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5.1 Benefits 

5.1.1 Qualifying Life Event Verification  
Policy Statement  

The University System of Georgia (USG) recognizes the importance of managing healthcare cost in order 

to maintain competitive healthcare plans for USG employees and retirees. Therefore, each institution’s 

Human Resources (HR) Department will validate supporting dependent documents when employees are 

hired, experience an eligible qualifying family status change, and during the annual enrollment period or 

any other event requiring a verification document. 

Process/Procedures  

Employees may enroll themselves and their eligible dependents in the healthcare plans provided by the 

Board of Regents of the University System of Georgia.  Employees must notify the institution’s HR 

Department and elect their healthcare benefits as follows: 

• within thirty (30) days from hire date; 

• within thirty (30) days of a qualified family status change (e.g. marriage, birth of a child, divorce) 

affecting the eligibility of dependents, and/or 

• during the annual open enrollment period. 

In all cases, documentation showing eligibility must be provided to the institution’s HR Department within 

30 days from hire date or qualified family status change, or 30 days from enrollment date during open 

enrollment.  If an employee does not provide the required documentation, his/her dependents cannot be 

covered.  In the event of an inter-institutional transfer with the same benefits enrollment, a reattestation is 

not required; however, if the benefit package at the new institution is different and new enrollment is 

required, the new institution should verify benefit eligibility and maintain records accordingly. 

Listed below are the steps followed for updating eligible dependent coverage:  

• Employee enrolls eligible dependent for coverage in 3rd Party Vendor system within required 

timeframe 

• The 3rd Party Vendor pends dependent for approval 

• The Shared Services Center (SSC) electronically sends list of pended events to institutions by 

close of each business day based on the daily updates received from the 3rd Party Vendor 

• Employee provides documentation to institution within required timeframe 

• Institution reviews documentation and approves or denies addition of dependent in system 

• Once approved by the institution, the 3rd Party Vendor processes the dependent enrollment and 

sends to carrier.  
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Qualifying Life Events  

Employees / retirees are not allowed to change benefit elections during the plan year except for those 

experiencing a Qualifying Life Event (QLE).  The following are considered Qualifying Life Events:  

Event Code * 
*As applicable to  
    Institution  

Qualifying Life Event  

Verification 

Document  

Required  

07 Update Retiree / Survivor Medicare Information Yes 

08 Update Spouse Medicare Information Yes 
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Data-Driven and Administrative Events 

In addition to Qualifying Life Events, there are data-driven or administrative events that may occur.  Upon 

receipt of these events the online benefits system will open the appropriate eligibility for the employee and 

send an email notification, including a worksheet (if applicable), informing them to go online and make their 

benefit elections.  The following are considered Data-Driven and Administrative Events : 

Event Code  Data Driven and Administrative Events #  

 

# Includes Worksheet 

Event 

Generated By 

Verification 

Document 

Required  

01 Open Enrollment # System Yes 

04 Newly Eligible # System Yes 

09 
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3. One and three-fourths working days per month (14 hours) for 10 years plus of continuous 

employment. 

The accrual rate of vacation/annual leave for an hourly employee will be based upon his/her standard work 

commitment.  The use of approved vacation/annual leave shall be recorded on institutional leave records. 

Employees will receive accruals on the 28th day of each month pending they are in active status on the 

15th day of each month.  If a new employee begins work with the USG after the 15th of the month then 

they are not eligible for accruals until the next full month of service.  

In accordance with the Human Resources Administrative Practice Manual, a regular employee who works 

part-time or more but less than full-time shall accrue vacation/annual leave prorated on the basis of full-

time employment.  

In accordance with the Human Resources Administrative Practice Manual, an employee who works less 

than part-time (less than 20 hours per week) shall not be eligible to accrue vacation/annual leave. 

Accrual by Temporary Employee  
A temporary employee, as defined in the Human Resources Administrative Practice Manual, is not eligible 

to accrue vacation/annual leave and therefore, will be set up as having NO ACCRUALS in the 3rd Party 

Vendor Payroll and Time and Labor Systems. 


