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1. Objective

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. 74 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 |, and Chapter Il, 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 all other activities for the proper performance of payroll related processes.

4. Organizational Roles and Responsibilities

(471

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.

. Definitions and Abbreviations

5.1. Definitions

Term Definition
. Earnings that an employee will be paid on a regular basis in addition to
Additional Pay 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).




EQB

e SR LT SPEFILY VN T
e SV EAL T O® Py aTo R

Payroll Procedure

Document Number:

OP-0021-V3 Page: 3 of 52

5.2.

Term

Definition

Deductions

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

Garnishment

A wage garnishment is any legal or equitable procedure through which some
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.

Abbreviations

Abbreviation

Term

AO

EQB Area or Office

DT Department of Treasury

EPA Environmental Protection Agency
EQB Environmental Quality Board
FiMaS Financial Management System
GDB 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.

\e~ For detailed steps to follow in the FiMa$S application, please refer to Manual de Némina, 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

= | oans

= 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.

Y
\&~ For detailed steps to follow in the FiMas$ application, please refer to Manual de Nomina, 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, GDB. 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

Social Security Number
Financial Institution Name
Financial Institution Branch
Bank Account Number
Bank Account Type
Employee Signature

@ *p ooy
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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.

\e~ For detailed steps to follow in the FiMaS application, please refer to Manual de Nomina, 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 DT 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 / Stop Date, Limit Amount.

.-

== For detailed steps to follow in the FiMaS application, please refer to Manual de Némina, 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 Sueldo, Bono de Navidad y
Pensiones para el Afio Fiscal).

6.6.1.

6.6.2.

6.6.3.

6.6.4.

6.6.5.

6.6.6.

6.6.7.

6.6.8.

6.6.9.

6.6.10.

6.6.11.

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.

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.

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.

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.

Human Resources Division must execute the Leave Program.

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 Retencion

b. Cartas de Retencion (if applicable)

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.

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.

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.

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

Payroll Supervisor executes the Confirm Pay process after validating and
approving all payroll information to process the payments, direct deposits,
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6.6.12.

6.6.13.

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.

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/wemfd/wecmpw/CustomerlLogin

. Sign in with the corresponding Organization ID, User ID and Password
Access the Menu and choose the ACH Payment option

. Select ACH Validator option

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

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

-~ 0o o o T

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

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/wemfd/wecmpw/CustomerlLogin

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
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

\o~ For detailed steps to follow in the FiMaS application, please refer to Manual de Némina, 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 Payrall.

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
General 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 (Payroll Process: On-Cycle Payroll).

6.12. .LR.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 30"/315! 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 30"/31% 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. Planilla Trimestral Patronal de Contribucién sobre Ingresos Retenida

Payroll Supervisor completes and submits the Planilla Trimestral Patronal de
Contribucion sobre Ingresos Retenida on a quarterly basis, on or before the 30"/31% day
of the next month.

6.14.1. Payroll Supervisor generates the following reports:
a. Payroll Summary Report
b. Gasto de Némina Report

6.14.2. Payroll Supervisor completes the Planilla Trimestral Patronal de
Contribucion sobre Ingresos Retenida

6.14.3. Payroll Supervisor submits the Planilla Trimestral Patronal de Contribucién
sobre Ingresos Retenida to the Puerto Rico Department of Treasury

6.15. Ley 103 Reporting

This process is executed twice a month (from the 1% day to the 15" day and from the 16"
day to the 30"/315t 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"
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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 Salarios y Liquidaciones por
Fondo

6.15.4. Payroll Supervisor submits the Reporte de Salarios y Liquidaciones por
Fondo to Human Resources Division, on a monthly basis (on or before the
15" day of each month).

6.15.5. Human Resources Division submits the Reporte de Salarios y Liquidaciones
por Fondo 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 15,

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

||:.,rmu|,,;o 499R-4 Gobierno de Puerto Rico
Rev.30jin 11 prsna, Departamento de Hacienda
5
i = CERTIFICADO DE EXENCION PARA LA RETENCION

LEA LAS INSTRUCCIONES AL DORSO ANTES DE LLENAR ESTE CERTIFICADO DE EXENCION PARA LA RETENCION

Llene y enfregue este formulario a su patrono. De lo contrario, €] estard obligado por el Codigo de Rentas Internas para un Nuevo Puerto Rico (Codigo), a relener su
contribucion sebre ingresos sin lomar en consideracion su exencidn personal, exencién por dependientes y concesidn por deducciones.
CAMBIOS EN LA EXENCION PERSONAL, EL NUMERO DE DEPENDIENTES O LA CONCESION POR DEDUCCIONES, REQUIEREN LA SUSTITUCION DE ESTE CERTIFICADO.

PARAUSO DEL EMPLEADO
Nombre del empleado Nimero de seguro social del empleado
Nombre def conyuge Nimero de seguro social del conyuge
Direccion residencial Direccion postal

[] Marque aquisi su salario bruto anual no es mayor de $20,000. Si desea que su palrono retenga contribucion sobre sus salarios, complele la Parte D.
De lo conlrario, pase a firmar esle Cerlificado.

] Marque aqul si se acoge alas disposiciones del Miltary Spouses Residency RefiefAct . (Véanseinstrucciones)
] Marque aquisi se acoge al computo opcional dela contribucion en e caso de personas casadas que viven juntas y rinden planilla conjunta. (Véanse instrucciones)
A._EXENCION PERSONAL e i Miad (asror St
1. Contribuyente individual
2. Persona casada
3. Exencion personal adicional para veteranos
B. EXENCION POR DEPENDIENTES: Nimero de Dependientes | | Exenclén Completa | | Custodia Compartida
C. CONCESION POR DEDUCCIONES

