HRS RECAST TRANSACTIONS

General Information

· The HRS Recast Transaction was designed as a more efficient way to reallocate labor and benefit expenses than the previously used HRS Reallocation Transaction.  The HRS Reallocation Transaction, however, is still available for use by departments when necessary.
· The Recast method of moving payroll transactions was implemented because the average fringe benefit method of charging employee benefits resulted in problems for Payroll personnel in moving the associated actual benefits. 

· The recast method works with labor percentages, not dollar amounts.  Therefore, it is necessary to list the full 100% of labor distribution for the pay period that is being changed.

· Labor and Benefit costs are redistributed to the appropriate accounts based on the new labor account(s) and applicable percentages.

· The average and actual benefits associated with the labor charges will be moved automatically.

· HRS Recast Transactions will be accumulated and input twice a week up until Payroll month-end.  To ensure the entries are posted within the desired month, entries should be submitted prior to the 15th of each month.  Individuals preparing the Recast Transactions should review reports and prepare adjusting entries in a timely manner.  Entries not received prior to the Payroll month-end will be held until the next processing cycle.  HRS Recast forms should be received within 90 days of the original payroll charge.  Ninety days is defined as the last working day of the third month following the month the charge originally occurred.  
· The correctness of the information for a recast adjustment is the responsibility of the originating department.  Entries will be posted as received when possible.
Instructions for Completing the HRS Recast Form

· This Form Prepared By (or Document ID on previous form):  
Enter the name and phone number of the person preparing the HRS Recast Transaction and the date it was prepared.
· Employee Name:

Enter the employee’s name (last name first, followed by first name and middle initial).

· Social Security Number:

Enter the employee’s social security number.
· Pay ID’s:

Enter the payroll ID number(s) for the specific payroll or ranges of payrolls being recast.  (Examples:  1R01 for the monthly payroll period in July 2004; 4R02 for the first biweekly payroll in August 2004.  A range example would be 1R01 to 1R03, for July, August, and September 2004, if the new funding remains the same.)

· Pos #  on Pay ID:

Enter the position number assigned to the employee for the Payroll ID to be recast.
· Y :

Enter Y to indicate that both labor and benefits will be moved to the new account.  In the event that only labor or only benefits are to be moved, call Sherry Warden in OSU Payroll Services for specific instructions.

· New Funding:

Enter all the labor accounts involved in the new distribution up to a maximum of 12 accounts per position number.  The account number should be entered as Campus Code-Ledger-Account-Subcode.  Benefit subcodes are not used.
· New Funding Percent:

Enter the percent of labor to be paid on each account (percent can be carried out to five decimal places).  Each page percentage total must equal a multiple of 1.00000%.

· New Pos # (if applicable):

Enter the new position number if the previous position number was incorrect.

· Salary Amount Funded on New Acct:  
Enter the salary amount applicable to the new funding percent.
· Benefit Amount Funded on New Acct:  
Enter the benefit amount applicable to the new funding percent.
· Present Funding:

Enter the present funding information for all accounts where labor charges occurred for the pay period being changed.  The account number should be entered as Campus Code-Ledger-Account-Subcode.
· Present Funding Percent:

Enter percent of labor that was paid on each account.

· Salary Amount Funded on Present Acct:  
Enter the salary amount applicable to the present funding percent.

· Benefit Amount Funded on Present Acct:
Enter the benefit amount applicable to the present funding percent.

· Reason:

Write a brief but specific reason for the new labor distribution to the accounts.

· Authorized By:
Obtain signatures of the appropriate departmental personnel and/or department heads authorizing the changes.  If either side of this transaction impacts a grant, contract, or cost share account, then the Principal Investigator must sign the form. 
· Attachments:  
The HRS Recast Transaction form and attachments should be assembled in the following order:  Recast form on top, followed by copy(s) of the HRS 419’s for the accounts that are being changed in the Present Funding column.  A print out of HRS screen LDT maybe substituted for an HRS 419 if the HRS 419 is not yet available.
· Routing of Forms:   
The HRS Recast Transaction form will originate in university departments and be submitted to 409 Whitehurst for data entry.  Between the originating department and final destination the form must receive all required signatures.  Specific routing within colleges or administrative units may be different.  Fiscal officers should have specific instructions for their respective divisions.  Forms that impact grant accounts must be routed through GCFA.  
· Any questions regarding the preparation of the HRS Recast Transaction form should be addressed to Sherry Warden at 744-6574.
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