BPM - 




BPM - Section 5 – Payroll – for Institutions Supported by the Shared Services Center 
_____________________________________________________________________________________ 

BPM Section 5.0 Supplement – for Institutions Supported by the Shared Services Center Page-14 
As of 09-14-2012 

Hours are added to each employee listed on the file based on a formula that was established by the USG:  

Credit Hours/9*16.  The formula takes the credit hours earned for summer, which are listed for each 

employee on the Summer Credit Hours Export file, divides the number by 9 and then multiplies by 16 to 

determine the final number of sick leave hours the employee should receive for the summer months 

worked. 

Once the 3rd Party Vendor Time and Labor Support Group runs the process in the Time and Labor System, 

the hours uploaded to the Time and Labor System database are posted and immediately available for 

employee use.   

As soon as the process is completed, the SSC will notify all institutions so that they can verify leave 

calculations. 
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5.1.5 Life Insurance Reporting and Premium Remittance 

The life insurance provider sends invoices to each institution monthly.  This invoice provides a starting 

point, but does not actually determine the amount owed to the provider.  
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5.1.6 Withholding Schedule for 10 Month Contract Employees  

Ten (10) month contract employees are considered full-time employees for purposes of receiving benefits.  

They receive benefits for twelve (12) months, based upon the assumption their contract will be renewed for 

the next academic year.  Payroll deductions for fringe benefits must aggregate 12 months of deductions 

within a 10 month salary delivery period.  Normally, a contract for a 10 month contract employee begins in 

August and ends in May, with benefits continuing during June and July if the contract is renewed. 

If a 10 month contract employee terminates employment at the end of the academic year (May), benefit 

deductions for the months of June and July will be refunded to the employee.  Health and dental benefits 

would then be available under COBRA.  Only when their contract is scheduled for renewal for the next 

academic year is the employee eligible to continue benefits during the months of June and July. 

 

Deduction Schedule for Benefits  

For 10 month contract employees who are paid monthly, during the months of January through May, the 

deduction amount will be the monthly premium multiplied by 7/5.  This will allow for seven (7) months of 

premiums (January – July) to be deducted from five (5) monthly paychecks (January – May).  From August 

through December, the regular monthly premiums will be deducted. 

Benefit deductions are taken out of two paychecks per month for employees who are paid bi-weekly.  For 

10-month contract employees who are paid bi-weekly, the results of the calculations described above 

should be divided by two (2). 

 

Inter -institutional Tr ansfer  

When a trans
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2. Academic year faculty whose benefit premiums are withheld during January to May each year at a 

higher rate to cover premiums for the months of June and July, and who will transfer at the 

beginning of a new academic year, insurance coverage will continue through the end of July with 

the first institution and begin with the new institution to which the faculty member is transferring on 

August 1. 
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Expedited Refunds  

Expedited refunds are available for Retirees/Survivors who are on ACH (auto debit).  These refunds are 

processed only if the 3rd Party Vendor has made an error resulting in excess funds being drafted from the 

participant’s checking account. 

Refund Request Made Within Five (5) Days  

If the 3rd Party Vendor is made aware of an urgent request to refund a previous ACH debit within five 

business days of the initial debit, an ACH reversal of debit will be initiated to return the funds directly to the 

participant’s account.  

Refund Request Made Outside Five (5) Days  

If the request is outside of the five-day window, the 3rd Party Vendor will issue an off-cycle urgent check 
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6. 
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5.1.8 Retirement System Reporting and Deduction Remittance 

It is the policy of the Board of Regents (BoR Policy Manual 8.2.8.2) to provide for the retirement of all 

eligible regular full-time employees, either through the Teachers Retirement System of Georgia (TRSGA) 

or the Regents’ Optional Retirement Plan (ORP).  Employees eligible for the Regents’ Retirement Plan 

shall be those employees identified in Board of Regents Policy Manual. 