1. CONCESION POR DEDUCCION ESPECIAL PARACIERTOS INDIVIDUOS (Véanse nstrucciones) ... | [ Completa | [__1 Ninguna

2. CONCESION POR DEDUCCIONES (OPCIONAL):

() TR TIPOTBERIIS .. msomomismsans o s s s R S A S A s e R

O DRTTERIVRONRY. oo vt s 4 D 0 T Y et Nl
(¢) Gastos MEdICOS .........covemnrer v
(d) Intereses sobre préstamos esludiantiles a nivel universitario
(e) Aportaciones a sistemas gub ntales de pensi reliro (Véar
(N Aportaciones a cuentas de retiro individual
(g) Cuenta de APOHACION EUCAIIVA ... .......c.oieeee ettt ettt
(h) Aportaciones a cuentas de ahorro de salud
(i) Pérdida de su residencia principal debido a causas fortuitas
(1) Pérdida de bienes muebles por cierlas causas fortuitas ....................
(K) TOIAT @ EAUGTIONES ..........oco oo et et e e bbb bbb s et
3. Numero de concesiones basadas en las deducciones (Linea 2(k) entre $500)

SEEEEEEEEEs

4. Concesiones que desea reclamar (Puede sermenor 0igual @1alinead) .............c.ccoovrooivvovieiicrionsricereieeesiiresscscssensesssenasine
Sl es empleado gubernamental haga una marca de cotejo para Indicar si participa de alguno de estos programas (Véanse instrucciones):
[ Plan Suplementario de Retencion para el Retiro
1 Programa de Cuentas de Ahorro para el Retiro (Indique el por ciento que eligio como aportacion
D. ELECCION PARA RETENCION ADICIONAL
1] Autorizo a mi patrono paraque me retenga en cada periodo de ndmina, la cantidad de $ 0 % de misalario ademas de la contribucion que
se requiere deducir y retener de acuerdo con las disposiciones de la Seccién 1062.01 del Codigo. (Véanse instrucciones)
JURAMENTO
Declaro bajo penalidad de perjurio que he examinado este formulario, y que segin mi mejor criterio, la informacion que aparece en el mismo es cierta, correcla

y completa. Certifico ademas, que la exencion personal, la exencién por dependientes y la concesion por deducciones que aqui reclamo, para fines de la
retencién de salarios, no exceden la cantidad que tengo derecho a reclamar en la planilla de contribucion sobre ingresos, segin dispone el Codigo.

%)

Firma del empleado Fecha
Periodo de Conservacién: Seis (8) afios
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7.2. Direct Deposit Authorization Form

Modelo SC 1340 Anejo 1
Regl. Nim. 58
24 jun 08

Estado Libre Asociado de Puerto Rico

Agencia

Direccidén

AUTORIZACION DE PAGO DE NOMINA

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

La Ley Num. 74 autoriza el pago de salarios mediante cheque, deposito directo o por medio
de transferencia electrénica sobre una base voluntaria y la Ley Num. 268 establece como
politica publica que la forma principal de pago para los empleados del servicio publico,
regular o de confianza, es mediante depdsito directo quincenal a su cuenta, en la institucion
financiera que designe el empleado.

Autorizo a mi patrono a depositar el importe neto de mi pago de ndémina en la institucion
financiera y en la cuenta bancaria aqui designada. Esta autorizacion continuara en efecto
hasta tanto notifique la cancelacion de este beneficio o decida cambiar de institucion
financiera, con 30 dlas antes de anticipacion a la fecha de efectividad.

Nombre del Empleado Numero de Seguro Social
Nombre de la Instituciéon Financiera Sucursal
NuUmero de Cuenta Bancaria Tipo de Cuenta:
[CJcorriente
[ClAhorro
[Jotro:
Firma del Depositante Fecha

[ PARA USO DE LA OFICINA DE RECURSOS HUMANOS

Fecha en que comenzara en su puesto:

Nombre y Firma del Director de Personal Fecha
o su Representante Autorizado

Conservaclén: Sels afios o una intervencion del Contralor, lo que ocurra primero,
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7.3. OP-15 Form
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OP-1% meﬂmﬁ:zﬂﬂ#xﬁ%ﬁwmt I :;E:;adumm
INFUHTANTE Aprads |85 Saxtoee P (010 ==
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5. Ams
& Ofickm, Dvir'n, Sescdin
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5 Cuirgue def Prryiads
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11, Suebdn
iix Dfoeaal
12 Dicmdn e Cartriusin nie Ingoes
11, Dhocasin an Segam Secal
M. Deczio pars At s Svdarm de fetn
15, Dexusio pars Sovices Maka:s
b, Dowuaio purs Aleeme (A EELA |
17. Doxusio mn Squu{AEELA )
18 (i Doruio
1%, Fecha de Flocirridhd
25 EMBOADR | Custs | Fuske Omp Tngnem | Adg | Amofres | Ap Fat Casria Fond | Ong Fugers | L | Al | Ap R
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USSR, AT ol Tt
2 Fraw deesrhin wein preicndige Liocksasofure Cropersiren 4w Linowis Fafomedai éo  Croealids ds  LiscaFgubr dao  Corsoodily o
Fectude Seansiinn (1leme & ds Fags) Livores S Fugn Feha Bl ividal e b Bqanadn
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A8, Dotstackn
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2. Sppesinds Erglony Sl [hmciie De Farta
5 Maste Fotw Hore i 4 de P PstiquriedeNetin: 8 ___No
M Choedeleocn _ PanPasds  FpaidonPgs _ MibeesoSudie | Maowhd | Smakh; Dmen
3 & y Rk s el derw )
11, Bl carstio de Thamtis & pue G tx Peghies sbque (et & Flophle ar St o £ 0 1im s, Fedagas o reevder del gt movheis
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7.4. Reporte de Retencion

Report ID: EQBTLOOS

Pay End Date:
Erpl 1D Hane Hours
KRk 7.50

?7.50

mludﬂl qua pa se hizo ratencion por so tener chequs en la quincana
3~

GOVERNMEKT OF PUERTO RICO
ENVIRONHENTAL QUALITY BOARD
REPORTE DE RETENCION

Rate Amount

s
s

“wa

TS Dace

Page ho.
Run Date

TRC

1
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7.5. Carta de Retencién — Pago en Exceso

5 ESTADO LIBRE ASOCIADO DE
i PUERTO RICO
" JUNTA DE CALIDAD AMBIENTAL

PAGO EN EXCESQ

De acuerdo a los registroe del Sistema Fimas, en &1 nos indica cue al

, ugted nc contaba con el balance de licencias de
wvacaciones yfo ontermedad. Por lo cual, se incurrid en un paga en
exceso de sueldo.

