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Establish standards for the execution of all business processes in the Payroll section, including 
leave accumulation, payment withholding processing, payroll payment processing, adjustments 
processing and required reports. 

2. Legal Authority 

For the execution of this procedure, should be observed the following laws and regulations and 
any other applicable laws, regulations, directives, policies, procedures or guidance that may be 
issued after the effective date of this SOP: 

• Act No. 7 4 of July 1, 1995 authorizes payment of wages to workers or employees by check, 
direct deposit or through transfer electronically on a voluntary basis. 

• Act No. 268, September 11 , 1998 establishes as public policy the Government of the 
Commonwealth of Puerto Rico that any person who receive an appointment from 1 July 1998 
to hold office as a regular employee or official or trusted, the Government of Puerto Rico, its 
agencies, corporations and instrumentalities, excluding government municipal service not to 
provide deposit, their primary method of payment be by direct deposit. 

• Act No. 103 of 25 May 2006, known as the Law of Fiscal Reform, Article 20, establishes the 
public policy of the Commonwealth of Puerto Rico to encourage the development of 
technology encouraging that all expenditures of public funds are made by electronic methods. 
This Article requires the Department of Finance to establish a mechanism of electronic cards 
for employees not wishing to receive their wages in their personal bank accounts. 

• Act No. 184 of August 3, 2004, known as Human Resources Administration Law for Public 
Services in the Commonwealth of Puerto Rico. 

• EQB Time and Attendance Administrative Order 

• EQB Time Allocations Methodology September 2010 
• 2 CFR Chapter I, and Chapter 11 , Parts 200, 215, 220, 225, and 230 - Policy issued by the 

federal Office of Management and Budget titled "Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards." 
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3. Applicability 

This procedure is applicable to all employees working in the Human Resources Office and Payroll 
Section of the EQB and which responsibilities include, but are not limited to, leave accumulation 
processing, payroll processing, adjustments processing, tax and other required reports 
preparation and al l other activities for the proper performance of payroll related processes. 

4. Organizational Roles and Responsibilities 

• EQB Employees - Responsible for complying with the daily work shift and attendance 
standards. Each employee must register his/her attendance daily in the corresponding 
Attendance Terminal. Each employee is responsible for submitting their time and supporting 
documentation for approval, no longer than two (2) days after the end of the week. It is the 
responsibility of every employee the prudent and restricted use of the benefits granted by the 
employer, in addition to complying with the daily work shift. 

• EQB Supervisors - Enforce the work shift and attendance internal standards, in such manner 
that the necessary continuity and efficiency of the services rendered is maintained. 
Supervisors must evaluate and approve or deny the weekly time submitted by their 
employees, no later than five (5) days after the end of the week. 

• EQB Supervisor's Designated Employee - Execute approval or denial process if EQB 
Supervisor is not available. 

• Human Resources Office - Responsible to hire and allocate personnel, as well as execute the 
leave program to determine proper accrual and balances process, among other processes. 

• Payroll Section - Responsible to process payroll, generate W2s, file required Forms and 
Reports (IRS forms, Labor Department forms, Employer's Quarterly Return of Income Tax 
Withheld, other). 

• Government Development Bank - Responsible to provide the tool to process ACH direct 
payments. 

5. Definitions and Abbreviations 

5.1. Definitions 

Term Definition 

Add itional Pay 
Earnings that an employee will be paid on a regular basis in addition to 
regular pay. 

In general, indirect and non-cash compensation paid to an employee. Some 

Benefits 
benefits are mandated by law (such as: social security, unemployment 
compensation, and workers compensation) and others (such as: health 
insurance, life insurance, medical plan, paid vacation, pension, gratuity). 
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Term Definition 

Reduction of amounts paid to a worker from the gross amount earned. 
General deductions are those related to any non-benefit deductions that an 

Deductions employee might have. Reductions are for taxes, voluntary savings or pension 
contributions, union dues, insurance premiums, charitable contributions, 
garnishments and hours not charged to any applicable license. The 
paycheck reflects gross pay less these payroll deductions. 

FiMaS 
Financial Management System which includes functionalities for managing 
EQB finances and Human Resources related processes and information. 

Flat amount Semi-monthly amount that the employee agrees to pay. 

A wage garnishment is any legal or equitable procedure through which some 
Garnishment portion of a person's earnings is required to be withheld by an employer for 

the payment of a debt. 

Off Cycle Payroll Payroll payment outside the regular cycle (i.e. license liquidations). 

On Cycle Payroll Semimonthly payroll payment. 

Paysheet 
Process that collects the information of all system tables related to the 
employees for whom a payment will be processed. 

5.2. Abbreviations 

Abbreviation Term 

AO EQB Area or Office 

DT Department of Treasury 

EPA Environmental Protection Agency 

EQB Environmental Quality Board 

FiMaS Financial Management System 

GOB Government Development Bank 

HR Human Resources 
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6. Procedure Description 

6.1. Maintain Employee - Tax Data 

6.1.1. Human Resources Division creates new employees in FiMaS following the process 
agreed on the OP-0003, Processing of Appointment and Personnel Transactions 
Procedure. 

6.1.2. Auxiliary Payroll requests tax withholding data from the new employee. The 
employee can request modifications upon hire or at any time thereafter. 

6.1.3. The employee completes the Form 499 R4 to request modifications on tax 
withholding data, if applicable, and submits it to Payroll Section. 

6.1.4. Auxiliary Payroll registers Form 499 R4 in FiMaS. 

a. Form 499 R4 effective date is entered on Tax Data. The effective date is either 
the employee's date of hire or the date written by the employee in the form , if 
requesting a modification. All tax data is entered in the system; additional 
withholdings are entered if specified in the form. 

b. If an employee is hired, but the form is not completed and submitted to Payroll 
Section, the employee is automatically set to the default tax value status until 
the Form 499 R4 is received. If the default tax values are set, the system will 
withhold the maximum tax deductions. 

~ 
~ For detailed steps to follow in the FiMaS application, please refer to Manual de N6mina, available 

through Intranet. 

6.2. Maintain Employee - General Deduction Data 

Assigning a deduction code to an employee results in general (non-benefit-related) 
deductions and specifies the calculation method for a general deduction. EQB will 
continue to use general deductions for benefit related deductions. Types of deductions 
include: 

• Cooperatives 
• Loans 
• Garnishments 
• Medical 
• Associations 
• Catastrophic Insurance 
• Union dues 
• Other 
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FiMaS calculates regular deductions based on deduction data registered in the 
employee's record. EQB can make permanent or one-time changes to deduction data. 

6.2.1. The employee completes and submits an application form for voluntary deduction 
to Payroll Section, if applicable. Application form varies by different providers. 

a. For health insurance and garnishment deductions, the provider submits the 
authorization form to the Payroll Section to begin withholding deductions. 

6.2.2. Auxiliary Payroll registers deductions in FiMaS. 

a. Auxiliary Payroll accesses the employee's general deductions record and adds 
the corresponding data at the employee level. Deductions are entered with the 
corresponding effective dates and the proper deduction codes. 

6.2.3. Auxiliary Payroll determines deduction routine based on, whether the deduction 
amount is defined on the deduction table, or is defined at the employee level. 

a. If the deduction is defined at the employee level, then enters the flat/additional 
amount, total loan amount to be paid (goal amount) and any other applicable 
information in the General Deductions Screen. 

~~ 
'f:>. For detailed steps to follow in the FiMaS application, please refer to Manual de N6mina, available 

through Intranet. 

6.3. Maintain Employee - Direct Deposit Data 

Payroll Direct Deposit automatically deposits the enrolled employees' net pay to their bank 
account. It creates an ACH (Automatic Clearing House) file that the bank uses to deposit 
amounts into the employees' bank accounts. The ACH file contains the employee's name, 
transit number, bank account information (multiple bank accounts are allowed) and 
deposit amount. EQB will process an ACH file after every On-Cycle and Off-Cycle Payroll . 
The money from the EQB account is transferred to the Originating Depository Financial 
Institution, GOB. The money is then sent via ACH to the receiving bank, where is finally 
deposited into the designated employee's account(s). 

6.3.1. The new employee completes and submits to the Payroll Section the Direct 
Deposit Authorization Form, which includes: 
a. Employee Name 
b. Social Security Number 
c. Financial Institution Name 
d. Financial Institution Branch 
e. Bank Account Number 
f. Bank Account Type 
g. Employee Signature 
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h. Date 

6.3.2. Auxiliary Payroll registers direct deposit data, with an effective date, in FiMaS. All 
payments will be directly deposited in the employee's registered bank account. 

6.4. Maintain Employee - Additional Pay Data 

Additional pay refers to earnings that an employee will be paid on a regular basis in 
addition to regular pay. These earnings are paid every pay period, until the timeframe is 
completed or the Human Resources Office requests a stop payment to the Payroll Section. 
EQB pays additional pay for differential earnings, either permanent or temporary. Based 
on a new legislation, permanent differentials will not be granted; only the existing ones will 
remain active. 

6.4.1. Human Resources Division enters a Job Transaction to record the Differential 
Action/Reason in FiMaS and forwards the completed OP-15 form to the Payroll 
Section. 

6.4.2. Auxiliary Payroll proceeds to enter an Additional Pay transaction in FiMaS, if 
applicable. 

a. A new row is inserted on the Additional Pay page. Payroll Section enters the 
Earnings Code, Effective Date and the amount to be paid to the employee, 
among other details. 

b. If these earnings are supposed to be paid by another account code, indicates 
the account code on the Job Information section, Account Code Field. The 
EQB requires a separate check for earnings with an account code different 
than the salary account code. 

c. The next pay cycle to be confirmed will reflect the additional payment 
transactions. 

--~ 
't~ For detailed steps to follow in the FiMaS application, please refer to Manual de N6mina, available 

through Intranet 

6.5. Maintain Employee - Garnishment Data 

A wage garnishment is any legal or equitable procedure through which some portion of an 
employee's earnings is required to be withheld by the employer for a debt payment. Most 
garnishments are made by court order. The EQB has four types of wage garnishments: child 
support, student loans, tax debt with the OT and Chapter 13. Wage garnishments do not 
include voluntary wage assignments, situations in which employees voluntarily agree that their 
employers may turn over some specified amount of their earnings to a creditor or creditors. 
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6.5.1. The Auxiliary Payroll receives the garnishment order, if applicable, the Auxiliary 
Payroll identifies the employee and verifies the employment status in FiMaS. 

6.5.2. Auxiliary Payroll enters garnishment information in FiMaS. Information to be 
registered includes, but is not limited to: Garnishment ID, Garnishment Type, Start 
Date I Stop Date, Limit Amount. 

~ 
\&.>- For detailed steps to follow in the FiMaS application, please refer to Manual de N6mina, available 

through Intranet 
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6.6. Payroll Process - On Cycle Payroll 

As stated on the OP-0017, Work Shift and Attendance Procedures, every employee needs 
to register their time daily on the Attendance Terminal and distribute their time in FiMaS 
Timesheet. The hours registered in the Timesheets are the ones used to run the payroll 
process. 
Payroll process is executed two (2) days before the dates established in the Puerto Rico 
Department of Treasury Circular Letter (Fechas de Pago de Sue/do, Bono de Navidad y 
Pension es para el Ano Fiscal). 