All other employees not eligible for either TRSGA or ORP are required to participate in the Georgia Defined 

Contribution Plan (GDCP) administered by the Employees Retirement System.  Employees of state 

agencies that were participating and vested in the Georgia Employees Retirement System subsequent to 

being employed by the University System may elect to continue their participation in the Employees 

Retirement System.  This is facilitated by state law.  Reporting procedures for the Employees Retirement 

System are also included in this section. 

Teachers Retirement System Reporting and Deduction Remittance  

1. Payroll deduction data will be copied from the Payroll System into the PeopleSoft Financials 

application.  The Shared Services Center (SSC) will load a work table with data from PeopleSoft 

Financials that will be submitted to the Teachers Retirement System monthly.  This data file must 

include data detailed in requirements provided by TRSGA. 

2. Institutions will be required to log into PeopleSoft Financials to perform adjustments to the data 

file and reconcile their TRSGA contributions once the SSC has notified them via email that the 

data file has been loaded. 

3. After adjustments are completed, the SSC will extract the final tables that will be submitted to 

TRSGA. 

4. The SSC will generate an official invoice using the TRSGA online monthly statement/billing form 

and will send it to each institution. 

5. The SSC will process a reverse wire to extract 
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Optional Retir ement Plan Reporting and Deduction Remittance  

The following companies manage Optional Retirement Plans (ORP) for the University System of Georgia.  

The same process is used to report to each of these companies: 

• Fidelity 

• TIAA/CREF 

• VALIC. 

1. Payroll deduction data will be copied from the Payroll System into the PeopleSoft Financials 

application.  The Shared Services Center (SSC) will load a work table with data from PeopleSoft 

Financials to obtain detail on monthly employee deductions and employer matching amounts.  

2. Institutions will be required to log into PeopleSoft Financials to perform adjustments to the data 

file and reconcile their ORP contributions once the Shared Services Center has notified them that 

the data file has been loaded. 

3. After adjustments are completed, the SSC will extract the final tables that will be submitted for 

each ORP provider.   

4. Each month the SSC will generate an official invoice with a summarization for each ORP provider 

and will send to each institution. 

5. The SSC will process a reverse wire to pull funds referenced on the official invoice from each 

institution. 

6. The SSC will submit the data file produced to each ORP provider either through a secure FTP 

transfer or through the provider’s website, using the web site’s upload feature. 

7. The SSC will execute a wire transfer to transfer the payment amount to each ORP provider on 

behalf of each of the institutions. 
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5.1.10 Discontinuing Benefits for Retired Employees  

A University System of Georgia (USG) retiree or career employee who, upon his/her separation of 

employment from the University System of Georgia, meets the criteria for retirement as set forth in BoR 

policy (BoR Policy Manual 8.2.8) shall remain eligible to continue as a member of the basic and dependent 

group life insurance and health and dental benefits plans.  The University System shall continue to pay the 

employer’s portion of the cost for such benefits. 

Retiree coverage under the plans can be discontinued under one of three scenarios:  1) at the request of 

the retiree, 2) due to nonpayment of premiums, or 3) at the death of the retiree. 

1. If a retiree requests to discontinue his/her coverage, the institution should ensure premiums have 

been paid through the agreed-upon date.  Otherwise, the account should be paid in full prior to 

ending the relationship with the retiree.  There should be a valid qualifying life event in order to 

allow the retiree to cancel coverage at a time other than open enrollment.  Qualifying events must 

be verified, processed, and approved by the institution (see Section 5.1.9 for qualifying event 

information).  In some instances, dependents of the retiree who were also covered may be eligible 

to continue coverage under COBRA.  In those situations, COBRA paperwork by the 3rd Party 

Vendor will be generated automatically and forwarded to the dependents.  Once coverage is 

cancelled, the retiree/survivor is no longer eligible to participate in any USG plan; however the 

retiree will retain their basic life coverage as this is an employer-paid benefit. 