A tales efectos le notificames que uated recikiréd un descuente por la

cantidad de § para la quincena del
Esta cantidad es eguivalente a la insuflciencia de balancea de 15.00
haras reflejadaa sl

Cualquier informecién adicional puede comunicarse al teléfono
(787) 767-8181 ext. 3310.

"
FO Box 31480 Senturse, ¥R 02910 @A
Tol 137=¥i6=4147 Fax 707-TE6-1147 N EiaNomees

wvw. J ek geblaras . pr
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7.6. Employer’s Quarterly Federal Tax Return Form 941




EAVICRAENT U QLAY Bouan

@LQB

L LOL T A T B

Payroll Procedure

Document Number:;

OP-0021-V3 Page: 27 of 52

rorn 941 for 2015: Employer's QUARTERLY Federal Tax Return

{Rev. January 2015) Department of the Treasury — Intemal Revenue Service

950114
OMB No. 1545-0029

Name (not your trade name) |

Trade name (if any) l

Address I

mmnvarm-nﬁﬁeamnumhermml:l [:l B l:l I:l D D I:I I:] I:l

Report for this Quarter of 2015
(Check one.}

J D 1: January, February, March |

| [ 2: Aprit, May, June

D 3: July, August, September

| D 4: October, November, December

Strest Suits or roem numbsr
Instructions and prior year forms are
| I | | | | available at www.irs.gov/form941.
City State ZIP code
Foreign country nams Foreign pravince/county Foreign postal code

Read the separate Instructions before you complete Form 941. Type or print within the boxes.
Answer these questions for this quarter.

1

6a
5b

5d

5f

10

11

12

13

Number of employees who received wages, tips, or other compensation for the pay period

1] |

Including: Mar. 12 (Quarter 1), June 12 (Quarter 2}, Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4)
Wages, tips, and other compensation 2 | = |
Federal income tax withheld from wages, tips, and other compensation . . . . . . 3 | " I

If no wages, tips, and other compensation are subject to social security or Medicare tax

|:| Check and go to line 6.

Column 1 Column 2
Taxable social security wages . . I . ] x.124 = = |
Taxable social security tips . . . | . | x.124 = . I
Taxable Medicare wages & tips. . | . | x.029 = = ]
Taxable wages & tips subject to
Additional Medicare Tax withholdi ,-l . | *.,009 = | . I
Add Column 2 from lines 5a, 5b, 5¢,and5d . . . . i 5 Ssl . ]
Section 3121(g) Notice and D d—Tax due on unreported tips (see instructions) 5f | = |
Total taxes before adjustments, Add lines 3, 58, and 5f ., . 3 6 | = |
Current quarter's adjustment for fractionsofcents . . . . . i) I » ]
Current quarter's adjustment for sickpay . . . . . . 0 8 | = |
Current quarter's adjustments for tips and group-term life insurance 9 | - |
Total taxes after adjustments. Combine lines 6 through 9 R T wl - I
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) filed
MmthecumentQuarter - . . . & + & « 4 & % < 5 + + & 7 @ G5 s W s 11| = |
Balance due. if line 10 is more than line 11, enter the difference and see instructions . . . 12| . |

Overpayment. If line 11 is more than line 10, enter the difference [:Check one: [ apstytorentrenm [[] sendarenna,

P You MUST complete both pages of Form 941 and SIGN It.

For Privacy Act and Paperwork Reduction Act Notice, see the back of the Payment Voucher.

Cat. No. 17001Z Form 941 (Rev. 1-2015)
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950214

Name ot your trade name) Employer identification number (EIN)

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

If 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: |:| Line 10 on this return is less than $2,500 or line 10 on the return for the prior quarter was less than $2,500, and you did not incur a
$100,000 nexi-day deposit obligation during the current quarter. If line 10 for the prior quarter was less than $2,500 but line 10 on this retum
is $100,000 or more, you must provide a record of your federal tax hability. If you are a monthly schedule depositor, complete the deposit
schedule below; if you are a semiweekly schedule depositor, attach Schedule B (Form 941). Go to Part 3.

[[] You were a monthly schedule depositor for 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 | s |
Month3 | w |
Total liability for quarter I . ' Total must equal line 10.

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

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

16 If your business has closed or you stopped payingwages . . . . . . . . . . . . . . . D Check here, and
enler the final date you paid wages 2
16 If you are a seasonal employer and you do not have to file a return for every quarter of the year . . [:] Check here.

DELGEHN 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 Instructions
for details.

[[] ves. Designee’s name and phone number | | [ I

Select a 5-digit Personal Identification Number (PIN) to use when talking to the IRS. I:’ I:] D I:I D
[ No.

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

Under penalties of perjury, | declare that | have examined this return, including accompanying schedules and statements, and to the best of my knowledge
and belief, it is true, comrect, and complete. Declaration of preparer (other than taxpayer) is based on all information of which preparer has any knowledge.

Print your |
Sign your name here
name here Print your
title here ’ |
Date Best daytime phone | |
Paid Preparer Use Only Check if you are self-employed . . . [ ]
Preparer’s name I | PTIN | I

Preparers signatur | | oae

Firm's name (or yours
i self omployed) | |

EIN

I
Address | —I Phone I I
City | | State [:' ZIP code I

Page 2 Form 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).

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).

¢ Datach 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.

e v Detach Here and Mail With Your Payment and Form941. v -
£941-Y Payment Voucher OMB No. 1645-0020
et of e ey P Do not staple this voucher or your payment to Form 941. 2@ 1 5
1 Enter your employer identification 2 Dallars Cents
Bmbr TEIN). Enter the amount of your payment.p
Make your check or money order payzable to “United States Treasury™
3 Tax Period 4 Enter your business name (individual name if sole proprietor).
1st d
Quarter O Qf&:rter Enter your address.
2nd 4th Enter your city, state, and ZIP code or your cily, foreign country name, forelgn province/county, and foreign posial code.
Quarter O Quarter
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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

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 241 will
vary depending on individual circumstances. The
estimated average time is:

Recordkeeping . . . . . o v oo IR
Learning about the law or the form 47 min.

Preparing, copying, assembling, and
sending the formtothelRS . . . . . . . . 1hr

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 File? in the Instructions for Form 941.
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7.7. Form 941 — Schedule B

Schedule B (Form 941): 960311

Report of Tax Liabllity for Semiweekly Schedule Depositors OME No. 1845-D023
(Flav. darsny 2014) SIopaTma of Wit Yy REN PO Vet Ba oY Report for this Quarier...

