.


	Accounting
	Yes
	No
	
	
	Janet Waters
	

	61
	Local Tables TUnion, TCFC, TFIN Updates
	Standardize
	DOI will perform updates to Union, CFC, and financial tables.  Determination of deduction amount will be the responsibility of NASA.

Note: DOI utilizes OPM’s listing of charitable organizations for updating CFC tables in FPPS.
	
	No
	No
	 Action:  Verify local tables available for updating by NASA.    
	
	Ona Elliott
	

	NOTIFICATIONS

	62
	Cash collections received for indebtedness
	Standardize
	 All cash collections for payroll indebtedness are required to be submitted to DOI.


	Accounting

Policy Impact
	No
	No
	 
	
	
	

	63
	Retroactive pay adjustments resulting from transactions generated at Center
	Standardize
	HR will initiate pay adjustments resulting from SF50/52 actions via automated capabilities in the FPPS system.  If a retroactive pay change results in an employee overpayment, HR to contact the LPO.  The LPO will use NASA’s standard current procedures for notification to employee. 

The LPO will submit prior pay period T&A adjustments initiated from the centers’ T&A systems to DOI for processing in FPPS..  

Note: Prior pay period, adjustments are automated in FPPS for 26 pay periods back.  Adjustments older than this will require a one-time manual adjustment by DOI in FPPS.  Manual adjustments require paper requests to be submitted by LPO to DOI.  Currently, prior pay period T&A adjustments require manual processing in the FPPS (DOI enters T&A adjustments manually in FPPS from a paper source). DOI is assessing the capability of to using an interface file constructed to provide automation of prior pay period adjustments from T&A systems to FPPS.  If adjustments pre-date FPPS history, a hardcopy is required.
	
	Yes
	No
	
	
	
	

	64
	Collect time and attendance data and submit flat file for pay processing
	Status Quo
	Centers to retain current procedures for submitting T&A flat files for processing.  Centers’ T&A files will be consolidated for submission to DOI.   
	
	No
	No
	
	
	
	

	65
	Review Transactions via Employee Express
	Status Quo
	DOI to provide a report that depicts daily transactions submitted by employees via Employee Express for processing in FPPS.   


	
	No
	No
	
	
	
	

	66
	Time Off Awards
	Standardized
	Time off awards will transfer within the agency automatically.

NOTE: Time-off Awards will be transferable from center to center  (bureau to bureau). Standardization- No more limit or expiration date.  
	
	No
	No
	
	
	
	

	67
	Duty Status (Transferred Employees)
	Standardize
	The “EOD Bureau Date” and a tickler report will be utilized to determine intra-agency transfers.
	T&A Impact
	No
	No
	
	
	
	

	68
	Lump Sum Leave (LSL) Payments
	Standardize
	DOI will be responsible for payment of lump sum leave.  DOI’s policy for payment of LSL is two pay periods following the date of separation.  
	Policy Impact
	No
	No
	DOI’s policy for payment of LSL is two pay periods following the date of separation (to determine possible indebtedness to be collected from final pay).  NASA’s policy is payment of LSL in the pay period of employee’s separation.  
	
	
	

	69
	Hazard Duty Authorization
	Status Quo
	NASA will retain its current policy for authorizing hazard duty pay.  The Center Payroll Office will be responsible changing the hazard duty flag indicator in FPPS from “N” (No) to “Y”(Yes) upon receipt of hazard duty authorization.   The hazard duty indicator will also update NASA’s T&A system; this indicator is required in order to allow employees to record hazard duty hours.  
	T&A Impact
	Yes
	No
	
	
	
	

	70
	Long Term Care
	
	DOI will be responsible for processing NASA employees’ long term care deductions.  Employees will be referred to the ????? web site for questions concerning enrollment, etc.  
	
	Yes
	No
	
	
	
	

	71
	Flexible Spending Account
	
	DOI will be responsible for processing NASA employees’ long term care deductions.  Employees will be referred to the ????? web site for questions concerning enrollment, etc.  
	