 

2. A retiree will be cancelled for non-payment of premium if his/her payments are 60 days or more 

delinquent.  The coverage is cancelled automatically via the 3rd Party Vendor once the account is 

60 days or more delinquent.  A retiree whose coverage is discontinued due to non-payment of 

premiums will be notified at least twice of the impending cancellation by the 3rd Party Vendor.  The 

Shared Services Center also offers the opportunity for retirees to identify an “alternate financial 

contact”.  By identifying an alternate financial contact, the retiree authorizes that person to discuss 

the status of the retiree’s benefits and have the ability to arrange premium payments on the 

retiree’s behalf.  This would minimize the potential that benefit premiums might not be paid due to 

circumstances related to travel, health, or other situations.   Once the account is past due, each 

billing statement thereafter will include the current amount due and its grace date and any past 

due amount along with the grace date for that amount.  If the retiree is not responsive, the 

coverage will be canceled effective the date through which the account is paid.  It is the 

responsibility of the institution to collect any outstanding balance due. 

 

The SSC provides each institution with a Payment Report each month of all retirees/survivors for 

each institution.  The report includes information as to whether or not the participant’s payments 

are current and to what date they are paid.  It also advises of the last grace date available to make 
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a payment before the account will cancel and the payment amount due.   

Each month it is the responsibility of the institution to sort this file and identify those who are in 

danger of cancellation and notify them accordingly.  Once coverage is cancelled, the retiree is no 

longer eligible to participate in any USG plan.  Reinstatement requests are reviewed on a case by 

case basis for extenuating circumstances.  If a participant has not complied with the BoR Policy 

Manual Section 7.5.1.1 requirement of making payments via auto d
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5.2 Taxes 

Institutions of the University System of Georgia must conform to applicable Federal and State regulations 

concerning timely remission of various employee deductions and employer matching funds.  This section 

provides a brief overview of these requirements. 

Under Federal and State regulations employers are required to deduct and withhold Income Tax, Social 

Security Tax and Medicare Tax when the employee is paid.  These deductions must be made according to 

the tables or procedures established by the Secretary of the Treasury and the State Department of 

Revenue.  The employer is also required to pay the full amount of income tax withheld to the appropriate 

agencies and file periodic tax returns.  Topics in the BPM Section 5.2 Taxes include the following sub-

sections as related to Payroll and in adherence to the sources listed above. 

1. Election to withhold taxes from employee’s paycheck 

2. Set-up employees tax withholding election in the Payroll System 

3. Annual verification of employees claiming exempt from withholding 

4. Withholding from employee paycheck 

5. Tax Funding 

6. Payment of withholdings to tax agencies 

7. Submission of returns to tax agencies 

8. Federal Form W-2 Wage and Tax Statement provided to employees annually. 
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5.2.2 Set-Up Employees Tax Withholding Election in the Payroll 
System  
 

Institutions are responsible for setting up payroll tax withholding screens in the Payroll System for each 

new employee utilizing the withholding certificates (i.e., Federal W-4 and Georgia G-4) provided by the 

employee.   

For employees utilizing the 3rd Party Vendor’s Self Service Portal to change their tax withholding, tax 

changes feed automatically into the appropriate tax panels in the Payroll System by the 3rd Party Vendor
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5.2.4 Tax Withholding from Employee Paycheck  

Tax withholdings from employee’s paychecks are based on tax tables and guidelines established by the 

IRS and other governing tax agencies.  (See IRS Circular E (www.irs.gov) published annually and State 

Employer Tax Guides (https://etax.dor.ga.gov/taxguide).  This information is managed and maintained in 

the Payroll System by the 3rd Party Payroll Vendor.  Based on these tables and the employee’s 

classification in the Payroll System and their withholding election, taxes are withheld from the employee’s 

paycheck.  
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5.2.6 Payment of Withholdings to Tax Agencies  

Once impounded from the institutions, the 3rd Party Payroll Vendor submits tax payments to the taxing 

agencies on behalf of the USG following the terms of the 3rd Party Payroll Vendor’s service level 

agreement with the USG and in accordance with the guidelines set forth by Federal and State Taxing 