- s 1 | DDDDDDD g

Bisma fnof your irade pama) [ [7] 2: Agrit, May, June

Cabendar year D D D D (Ao chock quastern [:] & July, August, Segtember

[7] & Octaber, November, December

[ === ————————
Usa this schedule to show your TAX LIABILITY for the quarter; B0 NOT use it to show your deposits. When you file this form with Form 841 or

;m;nnﬂ':!’-:lsulrlgml"‘i‘m priod I.n'.: I!:lﬁ‘ly by ngullmnnh repoeied on -I" Forms B41-X wﬂl—’X‘; You must fill out tlul ":inllnilym;:‘gﬁ
i) ‘nmﬁmﬂsu%gzwmw on the numbared muﬂnt eeuupnluil to the date wages were paid. Soe Section
Mant 1
1 S ® a W B e = Tax lability for Month 1
2 . 10 . 18 | - 25 . i
a . 1 0 18 = Fid =
4 . 12 = 20 = 28 .
5 = 13 = 21 = -] »
& . 14 - 22 - 20 =
7 L] 15 = 3 - k4 =
El = 15 = 24 =
Month 2
1 . 8 B 1w . 2% . R Ny e LA
z = 10 = 18 - -] L) -
3 = 1 a 12 - 7 =
4 . 12 - 20 - F "
5 s 12 - 21 - ] 0
& = 1“4 a Pl - 20 .
7 = 15 = 3 = 31 "
e = 16 a 24 -
Month 3
A ¥ . ¥ i ¥ e il Tax Rabillty for Month 3
2 - 10 - L] - 25 - ’
a - 11 - 19 = T »
4 = 12 = 20 | = E) -
5 = |13 _--__ 21 = 29 =
(] 3 14 3 » - <] -
7 = 15 s 23 = 3 L
-] = 16 L] 24 -

Totai llahility for tha quarter
Fill i your tatal lisblity for the gusrtar (Manth 1 + Morth 2 + hanih 3) B

Total must equal line 10 an Form 941 or Form 841-55. -

For Paperwork Reduction Act Notice, see Instruct IRE.Q 1 Cat. Ne. 119570 Bchedule B [Form 941) (Rav. 1-2014)
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7.8. Multiple Worksite Report- BLS 3020
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Puerto Rico Dept of Labor and Human Resources
Research and Statistics, 17th Floor

PO Box 195540

San Juan PR 00918-5540

Phone: 787-754-5300 ext 3047

Multiple Worksite Report - BLS 3020
Form Approved, O.MB. No. 1220-0134

Expiration Date: 05/31/2016

In Cooperation with the U.S. Department of Labor BLS

Puerto Rico

4 | 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 survey complete, accurate, and timely. The totals on this form must match the
comresponding totals on your Quarterly Contributions Report (Form PR-UI-10).

l 2 I BUSINESS MAILING ADDRESS Piease print.

Business Name:

U.l. NUMBER:

QUARTERLY REPORT INFORMATION

Street Address:

City:

ST: P:

DUE DATE: ___/ )

QUARTER ENDING:

I

| 3 | WORKSITES

OFFICE | BUSINESS NAME (division, subsidary, elc ) NUMBER OF QUARTERLY WAGES
USE STREET ADDRESS (physicallocation) EMPLOYEES OF WORKSITES
CITY, STATE, AND ZIP CODE (subjeclio Ul Law s)During the Fay Period (subjecl to Ul law s)
WORKSITE DESCRIPTION (plant name, storenumber, etc.) Which hicludes the 12th of the Month Round to the neares! dollar
Month1 | Month 2 | Month 3
.00
.00
.00
.00
.00
.00
Note: The totals MUST agree (exceptfor rounding) otal:
with your Form PR-UI-10. Total: $ 00
CONTACT PERSON (for questions regarding this report)
NAME: PHONE:
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INSTRUCTIONS

Please follow these steps to prepare your Multiple Worksite Report. Contact the Agency listed in Step 6 if you have any questions
or if you need additional information, or see http://www.bls.govicew/cewmwr00.htm

1. Review the business name, contact name, and mailing address and make any necessary comections (Section 2).

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

+ NAME/ADDRESS/DESCRIPTION: Review the name and physical location address for each worksite and make any
necessary corrections. Review the description below the physical location to be sure it uniquely identifies each worksite
(plant name, store number, etc.). If there is no printed description, please enter a unique identifier for the site.

+ 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 of 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 changss in employment and/or wages.
Changes might result from store closings, strikes, layoffs, bonuses, seasonal increases or decreases, or similar events.

» 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.l. Number, if you know it.

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

» MISSING WORKSITES: Provide the following 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 employes, 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 activity at the worksite

f. In addition, if you purchased any of these worksites from another company, please provide:

¢. The name of the company that sold the worksite

h. The effective date of the sale, and

i. The seller's U.l. Number, if you know it.

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

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

6. If you have questions, please contact your State Agency listed 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

GENERAL INFORMATION
PURPOSE OF THIS REPORT

This Multiple Worksite Report (MWRY) collects employ ment and wages by individua! work location i Lhis State. If y ou operate businesses from more than one location under

the Unemploy ment Insurance Account Number (U.l. Number) shown above, the MWR supplements y cur Quarterly Conlributions Report. Data from the MWR enable our

agency lo munrlorand analyze conditions of business activities by geographic area and indusiry in this State. The information collected on this form by the Bureau of Labor
nd the ing nits progr will be used for statistical and Unemploy ment Insurance program purposes, and other purposes in

accnniance with law.