	
	No
	
	
	
	


Agency Level Payroll Requirements
The table below describes the agency-level payroll functions performed in the Consolidated Payroll Office (CPO).  Each function shows the responsible party (NASA’s Payroll Liaison Office or DOI) after migration, and impacts to processes and/or systems for migrated functions.  A remarks section is also included for additional clarification and identification process enhancement opportunities. 
	Function
	Liaison Office
	DOI
	Process/System Impact
	Remarks

	Manually enter prior pay period Time and Attendance (T&A) adjustments in the payroll system. 
	
	X
	T&A System (change required to interface file)

Labor Systems

Accounting


	Currently, Centers submit and approve prior pay period adjustments in their T&A systems.  The CPO runs a report to identify these adjustments and manually enters them in the payroll system. NPPS does not have the capability to process project codes associated with time and attendance; hence, these adjustments are become reconciling items in the labor balancing process.  The prior pay period adjustment process is automated in DOI’s FPPS. 

Process automation opportunity:  Once prior period adjustments have been approved in the T&A system, the adjustments will be marked for inclusion on the T&A batch file to DOI and automatically processed along with current pay period time sheets.  

	Process (T&A) files from all NASA Centers


	X
	
	
	NASA to combine all T&A files for submission to DOI.

	Perform quality check of Centers’ T&A data and make final adjustments if necessary (errors and missing data)
	X
	
	T&A 
	Requires crosswalk for non-standardized hour types for processing in FPPS.

	Notification to Centers of changes made during T&A “errors and missing” process
	X
	
	
	The Liaison Office will inspect T&A data in the FPPS after it has been uploaded for processing.  An electronic spreadsheet will be provided to Centers showing any changes made to T&A data after receipt for processing.   

	Provide an “As Paid” time sheet report to Centers from final T&A batch processing for updating T&A systems.   
	
	X
	T&A (requires change to interface file)
	The “As Paid” time sheet correction process involves using a report produced from the T&A batch process to manually document ‘T&A change messages’ from this process on original time sheets in the T&A system.

Process Automation:  “As Paid” time sheet messages and hours can be passed back to NASA in the FPPS labor extract file for automatic update to T&A systems. 

	Receive and process Employee Express (EE) transaction files for all Centers 
	
	X
	
	

	Balance payroll from gross through net for all Centers
	
	X
	Accounting
	

	Transmit EFT and Non-EFT files to Austin Treasury, Savings Bonds to Federal Reserve, TSP to National Finance Center 
	
	X
	
	

	Certify EFT, Non-EFT, TSP, and saving bonds Payroll Vouchers through the Treasury’s Electronic Certification System (ECS)
	
	X
	Accounting
	

	Bill Centers’ their cost for federal and state taxes, TSP, savings bonds, retirement, health and life insurance via the Intra-governmental Payment and Collection System (IPAC)
	
	
	Accounting
	

	Print Leave and Earnings Statements at each Center 
	
	X
	
	DESCRIBE OPTIONS

	Mail NASA Employee Benefit Association (NEBA) diskettes
	
	X
	
	NEBA has been identified a gap.  This process requires the addition of a unique table in FPPS.

	Transmit new hire data to Office of Child Support Enforcement
	
	X
	
	

	Prepare and enter retirement and insurance data via OPM’s Retirement and Insurance Transfer System (RITS)
	
	X
	Accounting
	

	Reconcile federal, state, and city taxes
	
	X
	
	Employees may realize a slight difference in their net pay due to the tax package that DOI uses for tax withholding calculations.

	Prepare and enter federal tax, HIT, and OASDI data in the Treasury’s Fed Tax II System 
	
	X
	Accounting
	

	Prepare and file quarterly Employer’s Federal Tax Return (Form 941) 
	
	X
	
	

	Perform biweekly TSP reconciliation for Centers’ Accounting Offices
	
	X
	Accounting
	

	Retroactive TSP adjustments including submission of data to calculate lost earnings where applicable 
	
	X
	Accounting
	

	Provide accounts receivable information the NASA Centers for group health and other indebtedness
	
	X
	Accounting
	DOI requires cash payment to be sent to their servicing payroll office.  

	Perform reconciliation between Agency and FEHB carriers via OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse (CLER)
	
	X
	
	

	Perform reconciliation for Transportation Fringe Benefit Program and reduce employees’ payroll taxes according
	
	X
	
	Executive Order 13150, Federal Workforce Transportation, signed on 04/21,2000.  Centers provide CPO with worksheet quarterly listing employees who participate and the amounts they paid for public transportation, van pools, parking, etc. associated with transportation to/from work. CPO enters the employee amount on the NPPS TFBP screen and the amount is automatically subtracted from earning subject to federal, state, and city taxes.  NASA puts the YTD TFBP amount in box 14 of W-2.



