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Fiscal Officers, Alternate Certifiers and H/R Partners,
 
This is to let you know that we will follow alternate live paycheck handling procedures (check dates noted above); this is a departure from normal handling in that live paychecks will not be sent to the agencies via UPS and third party payments will not be sent to agencies (at this time).  
 
Like many of you, Bureau staff are working remotely, so we are trying to expedite the check handling process and limit handling by all parties; only essential checks will be sent out.  Given the fluid situation, please note that these procedures may change - agencies will be notified about check handling procedures each pay period. 
 
Employee ‘Live’ Paychecks
 
Live employee paychecks will be sent via USMail directly to employees tomorrow.  This includes the bi-weekly check date 3/27 and classified check date 3/31.  Employees must not cash checks prior to the check date shown on the check.
 
Although the Bureau is still processing direct deposit forms received today, as of the query run this morning, agencies 123, 136, 140, 154, 156, 161, 191, 194, 199, 201, 202, 223, 238, 241, 245, 402, 411, 425, 440, 602, 720, 765, 942, 960 all have potential live employee paychecks.
 
If your agency is listed above, along with this email, a list will be provided of all employees that may receive a live paycheck (unless a direct deposit form was submitted and successfully processed today).  Please reach out to employees on the list and notify the employee (s) that their paycheck should be received at their address (as shown in PMIS as of last night).
Third Party Check Handling and Agency Checks
Our normal payment distribution process is to distribute third party payments to agencies.  We will not be sending checks to agencies until normal operations resume and we are no longer working remotely.  Note that this includes items such as dues, parking/transportation, or other agency specific deductions.
We will continue to distribute checks resulting from bankruptcy, levies, liens, education loans, out of state support payments and other related court orders, as usual.
Direct Deposit
Please encourage employees to sign up for direct deposit as soon as possible.  Procedures were sent out last week about this (https://www.doa.virginia.gov/onlineservices/PayrollServiceBureau) and are available on the Bureau website.   
Need Help?
If you have questions or need assistance, please contact the Bureau with any follow up questions you may have. 
 
Please share this information with others at your agency who interact with the Payroll Service Bureau. 
 
Thank you,
Pam Benos 