PAPERWORK REDUCTION ACT STATEMENT

We estimate that this form will take from 10 minutes fo €0 minutes lo complete per response, with an av erage of 22 minutes. This includes time for reviewing instructions,
searching existing dala sources, gathering and maintaining the dalaneeded, and completing and reviewing I.t'cs information. If youhave any commentsregarding lhese

estimales orany aspect of this form, send them to the Bureau of Labor Statistics, Division of Admi istics and Labor Tumover, Room 4840, 2 Massachusetls
Avenue N.E., Washinglon, D.C. 20212. The OMB control number for this survey is 1220-0134 and it expires on 05/31/2016. Without a currently valid OMB number, BLS
would nol ba able to conduct this survey.
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7.9. Chauffer Insurance Contribution

DEPARTAMENTO DEL TRABAJO Y RECURS0S HUMANOS DECLARACION DE CONTRIBUCIONES M

PROGRAMA DE SEGURO SOCIAL DE CHOFERES Y OTROS EMPLEADOS DE SEGURO SOCIAL CHOFERIL g
Edificio Prudencio Rivera Marlinez, Piso 9 i%

505 Avenida Mufioz Rivera, San Juan, Puerto Rico 00318 %g’

Telafonos (787) 754-5353 (Cuadro) (767) 754-5284,
(787) 754-5285 (Diractos) Fax (T87) 754-9224

I:I Marque algin cambio en su condicién de PARA USO DE LA AGENCIA - FOR AGENCY USE ONLY
patreno o su direccién. Ancle al reverso. FECHA [MES |[DIA |[ANO |FORMA [CK |EFE]JVERIFJNUMERODERECIBO
DE DE
Check if there was change on your employer PAGO | | | | PAGO | J l |
stalus, or your mailing address.
Wirite change on back.

* Favor de remitir el cheque a [+] TA PATRONAL ESTATAL

favor del Secretario de Hacienda | o re EM PLOYER ACCOUNT NUMBER
* Please submit the check payable Temesire lerminand o en:/ Juarler ended |

to Secrelario de Hacienda

SEGURO SOCIAL PARA CHOFERES
Y OTROS EMPLEADOS

1 - Total de Semanas TrabaJadas
Total Weeks Paid

2 -Total de Contribucion a Pagar
Total Tax Due

3 -Importe Pagado
Payment Amount

4 - Firma del Patrono u Oficial Autorizado
Employer Signature or Authorized Agant

6 - Titulo 6 - Teléfono 7 -Fecha
Position Phone No. Date

DECLARACION TRIMESTRAL DE SEMANAS PAGADAS A CADA EMPLEADO

1 -Nam. de Seguro Sacial del 2 - Nombre del Empleado 3 - Nam. de Licencia | 4 - Total de
Empleado (Apellido, Nombre, Iniclal) License Number Semanas
Employee's Social Security Account Employee’s Name (Last Name, First Total Weeks

Number Name, Middla Name)

I
|
|
I
|
|
l
I
|
1
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7.10. Planilla Trimestral Patronal de Contribucién sobre Ingresos Retenida

Formulario 439 R-1B Rev. 01.13

eVISOI. Liguidaror.

Estado Libre Asociado de Puerto Rico - Conmonwealth of Puerto Riro
Departamento de Hacienda - Depariment of the Treasury

= = PLANILLA TRIMESTRAL PATRONAL DE CONTRIBUCION

iR oy SOBRE INGRESOS RETENIDA

EMPLOYERS QUARTEALY RETURN OF INCOME TAX WITHHELD

LT

Namero de Serie

Fecha _ =2 - Debera completar este encasillado - You musl complele this box
BT T D I B Trimestre qmn:ﬂn:ni. = de de
e 9 el (D PLANRLLA ENMENDADA - AVENDED RETLERI

Nireero ¢2 Idenlificacién Patronal - Employe! ldentification Number Hireers de Teléfeno - Telephone Number

CédigoInduskrial - Irdustrial Code

fHlombre del llegocio - Business Name '

Ennegrezea uno - Fill in one:
Hombre del Pafrono o de la Persona Contaclo v e

Name of Emplayer or Contacl Person Corporaclén Pablica ............ |

Public Corporation
Corporaclén Privada ............ -]

Direccién Postal - Postal Address Private Corporation
Socledad - Partnesship ... < 5
Individuo - Individual ........... )

Agencla - Agency.
Cédigo Pestal - Zip Code

et :" P, === [“| Federal - Federal . o
ocalizacidn de la industria o Negoclo - Location of Inducty or Buoisss Estatal - Stale .. —
Municipal - Munidpal = |

Otras - Others ........

Sello de Recibo
Receipt Stamp

£
Categoria de Depositante - Typa of Deposilor
(Ennegrezca una - Fillin one)
< (1) Depositante mensual (Complete Partes | y Il) - Monthly depositor (Complete anrif Land I)
¢ (2) Depositante hisemanal [Cam tete Partes Iy 1|3 Semaeekly ifE P Innd'
= (2)Dep pga;p1\&'vﬁwmﬂm¢zf

€ (3) Patrono cuyaretencién noexc:ﬂe Irime stre, (Campj \2 Farkesi |
$500 In the quarter (Compléle Paqa!is‘?r?dgﬂ]‘\ f 1 ‘[ o i

i

Idioma en que prefiere recibir cualquier
comunicacién del Deparlamento - Language in
whichyou prefer ¥ fromthe

O ENGLISH

Fane I Panl
it

2 Tnia!desalanus[ymmpensamngauy
Tmlg‘raqsswmpa tu}
“E 5 0 [
a. Tulaldepmpmaésule(asare!emﬁn
Total tps subject to withhoiding. (3)

4. Tolal de contribucion relenida sobre salarios, propinas, pensiones, anualidades y otros
Tolal income lax withheld from wages, Uips. pensions, annuities and others )

5. Menos: Crédito por conlribucitn relenlda en exceso durante los trimesires anteriores
Less: Credi forincome Lax withhald p i\ (5)

6. Tolal ajustadode |a contribucion retenida (Linea 4 menos linea 6)
Total adjusted income tax withheld {Subtract fina 5 from Ine 4) (8)

7. Tolaldedepdsitos para el limestre
Tolal deposits for the quarter m

8. Balance pendiente de pago (Linea 6 menos|linea 7)
Balance due (Sublract ine 7 from fine 6) (8)

9. Conlribucin depositadaen excesopara acreditaral proximolimestre
Tax deposited in excess o be credied to next quartar. 9]

I Periodo de Conservacién: Diez (10) afios - Retention Period: Ten (10) years

1 ’
] 1
] b}
L] L]
’ ’
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Page: 38 of 52

omtario - Form 499 BB Rev_0113 - Pagina - Pane 2

Parte Il - Part Il

1. Deuda del mes - Month Fabilty
(a) Primer mes - First manth

3 E

(b) Sequndo mes - Second manlh

(c) Tercer mes « Thind month

1 ’

(d) Total trimestre « Total quarter

Detalle Retencidn Mensual - Monthly Withholding Detail

2 Jon deposit :
() Prircer mes - Frslmonth

1 1

() Segunde nies - Secord monlh

L] 1

fo) Tercer mes - Third menth

1 L

(d) Total trimestre « Tolal quartsr

T

{2) Prireer mes - Firsl month

(b) Segundo nes - Secand mantn

’ L]

(c) Tercer mes - Third manth

L] 1

{d) Tetal trimestre - Total quarter

Parte Il - Part Il EETTY)
thetax

’ ’ s ]
#n retenida durante cad: del trimestre (Tod debera completar esta parfe, ya que de lo contrario no s procesard la planilia). Detal of
g each monih of e quarier (Every ly depasior plete this part. Othernize, Lhe retum wil not be proceseed).