	Reconcile Student Loan Repayments and verify increase in employees’ payroll taxes for the repayment
	
	X
	
	NASA Centers make the payment to the lenders directly and informs CPO.  CPO enters the amount of the repayment on the NPPS SLR (Student Loan Repayment) screen for Payroll Deduction of the taxes.  Or, if the employee elects to pay the taxes by cash collection CPO enters the amount of the repayment on the SLR screen in the Cash Collection fields and NPPS automatically updated the employee's YTD fields for W-2 purposes.



	Interface with John Hancock to process billing file for Long Term Care Insurance payroll deductions
	
	X
	
	

	Process PCS tax payments, reconciliation, enter in Fed Tax II, and IPAC Centers 
	
	X
	Accounting
	

	Transmit Employee Express (EE) extract to OPM Macon including file for EE Leaving and Earning Statements
	
	X
	
	

	Provide payroll cost data extract to Centers for Centers’ Labor and Accounting Systems
	
	X
	Labor
	

	Interface with Marshall’s Accounting Office to research discrepancies (i.e., accounting for Savings Bonds)
	 
	
	Accounting
	

	Submit jobs to download data to Centers (i.e., Johnson Space Center’s Online NASA Benefit Statements)
	
	
	Historical Data
	

	Submit jobs to download data to ADMINStar, Travel Manager, and T&A Systems
	
	
	
	

	Load reports to Administrative Data Optical Storage (ADOSS) for archival
	N/A
	
	
	

	Re-certify/reissue checks if needed (i.e., EFT/Non-EFT rejects, undelivered checks) 
	
	X
	Accounting
	

	Process deceased claims, calculate amount due to beneficiary, inform Center’s Personnel Office, and issue payments
	
	X
	Accounting
	

	Calculate and make adjustments for payments made outside of biweekly payroll process
	
	X
	Accounting
	

	Calculate, make adjustments, and make payments if necessary for Legal Settlement Cases
	
	X
	Accounting
	

	Calculate leave buy back and make necessary adjusting entry for employees on Workers’ Compensation
	
	X
	
	

	Collect and make adjusting entry for debt owed the government (i.e., annual sick leave, salary over payments).  If debt not collected from retiring employee, prepare data for OPM to outset retirement funds for the debt.
	
	X
	
	

	Retroactive pay adjustments and calculation of interest where applicable
	
	X
	Accounting
	

	Prepare, certify, and send Retirement Packages to OPM 
	
	X
	
	

	Process foreign service retirements 
	
	X
	
	

	Complete requests for disability retirements, transmit to OPM, and monitor request
	
	X
	
	

	Calculate and process military deposit payments for employees who wish to have post-1956 military service counted toward CSRS or FERS retirement plans.  Prepare documentation for Centers and OPM. 
	
	X
	Accounting
	DOI requires cash payment to be sent to their servicing payroll office.  

	Process travel collections where payroll deductions are required
	
	X
	
	

	Make lump sum leave payments for separating employees
	
	X
	Policy
	NASA pays lump sum leave in the current pay period; DOI pays two pay periods after separation. 

	Prorate health and life insurance deductions for retiring or transferring employees
	
	X
	
	

	Process Invention and Contribution (ICB) awards for the Agency
	
	X
	
	

	Yearly automatic load of CFC pledge data into NPPS first pay period in January via an interface file 
	
	X
	
	

	Prepare Annual Leave Liability Report for NASA Headquarters
	
	X
	
	

	Prepare Annual Revenue and Confirmation Report for OPM
	
	X
	
	

	Prepare OPM Semiannual Headcount Report
	
	X
	
	

	Prepare Payroll Fiscal Year-end Vouchers to appropriately reflect amounts that cross fiscal years
	
	X
	
	

	Prepare 1099s associated with payroll and mail to employee (i.e., deceased payments to beneficiaries)
	
	X
	
	

	Perform W-2 reconciliation, print, and mail to employees
	
	X
	Policy
	Employees will receive two W-2s for the tax year of cut-over (2004). 