6.6.1. The Auxiliary Payroll selects a Pay Run ID to identify the pay cycle. This process 
must be executed before any payroll transaction, generally one (1) week before 
the date established in the PRDT Circular Letter. 

6.6.2. Once Pay Run ID process is completed, Auxiliary Payroll must relate it to the Pay 
Calendar for the corresponding period, one (1) week before the date established 
in the PRDT Circular Letter. 

6.6.3. Auxiliary Payroll proceeds with the Paysheets creation process based on the Pay 
Run ID and Pay Calendar, one (1) week before the date established in the PRDT 
Circular Letter. 

6.6.4. Auxiliary Payroll must review the Paysheets (By Paysheet/By Payline) in order to 
verify and/or modify payroll transactions, one (1) week before the date established 
in the PRDT Circular Letter. 

6.6.5. Human Resources Division must execute the Leave Program. 

6.6.6. Payroll Supervisor generates the following reports to identify and avoid possible 
overpayments due to deficiencies in balances. These reports are generated three 
(3) days before the date established in the PRDT Circular Letter: 
a. Reporte de Retenci6n 
b. Cartas de Retenci6n (if applicable) 

6.6. 7. Once Paysheets are created, Payroll Supervisor will be able to execute the Payroll 
process and then select Process Monitor to verify the status of the Payroll already 
executed. This process is executed three (3) days before the date established in 
the PRDT Circular Letter. 

6.6.8. Auxiliary Payroll must generate a report to verify the amount of employees 
processed, one (1) week before the date established in the PRDT Circular Letter. 

6.6.9. Results from changes in the employee pay data (deductions, garnishments, 
benefits, other) can be verified by the employee on the checks, after the initial 
calculation is executed. 

6.6.10. If errors have been corrected throughout the process, Auxiliary Payroll can execute 
payroll calculations as many times as needed to achieve the correct results. 

6.6.11. Payroll Supervisor executes the Confirm Pay process after validating and 
approving all payroll information to process the payments, direct deposits, 
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withholdings and deductions. This procedure is executed three (3) days before the 
date established in the PRDT Circular Letter to validate the process as final and 
correct. 

6.6.12. Payroll Supervisor executes the Direct Deposit Payment process to upload the file 
to the Government Development Bank website. The following steps must be 
executed by Payroll Supervisor in order to complete the process, three (3) days 
before the date established in the PRDT Circular Letter. 

a. Access https://gdbpr.enterprisebanker.com/wcmfd/wcmpw/CustomerLogin 

b. Sign in with the corresponding Organization ID, User ID and Password 

c. Access the Menu and choose the ACH Payment option 

d. Select ACH Validator option 

e. Select Browse to find the file to be uploaded and press Ok 

f. Access the ACH Batch List option (the uploaded Direct Deposit file should 
appear) 

g. Choose the Direct Deposit file and press Release 

h. Select ACH Batch List option and Print Batch Report 

i. Logoff once the process is completed 

6.6.13. For ASUME deposits, Payroll Supervisor executes the Direct Deposit Payment 
process to upload the file to the Government Development Bank website. The 
following steps must be executed by Payroll Supervisor in order to complete the 
process, the last week of every month (two (2) days before the date established in 
the PRDT Circular Letter): 

a. Access https://gdbpr.enterprisebanker.com/wcmfd/wcmpw/CustomerLogin 

b. Sign in with the corresponding Organization ID, User ID and Password 

c. Access the Menu and choose the ACH Payment option 

d. ASUME file should appear on the Database List option, press Select and 
the list of employees to whom ASUME deposit should be applied must 
appear. If there are any changes, edit to add or remove employees. 

e. Click on the Database List option 

f. Select the Create Batch option and press Ok 

g. Access the ACH Batch List option (the uploaded Direct Deposit file should 
appear) 

h. Choose Direct Deposit file and select Release 

i. Select ACH Batch List option and Print Batch Report 
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j . Logoff once the process is completed 

'~ 
~ For detailed steps to follow in the FiMaS application, please refer to Manual de N6mina, available 

through Intranet 
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6. 7. Payroll Process - Off Cycle Payroll 

Off Cycle payments are used to generate checks out of the regular payroll cycle. Usually 
this payment method is used to pay due license balances to people that are not active in 
the system for regular payroll. Off Cycle Payroll must be executed before On Cycle Payroll 
confirmation process. 

6. 7 .1 . In order to process this kind of payment, Auxiliary Payroll should relate the 
payment to the applicable Payroll and verify if the employee already has a record. 
If required , this process is executed the same day of the Confirm Pay process, 
before the On Cycle Payroll. 

6.7.2. Once the process is completed, Payroll Supervisor must execute the Calculate 
Pay process, indicating that it corresponds to an Off Cycle Payroll. 

6.7.3. Payroll Supervisor executes the Confirm Pay process. 

6.8. Direct Deposit Reversals, Check reversal, and Adjustments (Off Cycle Payroll) 

Direct Deposits or Checks to be reversed should be worked on the same pay period they 
were paid. This needs to be done in order to have a correct match with the Voucher 
Extraction and the Journal Creation processes. If there is need to reverse a transaction and 
the pay period of that transaction is closed, it must be reversed on the next open pay period. 
Reversals/Adjustments are required for, but not limited to, the following reasons: 

• The Human Resources Office notifies the Payroll Section that an employee resigned 
after the effective date 

• The Leave of Absence balance does not satisfies the total period needed by the 
employee 

• The Human Resources Office registers in the system a Leave of Absence without pay 
after the pay period is closed. 

6.8.1. Auxiliary Payroll reverses transactions using the default Check 
Reversal/Adjustment option, if applicable. This process creates a reversal of the 
specified transaction on the pay period the process is executed. 

6.8.2. When an employee receives a payment that was rendered by error, the Auxiliary 
Payroll notifies him/her in writing that an ACH debit to his/her account will be 
processed. 

6.8.3. Auxiliary Payroll processes partial adjustments as applicable for the next payroll 
period. Partial adjustments are performed for, but not limited to, the following 
reasons: 

• When an employee is under or over paid 
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• When a deduction does not correspond and needs to be reimbursed to the 
employee 

• When deductions are not timely registered 

6.9. Payroll GL Journal Creation and Transfer to GL Module 

This process creates the accounting journal that must be sent to the General Ledger in order 
to record the payroll transaction. It is very important to execute this step after all transactions 
for the period are final. Transactions that appear after the journal was created and sent to 
Gen.era! Ledger for the period, must be processed on the next open Pay Period. Payroll 
Supervisor must perform the following procedures on the date established in the PRDT 
Circular Letter. 

6.9.1. To create the accounting journal and be able to review the accounting lines with 
queries, Payroll Supervisor executes the Non-Commit Accounting Info process 
and review the information using the Deduction Distribution, Taxes Distribution, 
and Earnings Distribution queries designed for this purpose. 

a. If, upon review, results are not good, the journal can be reset by executing the 
Non-Commit Reset Processing option. Then, the process must be executed 
again to create the corrected accounting lines. 

6.9.2. After reviewing the results and accepting them, the journal is ready to be sent by 
the Payroll Supervisor to the General Ledger by executing the Batch Publish 
process. 

6.9.3. Once the process is completed, adjustments for that pay period that was not 
processed must be performed on the next open Pay Period. 

6.10. Payroll Voucher Extraction for Accounts Payable 

Payroll Vouchers must be extracted from the Payroll module and sent to the Account 
Payables module in order to be paid by the Finance Division on the date established in 
the PRDT Circular Letter. 

6.10.1 . Auxiliary Payroll executes the voucher extraction process for the period. This 
process is divided by extracting separately the Non-Tax Deduction and the Tax­
Deductions. 

6.10.2. After extracting the information, the Auxiliary Payroll reviews the extracted 
vouchers in the system to validate the results in coordination with the Payroll 
Supervisor. 

a. The query "QB_PY _ VOUCHER_EXTRACT" should be used for data 
validations. This query is executed by period. 

6.10.3. Once the results are validated, the Payroll Supervisor executes the Send Vouchers 
to AP process. 
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6.11. Christmas Bonus Processing 

This process is executed on the date established in the PRDT Circular Letter. 

6.11 .1. The Payroll Supervisor creates a Pay Run ID and an Off-Cycle Calendar with the 
Pay Date of the Christmas Bonus for the year of interest and attaches it to the Pay 
Run ID. 

6.11.2. Payroll Supervisor creates a Rapid Entry Paysheet Template for Christmas Bonus 
and adds the amount to be paid to the employees. 

6.11.3. Payroll Supervisor loads the transaction in the Rapid Entry Paysheet. This program 
adds all the employees already created for the Christmas Bonus Payment to the 
Rapid Entry Paysheet. 

6.11.4. Once loaded, the Auxiliary Payroll makes the necessary adjustments in the 
Paysheet. 

6.11 .5. Auxiliary Payroll runs the calculation process to review the payments. 

6.11 .6. Once the payments are validated, Payroll Supervisor confirms the Paysheets. 

6.11. 7. After confirmation, the Payroll Section follows the same process used to pay, as 
described in Section 6.6 (Payrol l Process: On-Cycle Payroll) . 

6.12. l.R.S. Reporting 

EQB is required to complete and submit the Employer's Federal Tax Return, Form 941, on a 
quarterly basis, on or before the 3Qth;31 st day of the next month. 

6.12.1 . The Payroll Supervisor completes Form 941 , which must include the following 
information, among other: 

a. Employer Identification Number 

b. Taxable Social Security and Medicare wages 

c. Total deposits for the quarter 

d. Balance Due or Overpayment 

e. Authorization Signature 

6.12.2. Payroll Supervisor completes Form 941 Schedule B, which details tax liabilities for 
bi-weekly scheduled depositors. This form is only used to disclose the employer's 
tax liability for the quarter and not to report the deposits. 

6.12.3. Payroll Supervisor remits , via certified mail , the Form 941 along with Form 941 
Schedule B to the IRS. 
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6.13. Department of Labor Reporting 

This process is executed on a quarterly basis, on or before the 3Qth/31 st day of the next 
month. 

6.13.1 . Payroll Supervisor completes and submits the following Forms. 

a. Multiple Worksite Report - BLS 3020, which discloses the quarterly wages and 
the number of employees by worksite. 

i. Payroll Supervisor generates the query "QB_HR_JOB_DATA_EFFDATE" 
to complete the Worksite Report. 

b. Chauffeur Insurance Contribution, which discloses the insured employees, total 
weeks to be paid, employer and employee contribution for the period. 

6.13.2. Payroll Supervisor remits both Forms/Reports, via certified mail, to the Department 
of Labor. 

6.14. Planil/a Trimestral Patronal de Contribuci6n sobre lngresos Retenida 

Payroll Supervisor completes and submits the Planilla Trimestral Patronal de 
Cantribuci6n sabre lngresas Retenida on a quarterly basis, on or before the 3oth/31 st day 
of the next month. 