Primer mes del trimestre - First month of the quarter

1 ) ’ 1 ) 1 T2l s '
2 3 ' 12 ) s 22 y ’
3 || O
4 o|o
5 ola
|
6 “ gllo
i
T jojo
. TNNRIES 1217
0 WL |al | Jolo
10 s 3 . 20 ' ) | 30 s )
[So=nm = L Sl S e e
1. Deuda del mes - Month Babily ........ocooeroe. R ) 31 : |
2. Depésito total primer mes del trimestre - . -
Total deposit first month of the quarter ... (2)
? ]
Segunde mes del trimestre - Second month of the quarter
1 ’ ’ 1 ) s 21 1 )
2 ! , 12 ! s 22 ) )
3 s ’ 13 3 : 23 i i
4 ] s 14 5 i 24 | }
5 ’ ' 15 ’ L] 25 ] 3
G y » 16 i i 26 | }
7 L} ] 17 1 ] 27 '] 4
B 1 1 18 ] 1 28 ] ]
9 ) y 19 ) ) 29 ’ )
10 1 ) 20 ' ' 30 X i
T T
3. Deuda del mes - Month i -......voveooeeesors s (3) | | 31 : i
4. Depésito total segundo mes del trimestre -
L)

l Total deposit second month of the QUANET ..........c.cceeeeereeenn

1 3 1
Periodo de Conservacion: Diez (10) afios - Retention Period: Ten (10) years
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ImeuTariu - Form 469 A-1B, Hev. 01.13 - Pagina - Page 3 |II||||I I |||||m||[| “I IIIIII I

Tercer mes del trimestre - Third month of the quarter

1 3 H £ . ik ’ i

2 ‘ s i | 12 i i ¢ 21 ) 3
3 : | (1) L) | : | 2 ! |
4 1 | L N | | | 23 I |
5 3 s 15 N i 24 ) H
6 | i TLL) e ] | | 25 | |
7 s ) 17 : 5 26 | i
8 3 i 19101 18 | | | 27 ) i
9 ! | lafe| wi | 1 4§ ! | 28 ) i
10 3 3 . 20 5 5 } | 28 3 3
5. Deuda del mes - Month [RBIY ... (8) | i | | 30 s '
6. Depésito total tercer mes del trimestre - 3 5 - ‘
Total deposit third month of the quaner ... (§) | |
7. Total deuda del trimestre (Sume lineas 1,3 y 5. ;F’

Igual que |a Parte |, linea 4)-Tolal kabity fo
quarter (Addines 1,3 and5. Sameas P

PROPOSITOS
1VOS SOLAMENTE,

JURAMENTO - OATH

Jure (o afirme)
de Rentas Inter

:uzda con ¢l Cadigo

| zwear (or affirm B pusguant fo the Pusrio

HRica Intenal Rew:nua Code af 2011 as amanded and its regulmms

Fecha - Date Titulo - Title Firma del Agente Retenador, Representante u Oficial Autorizado
Signature of Withholding Agenl, Represenlalive or Authorized Official

PARA USO DEL ESPECIALISTA SOLAMENTE - SPECIALIST'S USE ONLY

tombre del Especialista - Specialist's Hame Humero de Registro Fecha - Dale pecialista por cuenta aqui).
o Registrabion Humzer Seit emplayed Speciaket 1 intare)
1 | | fon
[ | |
Firmadel Espesialista-Sp 537 Horabre de la Firmsa - Fim’s Name
Diteccin - Address

Cédigo Pestal - Zip God2
NOTA AL CONTRIBUYENTE - NOTE TO TAXPAYER

Indique si hizo pagos por fa preparacion de su planilla: s Si s No. Si contestd *Si%, exija la firma y el nimero de registro del Especialista.
Indicate if you made payments for the preparation of your retum: s Yes s No. I you answered "Yes”, require the Specialist’s signature and registration number

Periodo de Conservacion: Diez (10) afios - Retention Period: Ten (10) years
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7.11. Reporte de Salarios y Liquidaciones por Fondo

SEPTIEVIDRE 2015 NOMNAJUNI’A DE CALIDAD AMSIENTM

i T
savafeipu | "

o | e
st ()

jOtrss kg asen 1)
e s Fandea (1)

[Tatal

SeyR—r
Patwiierns Do wina 1]

| vims Bresios i1

fransdon Fpaciios Exatiio (3]
b aadas Fodegson L)
wes o
frresFnzang

=

Preparado por: Cetifico Coracto:

Suparvizor de Nomina Flhanca Divieion Chiaf
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7.12. W-2 Form

a Employee's social security number
g | OMB No. 1545-0008

1 Wages, lips, other compensalion 2 Federal income tax wilhheld

b Emplayer identification number (EIN)

¢ Employer’s name, address, and ZIP code 3 Social security wages 4 Social security tax withheld
§ Medicare wages and lips 6 Medicare tax withheld
7 Social security tips 8 Allocated tips
d Control number ] 10 Dependent care benefils
e Employee's first name and initial Last name Suff.| 11 Nonqualified plans gza
i
4
TEE O T (B
(1 [0 | I
14 Other ‘!217
i
12d
H
i |

1 Employes’s address and ZIP code
15 sate  Employer’s state ID number

I

|
w_z \é\;a%e andt'l'ax E D 1| 5 Department of the Treasury—Intemal Revenua Service
Form atemen