	Prepare, balance, and transmit W-2 file to IRS/ Social Security Administration 
	
	X
	
	

	Perform yearly reconciliation with OPM of employees retirement funds (CSRS and FERS) deductions and government contributions
	
	X
	
	

	Provide on an annual basis imputed cost of retirement to NASA Headquarters
	
	X
	
	

	Administrator for NPPS Security including monitoring and maintenance
	
	
	
	

	Ensure integrity and safety of data and system via backups, disaster recovery plans, tests, and system security monitoring
	
	X
	
	

	Perform Personnel and Payroll security lock-outs in NPPS
	
	X
	
	

	Develop Programming Specification/Requirement Documents used to update NPPS software with regulatory and statutory changes affecting pay and leave
	
	X
	
	

	Test NPPS Software and Table Releases/updates
	
	X
	
	

	Full operational technical support of system and customers 7 days a week 24 hours for all Centers
	
	X
	
	

	Represents the Agency for Employee Express Releases testing at OPM Macon 
	
	X
	
	

	Provide ad-hoc queries to Centers’ management as needed
	
	
	
	

	Provide ad-hoc queries to facilitate in-house and OPM audits of Payroll 
	
	X
	
	

	Modify reports and system in emergency situations, as needed
	
	
	
	

	One-on-one interface with employee to resolve pay and leave questions
	
	
	
	

	Interface with Centers’ Personnel Offices to resolve and make correction due to   Personnel Offices’ data input errors (i.e., incorrect TSP status codes, wrong salary, incorrect retirement code, erroneous awards payment)
	
	X
	
	

	Flexible Spending Accounts (FSA) 
	
	X
	
	The Liaison Office will serve as point-of-contact for problems resolution. 

	Advance Annual Leave to employees at beginning of leave year.  Retract advanced leave for employees on a selective basis.  
	
	
	
	Can be advanced or rescinded manually with memo notification from center payroll office to DOI.



	DOI User Group 
	
	
	
	


Appendix A - Payroll Process Matrix

	e-PAYROLL CONCEPT OF FUTURE OPERATIONS (PAYROLL PROCESS)

	 
	 
	 
	"AS IS"
	 
	 
	"TO BE" 

	PROCESS
	 
	Center PR
	HR
	CPO
	 
	Center PR
	HR
	LPO
	POD

	LEAVE:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Donated Leave
	 
	X
	X
	 
	 
	X
	X
	 
	 

	Credit Hours: (Transfer and Payment)
	 
	X
	 
	 
	 
	 
	X
	X
	X

	Sick Leave Advance
	 
	X
	X
	 
	 
	 
	X
	X
	X

	Restored Leave
	 
	X
	X
	 
	 
	 
	X
	X
	X

	Comp Time Extension
	 
	X
	 
	 
	 
	X
	 
	X
	X

	Comp Time Payment:
(Forfeitures, transfers, Payment)
	 
	X
	 
	X
	 
	X
	X
	X
	X

	COP
	 
	X
	X
	 
	 
	X
	X
	 
	X

	Leave Buyback
	 
	X
	X
	X
	 
	 
	X
	X
	X

	Workers Compensation
	 
	X
	X
	 
	 
	 
	X
	 
	X

	Military Leave
	 
	X
	 
	 
	 
	X
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	DEDUCTIONS:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CFC
	 
	X
	 
	 
	 
	X
	 
	 
	 

	NEBA
	 
	X
	X
	 
	 
	 
	X
	 
	 

	TSP
	 
	X
	X
	 
	 
	X
	X
	 
	 

	Direct Deposit
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Bonds
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Reissue Bonds
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Union Dues
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Fed & State Withholding
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Transportation Benefits
	 
	X
	 
	X
	 
	X
	 
	X
	X

	Family Assistance Fund
	 
	X
	 
	X
	 
	X
	 
	X
	X

	Tax Levies
	 
	X
	 
	 
	 
	 
	 
	 
	X

	Court Ordered Deductions
	 
	X
	 
	 
	 
	 
	 
	 
	X

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PERSONAL CHANGES:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Addresses
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Add New Employee Profile
	 
	X
	 
	 
	 
	 
	X
	 
	 

	W-4 Over 10 Exemptions
	 
	 
	 
	X
	 
	 
	 
	 
	X

	Treas Notices (Bk Closure)  
	 
	X
	 
	 
	 
	 
	 
	 
	X

	Awards Non-Pay
	 
	X
	X
	 
	 
	 
	X
	X
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TRANSFERS/REEMPLOYMENT/SEPARATIONS:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Overseas Emp (St. Dept.)
	 
