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200.1 Purpose

This chapter refers the reader to the Bonneville Power Administration (BPA)’s Payroll Website for policies and procedures related to salary payments, payroll deductions, and time and attendance reporting.  Combined with relevant law, regulations, and case law, this issuance governs BPA’s policy in administering the payroll program.

200.2
Definitions

No information in this section.

200.3
Policy

It is BPA’s policy to complete its payroll processing in an accurate and timely manner to meet the U.S. Treasury’s payroll processing schedule.  BPA will withhold from an employee’s salary all mandatory and optional deductions when due and which are properly authorized and adequately documented, in compliance with Federal, state, and local laws.  Payments to employees will also be recognized, as wages in accordance with Federal, state, and local laws.

A. Employee-initiated documents that prescribe the destination for salary payments are processed in an accurate and timely manner.

B. Timely action is required when resolving problems with direct deposit salary payments.

C. Cancel individual salary checks when the employee claims no receipt or loss and obtains replacement check(s) after normal U.S. Treasury processing of the cancellation request.

200.4
Responsibilities

A.
The Payroll Operations Manager is responsible for planning, directing, and administering BPA’s payroll system.

B.
Employees are responsible for verifying pay and deductions.

C.
Servicing personnel offices are responsible for ensuring that personnel actions, which affect an employee’s pay, are processed in an accurate and timely manner.

200.5
ProcedureS

The Payroll Policy and Procedures section of the Disbursement Operations website, provides guidance and instructions for payroll-related matters and is available through BPA’s Intranet.

Applicable forms include
A.
Form BPA 2220.17e, Mailed Check Problem Report  (Late Delivery Or Non-receipt Of Salary Check); \\Hfile\APPS\EFORMS97\Templates\2220_17E.DOT;

B.
Form BPA 3293.02, Final Pay Clearance;\\Hfile\APPS\EFORMS97\Templates\3293_02E.DOT
C.
IRS Form W-2, Wage and Tax Statement;

D.  Financial ManagementServiceForm 2231e, FASTSTART Direct Deposit, 

\\Hfile\APPS\EFORMS97\Templates\FMS2231e.dot
200.6 References

A. Debt Collection Act of 1982;

B. Treasury Fiscal Requirements Manual;

C. GAO Policy and Procedures Manual for Guidance of Federal Agencies, Title 6, March 1996;

D. State Taxing Authority Guidance;

E. Code of Federal Regulations, Title 5; 

F. Personnel Letter No. 610-5, Hours Of Duty;

G. Personnel Letter No. 630-1, Leave Administration;

H. Collective Agreement between the Administrator, Bonneville Power Administrator and the Columbia Power Trades Council (CPTC);

I.
Internal Revenue Service Circular E, and other publications and regulations from the IRS, when applicable.

J.
  BPA Payroll Website, (http://webip1/Corporate/DFR/DFRD/payroll.htm).  
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