Agencies. 
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5.2.7 Submission of Returns to Tax Agencies  

The Shared Services Center (SSC) serves as a liaison between the institutions and the 3rd Party Payroll 

Vendor to coordinate, review, and approve tax returns for submission to the Federal and State Tax 

Agencies.  The SSC provides a submission schedule to the institutions at the end of each tax reporting 

period (quarterly and annually) including recommended reports to review.  (See guidelines for institutions’ 

responsibility for review and balancing of tax returns at the end of this Section 5.2.7.)  The SSC provides 

assistance to institutions with troubleshooting and balancing issues as requested.  Requests for assistance 

are submitted by the Institutions via the SSC’s ticket/case management system.  Institutions provide 

approval for returns to be filed by the scheduled deadline by submitting an approval notice via the SSC 

http://www.dol.state.ga.us/
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5.2.8 Federal Form W- 2 Wage and Tax Statement Provided to 
Employees Annually  

Federal Form W-2 must be completed and furnished to employees by the last working day of January of 

each year.  The W-2 information for employees must also be submitted electronically to the Social Security 

Administration.  The electronic submission also includes the summary data previously included on paper 

Form W-3 (Transmittal of Wage and Tax Statements).  The deadline for electronic submission of Form W-3 

is the last working day of March of each year. 

Note:  The institution is responsible for entering any taxable benefits (v

mailto:a
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5.3 Employee Pay 

5.3.1 Method of Payment for Compensation and Expense 
Reimbursement  

New and Rehired Employees  

Electronic funds transfer (direct deposit) is the required method of payroll payments to employees.  
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The institution’s Chief Business Officer (or his/her designee) has exclusive authority to grant any 

exemption from the direct deposit requirement.  An exemption may be granted only for the reason stated 

above (i.e., unable to acquire an account at a financial institution) or other specific situations that the 
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Document Retention  

In accordance with USG Document Retention Schedule G18 Employees Benefits Records, Direct Deposit 

Notification Forms and Personal Exemption Request Form records should be retained for six (6) years 

after discontinuation or change request. 
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• A part-time public safety officer working extra hours to referee a ball game. 

Note:  Georgia Code 45-10-25 does not apply to part time employees. 

• A staff member with a master’s degree doing web design for another department. 

Note:  This is allowable if the required Departmental Agreement Form is completed and signed by 

the appropriate department heads and providing these services is not already a part of that 

employee’s home department services. 

In addition, the Official Code of Georgia Annotated Section 45-10-25, No. 10, allows for an exemption for 

an emergency situation that must be made to protect the health, safety, or welfare of any citizens or 

property of Georgia. 

Under no circumstances  should an employee receive extra compensation for a task while receiving 

normal compensation for the same time period.  Extra compensation does not add to earnings used for 

retirement calculations, and no retirement deductions are taken from extra compensation pay. 

Employees receiving extra compensation shall be paid said extra compensation through the institutional 

payroll.  Such compensation shall be subject to existing Internal Revenue Service regulations as to 

taxability and/or withholding taxes.  No compensation, as defined above and paid to employees who are on 

the institutional payroll, shall be paid as per diem and fees or as stipends. 

 

  



http://www.usg.edu/business_procedures_manual/documents/employee_compensation_agreement.pdf
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Example: 

Institution A employs Mr. Smith at a salary of $60,000 per annum.  An agreement is reached 

between institution A and institution B to have Mr. Smith teach one course for a semester at 

institution B, with the remaining course load being taught at institution A. 

• 
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• Record the amount due from institution B as an account receivable. In this 

example, assume that 1/3 of the costs* will be recovered from institution B. 

    

Dr. Receivables-Other 

$2,391.33 

Account 127100 

Cr. Salaries-Joint Staffed 

$2,391.33 

Account 539100 

• Record the payment as a personal services amount on the records at institution B, 

in response to a billing or some other notice as arranged by the fiscal officers at 

each institution. 