Copy 1—For State, City, or Local Tax Department

16 Stato wages, tips, elc. | 17 State income tax 18 Local wages, tips, ete. | 19 Local income tax 20 Locatty name
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8. Tabular Summary of Procedures
g Official in Time
Step Description Charge Outcome Required
6.1.1 Create new employee in Human Resources T Tpr— According to
“°" |FiMa$S according to OP-0003 Division e OP-0003
Request tax withholding data - Employee tax withholding 1 day
6.1.2. from employee Auxiliary Payroll data (when required)
Complete Form 499 R4 and
613 submit it to Payroll Section to Eirnienes Form 499 R4 completion 1 day
"7 | request modifications on tax e and submission (when required)
withholding data, if applicable
Register Form 499 R4 in . Form 499 R4 registration 1 day
6.1.4. FiMaS iy Paypol in FiMaS (when required)
Complete and submit to .
; S Voluntary deduction 1 day
6.2.1. [Payroll Section an application Employee I .
form for voluntary deduction HppiEAtion ToHD (when requirer)
. . — - Deductions registration in 1 day
6.2.2. |Register deductions in FiMaS| Auxiliary Payroll FiMaS (when required)
. . . . . . 1 day
6.2.3. |Determine deduction routine | Auxiliary Payroll | Deduction routine (when required)
Complete and submit Direct Direct Deposit
6.2.4. Deposit Authorization Form Employee Authorization Form 1 day
Register direct deposit data, . )
6.3.2. |with an effective date, in Auxiliary Payroll | Direct deposit data 1 day
. registration in FiMaS
FiMaS
Enter Job Transaction and , Subject to Human
6.4.1. |forwards completed OP-15 | "UMar Resources) Job fransaction and OP- | gegorees Division
form to Payroll Section P procedures
- Additional Pay
Enter Additional Pay . . . . 1 day
6.4.2. Wansactioh in FIMaS Auxiliary Payroll tlzriarx&ll:gct!on registration in (when required)
Receive garnishment order,
identify the employee and = Identify employee and 1 day
6.5.1. verify the employment status Aulisry Payrol verify status in FiMaS (when applicable)
in FiMaS
Enter garnishment o Garnishment information 1 day
6.5.2. information in FiMaS Amiliary Payrall registration (when required)
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- Official in Time
Step Description Chargs Outcome Recuired
1 day
(1 week before the
Select Pay Run ID to identify i ; date established in
6.6.1 pay cycle Auxiliary Payroll | Pay Run ID selection the PRDT Circular
Letter)
1 day
Relate Pay Run ID to the Pay L wask 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 81 E'Vee}(t bbeiforr]eéhe
6.6.3. |the Pay Run ID and Pay Auxiliary Payroll | Paysheets creation ate estaplished In
Calerdar the PRDT Circular
Letter)
1 day
Review the Paysheets in ((; :veekt bt;a]fot:ectihe
6.6.4. |order to verify and/or modify | Auxiliary Payroll | Paysheets review tﬁ ePels’ST g‘ - | It
payrall transactions “ rcaial
Letter)
According to
6.6.5. |Execute Leave Program Human. Re_sources Leave .Program Humanl Re;sources
Division execution Division
procedures
Generate the following 1 day
reports Reporte de Retencién (3 days before the
6.6.6. |- Reporte de Retencién Payroll Supervisor | Cartas de Retencion (if | date established in
- Cartas de Retencion (if applicable) the PRDT Circular
applicable) Letter)
1d
Execute Payroll process and (3 days b:fsgre the
select Process Monitor to : . ; i
date established in
6.6.7. \I;erify Isltatus - ———— Payroll Supervisor | Payroll process execution e PeRDT Sircular
ayIo Letter)
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e Official in Time
Step Description Charge Outcome Required
1 day
; (1 week before the
Generate report to verify the i Amount of employees date established in
6.6.8. |amount of employees Auxiliary Payroll o usiificat he PRDT Gircul
—— processed verification the ircular
P Letter)
Verify results from changes in 1 day
6.69. |PaY data (deductions, Ernoloves Results from changes in (after initial
77" | garnishments, other) on the Py pay data verification calculation)
checks
Exactila payroll Calculations, Payroll calculations As many times as
6.6.10 |if errors have been corrected | Auxiliary Payroll yrot J
execution needed
throughout the process
Execute the Confirm Pay 1 day
process, after approving all Confirm Pav process (3 days before thg
6.6.11. | payroll information to process| Payroll Supervisor execution yp date estabhs_hed in
payments, direct deposits, 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 GDB website upload to GDB website | the PRDT Circular
Letter)
1 day
Execute Direct Deposit Execute Direct Deposit (thzgsr:’]\ggik gf
Payment process and upload 2 Payment process and ’
6813 ! file in GDB website for Payroll Supemvisor || Joad file in GDB g:t;ilf’::ggelgﬁee
ASUME deposits website PRDT Gircular
Letter)
For Off Cycle Payroll, relate twhen g)gr?f!i{rm Pay
671 paymen_t tq applicable Payroll Auxiliary Payrol Payment relation to Process is
and verify if the employee applicable Payroll
hse v executed, before
On Cycle Payroll)
Execute Calculate Pay - g:c?r?fhi/rm Pa
6.7.2 Process, indicating it Beviall Supervisar Calculate Pay Process ( — y
7 | corresponds to an Off Cycle y P execution P
Payroll executed, before
On Cycle Payroll)
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_ Official in Time
Step Description Charge Outcome Required
1 day
. (when Confirm Pay
6.7.3. |Execute Confirm Pay process| Payroll Supervisor CO”f'”.“ Pay process process is
execution
executed, before
On Cycle Payroll)
Reverse transactions by 1

6.8.1. |default Check Augxiliary Payroll | Transactions reversal (when a ﬁcable)
Reversal/Adjustment option ' PP
Notify employee in writing
about a payment error and Pavment error 1da

6.8.2. |that that an ACH debit to Auxiliary Payroll 3f’ . . ?’ bl
his/her account will be notification (when applicable)
processed
Process partial adjustments . .