	X
	X
	 
	 
	 
	X
	X
	X

	Re-employed Annuitants
	 
	 
	X
	 
	 
	 
	X
	 
	 

	Transfers (Intra-Agency)
	 
	X
	X
	X
	 
	 
	X
	 
	X

	Submit Retirement Package
	 
	X
	X
	X
	 
	 
	X
	 
	X

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	RECONCILIATIONS:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TSP Vouchers
	 
	X
	 
	X
	 
	 
	 
	 
	X

	TSP Rejects
	 
	X
	 
	X
	 
	 
	 
	 
	X

	Supplemental Pay Voucher Reqs
	 
	X
	 
	X
	 
	X
	 
	X
	X

	Group Health Recon (CLER)
	 
	 
	 
	X
	 
	 
	 
	 
	X

	Submit 2809/2810's to Carriers 
	 
	X
	 
	 
	 
	 
	 
	 
	X

	Change of Station (COS)
	 
	 
	 
	X
	 
	 
	 
	CTO
	X

	LWOP Specific Employees
	 
	X
	X
	 
	 
	 
	X
	 
	X

	Limited Payability
	 
	X
	 
	X
	 
	X
	 
	 
	X

	EFT Rejects, Check Cancel
	 
	X
	 
	X
	 
	 
	 
	 
	X

	DEBT COLLECTION:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Establish AR for PR Indebt
	 
	X
	 
	X
	 
	 
	 
	X
	X

	Waivers for Indebtedness
	 
	X
	 
	 
	 
	X
	 
	 
	 

	New Employee Verifications
	 
	X
	X
	 
	 
	 
	X
	 
	X

	Unemployment Compensation
	 
	X
	 
	 
	 
	X
	 
	 
	X

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	OTHER:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lost Check Replacement Req
	 
	X
	 
	X
	 
	X
	 
	X
	X

	Advanced Salary Payment Req
	 
	X
	 
	X
	 
	 
	 
	X
	X

	Student Loans
	 
	 
	X
	X
	 
	 
	X
	X
	X

	Employee Death
	 
	 
	X
	 
	 
	 
	X
	X
	X

	Military Deposit
	 
	X
	X
	X
	 
	 
	X
	 
	X

	Distribution of L&E
	 
	X
	 
	X
	 
	 
	 
	 
	X

	Local Payroll Table Updates
	 
	X
	 
	X
	 
	X
	 
	X
	X

	Long Term Care
	 
	 
	 
	X
	 
	 
	 
	 
	X

	Flexible Spending Account
	 
	 
	 
	X
	 
	 
	 
	 
	X

	LSL Payments
	 
	 
	 
	X
	 
	 
	 
	 
	X

	FPPS Error and Missing Process
	 
	X
	 
	 
	 
	 
	 
	X
	 

	Edit Work Schedules (FPPS)
	 
	 
	 
	 
	 
	 
	 
	X
	 

	Hazard Duty Authorization
	 
	X
	X
	 
	 
	X
	X
	 
	 

	NOTIFICATIONS:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Collections Received for Debt
	 
	X
	 
	X
	 
	 
	 
	 
	X

	Retroactive Pay Adjustments
	 
	X
	X
	X
	 
	 
	X
	 
	X

	Review EE Tranx Report
	 
	X
	X
	X
	 
	X
	X
	X
	X

	Time Off Awards (Transfers)
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TIME AND ATTENDANCE:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	T&A Missing Process
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Prior PPA (TBD) 
	 
	X
	 
	 
	 
	 
	 
	X
	X

	AS PAID Corrections
	 
	X
	 
	 
	 
	 
	 
	X
	 

	Export Labor
	 
	X
	 
	 
	 
	X
	 
	 
	 

	Import Labor Codes
	 
	X
	 
	 
	 
	X
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� “To Be” process/procedure involves NASA OHR and NASA or DOI Payroll Office.
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