    

Dr. Salaries-Joint Staffed 

$2,391.33 

Account 539100 

Cr. Cash in Bank or Accounts Payable 

$2,391.33 

Account 539100 
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• Record the payment as a receipt of settlement by institution A: 
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5.3.4 Limitation of Summer Faculty Pay  

A faculty member teaching on a 10 month contract may receive payment for teaching summer session 

courses in addition to the payment received for the 10 month contract.  Such payment for teaching summer 

session courses may not exceed 33 1/3 % of the 10 month contract amount for the just completed 

academic year. 
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5.3.5 Salary Expense Charges for Summer Session Payroll 
Expenses  

To provide management information about the expense of operations for summer sessions, instructional 

pay for faculty teaching summer session shall be as follows:   

• Full-
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5.3.7 Relocation Expenses 

An institution is permitted to pay relocation expenses of a specific amount that is detailed in the original 

written offer  of employment.  “Original written offer” is emphasized because any post-offer negotiated 

amounts will be considered a violation of the Gratuities clause of the Constitution of the State of Georgia. 

Each institution that intends to pay relocation expenses should adopt written procedures, approved by the 

institution President, governing the practice.  These procedures should reflect at a minimum: 

• Budget constraints at the institution, with the maximum amount of relocation expenses that can 

be offered to a prospective employee; 

• Specific positions or levels of positions that are eligible for payment of relocation expenses; 

• Tax implications under IRS regulations (www.irs.gov);  

• Note:  See IRS Publication 521 for moving/relocation taxation rules. 

• Permitted expenses; 

• Prohibited expenses;  

• For example, institutions should not end up owning someone’s home in another 

location. 

• Method of payment; and,  

• Recordkeeping. 

If the method of payment in the written policy is directly to vendors on behalf of the employee, all State of 

Georgia purchasing regulations apply.  For example, moving company expenses exceeding $5,000 must 

be competitively bid. 

Using the same example of moving company expenses exceeding $5,000 related to employee 

reimbursement as the method of payment, employees are required to obtain three (3) quotes and to submit 

the quotes to the institution as evidence that the company providing the lowest quote was selected.   

Relocation expenses, if part of an institution’s approved procedures that are generally not subject to tax 

withholding are: 

• Moving household goods and personal effects, and  

• Traveling, including lodging but not meals, from the employee’s former home to the new home by 

the shortest and most direct route. 

These reimbursements are fringe benefits excludable from the employee’s income as qualified moving 

expense reimbursements.  The institution should report these reimbursements in box 12 on the employee’s 

Form W-2. 
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In general, all other relocation expenses reimbur
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Responsibilities of 3rd Party Payr oll Vendor  

Upon receipt, the Payroll Vendor interprets and processes the garnishment order, notifies the manager of 

the employee that a garnishment order has been received, and produces and distributes responses and 

acknowledgments.  In calculating the garnishment order, the 3rd Party Payroll Vendor prioritizes the 

garnishment by State rules, calculates disposable income by state/federal rules and loads the order so 

appropriate deductions can be made.  When garnishment disbursements are made, the 3rd Party Payroll 

Vendor generates the required answers and checks.  Tax levy payments, student loan payments, and child 

support payment are processed by the 3rd Party Payroll Vendor.  All others are mailed to the SSC for 

processing.  Questions concerning non-receipt of their payment, address change requests, or misplaced 

checks should be directed to the 3rd Party Payroll Vendor Customer Support group. 

Document Retention  

In accordance with USG Document Retention Schedule G52 Garnishment Records requirements, 

garnishment records should be retained by the 3rd Party Payroll Vendor for four (4) years after resolution.  

The SSC would receive all historical records and become primary owner at the end of the relationship with 

the 3rd Party Vendor. 

 

  



http://www.usg.edu/business_procedures_manual/section16%20/manual/16.4_malfeasance_reporting
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5.3.11 Payroll Processing  

At the end of a payroll period, institutions are responsible for timecard verification and approval in the Time 

and Labor Management System up to and including sign-off.  These processing steps are available in the 

Payroll Task list provided by the Shared Services Center Payroll Team as well as the BoR USG Employee 

User Guide for the Time and Labor Management System.  After timecards for the pay period have been 

signed-off, the institutions submit Time and Labor Management detail and summary totals to the Shared 

Services Payroll Team for processing based on the payroll production calendar and schedules provided by 

the Shared Services Center (SSC). 