6.14.1. Payroll Supervisor generates the following reports: 

a. Payroll Summary Report 

b. Gasta de N6mina Report 

6.14.2. Payroll Supervisor completes the Plani/la Trimestral Patronal de 
Cantribuci6n sabre lngresas Retenida 

6.14.3. Payroll Supervisor submits the Planil/a Trimestral Patronal de Cantribuci6n 
sabre /ngresas Retenida to the Puerto Rico Department of Treasury 

6.15. Ley 103 Reporting 

This process is executed twice a month (from the 1st day to the 15th day and from the 15th 
day to the 3Qth/31st day) 

6.15.1. Payroll Supervisor generates the following queries: 

a. "QB_PY _DEDUCTIONS_DISTRIBUTION" 

b. "QB_PY _EARNINGS_DISTRIBUTION" 

c. "QB_PY _ TAXES_DISTRIBUTION" 



·~g~ Document Number: 
Page: 17 of 52 

OP-0021-V3 
Payroll Procedure 

6.15.2. Payroll Supervisor consolidates the information from all queries and 
segregates it by fund (i.e. Fund 226 and Fund 111) 

6.15.3. Payroll Supervisor generates the Reporte de Sa/arias y Liquidaciones par 
Fonda 

6.15.4. Payroll Supervisor submits the Reporte de Sa/arias y Liquidaciones par 
Fonda to Human Resources Division, on a monthly basis (on or before the 
151h day of each month). 

6.15.5. Human Resources Division submits the Reporte de Sa/arias y Liquidaciones 
par Fonda to the Office of the Comptroller. 

6.16. Annual W-2 Forms 

This process is executed on a yearly basis, during the month of January, and must be 
completed on or before February P 1

• 

6.16.1. The Auxiliary Payroll executes W-2 Forms reporting processes in FiMaS to 
generate the required flat file and uploads it to the PR-Pay system. 

6.16.2. The Auxiliary Payroll reviews the W-2 Forms in the system to ensure accuracy, in 
coordination with the Payroll Supervisor. 

6.16.3. Once the W-2 Forms are completed, the Auxiliary Payroll prints them, prepares 
the Control Sheet and submits them to the corresponding AOs. 

6.16.4. After distribution completed, the Payroll Supervisor executes the pertinent process 
in the PR-Pay system to generate the electronic file with the taxable information 
for the period. 

6.16.5. The Payroll Supervisor sends the electronic file in a disk, along with the Control 
Sheet, to the Puerto Rico Department of Treasury. 

6.16.6. The Payroll Supervisor submits the electronic file to the IRS through the IRS Web 
Portal. 
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7. Forms and Reports 

7.1. Form 499 R4 

Formularlo 499 R·4 
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LEA LAS INSTRUCCIONES Al DORSO ANTES DE LLENAR ESTE CERTIFICADO DE EXENCION PARA LA RETENCION 

Llene y entregue este formulario a su patrono. De lo contrario, ~es Iara obligado por el C6<figo de Rentas Int em as para un Nuevo Puerto Rico (COdigo), a retener su 
contribuci6n sobre ingresos sin tomar en considernci6n su exenci6n personal. exenci6n pordependienles yconcesi6n por deducciones. 

CAMBIOS EN LA EXENCION PERSOHAL. EL NUl.IERO DE DEPENDIENTES 0 LA CONCESION POR DEDUCCIONES, REQUIEREN LA susmUCION DE ESTE CERTIFICADO. 

PARA USO DEL EMPLEAOO 
Nombre del empleado Numero de seguro social del empleado 

Nombre del c:OOyuge Numero de seguro social del c6nyuge 

Direcci6n residencial Direcci6n poslal 

O Marque aqul si su salario bruto anual no es mayor de $20,000. Si desea que su patrono relenga contribuci6n sobfe sus salarios, complete la Pa rte 0. 
De lo contra no. oasea firmar este Certificado. 

0 Marqueaquf sise aroae a fasdisoosicionasdel Mifla!V Soooses Resi<le11<;y Re6ef Act. (Veanse instrucciooes) 
0 Marque aquf si se acoge af c6mputo opcional de laoonlliluci6n en el casode person as casadas que viven juntas y rinden plarul fa conjunla. (Veanse instrucciones) 

A. EXENCfON PERSONAL lme~'rl:':ibnl Mtad 1m 1~~"w..":1bnl 
1. Contribuyenleindividuaf .... .. .. ............................................. ......................... >---------1--------+-------1 
2. Personacasada ........................ ................................................................... f-------1----- --1--------1 

3. Exenci6n personal adicionaf paraveteranos ............................. . 
B. EXENCION POR DEPENDIENTES: Numero de Dependientes I I Exencl6n Completa I I Custodia Compartlda 

C. CONCESION POR OEOUCCfONES 

1. CONCESION POROEDUCCION ESPECIAL PARACIERTOS INDfVfDUOS (Veanseinstruociones) ....... .__--=0=-_Gomple__,__ta__,_-=0=-_Ni__,ng'-una-t 
2. CONCESION POR DEDUCCIONES (OPCJONAL): 

(a) lntereses hipotecarios ........ ....... ............................................. ................................................................... ..................... 1-----r:OO"-t 
(b) Donativos ..................................................................................................................................................................... ,__ ___ """()()"-" 
(c) Gastosmediros .............................................................. .. ................... ........................................................................... ,__ ___ """00~ 
(d) fntereses sobre prestamos estudianblesa nivel universitario ............................................................................... ............ 1-----"""00~ 
(e)Aportaciones a sistemas gubemmnentales de pensiones o retiro (Veanseilstrucciones) ................................................. 1-------+'00""'I 
(Q Aportaciones a cuentas de retiro imfrviduaf ................................................ ........................................... ........................... 1-------+00=o 
(g) Cuenta deAportaci6n Educative ...................... .......................................... ......... ....................................................... .... r-------+OO=o 
(h)Aportacionesa cuenlas de ahorrodesalud ................................................................................................................... 1-----r:OO"'I 
~) Perdida de su residencia principal debido a causas fortuitas ............................................................................................ 1-------+'00""'I 
O} Perdida de bienes muebles porciertas causas fortuitas ..................................................................................................... ,_ ___ _,....00..,. 
(k) Tolaf dededucciones ...................................................................................................................................................... 1-----~00..,. 

3. Numero deconcesionesbasadas en fas deducciones (Lfllea 2(k)entre $500) ........................................................................... f-------1 

4. Ccncesiones que desea reclamar (Puede ser menor o igual a fa lfnea 3) ................................................................................ ~-------1 

SI es empleado gubernamental haga una marca de cotejo para lndlcar sl partlclpa de alguno de estos programas (Veanse instrucciones): 
0 Pf an Supfemenlario de Retenci6n para el Retiro 
D Programa de Cuentas deAhorro para ef Retiro (fndique ef por ciento que eligi6 oomo aportaci6n __ %) 

0. ELECCION PARA RETENCION AOfCIONAL 
0 Autorizo a mi patrono para que me retenga en cada perlodo de n6mina, fa cantidad de $ __ o __ % de mi salruio ademas de fa contribuci6n que 

se reauiere deducirv retener de acuerdo con las disoosiciones de fa Secci6n 1062.01 def C6digo. Neanse ilstrucciones) 
JURANENTO 

Declaro bajopenafidad de perjurioque he examinado este formulario, yque segunmi mejor criterio, la informaci6n que aparere en elmismoes cierta, correda 
y complela. Certifioo adem~s . que la exenci6n personal, la exenci6n pordependientes y la concesi6n por deducciones que aquf recfamo. para fines de la 
retenci6n de salarios, no exceden fa cantidad quetengo derecho a rectamar en fa planilfa de contribuci6n sobfe ingresos, segtin dispooe el C6digo. 

Filllla del empfeado Fecha 
Perlodo de Con"rva<itn: Seis (6) allos 



EQ 
C-\~'·u ~1.urn •""""' 
\~ ........ , Al nt (W t\•• tVa...v 

Pa roll Procedure 

Document Number: 
OP-0021 -V3 

Page: 19 of 52 



EQ 
t}l.\WiL~,,U ~•,um l'o"\.u.ll 

\\. ........... !J''""..._ ., .. "'~'' 

Payroll Procedure 

Document Number: 
OP-0021-V3 

7.2. Direct Deposit Authorization Form 

Modelo SC 1340 
RegL Num. 58 
24 jun 08 

Estado Libre Asociado de Puerto Rico 

Agencla 

Dlreccl6n 

AUTORIZACION DE PAGO DE NOMINA 
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Anejo ·1 

Certifico que el funcionario de la Oficina de Personal me orient6 sobre la Ley Num. 74 de 1 
de julio de 1995 y la Ley Num. 268 de 11 de septiembre de 1998. 

La Ley Num. 74 autoriza el pago de salarios mediante cheque, dep6sito directo o por medio 
de transferencia electr6nica sabre una base voluntaria y la Ley Num. 268 establece como 
polltica publica que la forma principal de pago para los empleados del servicio publico, 
regular o de confianza, es mediante dep6sito directo quincenal a su cuenta, en la instituci6n 
financlera que designe el empleado. 

Autorlzo a mi patrono a depositar el lmporte neto de mi pago de n6mina en la instituci6n 
financiera y en la cuenta bancaria aquf designada. Esta autorizaci6n continuara en efecto 
hasta tanto notifique la cancelaci6n de este beneficio o decida cambiar de instituci6n 
financiera, con 30 dfas antes de anticipaci6n a la fecha de efectivldad. 

Nombre del Empleado Numero de Seguro Social 

Nombre de la lnstituci6n Financiers Sucursal 

Numero de Cuenta Bancaria Tipo de Cuenta: 

O c orriente 
0Ahorro 
O otro: 

Firma del Depositante Fe cha 

PARA USO DE LA OFICINA DE RECURSOS HUMANOS 

Fecha en que comenzara en su puesto: 

Nombre y Firma del Director de Personal 
o su Representante Autorizado 

Conservacl6n: Sels a~os o una lntervencl6n del Contralor. lo que ocurra prlmero. 

Fecha 
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7.4. Reporte de Retenci6n 

llt•port I Dt EO•n.oo' 

Pay Incl oau1 

~I I> .... 
7. 5 0 
1 . 50 

l:mphado• qu• oo H hho ·ut..noton por ao tener Ch•q\I• ltl h q\l.Uu:•o• 
l(J(J(•kJC• 

Document Number: 
OP-0021-V3 

GOVD.HMlh'T CP P\IZR.TO Rt CO 
l:tNtkOhltEh"TAL QUAL lTY IOARO 

Uf'ORT&: 08 HTO.'<'r OH 

Jtat • 
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h9• tk>. l 
lltu.n Date 

nc 
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7.5. Carla de Retenci6n - Pago en Exceso 

I ESTA DO LIBll.B ~SOCI~O DB 
P U B R T. 0 R I C 0 
JUNTA DE tAl.1~ AMBIENlAI. 

