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Overview

Introduction This topic contains blank form examples for your use to prepare the payroll. Use of

these forms is optional; however, some type of source document must be retained by
your agency in accordance with Federal guidelines and for audit purposes.

How to Get The blank forms displayed here are for illustrative purposes and are

Full-Sized reduced in size.
Forms to Use

You can receive hardcopy originals to duplicate at your site through—

Internet
DOA's website: www.doa.virginia.gov

DOA

Payroll Production Supervisor
8  (3804)371-7799

< payroll@doa.virginia.gov

Enlarge the Once you have the full-size form, you might find it helpful to enlarge it even
Hardcopy further when you photocopy it for your on-site use.

Forms Included The following forms are included in this topic:

Form Name CIPPS Data Form Number
Entry Screen
Void Direct Deposit Not Applicable PR-1
Void Check Not Applicable PR-2
Time and Attendance HUAO3 PR-3
Special Payments as Regular Pay HUCO01 PR-4
Special Payments HUEO1 PR-5
Special Pay Adjustment HTPSA PR-6
Deduction Refund/Adjustment HTODA PR-7
Tax Refund/Adjustment HTQTA PR-8
Tax and Deduction Override HUDO1 PR-9

Continued on next page
Office of the Comptroller 2 Commonwealth of Virginia
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Overview, Continued

Forms Included (continued)

Form Name CIPPS Data Form Number
Entry Screen

Employee Manual Pays 1 HTMM1 PR-10.1

Employee Manual Pays 2 HTMM2 PR-10.2

Employee Manual Pays 3 HTMM3 PR-10.3

Third Party Payment Name and Address H0901 PR-11

Office of the Comptroller 3

Commonwealth of Virginia




S1g18
(e))
Sl =
] ol K
L3
oD
1k
<
|
[a0]
-
|
0
e
>
<
[a W)
[7p]
[a
o
JO
o
2
O
z |2 w
[N =
olo|l
FlE 1S
o
>
B
=
)
)
£
©
o
(@]
3
[
S|y
] ==
=0
‘ol
gl
ol
N (=]
137
] O
o
z|Z
[<b]
= B
3|g
(@]
>SI1Z

Void Direct Deposit, Form PR-1
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Void Check, Form PR-2
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Time and Attendance, Form PR-3
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Special Payments as Regular Pay, Form PR-4
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Special Payments, Form PR-5
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Special Pay Adjustment, Form PR-6
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Deduction Refund/Adjustment, Form PR-7
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Tax Refund/Adjustment, Form PR-8
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Tax and Deduction Override, Form PR-9
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Employee Manual Pays 1, Form PR-10.1
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Employee Manual Pays 2, Form PR-10.2
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Employee Manual Pays 3, Form PR-10.3
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Third Party Payment Name and Address, Form PR-11

65/8 ABH ereq Ag pafey aymg

eimeublg pezpoyiny

b i-Hd Ulos

{uomsod yiz) piets ANRN OUZOH ey u| sedud

UORSNpep B4l seleds Jey enjea Jsjuly
dequiny ewen (L)

HEEEEENNEEEENEEEEENEEEEN

_ _ _ _ _ _A.........m ssauaav

HEEEEEEEENEEEEEENENENEEE

_ _ _ _ _ _A....lluv §834aav

HEEEEENNEEEEEEEEEENEEEEN

_ _ _ _ _ _A....llm ss3daav

HEEEEEEEENAENEEEEEENEEEN

_ _ _ _ _ _A..IIIN $s3Yaav

(T LT T T T T T T T T T T LT LT LT T T LT T T LT T Jeamwwaaave
[] <—saenmwanw OTTTTTTTTTT] [TTTR
b a
2 H3GNNN H3gNnNN
1 33A014w3 ANVdWOD |

LO60H :al NIJHIS

SS3HAav » AWVN NOILLONA3A A1ldVd GHIHL

(AINO BONSUIJAY HO4 ) SNVN IIA0TIWI

Commonwealth of Virginia

16

Office of the Comptroller



Volume No. 3 - Classification & Coding Structure | TOPIC NO. 60202

Function No. 60200 - CIPPS TOPIC CIPPS - PAYROLL BLANK FORMS

DATE August 1999

Internal Control

Internal Persons assigned as key operators for CIPPS have the responsibility to verify

Control information is complete, properly authorized, and entered accurately into the system.
The technical accuracy of payroll actions made to CIPPS is a shared responsibility
between the person who collects and processes the source documents and the agency
fiscal managers who must oversee the payroll operations to ensure consistent
application of internal control procedures.

Records Retention

Time Period The retention of source documents/records is determined by type of transaction each
document supports (i.e. Special Pay, Manual Pay Adjustment, etc.). Refer to the
applicable CAPP Topic for the type of transaction being processed.

Contacts

DOA Contact Manager, State Payroll Operations
8  (304) 225-3074
><  payroll@doa.virginia.gov

Office of the Comptroller 17 Commonwealth of Virginia
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Subject Cross Reference

References CAPP Topic No. 50405, Third-Party Payments
CAPP Topic No. 50505, Time and Attendance
CAPP Topic No. 50510, Special Payments
CAPP Topic No. 50515, Tax/Deduction Overrides
CAPP Topic No. 50520, Void Checks
CAPP Topic No. 50605, Tax Refunds
CAPP Topic No. 50610, Deduction Refunds
CAPP Topic No. 50705, Earnings Updates

CAPP Topic No. 50810, Payroll Reports

Office of the Comptroller 18 Commonwealth of Virginia
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