The Shared Services Payroll Team will complete payroll processing utilizing the payroll production 

calendar and schedules as well as the Payroll Task List and the Payroll Processing Manual.  This process 

includes: 

• Export approved time and leave detail from the Time and Labor Management System and import it 

to the Payroll System. 

• Confirm that appropriate calendars are attached for processing 

• Generate audits throughout the process including presheet audit, predistribution audit, and 

savings and retirement audits.  Balance/validate the time and labor load, employer costs load, and 

the automated adjustment loads,  

• Generate pending retro-pay and non-resident alien and Health Savings Account (HSA) match 

processes as necessary.  Provide deductions not taken to institutions as necessary. 

• Communicate with institutions throughout the process for error resolutions and verifications. 

• Confirm final payroll process. 

Once the payrolls have been submitted to the 3rd Party Payroll Processor for final processing, the Shared 

Services Center will notify the institution that the payroll is complete and ready for post-payroll confirmation 

reporting at the institution. 
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5.4.2 Employee Retirement System (ERS) and Georgia Defined 
Contributions (GA DefCon)  

See Section 5.1.8, Employees Retirement System Reporting and Deduction Remittance and Georgia 

Defined Contribution Program Reporting and Deduction Remittance, for reporting requirements for the 

Employees Retirement System and the Georgia Defined Contributions. 

 

  

http://www.usg.edu/business_procedures_manual/section5/manual/5.1_benefits/


BPM - Section 5 – Payroll – for Institutions Supported by the Shared Services Center 
_____________________________________________________________________________________ 

BPM Section 5.0 Supplement – for Institutions Supported by the Shared Services Center Page-71 
As of 09-14-2012 

5.4.3 Department of Audits and Accounts – Continuous 
Audit/Payroll  

The Department of Audits and Accounts is charged by State law to compile annual listings of: 

1. Salary Amounts and Travel Amounts for State Employees and  

2. Amounts paid for “Per Diem and Fees” to corporations or to individuals that are not State 

Employees. 

These reports are submitted on an annual basis after the close of the fiscal year.  Although the reports are 

submitted annually, the University System of Georgia requires each institution to produce printed reports 

quarterly, and to reconcile each of these reports to the cumulative balances maintained for the respective 

account codes in the General Ledger of the financial system.  For the quarterly reconciliations and for the 

annual report, the printed reports should be retained at the institution along with supporting documentation 

detailing the reconciliation to the balances contained in the General Ledger.   

The actual annual reports to the Department of Audits and Accounts are submitted as data files transmitted 

electronically.  The due date for these reports and the file requirements are contained in the instructions 

provided by the Department of Audits and Accounts each year.  An example of the letter containing this 

information is shown below: 

Letter from Dept. of Audits and Accounts 

The file requirements for these reports are contained in the Enclosure that accompanies this letter*. 

During the Audit or Review conducted by the Department of Audits and Accounts at each institution, these 

reports will be verified back to totals from the General Ledger. 

  

http://www.usg.edu/business_procedures_manual/documents/doaa_letter_2008_03.pdf
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5.5 Determination of Status - Employee vs. 
Independent Contractor  

IRS regulations make it imperative that the University System of Georgia provides guidelines for 

determining whether certain personal service arrangements create an employer/employee or an 

independent contractor relationship. This has significance in that the institution is responsible for the 

payment and/or withholding of federal and state unemployment taxes, FICA, and income taxes for those 

individuals where an employee/employer relationship exists. Independent contractors are responsible for 

their own liabilities. 
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5.5.1 Factors in D etermining Whether a Person is C onsidered an 
Employee or Independent Contractor  

FACTOR EMPLOYEE INDEPENDENT CONTRACTOR 
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