PAao BN HCBSO 
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De aC\\erdo a los registros del Sistema Fimas, en el nos indica que a l 
, u~ted no co ntaba co n el b3lance <le licenciaa de 

vacacionea y/o ontorn1edad. Por lo cual, ae incu.rri6 en un pago en 
exceso de sueldo. 

A t ales efectoe l e notificamo~ que uated recibira un descuento por la 
cantidad de $ para la quinoena del 
Esta cantidad eu equivalents a la ineu~iciencia de balances de 1s.60 
haraa reflejadaa al · 

Cualquier inforrnaciOn adicional puedo comunicarse a l tel~fono 
(787) 767-8181 ext. 33 ~0. 

FO I C?t l14'0 S't n't.1,11";t • ~ 0j, ;O 
'l'el 111l· l'll;,- l\"l'I Pa-x 7n-UG·llU 

1tow. 1c.11 .~lblar-..6 .jlr 
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7.6. Employer's Quarterly Federal Tax Return Form 941 
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Foml 941 for 2015: Employer's QUARTERLY Federal Tax Return 
(Rev. Januwy 2015) Department of th& TreasUJy - Internal Revenue SeMce 

950114 
OMB No. 1545-0029 

Em~oyerklentificotionnumbtr~D D - DD D D D D D Report for this Quarter of 2015 
(Check one) 

Trade name (ff any} 

D 1: January, February, March 

D 2: April, May, June 

D 3: July, August, September 

Address 
llvtrb« Sireet Suite or roc-m tunber 

CJ ~I ~~ 

D 4: October, November, December 

Instructions and prior year forms ate 
ovoll•ble at www.lrs.gov/form941. 

Sto!e ZlP codo 

Read the separate lnstrucllons before you complete Form 941. Type or prlnl within the boxes. 

l@IM Answer these questions for this quarter. 

2 

Number of employees who received wages, tips, or other compensation for the pay period 
Including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4) 

Wages, tips, and other compensation 

4 It no wages, Ups, and other compensation are subject to social security or Medicare tax 0 Check and go to Hne 6. 

Column 1 Column 2 

6a Taxable social security wages ::========:' x .124 = ::=I ========: 
5b Taxable social security tips . ::========:' ".124 = ::=I ========: 
5c Taxable Medicare wages & tips. ,__ ______ ___.! x .029 = ._I _______ _, 

5d Taxable wages & tips subject to ~-------~ 

Additional Medicare Tax withholding I I ".009 = ... I _______ _, 

Se Add Column 21rom Hnes 6a, 5b, 6c, and 5d 

11 Total deposits for this quarter, Including overpayment applied from a prior quarter and 
overpayments applied from Form 941-X, 941-X (PR), 944-X, 944-X (PR), or 944-X (SP) flied 
In the current quarter . • • • • . • • . . . . • • . . • . • • 11 ~---------~ 

12 Balance due. It line 10 Is more than line 11, enter the difference and see Instructions 12,_ ____ ___ __ ~ 

13 Overpayment. If line 11 Is more than line 10, enter the dllference ~------~Check one: O ""'*'"""''o4un. D S«1d aref\ltld. 

.,.. You MUST complete both pages ot Form 941 and SIGN It. rm:im 
For Privacy Act and Paperwork Reduction Act Notice, see the back of the Payment Voucher. C.I. No. 17001Z Fonm 941 (Rev. 1-2015) 
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950214 
ame (not )'Otlr tra e name) Employer identification numbor (EIN) 

Tell us about your deposit schedule and tax liability for this quarter. 

II you are unsure about whether you are a monthly schedule depositor or a semiweekly schedule depositor, see Pub. 15 
(Circular E), section 11. 

14 Check one: 0 Line 10 on this return is less than $2,500 or line 10 on lhe return for the prior quarter was less than $2,500, and you did not incur a 
$100.000 n•Xl·day deposit obligation during the current quarter. If line 10 for the prior quarter was less than $2,000 but line 10 on this rotum 
Is St00,000 or more, you Rlll!lt pro>ioo a record of Vol' federal tax iabiity. If you are a moottly schedae depositor, oornplota the deposit 
schedule below; If you ore o semiweekly schedlAa depositor, attach Schedule B (Fonn 94 I~ Go to Part 3. 

0 You were a monthly schedule depositor tor the entire quarter. Enter your tax liability for each month and total 
liability for the quarter, then go to Part 3. 

Tax liability: Month 1 

Month2 

Month3 

Total liability tor quarter Total must equal line 10. 

0 You were a semiweekly schedule depositor for any part of this quarter. Complete Schedule B (Form 941), 
Report of Tax Llablllty for Semiweekly Schedule Depositors, and attach It to Form 941. 

Tell us about your business. If a question does NOT apply to your business, leave it blank. 

15 If your business has closed or you stopped paying wages . 0 Check here, and 

enter the flnal date you paid wages ~I ______ ~I. 

16 If you are a seasonal employer and you do not have to file a return for every quarter of the year 0 Check here. 

May we speak with your third-party designee? 

Do you want to allow an employee, a paid tax preparer, or another person to discuss this return with the IRS? See the lnstrucUons 
for details. 

D Yes. Deslgnee's name and phone number 

Select a 5-digit Personal Identification Number (PIN) to use when talking to the IRS. D D D D D 
0No. 

Sign here. You MUST complete both pages of Form 941 and SIGN it. 

Under JlQ<lalties of perjury, I declare that I have examined this return, Including accompanying schedules and statements, and to the best of my knowledge 
and belief, it is true, correc~ and complete. Declaration of preparer (other than taxpayer) Is based on all information of which preparer has any knowledge. 

Sign your 
name here 

Date 

Paid Preparer Use Only 

Preparer's name 

Print your 
name here 

Print your 
title here 

Best daytime phone~--------~ 

Check H you are sell-employed D 
PllN 

Preparer'sslgnature ~-----------------------' 
Arm's name (or yours 

Date 

EIN If self...mployed) 

Address Phone 

City State [:=:=J ZIP code 

Page2 Fonn 941(Rev. 1-2015) 
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Form 941-V, 
Payment Voucher 

Purpose of Form 
Complete Form 941-V, Payment Voucher, if you are 
making a payment with Form 941, Employer's 
QUARTERLY Federal Tax Return. We will use the 
completed voucher to credit your payment more promptly 
and accurately, and to improve our service to you. 

Making Payments With Form 941 
To avoid a penalty, make your payment with Form 941 
only if: 

• Your total taxes after adjustments for either the current 
quarter or the preceding quarter (Form 941 , line 10) are 
less than $2,500, you did not incur a $100,000 next-day 
deposit obligation during the current quarter, and you are 
paying in full with a timely filed return, or 

•You are a monthly schedule depositor making a 
payment in accordance with the Accuracy of Deposits 
Rule. See section 11 of Pub. 15 (Circular E), Employer's 
Tax Guide, for details. In this case, the amount of your 
payment may be $2,500 or more. 

Otherwise, you must make deposits by electronic funds 
transfer. See section 11 of Pub. 15 (Circular E) for deposit 
instructions. Do not use Form 941-V to make federal tax 
deposits. 

Caution. Use Form 941-V when making any payment with 
Form 941 . However, if you pay an amount with Form 941 
that should have been deposited, you may be subject to a 
penalty. See Deposit Penalties in section 11 of Pub. 15 
(Circular E). 
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Specific Instructions 
Box 1-Employer identification number (EIN). If you do 
not have an EIN, you may apply for one online. Go to 
IRS.gov and type "EIN" in the search box. You may also 
apply for an EIN by faxing or mailing Form SS-4, 
Application for Employer Identification Number, to the 
IRS. If you have not received your EIN by the due date of 
Form 941 , write "Applied For'' and the date you applied in 
this entry space. 

Box 2-Amount paid. Enter the amount paid with 
Form 941 . 

Box 3-Tax period. Darken the circle identifying the 
quarter for which the payment is made. Darken only 
one circle. 
Box 4 - Name and address. Enter your name and 
address as shown on Form 941. 

• Enclose your check or money order made payable to 
the "United States Treasury. ' Be sure to enter your 
EIN, "Form 941,' and the tax period on your check or 
money order. Do not send cash. Do not staple Form 
941-V or your payment to Form 941 (or to each other). 

• Detach Form 941 -V and send it with your payment 
and Form 941 to the address in the Instructions for 
Form 941. 

Note. You must also complete the entity information 
above Part 1 on Form 941. 

~ 941-V 
I 

Payment Voucher I 0~~©11~59 o..,.,,,,,..,. c1 the Tr.,..., 
lntem:al Revenue Sena ~Do not staple this voucher or your payment to Form 941 . 

1 Enter your e mployer identification 2 Dollars I ~nls I rumber (ElN). Enter the amount of your payment.~ , I 
Make )'OUr check or money order payable 10 "United Slates Treasury" 

3 Tax Period 4 Enter you- business name f1r1dividual name n sole proprletOf). 

0 1st 
0 3rd 

Quarter Quarter Enter your address. 

0 2nd 0 4th Enter your city. state. and ZIP codeor yOU'city. foreign counby lllffilt, foreign provilce/county. aid foretgn postaJ code. 

Quarter Quarter 



. EQB 
l}t.'\......._"9:,.,"1 ~~4'm l'-"\Ar,Jl.rt 

\"\-~·'"' "" '"9 f'\ ••"-'~V 

Payroll Procedure 

Form 941 (Rev. 1-2015) 

Privacy Act and Paperwork Reduction Act Notice. 
We ask for the information on Form 941 to carry out the 
Internal Revenue laws of the United States. We need it to 
figure and collect the right amount of tax. Subtitle C, 
Employment Taxes, of the Internal Revenue Code 
imposes employment taxes on wages and provides for 
income tax withholding. Form 941 is used to determine 
the amount of taxes that you owe. Section 6011 requires 
you to provide the requested information if the tax is 
applicable to you. Section 6109 requires you to provide 
your identification number. If you fail to provide this 
information in a timely manner, or provide false or 
fraudulent information, you may be subject to penalties. 

You are not required to provide the information 
requested on a form that is subject to the Paperwork 
Reduction Act unless the form displays a valid OMB 
control number. Books and records relating to a form or 
its instructions must be retained as long as their contents 
may become material in the administration of any Internal 
Revenue law_ 

Generally, tax returns and return Information are 
confidential, as required by section 6103. However, 
section 6103 allows or requires the IRS to disclose or 
give the information shown on your tax return to others 
as described in the Code. For example, we may 
disclose your tax information to the Department of 
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Justice for civil and criminal litigation, and to cities, 
states, the District of Columbia, and u_s. commonwealths 
and possessions for use in administering their tax laws. 
We may also disclose this information to other countries 
under a tax treaty, to federal and state agencies to 
enforce federal nontax criminal laws, or to federal law 
enforcement and intelligence agencies to combat 
terrorism. 

The time needed to complete and file Form 941 will 
vary depending on individual circumstances. The 
estimated average time is: 
Recordkeeping . _ . . . . . . . 11 hr. 

