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Payroll Deductions 
Best Practices & Valuable Resources

MyQuale Gibson, Lori Coalts, Tamie Whitney, Shelby Miller, 
Amy Donnelly, and Amanda Miesowicz

Office of Operations’ 
2023 Virtual Fall Conference
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Agenda
• Payroll Garnishments

• Payroll Retirement 

• Direct Deposit and Payroll Check Reissuance
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Payroll Garnishments
NBEN744 Control-D Report

MyQuale Gibson
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NBEN744 Control-D Report

• Available on Mondays for agency access

• Reflects New and Amended orders that were entered into PayServ

• The results must be provided to employees listed

• Agencies should not refer employees to OSC Garnishment

• See Payroll Bulletins 1258 and 2003 for more information

Employee Report of Child Support, Bankruptcy, Creditor Garnishments 
and Federal Levies

https://www.osc.state.ny.us/state-agencies/payroll-bulletins/state-agencies/1258-garnishment-changes-payserv-91
https://www.osc.state.ny.us/state-agencies/payroll-bulletins/state-agencies/2003-update-garnishment-notification-reports
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Example of Income Execution
NYS Tax Levy
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Example of Income Execution (cont’d)

• Information from the 
income execution is 
recorded verbatim

Garnishment Spec Data 1 tab
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• Vendor Name and 
Address is listed

Example of Income Execution (cont’d)

Garnishment Spec Data 2 tab
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• Priority and Total 
Company Fee is 
recorded

Example of Income Execution (cont’d)

Garnishment Spec Data 3 tab
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Example of Income Execution (cont’d)

Garnishment Spec Data 6 tab
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Example of Income Execution (cont’d)

• Available to 
agencies the 
Monday after 
garnishments 
are entered

NBEN744
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Example of Income Execution (cont’d)

Review 
Paycheck
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Garnishment Questions

Hours of operation: 
• Monday, Thursday and Friday 8am – 2pm
• Tuesday and Wednesday 1pm – 3pm

Email: garnishment@osc.ny.gov

Fax: (518) 486-7901

Mail: OSC Garnishment
 PO Box 10128
 Albany, NY 12201

The Garnishment/Customer Service telephone number for Agency inquiries can 
be found on the Payserv Homepage.

mailto:garnishment@osc.ny.gov
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Retirement & Savings Plans Team

Meet Our Team

• Chris Hanson – Team Lead

• Lori Coalts – Payroll Analyst

• Tamie Whitney – Payroll Analyst
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Current Projects
• SUNY 403(b) Automation

– Collaborating with SUNY System Administration and the Multi-Vendor 
Coordinator to automate the starts, stops 
and changes for the SUNY 403(b) program

• Secure 2.0 Act and impact to participating employees

– Requires collaboration with all 403(b) and 457 vendors
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Existing ORP

• Do not enter any Optional Retirement Plan (ORP) information into PayServ 
until all information has been gathered.

• Verification from TIAA-CREF (or Investment Provider) confirming a vested, 
employer funded contract.

SUNY/CUNY Affiliated Community College
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Existing ORP

• Email from the Community College verifying the following information:

– Date of Hire and Date of Termination (if still actively employed they must 
state “still employed”)

– Begin and End Dates of all Breaks in Service (if none, must state 
“none”)

– Verify Election Date

– Employee contribution percentage

– Employer contribution percentage

SUNY/CUNY Affiliated Community College



17

Existing ORP

• Before sending the information to us at OSC, please ensure that all 
information requested from the Investment Provider and the Community 
College has been answered.

• Email all verifications in one email.

SUNY/CUNY Affiliated Community College
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Verification From the Investment Provider

From: Investment Provider
Sent: Tuesday, June 14, 2022, 9:27 AM
To: Agency Payroll Officer
Subject: John Doe – ORP Contract Verification

Good morning Agency Payroll Officer, 

John Doe owns a vested, employer funded contract from a SUNY institution which was issued as follows:

Investor D0000000 Issue Date: 11/25/2015 | Investor V0000000 Issue Date: 11/25/2015 | EE Term Date: 5/28/2021

Thank you, 

Investment Provider
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Community College Verification
From: Community College HR
Sent: Thursday, June 16, 2022, 10:45 AM
To: Agency Payroll Officer
Subject: John Doe – ORP

Good morning Agency Payroll Officer, 

John Doe has been hired at your SUNY Agency and has enrolled in the ORP. Below is the information
you requested regarding his ORP enrollment while he was employed at our Community College.

• Hire Date: 11/12/2015
• Election Date: 11/25/2015
• Vesting Date: 11/25/2016
• Contribution Rate: 4.5%
• Termination Date: 5/28/2021
• Dates for all Breaks in Service: 6/3/2018 – 12/17-2019

6/10/2020 – 9/15/2020

Thank you, 
Community College HR
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Existing ORP With NYS Employer
Employee Termed Prior to 01/01/2015

DOE, JOHN N01234567
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NYSLRS
• Tier Reinstatement

– Their system cannot send the information for a Tier Reinstatement on 
the file to auto populate or update PayServ – Therefore, this remains a 
manual process for the agency.