6.8.3. |as applicable for the next Auxiliary Payroll P;rg:lssaiﬂjustments (when1adaﬁcable)
payroll period P g PP
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 ; g (the date
6.9.2. |process in order to send Payroll Supervisor JGoLurnaIs Egistramen n established in the
journals to General Ledger 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
. . the date
Execute voucher extraction £ Voucher extraction ( . )

6.10.1. ; Auxiliary Payroll established in the

process for the period process PRDT Circular
Letter)
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e Official in Time
Step Description Charge Outcome Required
. : 1 day
Review extracted. vouchers in Exliaetad Wiiehars (the date
the system to validate the " ) . .
6.10.2. : L - Auxiliary Payroll | review and results established in the
results, in coordination with L .
Pl SiBErissE validation PRDT Circular
y P Letter)
1 day
(the date
6.10.3. E)nguterc;tggsiend EEISS Payroll Supervisor S;ZiggiigiﬁigonAP established in the
g P 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 Pavroll Supervisor Cycle calendar creation | established in the
*" "7 |for Christmas Bonus and y P 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 Bavrsll Simarvissr Rapid Entry Paysheet established in the
""" | Bonus and add the amount to y P Template creation PRDT Circular
be paid Letter for
Christmas Bonus)
1 day
(the date
Load transaction in Rapid ; ; : established in the
6.11.3. Entry Paysheet Payroll Supervisor | Transaction loading PRDT Circular
Letter for
Christmas Bonus)
1 day
(the date
Make the necessary - . established in the
6.11.4. adjustments in the Paysheet Auxiliary Payroll | Paysheet adjustments PRDT Circular
Letter for
Christmas Bonus)
1 day
(the date
6115 Run calculation process to o Calculation process established in the
"7 [review the payments ey execution PRDT Circular
Letter for
Christmas Bonus)
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. Official in Time
Step Description Charge Outcome Required
1 day
(the date
Confirm Paysheets, once the ; ; ; established in the
6.11.6. payments are validated Payroll Supervisor| Paysheets confirmation PRDT Gircular
Letter for
Christmas Bonus)
Follow the same process
used to pay, as described in 5 o According to
617 Section 6.6 (Payroll Process: Payroll Section | Payroll process execution Section 6.6
On-Cycle Payroll)
1 day
(quarterly, on or
6.12.1. | Complete Form 941 Payroll Supervisor| Form 941 completion before the 30t/31st
day of the next
month)
1 day
(quarterly, on or
TN o o S Payroll Supervisor | O™ 941 Sehedule B heforg the 30t/31e
P day of the next
month)
1 day
Remit Form 941 along with (quarterly, on or
6.12.3. | Form 941 Schedule B to the | Payroll Supervisor gggg dgu‘l‘; gﬁg;ﬁ{;gf before the 301315t
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| |nsyrance Contribution | before the 30t/31¢!
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| |nsurance Contribution | before the 30"/31¢!
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 30t/31st
- Gasto de Némina Report day of the next
month)
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- Official in Time
Step Description Charge Outcome Required
, , Planilla Trimestral 1 day
Complete Planilla Trimestral Patronal de Contribucion | (Quarterly, on or
6.14.2. | Patronal de Contribucién Payroll Supervisor | sopre Ingresos Retenida | before the 30M/31+
sobre Ingresos Retenida completion day of the next
month)
Submit Pfanf”a T”mestral Planilla Tn'mestra] 1 day
Patronal de Contribucion Patronal de Contribucién | (quarterly, on or
6.14.3. | sobre Ingresos Retenida to | Payroll Supervisor | sopre Ingresos Retenida | before the 30t/31st
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 1%t day to
ISTRIBUTION” .| Queries generation the 15" day or from
6.15.1. | «qB_PY_EARNINGS_pisT| Fayroll Supervisor . the 16" day to the
RIBUTION" 30t day (or 31+
- "QB_PY_TAXES_DISTRIB day, depending on
UTION" each month)
1 day
Consolidate information from Information consolidation (tWICE 8.mokith
6.15.2 . . : (from the 1st day to
-16.2. |all queries and segregate it | Payroll Supervisor| gnd segregation the 151 d d
by fund e o fay an
from the 16 day to
the 301/31st day)
1 day
Generate the Reporte de Reporte de Salarios y (twice a month
: S ; SRONG o (from the 1st day to
6.15.3. | Salarios y Liquidaciones por | Payroll Supervisor Liquidaciones por Fondo |he 15t day and
Fondo ym
from the 16! day to
the 301/31st day)
8me|t the Repon‘e de Reponfe de Sa[arfos y 1 day
Salarios y Liquidaciones por . Liquidaciones por Fondo | (on or before the
61541 Fondo to Human Resources | ~2Yroll Supervisor submission 15! day of every
Division month)
6.15.5 Salarios y Liquidaciones por | Human Resources| | jquidaciones por Fondo | Human Resources
©77 | Fondo to the Office of the Division submission Division
Comptroller procedures
Execute W-2 Forms reporting
processes in FiMaS to i W-2 Forms reporting 1 month
6.16.1. generate required flat file and suxliary Payrel process execution (January)
upload to PR-Pay system
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- Official in Time
Step Description Charge Outcome Required
Review W-2 Forms in the i , 2 to 3 days
6.16.2. system to ensure accuracy Auxiliary Payroll | W-2 Forms review (January)
Print W-2 Forms, prepare the . ot o 2 days
6.16.3. | Control Sheet and submitto | Auxiliary Payroll | -2 orms Printingand | (o, or pefore
the corresponding ACs February 1st)
Execute pertinent process in
the PR-Pay system to 1 day
6.16.4. |generate the electronic file Payroll Supervisor eP)I(?(;(I;’ua“):)ﬁystem DS (on or before
with the taxable information February 1)
for the period
Send electronic file in a disk, Electronic file and Control il
6.16.5 along with the Control Sheet, T AT Sheet submission to (on or bgfore
© 77" | to the Puerto Rico Y P Puerto Rico Department Fabiruany 4%
Department of Treasury of Treasury y
Submit electronic file to the o - 1 day
6.16.6. | IRS through the IRS Web Payroll Supervisor E?géomc flle: suBmIESion (on or before
Portal February 159
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9. Document Revision Table
Revision Revision i ORI
Kt Date Section Modification
1.0 6/18/2010 All New Procedure
2.0 2/2/2011 All Incorporate EPA’s comments and requirements.
30 11/4/2015 Al Process changes and internal controls

strengthening and enforcement
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