Learning about the law or the form . 

Preparing, copying, assembling, and 
sending the form to the IRS . . . . 

47min. 

1 hr. 

If you have comments concerning the accuracy of 
these time estimates or suggestions for making Form 941 
simpler, we would be happy to hear from you. You can 
send us comments from www.irs.gov/ formspubs. Click on 
More Information and then click on Give us feedback. Or 
you can send your comments to Internal Revenue 
Service, Tax Forms and Publications Division, 1111 
Constitution Ave. NW, IR-6526, Washington, DC 20224. 
Do not send Form 941 to this address. Instead, see 
Where Should You Fila? in the Instructions for Form 941 . 
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7.7. Form 941 - Schedule B 

Schedule B (Fonn 941 ): 
Report of Tax Uablllty for Semiweekly Schedule Deposit ors 

~-rldoMmcoUooO>Jmbot o D _DD DD DD D 
Nam• V>:>ryo.rn<ll"""") '-------------------' 

~.,.,..,. DODD 

Report ror lhl• Quarter .. 

(Check one) 

'lbU:H1 

D 1: JonJvy, Febnmiy, Monti 

D 2' ApiL M•y. June 

0 3: July, August, September 

0 4 : October, Ncwember, December 

Use lhlo 1d!och_.o to show y0ut TAX LIABILITY lot Iha q,uartor, 00 NOT use ii to •i>l>w )""" deposit&. Wlun you file lhls lonn wilh Fann 94t or 
Fonn 941.SS, DO NOT change )'O<W la~ l~lity by Dl!ilHlmMls ""!)Oftmd on - forms 941.x«9'4-X. You m11Sl lill out this lorm and elbch it 
to Form 941 or Form 041.SS If you are • oemlwookl)r sdiediH dOpolilor cw bec:anw ano b_,.. rour K c umwted tu lbbillty on any day 
:=_ ~~~/'; ~~::~,:~ .. ~~~ J!'::~fyllil":'. tile n11mbered space U..I corrupcnds lo the dole WAgM were paid. See Section 11 n 

Manltl 1 

1, I I 11 I 1251 Tu lablltyfot Month 1 

2 I 10 I I 11 1 126 1 
I 11 I I 191 Iv I 3 

" l•2I l20 I 121 1 
5 1,31 l2d ln l 
6 i,.1 l22 I 130 I 
7 I isl 1231 131 I 

I 11 1 12"1 I 
...... 2 

I. I I 11 I 131 Tulll>lttyfor Monltt2 

2 l1ol I 11 1 1261 
1 .. 1 1,91 ln l 3 

" 1,,1 l20 I la l 
5 1131 l21 I ln l 
& 1,.1 l22 I lml 
7 l1sl 17.11 131 I 
• I 11 I 12"1 I 

MaNlb .3 

1, 1 1,71 131 TH lllbllty for Mon .. 3 

2 l1o l l1al 1261 
3 1., 1 l11 I lnl 
4 I 121 l20I 1 .. 1 
5 l13 I l2d 1291 
6 I 1• I l22I lw l 
7 I 1s I 1231 13d 
a I 11 I 12"1 I 

TaW Uabllty forh quiuDtr 

Fill h ),,... rood lbbllty ltrlfi• ~V·'lonttl 1 • t.tcmh :Z • Monlfi 2)• 
Totll musl • illlil•'IO• n Form94f or F'orm 9414& 

for P11P•rwork Reduction Act Notk:e, He 1epante ln1tructtons .. 1Rliga'1Tam94 I Clrl.Ho.119"70 - ...... 8 lfcml N l l (flfY. t •:HIH) 
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7.8. Multiple Worksite Report~ BLS 3020 
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Puerto Rico Dept of Labor and Human Resources 
Research end Statistics, 17th Floor 
PO Box 195540 
San Juan PR 00919-5540 
Phone: 787-754-5300 ext 3047 
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Multiple W orkslte Report - BLS 3020 
Rl<m Approved, O.M.B. l'b. 1220-0134 
Expiration COio: 0513112010 
h Cooperation w ~h the U.S. Deportrrent or Lobo< 

Puerto Rico 

~ 
BLS 

1 This report Is mandatory under Puerto Rico Law No. 15, and is authorized by law, 29 U.S.C. 2. Your cooperation is 
needed to make the results of this sur.ey complete, accurate, and timely. The totals on this form must match the 
corresponding totals on your Quarterly Contributions Report (Form PR-Ul-10). 

2 BUSINESS MAILING ADDRESS Please print. QUARTERLY REPORT INFORMATION 

Business Name: ------ - ------------ U.1. NUMBER: ---------

Street Address: ------------------ - QUARTER ENDING: 

City: _ __________ ST: ZIP: DUE DATE: _I _ I _ 

Li] WORKSITES 

OFFICE BUSINESS NAME (division.subsld1aJy,etc.) NUMBER OF QUARTERLY WAGES 
USE STREET ADDRESS (pllysicollocolion) EMPLOYEES OF WORKSITES 

CITY, STATE, AND ZIP CODE (subjeclloUI Lows)Ou1n1g U1e Aly F\uiod (subject to Ullows) 
WORKSITE DESCRIPTION (plont narm, storenun'ber, etc.) 

Noto: Tho totals MUST agree (excoptfor rounding) 
w ith your Form PR-Ul-10. 

Total: 

CONTACT PERSON (for questions regarding this report) 

'M1ich hcludes tho 12th of lhe M:Jnth Round to lhe near est dollar 
monm1 Montn ~ momn ;, 

.00 

.00 

.00 

.00 

.00 

.00 

$ _ ____ .oo 

NAME: ~~~~~~~~~~~~~~~- PHONE: ~~~~~~~~~~~~~~~~~-
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INSTRUCTIONS 

Please follow these steps lo prepare your Mulliple Worksile Report. Contact the Agency listed in Step 6 if you have any questions 
or if you need additional information, or see http://www.bls.gov/cew/cewmwrOO.htm 

1. Rel.1ew the business name, contact name, and mailing address and make any necessary corrections (Section 2) . 

2. The Worksites list (Section 3), shows the indil.1dual worksites (business locations) that appear in our files for the U.I. Number. 
(a) Please read across the row for each worksite and do the following: 

• NAME/ADDRESS/DESCRIPTION: Rel.1ew the name and physical location address for each worksite and make any 
necessary corrections. RelAew the description below the physical location to be sure it uniquely identifies each worksile 
(plant name, store number, etc.). If there is no printed description, please enter a unique identifier for the sile. 
EMPLOYMENT: Enter employment for each month of the quarter. Employment is the total number of full- and part-time 
employees who worked during or received pay for the pay period which Includes the 12th or the month. Include all 
employees who were subject to Unemployment Insurance laws. 
WAGES: Enter wages paid during the quarter that are subject to State Unemployment Insurance laws, including the 
portion that exceeds the State's taxable wage base. Round wages to the nearest dollar. 
LARGE CHANGES: Use the space beside the worksite to explain any large changes in employment and/or wages. 
Changes might result from store closings, strikes, layoffs, bonuses, seasonal increases or decreases, or similar ewnts. 
CLOSED OR SOLD: If a worksite has been sold, closed, or is otherwise inactive, use the space beside the worksite to 
show the date closed or sold; (b) if sold, the name of the company that bought the business at that worksite; and (c) the 
purchaser's U. I. Number, if you know it. 

3. Is the list in Section 3 complete? That is, does the business operate any worksites using this U.1. Number that do not appear on 
the form, such as newiy--0pened worksites or newly-acquired worksites? 

MISSING WORKSITES: ProlAde the folfo.,.,;ng information for each additional worksite. You may use available blank lines 
or attach a separate page. If you are not sure how to report a worksite or employee, please call the office listed in Step 6 of 
these instructions. 
a. The business name, street or physical location address (NO POST OFFICE BOXES), city, state, and zip code 
b. A unique description or identifier for each worksite (e.g., plant name, store number, or similar description) 
c. The number of employees for each month of the quarter, and quarterly wages 
d. The county, township, city, independent city, or similar geographic area in which the worksite is located 
e. The main business aclilAty at the worksite 
f. In addition, if you purchased any of these work sites from another company, please prol.1de: 
g. The name of the company that sold the worksite 
h. The effective date of the sale, and 
i. The seller's U.1. Number, if you know it. 

4. Complete the Totals section at the end of the list. For each month, sum the number of employees al all worksiles. Then sum lh e 
wages for the quarter at all worksiles. Except for rounding, these figures MUST agree with the totals on your Quarterly 
Contributions Report (Form PR-Ul·10). 

5. Using the enclosed envelope, return your completed form to the central processing facility. 

6. If you have questions, please contact your Stale Agency l isted below: 
Puerto Rico Dept of Labor and Human Resources 
Research and Statistics, 17th Floor 
PO Box 195540 
San Juan PR 00919-5540 
Phone: 787-754-5300 ext 3047 
Fax: 787-772-9439 

PURPOSE OF THIS REPORT 
GENERAL INFORMATION 

This "\Jlliple WOOr.site Repoft (MYYR) colects emplO'jmenl ;md wages IJy jndiyidu3J'M:lfk Joc>1tton ii lhs St3l&. If you operateMinenn fJorn more lhao one locoltionU'ldef 
the Unemployment Insurance Account Number (U.I . Number) show\ above. the MNR suppSements your0u31tef1y Contributions Report. Data from the MNR enable our 
3Qeocy to moMor and 31\31yze con<itionsof business :ictiv itie.s by geographic 3'83 and #ldusl ry in I his Stale. The inf oonat~n coltected on this form by the Bureau of l.3bor 
Stalis tics and lhe State agencies Cooptf31ing fl its s talitlic31prognmsw.11 be u.Hd foc• t31istk:3land Unempbjment lnsllf:inc:eprogr.im purposes, :ind other J>IXPOSH in 
accordance v.ith law. 

PAPERWORK REDUCTION ACT STATEMENT 
We estim31e th:i.tthit form \WI l;ake frorn 10 mflu1es to 60 milutesloeomplel~ per response. Yi.th 3n :aver:igeof 22minutes. This includes time fotrevie·,.,\nginslrucHons, 
st31'ching exisliog d.113 s<Mces, iJ'llhering 3nd m.Wnb ining the data needed, :and completing and revie· ... ing tlVs irlonn3tion. If you have MY commentsregoutfing t hese 
estimatnorany a s pect ol thi$ fonn, .eend them to the 811eau of L1bor StatOtic.s. Division of Admi'lislrative Statistics and l..3b« Tumover, Room 4840, 2 Musaehusells 
AvenutN.E., Washington, O.C. 20212. The OP'IE c~ number rortMsurvey ~ 1220.0134300 it expires on 0513112016. Withotlt 3cwrently v:ilid Of,t3 number, BLS 
v.oufd not bo able to conduct this 1urvv1. 
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7.9. Chauffer Insurance Contribution 

OEPARTN.IENTO DEL TRABAJO Y RECURSOS HUl.IAllOS 
PROGRAl.tA OE SEGURO SOCIAL OE CHOFERES Y OTROS EMPLEADOS 

DECLARAC/6N DE CONTRIBUC/ONES 
DE SEGURO SOCIAL CHOFERIL 

Edificto Prudencio River3 f,fartinez. Piso 9 
50S Avenida Muiloz Rivero, San Ju~. Puerto Rteo 00918 

Te\efonos (787) 754-5353 (Cu>d<o) (787) 754-528", 
(787) 754-5285 (O•actos) F:ix (787) 754-922• 

D IA;JJque ::ilg,Un cambio en su coodiciOO de 
patrooo o su direcd6n. Ano1e al reverso. 

Check if !here was change on your employet 
status, or your mailing :address_ 
Write ch;rnge on b3Ck.. 

1 - Total de s emanas Trabajadas 
To131 Weeks Paid 

2 - Total de Contribut ion a Pagar 
Tot:tJ Tax Due 

3 - lmporte Pagado 
P'1ymenl Amounl 

4 - Flrma del Patrono u onclal Autorlzado 
Employ•r Sign:1h.tra or Authoriud Agant 

6-Tllulo 
Position 

• f;i·,or de remiliJ el cheque a 
favor del Seuetario de HJciend.:1 

• PJea.se subrrit the chedl: payable 
lo Secrelario de Haciend:1 

6 -Tetefono 
Phone No. 

SEOURO SOCIAL PARA CHOFERES 
Y OTROS EMPLEADOS 

17 -Fecha 
Oate 

DECLARACION TRIMESTRAL DE SEMANAS PAGADAS A CADA EMPLEADO 

1 - Hum. de Seguro Social del 2 - Hombre del Empleado 3 - Hum. de Llcencla 4-Tot.lde 
Empleado (Apellldo, Hombre, lnlclal) License Number Seman•• 

Employee'• SocW Security Account Employoe'• Nome fµst Nome, Fnl Tobi Weeks 
Numb« N•n,., M.ddlo N-) 

I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
I I 1-1 I 1-1 I I I 
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7.10. Planil/a Trimestral Patronal de Contribuci6n sobre lngresos Retenida 

Formulal'il 499 R-18 Rev. 01.13 

e\11Sor. Liquk.lador Esbdo Libre Asoclado de Puerto Rico · Cmlf1l011•.ro'111 al Pwto Arn 
Oepartarnento de Hacienda · Department of the T rea5ury 

nve,tlgJ por: 

Fedia __J __ t __ 

PLANILLA TRIMESTRAL PATRONAL OE CONTRIBUCION 
SOBRE INGRESOS RETENIOA 

EMPLOYER"S OUARffRLY RETURN OF INCOME TAX WITHHELD 

Otbtri co1'1pltlar ult 1ncasillado . You mu..;t oomp!ete this bm 
Trimutrt qut hrm ina el _ _ dt de 

Quarter erung on 

llirtt to dt ldtnliric .1clCin P.tlton.11 · Errp'.-o)~r t~tliCJLOn tlumber 116nero dt Ttlirono · Telept'ooo tllJll"bet 

ltombrt dt l ll t9ocio . Buotneso Name 

ttombrt d1t Pattono o dt I• Ptrson• Conl•cto 
I /Jme ol Emp'afB! m Contact Perron 

OirecciOn Post11 I · Postal Address 

Codi o Postal . Code 

Locali2ilclon de I• nlusbl.l o lltgoclo . 1.JJ::J.too ot ~W:.try CJ &rrl!"..s 

COdigo lnchatriJ l· lr.duslriulCode 

Ennegmca uno - Flt tn me: 

Corporacl6n Publlca 
Public Corpora11on 
Corporaclon Prlnda .......... . . 
Prlvale Corporalion 
Socl tdad - Partnership ....... . 
lndlvlduo - lndMdual . 

Agencla - Agency: 

ftdtral - Ffd6ral ····-·····- ··· .. 
Eslatar . Stale •........................ 
Municipal - Municipal .. ........... . 
Olros ·Others . ...................... . 

Categorla de Deposltanta -Type ol Deposi!Of 
(Ennegrezca una- Fill in one) 

C) (2) Otposnanlt bist1unal {C 

4. Total de c:ontribucibn retenida sobresalarios, propinas, pensiones, anualidades yotros 

c::> 

C:> 
c::> 

C:> 
C:> 
C:> 
C:> 

To!al tncome lax "ihheld fi001 wages, Dps, poosklrlS, amumeo ard olherL .••..•..............•.. _ •..•... ······-··········· (4) 

5. Menos: Credito por oontribuciOn retenida en exceso duranle los lrimeslres anterimes 
Ltss:Credife<ilcomelaxwilhheldtoexmss fr001prev'IDUsquai1efs ____ ··-··--·---·----·---· ·-·-······--(5) 

6. Total ajuslada de la oontribucibn relenida (Linea 4 me nos linea 5) 
To!al adjUSled tncome tax l'llhheld {Subtract lil8 5 fr001 Ire 4) .•.....•.........•........•..•..••..................................... (6) 

7. Total de depOsitos para ellrimestre 

Tolal deposns lor lhe quarter.·---·········-··············--·····-····-·····································-································ (7) 

a. Balance pendiente de pa go (Lf nea 6 menos Hnea 7) 

Balance due (SubUaCI tne 7 lrom tre 6) ··--····-···-·-·····--··-- ···--·--·--············--·-······-··--····-····-·---··-··-· (8) 

9. ConlribuciOn depositada en exceso para acreditaral prbximo trimestre 
Tax deposited In exaiss to be credied lo ne>I quartBr·----·-········-···-····-·· ····--················ ........ .... -..... (9) 

L Ptrlodo dt ConStrvaclon: Din (10) ai!os . Relentlln Period: Ten (10) ye.1IS 

1111111111111111111 ~I II~ 11111111 
llOmero de Serie 

C) PlAJlllHllll!llOADA ·MEEED REiii\'! 

Stllo dt Reclbo 
Receipt Stamp 

ldlo111 t n que prt fit rt reclblr cualqultr 
comunlcacl6n dtl Dtparlarunto · Language kl 
whiehyooprelertor""'*'6anyrommunlcaUoo lromlhe 
11Wartmen1 

c:> ENGLISH 

_J 
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Detalle Retencl6n Mensual - Monthly Withholdin ~ Detail 
111J111 ~1 111111~~m1111111 I 

t. Dt uda dtl rlH . MCl'lth labifty 2.Conbi>11<lln "'90sibd.l -Tax~ 3. 0llutnc la -Dttterenoe 
(.:i) Pril"lltl lHS · Flrst moofb (tl) Pril"ltt nH • F;r:lrrMt'i {<l) Prin tt n t .s - Fir~l morJn 

(b) Stgundo nu · ::ea:m rr.ooth (b) S19undonu - Seoom 1r.onlh (b) Segun do nu · Se:mdnmth 

(c) T.rctrnu • Ttlln:imoo!h (c} Tt rcu n 11 • ll'lmrrooth (c) Tucu n u · Third monln 

(If) Tobi tr inuttt • T0!.:11 qUJ 1l er (d} Tol.Il ttin u lre • TolJI qu.uter (d) Tobi t ri11ullt • Tot.:il q1wter 

DtbUtdtfa eontribuciOn rt!tnicbdinnte u dants dll trin t1trt(Tododtpo1ibntie bi1o1n1n1ldtbtri conpJeb r tsb partt . ya qutdt lo contnrio no It prooturi la pllnilti). D.t:il cl 
1new.-cUYIJ""'1imn11a11e.,.,...,(E""Y"""'·-i!lepa;iD"""'~UlGP""-Cllle<-.tl1, """'"'m•~rdbe~­

Prirner mes del trirnestre - Funt month of tho quarter 

2 

3 

5 

6 

7 

8 

9 

10 

1. Douda dot m ts - Monlh liabGly ................. - ... ··-·-····-·--··-- II) 
2. Dtposito to tal prlratr mts dtt lrl11 tstre -

Total depoc.it lir•t mooth ot the qu:uter ........ _. _____ .. __ (2) 

Segundo mes del trlmestre - Second month al the quarter 

11 21 

2 12 22 

3 13 23 

4 14 24 

5 15 25 

6 26 

7 27 

8 28 

9 29 

10 30 

3. Douda dt l nu -Month "1billly .... . 3 t 
4. Dtp6slto tot1l sogundo mos del tri11ostre . 

Ltal deposl reoood month of the quaner .. ...... ............................. (4) . . . 
Period• de Consorvaci6n: Din (10) arios - Aetentlln Pe11od: Ten (10) years 

a u 

0 0 

0 0 

o a 

0 0 

n a 

0 0 

_J 
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(fumuiaril - Form 499 R. IB. Rev. 01.13 - Pagln.1 - Page 3 --------------------
11111111 HI 111llUI1111 Ul 111111 

Tercer mes del trlmestre -Third month of the quMer 

2 

3 

5 

6 

7 

8 

9 

10 

5. D1ud1 d1I n u -Mooth llabi ty --·----

6. D1p6sito totill ttrcu mts dtl llirustu -

0 0 

ti u 

0 0 

11 

12 

13 

14 

15 

16 

17 

Total deposn third month of the quaner ----·- --- ------ ----···--- (6) 

7. Total d1udl d1! lrtntstr1 (6unt lintu 1, 3 y 5. 
liualquttaPartt ~ linta 4)-TWllabW !ate 
qwrlBr (Addliles 1,3 alll 5. 8.J.meas l'atl lln.4)-~---·~ •v 

Fech• -Date rrtulo -Trlle 

llonbrt d'9ftptci11I~t.a- !;pe:i1ft>t':i1"11r.s 

flrr•~dcl E5peclJ!itl.1 ·~ 3i1Jn;1Ue 

Oirtc.ciOn -~ 

21 

22 

23 

24 

25 

26 

27 

20 

29 

30 

31 

'VS~TOS 
TE. 

JURAMEtlTO - OATH 

.. 
firm• dtl Ag1nt1 R1hn1dor, R1p11stnlanl1 u O!iciol Autortzodo 
Signature of W1thhold;ng Agent, Aepre::entalMJ or Authorized Oftitial 

Ftch.> · D.l!B 

srs USE ONLY 
fsptcl.Jti stt por cutnh. prop ia (tnnegrr:z-c11qui). 

!l<!f<lrl>'oyed SplCiJkl \[J in l'erl!} 

C) 

llon brc ~ l.a f ima · Fm~rm.e 

C.OdigoPosbl · L!(J~ 
----- --- ---- ----- ------- ----

L 

NOTA AL CONTRIBUYENTE- NOTE TO TAXPAYER 
lndlque sl hlzo pagos por la preparacion de su planllla: - s1 - No. SI contesto "SI", exlja la flrma y el ntimero de reglstro del Especlalista. 

lrdrnre If you made payments lor thu preparabon or your return - Yes 4111!!!> No II you arowurnd ·yes·, ~110 the Speoaf1St's signanne alll reg1StratDl nlflllEr 
Ptrlodo dt Conurvaclon: Ditz (10) a~os - Retention Period: Ten (IO) yea1s 

_J 
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7. 11. Reporte de Salarios y Liquidaciones por Fondo 

SEPTIL\1&RE lOlS 

· .. ·· 

l.': 

Page: 40 of 52 

NOMUlA JUNT/\ UE CAUOAU AM\ilHITAl 
~ . 

~ .... . ' .:: . 

. ~J/ 

. ,,. ·-.-.·'.-+--- - +------+- --- · ... 1 _ __ -+- --+ ... -. ---1'---'-·,~·-.i--.....;..-f---+---'- f-~--+'-' .. ·---+----: .,. 
,,..., ,,.1Wt.1fl.t 1 •.:...; 

~·'-'•IUI ~· 1.-. ... • '.· ·$ . . : :s . . ·s: · $ ' . I . · s . - $ 

....... · 
·~ ·-~ -~ . .. ; ~:~~~Ml~~ 

. .sor..o 
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7.12. W-2 Form 

22222 I a Employee's social security number 
OMB No. 1545-0008 

b Employer ldoolilicallon number (EIN) 1 Wages, lips, othe< compoosallon 2 Federal Income tel( withlletd 

c Employer's name, address, and ZIP code 3 Social se(tlrity wages 4 Social security tax wtthhetd 

5 Medicare wages Md tips 6 Medicare tax w~hlleld 

7 Social security tips 8 Allocated tips 

d Control number .!J 10 Depoodent care benefits 

e Employee's first name and lnitial Last name Suff. 11 Nonqualifiod plM s i2a 
! I 

13 ~l&Muy M~tmtnl ~~1Ft;w?/ 12b tmplvft• .... c 
D D D ! I 

14 Other 12c . 
I ! 

rd I 
I Employee's address and ZIP code 

15 SU!e Employers state ID number 16 Stato wagos, tips, olc. 17 Stale Income tax 18 l ocal wages, Ups, etc. 19 LOC3J Income tax 20 l OC., UyNme 

_ __ L_ _ _____________ 
-------- --- ------ ------------ ------ ------ - -------- ------

I 

W 2 Wage and Tax 
Form • Stat ement 2015 Oepatlment ol the Treasury- Internal Revenue Service 

Copy 1- For State, City, or Local Tax Department 
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8. Tabular Summary of Procedures 

Step Description Official in Outcome Time 
I Charge Required 

6.1.1. 
Create new employee in Human Resources 

New employee creation 
According to 

FiMaS according to OP-0003 Division OP-0003 

6.1.2. 
Request tax withholding data 

Auxiliary Payrol l 
Employee tax withholding 1 day 

from employee data (when required) 
Complete Form 499 R4 and 

6.1 .3. 
submit it to Payroll Section to 

Employee Form 499 R4 completion 1 day 
request modifications on tax and submission (when required) 
withholding data, if applicable 

6.1.4. Register Form 499 R4 in 
Auxi liary Payroll 

Form 499 R4 registration 1 day 
FiMaS in FiMaS (when required) 
Complete and submit to 

Voluntary deduction 1 day 
6.2.1. Payroll Section an application Employee 

application form (when required) 
form for voluntary deduction 

6.2.2. Register deductions in FiMaS Auxi liary Payroll 
Deductions registration in 1 day 
FiMaS (when required) 

6.2.3. Determine deduction routine Auxiliary Payroll Deduction routine 
1 day 

(when requi red) 

6.3.1. 
Complete and submit Direct 

Employee 
Direct Deposit 

1 day Deposit Authorization Form Authorization Form 

Register direct deposit data, 
Direct deposit data 

6.3.2. with an effective date, in Auxiliary Payroll 
registration in FiMaS 

1 day 
FiMaS 

Enter Job Transaction and 
Human Resources Job transaction and OP-

Subject to Human 
6.4.1. forwards completed OP-15 

Division 15 form completion 
Resources Division 

form to Payroll Section procedures 

Enter Add itional Pay 
Additional Pay 

1 day 
6.4.2. 

transaction in FiMaS 
Auxiliary Payroll transaction registration in 

(when required) FiMaS 
Receive garnishment order, 

6.5.1 . 
identify the employee and 

Auxiliary Payroll 
Identify employee and 1 day 

verify the employment status verify status in FiMaS (when applicable) 
in FiMaS 

6.5.2. 
Enter garnishment 

Auxiliary Payroll Garnishment information 1 day 
information in FiMaS registration (when required) 
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Step Description Official in Outcome Time 
Charge Required 

1 day 
(1 week before the 

6.6.1 
Select Pay Run ID to identify 

Auxiliary Payroll Pay Run ID selection date established in 
pay cycle the PRDT Circular 

Letter) 

1 day 

Relate Pay Run ID to the Pay 
(1 week before the 
date established in 

6.6.2. Calendar for the Auxiliary Payroll On-Cycle Calendar the PRDT Circular 
corresponding period 

Letter) 

1 day 

Create Paysheets based on 
(1 week before the 
date established in 6.6.3. the Pay Run ID and Pay Auxi liary Payroll Paysheets creation 
the PRDT Circular Calendar 

Letter) 

1 day 

Review the Paysheets in (1 week before the 
date established in 6.6.4. order to verify and/or modify Auxiliary Payroll Paysheets review 
the PRDT Circular payroll transactions 

Letter) 

According to 

6.6.5. Execute Leave Program 
Human Resources Leave Program Human Resources 

Division execution Division 
procedures 

Generate the following 1 day 
reports Reporte de Retenci6n (3 days before the 

6.6.6. - Reporte de Retenci6n Payroll Supervisor Cartas de Retenci6n (if date established in 
- Cartas de Retenci6n (if applicable) the PRDT Circular 

applicable) Letter) 

Execute Payroll process and 
1 day 

(3 days before the 
6.6.7. 

select Process Monitor to 
Payroll Supervisor Payroll process execution date established in 

verify status of the executed the PRDT Circular 
Payroll Letter) 
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Step Description Official in Outcome Time 
Charge Required 

1 day 

Generate report to verify the 
(1 week before the 

6.6.8. amount of employees Auxiliary Payroll 
Amount of employees date established in 

processed 
processed verification the PRDT Circular 

Letter) 

Verify results from changes in 1 day 

6.6.9. 
pay data (deductions, 

Employee 
Results from changes in (after initial 

garnishments, other) on the pay data verification calculation) 
checks 

Execute payroll calculations, 
Payroll calculations As many times as 6.6.10 if errors have been corrected Auxiliary Payroll 

throughout the process execution needed 

Execute the Confirm Pay 1 day 
process, after approving all 

Confirm Pay process 
(3 days before the 

6.6.11 . payroll information to process Payroll Supervisor date established in 
payments, direct deposits, 

execution the PRDT Circular 
withholdings, deductions Letter) 

1 day 
Execute Direct Deposit Direct Deposit process (3 days before the 

6.6.12. Payment process and upload Payroll Supervisor execution and flat file date established in 
file in GOB website upload to GOB website the PRDT Circular 

Letter) 
1 day 

Execute Direct Deposit Execute Direct Deposit 
(the last week of 

Payment process and upload Payment process and 
every month, 2 

6.6.13. 
file in GOB website for 

Payroll Supervisor 
upload file in GOB 

days before date 
established in the 

ASUME deposits website 
PRDT Circular 

Letter) 

For Off Cycle Payroll, relate 
1 day 

payment to applicable Payroll Payment relation to 
(when Confirm Pay 

6.7.1. 
and verify if the employee 

Auxiliary Payroll 
applicable Payroll 

process is 

has a record 
executed, before 
On Cycle Payroll) 

Execute Calculate Pay 1 day 

Process, indicating it Calculate Pay Process 
(when Confirm Pay 

6.7.2. 
corresponds to an Off Cycle 

Payroll Supervisor 
execution 

process is 

Payroll executed, before 
On Cycle Payroll) 
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Step Description Official in Outcome Time 
Charge Required 

1 day 

Confirm Pay process 
(when Confi rm Pay 

6.7.3. Execute Confirm Pay process Payroll Supervisor process is 
execution 

executed, before 
On Cycle Payroll) 

Reverse transactions by 
1 day 6.8.1. default Check Auxiliary Payroll Transactions reversal 

Reversal/Adjustment option (when app licable) 

Notify employee in writing 
about a payment error and 

Payment error 1 day 6.8.2. that that an ACH debit to Auxiliary Payroll 
his/her account will be 

notification (when applicable) 

processed 

Process partial adjustments 
Partial adjustments 1 day 6.8.3. as applicable for the next Auxi liary Payroll 

payroll period processing (when applicable) 

Execute Non-Commit 
Accounting Info process and 1 day 
review the information using Accounting journal (the date 

6.9.1. the Deduction Distribution , Payroll Supervisor creation and accounting established in the 
Taxes Distribution, and lines review PRDT Circular 
Earnings Distribution queries Letter) 
designed for this purpose 

1 day 
Execute Batch Publish 

Journals reg istration in 
(the date 

6.9.2. process in order to send Payroll Supervisor established in the 
journals to General Ledger GL 

PRDT Circular 
Letter) 
1 day 

Perform adjustments for pay (the date 
6.9.3. period that was not Payroll Supervisor Adjustments completion established in the 

processed PRDT Circular 
Letter) 

' 1 day 

Execute voucher extraction Voucher extraction 
(the date 

6.10.1. Auxiliary Payroll established in the process for the period process 
PRDT Circular 

Letter) 
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Step Description Official in Outcome Time 
Charge Required 

Review extracted vouchers in 
1 day 

the system to validate the 
Extracted vouchers (the date 

6.10.2. Auxiliary Payroll review and results established in the 
results, in coordination with 

validation PRDT Circular 
Payroll Supervisor Letter) 

1 day 

Execute the Send Vouchers Send vouchers to AP 
(the date 

6.10.3. to AP process Payroll Supervisor process execution established in the 
PRDT Circular 

Letter) 

1 day 
Create a Pay Run ID and Off- Pay Run ID and Off- (the date 

6.11 .1. 
Cycle calendar with Pay Date 

Payroll Supervisor 
Cycle calendar creation established in the 

for Christmas Bonus and with Pay Date for PRDT Circular 
attach it to Pay Run ID Christmas Bonus Letter for 

Christmas Bonus) 

1 day 
Create Rapid Entry Paysheet (the date 

6.11.2. 
Template for Christmas 

Payroll Supervisor 
Rapid Entry Paysheet established in the 

Bonus and add the amount to Template creation PRDT Circular 
be paid Letter for 

Christmas Bonus) 

1 day 
(the date 

6.11 .3. 
Load transaction in Rapid 

Payroll Supervisor Transaction loading 
established in the 

Entry Paysheet PRDT Circular 
Letter for 

Christmas Bonus) 

1 day 
(the date 

6. 11.4. 
Make the necessary 

Auxiliary Payroll Paysheet adjustments 
established in the 

adjustments in the Paysheet PRDT Circular 
Letter for 

Christmas Bonus) 

1 day 
(the date 

6.11.5. 
Run calculation process to 

Auxiliary Payroll 
Calculation process established in the 

review the payments execution PRDT Circular 
Letter for 

Christmas Bonus) 
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Step Description Official in Outcome Time 
Charge Required 

1 day 
(the date 

6.11 .6. 
Confirm Paysheets, once the 

Payroll Supervisor Paysheets confirmation 
established in the 

payments are validated PRDT Circu lar 
Letter for 

Christmas Bonus) 

Follow the same process 

6.11 .7 
used to pay, as described in 

Payroll Section Payroll process execution 
According to 

Section 6.6 (Payroll Process: Section 6.6 
On-Cycle Payroll) 

1 day 
(quarterly, on or 

6.12.1. Complete Form 941 Payroll Supervisor Form 941 completion before the 30th/31st 
day of the next 

month) 

1 day 

Complete Form 941 Form 941 Schedule B 
(quarterly, on or 

6 .12.2. Payroll Supervisor before the 3oth/31 st 
Schedule B completion 

day of the next 
month) 
1 day 

Remit Form 941 along with 
Form 941 and Form 941 

(quarterly, on or 
6.12.3. Form 941 Schedule B to the Payroll Supervisor 

Schedule B remittance 
before the 301h/31 st 

IRS day of the next 
month) 

Complete Multiple Worksite Multiple Worksite Report- 1 day 
Report-BLS 3020 and BLS 3020 and Chauffeur (quarterly, on or 

6.13.1. Chauffeur Insurance Payroll Supervisor Insurance Contri bution before the 30th/31st 
Contribution form form completion day of the next 

' 

Remit Multiple Worksite Multiple Worksite Report- 1 day 
Report-BLS 3020 and BLS 3020 and Chauffeur (quarterly, on or 

6.13.2. Chauffeur Insurance Payroll Supervisor Insurance Contribution before the 30th/3 1st 
Contribution form to form remittance day of the next 
Department of Labor month) 

Generate the following 1 day 
reports: Queries and reports (quarterly, on or 

6.14.1. - Payroll Summary Report Payroll Supervisor generation before the 301h/31 st 
- Gasto de N6mina Report day of the next 

month) 
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Step Description 
Official in 

Outcome Time 
Charge Required 

P/anil/a Trimestral 1 day 
Complete Planilla Trimestral Patronal de Contribuci6n (quarterly, on or 

6.14.2. Patronal de Contribuci6n Payroll Supervisor sabre lngresos Retenida before the 3Qth/31 st 
sabre lngresos Retenida completion day of the next 

month) 

Submit Planilla Trimestral Planil/a Trimestral 1 day 
Patrona! de Contribuci6n Patronal de Contribuci6n (quarterly, on or 

6.14.3. sabre lngresos Retenida to Payroll Supervisor sabre lngresos Retenida before the 3Qth/31 st 
the Puerto Rico Department submission day of the next 
of Treasury month) 

Generate the following 1 day 
queries: (twice a month 
- "QB_PY _DEDUCTIONS_D (from the 1st day to 

6.15.1. 
ISTRIBUTION" 

Payroll Supervisor Queries generation the 15th day or from 
- "QB_PY _EARNINGS_DIST the 16th day to the 

RIBUTION" 3Qth day (or 31st 
- "QB_PY_TAXES_DISTRIB day, depending on 

UTION" each month) 

1 day 

Consolidate information from Information consolidation 
(twice a month 

(from the 1st day to 6.15.2. all queries and segregate it Payroll Supervisor and segregation the 15th day and 
by fund 

from the 16th day to 
the 3Qth/31 st day) 

1 day 

Generate the Reporte de Reporte de Sa/arias y 
(twice a month 
(from the 1st day to 6.15.3. Sa/arias y Liquidaciones par Payroll Supervisor Liquidaciones par Fonda the 15th day and 

Fon do 
from the 16th day to 
the 3Qth/31 st day) 

Submit the Reporte de Reporte de Sa/arias y 1 day 

6.15.4. 
Sa/arias y Liquidaciones por 

Payroll Supervisor Liquidaciones par Fonda (on or before the 
Fonda to Human Resources submission 15th day of every 
Division month) 

Submit the Reporte de Reporte de Sa/arias y According to 

6.15.5. 
Sa/arias y Liquidaciones por Human Resources Liquidaciones por Fonda Human Resources 
Fonda to the Office of the Division submission Division 
Comptroller procedures 

Execute W-2 Forms reporting 

6.16.1. 
processes in FiMaS to 

Auxiliary Payroll 
W-2 Forms reporting 1 month 

generate required flat file and process execution (January) 
upload to PR-Pay system 
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Step Description 
Official in 

Outcome 
Time 

Charge Required 

6.16.2. 
Review W-2 Forms in the 

Auxiliary Payroll W-2 Forms review 
2 to 3 days 

system to ensure accuracy (January) 

Print W-2 Forms, prepare the 
W-2 Forms printing and 

2 days 
6.16.3. Control Sheet and submit to Auxiliary Payroll 

submission 
(on or before 

the corresponding AOs February 1st) 

Execute pertinent process in 
the PR-Pay system to 

PR-Pay system process 
1 day 

6.16.4. generate the electronic file Payroll Supervisor (on or before 
with the taxable information 

execution February 1st) 
for the period 

Send electronic file in a disk, Electronic file and Control 
1 day 

6. 16.5. 
along with the Control Sheet, 

Payroll Supervisor 
Sheet submission to 

(on or before 
to the Puerto Rico Puerto Rico Department 

February 1s1> 
Department of Treasury of Treasury 

Submit electronic file to the 
Electronic file submission 

1 day 
6.16.6. IRS through the IRS Web Payroll Supervisor 

to IRS 
(on or before 

Portal February 1s1> 
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9. Document Revision Table 

Revision Revision 

Number Date 
Section Modification 

1.0 6/18/2010 All New Procedure 

2.0 2/2/2011 All Incorporate EPA's comments and requirements. 

3.0 11/4/2015 All 
Process changes and internal controls 

strengthening and enforcement 



. EQB Document Number: 
Page: 51 of 52 

D.'\ ......... ,'tU~Mm•'\.U.rt OP-0021 -V3 ,,._._.,-',,..f9J'\••n,. .. IA, , 

Payroll Procedure 

Table of Contents 

1. Objective ... ... ... ..... ... ............................. .... ... .... .. .. ..... ..... ....... ............ ................ ...... .... .... ......... 1 
2. Legal Authority .. ... ........ ............. .. ......... ............ ... ... .... ............... ......... ... ..... ......... ...... .. ............ 1 
3. Applicability ........ ...................... .................. ... .. ... .............. .... ...... ... ........ ...................... .. .......... 2 
4 . Organizational Roles and Responsibilities .................... ..... ..... ...... ... ... .... ..................... .......... . 2 
5. Definitions and Abbreviations .......... ...................... .......................................... ... ..................... 2 

5.1. Definitions ... ... ........ ........................ ........ ... ..... ....................... ........................................... 2 
5.2. Abbreviations .................................................................... .... .... ... ................... ................. 3 

6. Procedure Description .......... .................................... ............... ... ..... ... .. ......... ... ..... ........... ..... . 4 
6.1. Maintain Employee - Tax Data ............. ..... ... .. ... .. ............................................................ .4 
6.2. Maintain Employee - General Deduction Data ................... ... ........................................... .4 
6.3. Maintain Employee - Direct Deposit Data ............... ...... ... .... ............ .............. ..... .. .. ..... ..... 5 
6.4. Maintain Employee - Additional Pay Data .............. ... .. ... ... .... .. ........ ... ... ........ ... .. .... ...... .... 6 
6.5. Maintain Employee - Garnishment Data .. .. ...... .. .... .................. ... ......................... ............. 6 
6.6. Payroll Process - On Cycle Payroll .. ............. ................. .... ..... .. ....... .................... ............. 8 
6. 7. Payro ll Process - Off Cycle Payroll .. ........................... ..... ......... .... ............... ..... .. ............ 11 
6.8. Direct Deposit Reversals , Check reversal, and Adjustments (Off Cycle Payroll) ......... ... 11 
6.9. Payroll GL Journal Creation and Transfer to GL Module ....... ......................................... 12 
6.10. Payroll Voucher Extraction for Accounts Payable ............... .. .. ...................................... 12 
6.11 . Christmas Bonus Processing ................. ........ .............................................................. 14 
6.12. 1.R.S. Reporting ......................................................................... ..... .............................. 14 
6.13. Department of Labor Reporting .... .. ... ..... ... .... .. .. .. ..... .. ............................................ ...... 16 
6.14. Planilla Trimestral Patrona/ de Contribuci6n sabre lngresos Retenida ........ ................ . 16 
6.15. Ley 103 Reporting ............................................. ................ ..... ... ... ................................ 16 
6.16. Annual W-2 Forms .................................... ........................ .... .. ... .. ................................ 17 

7. Forms and Reports .... .. ... .......... ... ... ......... .. ... ... .... ... ... ......... ................................. ................ . 18 
7.1. Form 499 R4 ..... .. ............ ...... ... ...... ........ .......... ........ ...................... ..................... .......... . 18 
7.2. Direct Deposit Authorization Form ...... ........ ..... ... .................. ... .. ..... .... .......... ..... ............. 20 
7.3. OP-15 Form ......... .. .. ..... ................. .... ... .... ... .... .... ... .. .. ............. ......... ....... ... ................ ... 22 
7.4. Reporte de Retenci6n .................... ... ........ ... ..... ................ ... ....... ................................... 24 
7.5. Carta de Retenci6n - Pago en Exceso ........................... .. .... ... .. ... .. ...... .. .... .................... 25 
7.6. Employer's Quarterly Federal Tax Return Form 941 .... .... .... ........ ........ ... ....................... 26 
7.7. Form 941 - Schedule B ................................ ...................... .......... ... ............................... 31 
7.8. Multiple Worksite Report- BLS 3020 ............................... ... ... ... .. ... .................................. 33 
7.9. Chauffer Insurance Contribution ........................................ ... ... ..... .... ....... ... ..... ... ... .. ....... 36 
7. 10. Plan ii/a Trimestral Patron al de Contribuci6n sabre lngresos Retenida .. ... ........ ... .. ....... 37 
7. 11. Reporte de Sa/arias y Liquidaciones par Fonda .............. ... ... ........ ................ ... ... .. ...... .40 
7.12. W-2 Form ................ ... ... ... ... ........................................... .... ... ... .. ... ... .... .... ... ... .. ... ... ...... 41 

8. Tabular Summary of Procedures ............... ........... ........ ...... .. .. .... ...... ..... .............................. .42 



. EQB Document Number: 
Page: 52 of 52 

f'lo'\ ... .......,_"UQ.Mm~ OP-0021-V3 \ l'M\ot...._...t.-,1 ..... ~· Uf\~ l.a..·~ 

Payroll Procedure 

9. Document ev1s1on a e .................................................................... .. R . . T bl ...... ......................... 50 