• 21L

– Voluntary Contributions from 1% to 10% that certain employees can 
elect. Once approved by NYSLRS you will be notified to update the 
employee’s retirement information in PayServ (cannot be transmitted on 
the file). This also remains a manual process for the agency.
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NYSLRS
• Other reasons employee’s retirement information will not auto-populate:

– Many reasons why this could be an issue 

– Whether you reach out to NYSLRS regarding an employee or you are 
contacted

– General Comments
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NYSLRS
• What you cannot enter in PayServ

– Any NYSLRS retirement election unless instructed to do so by a NYSLRS 
representative

– False or made-up information in USA Pension Plans just for the sake of starting a 
contribution

– Any NYSLRS General Deduction
• Arrears
• Loans – start, stop or adjust 
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Rehired Retirees in the ORP
Modify a Person

N01234567DOE, JOHN

JOHN DOE
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Rehired Retirees in the ORP (cont’d)
Employee History Inquiry

N01234567DOE, JOHN
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Rehired Retirees in the ORP (cont’d)

• Verify employee didn’t receive any incentives for retirement 

• Verify the employee is not receiving an annuity from plan provider and send verification to 
OSC payrollretirement@osc.ny.gov with proof from plan provider

• OSC will either approve or ask for more information 

 

Contract Verification

mailto:payrollretirement@osc.ny.gov
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Rehired Retirees in the ORP (cont’d)
Submit Correct History Request
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Rehired Retirees in the ORP (cont’d)

• Make any necessary updates to the Savings Plans panel

• Calculate and enter any arrears owed back to the rehire date

• Enter General Comments

• Payroll Retirement will review all agency entries for accuracy

Agency Actions After Correct History Is Completed
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Retirement and Savings Plan 
Team Questions

Payroll officers may contact the team at: 

payrollretirement@osc.ny.gov

mailto:payrollretirement@osc.ny.gov
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General Deductions
Direct Deposit and Payroll Check Reissuance

Amanda Miesowicz, Amy Donnelly and Shelby Miller
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• Agencies should follow the posted Direct Deposit Guidance – Payroll 
Bulletin 1971.3, Direct Deposit Guidance and Audit Query

• Direct Deposit Roles – Payroll Bulletin 2094.1, PayServ Direct Deposit 
Access Changes per NACHA

Direct Deposit Entry

https://www.osc.state.ny.us/state-agencies/payroll-bulletins/state-agencies/19713-direct-deposit-guidance-and-audit-query
https://www.osc.state.ny.us/state-agencies/payroll-bulletins/state-agencies/19713-direct-deposit-guidance-and-audit-query
https://www.osc.state.ny.us/state-agencies/payroll-bulletins/state-agencies/20941-payserv-direct-deposit-access-changes-national-automated-clearing
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Direct Deposit Returns
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Direct Deposit Reversals/Deletes
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Stop Payments – Paper Payroll Checks
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AC 230 Report of Check Returned for Refund 
or Exchange

• Please use the current AC 230 form located on the Forms page of the OSC 
website

• Send the completed AC 230 to PayrollReversalandExchange@osc.ny.gov

• Mail AC 230 when there is a certified check or money order to:
110 State Street

Attn: Remittance Control
Albany, NY 12207

• OSC does not accept personal checks

https://www.osc.state.ny.us/files/state-agencies/payroll/pdf/ac230_f.pdf
https://www.osc.state.ny.us/state-agencies/forms
mailto:PayrollReversalandExchange@osc.ny.gov
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Why to Submit an AC 230
• Employee is not entitled to all or part of their payroll check

– Employee should no longer be Active (Term, Retired, LOA) and there 
are no additional payments to recover the overpayment (LSP, SWP, 
etc.)

• Employee goes off the payroll and still owes for a previous overpayment 
(Q code)

• AC 230s should not be done on Active employees receiving pay. Please 
enter a Q code/Overpayment along with General Comments and 
communicate this with your Earnings Auditor
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When to Submit an AC 230

• After a Direct Deposit Reversal/Delete request has been submitted to 
ddreturnsandreversals@osc.ny.gov 

• A Stop Payment request has been submitted through PayServ with a 
Reason for Request of Reversal

• Agency has a certified check or money order from employee to repay the 
overpayment 

mailto:ddreturnsandreversals@osc.ny.gov
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• Please use the current AC 1476 form located on the OSC website

• Send the AC 1476 with a death certificate and a Next of Kin Affidavit or 
estate paperwork, password protected to: 
PayrollReversalandExchange@osc.ny.gov

• PayServ must be updated in Job Data showing “deceased”

AC 1476 Check Exchange

https://www.osc.state.ny.us/files/state-agencies/payroll/pdf/ac1476p_f.pdf
mailto:PayrollReversalandExchange@osc.ny.gov
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• The Next of Kin Affidavit cannot be submitted if an Executor, Administrator or 
Voluntary Administrator has been appointed

• The individual with the highest qualifying relationship to the deceased 
employee by the below order must file the Next of Kin Affidavit
– First: Surviving spouse 
– Second: Child who is at least 18 years old
– Third: Father or Mother
– Fourth: Brother or Sister
– Fifth: Niece or Nephew

Submitting an AC-1476 
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Direct Deposit and Payroll Check Reissuance
 Questions

Payroll officers may contact the following:

• Direct Deposit email: ddreturnsandreversals@osc.ny.gov

• AC 230 / Check Exchange: payrollreversalandexchange@osc.ny.gov

• Uncashed Checks: uncashednyspayrollchecks@osc.ny.gov

mailto:ddreturnsandreversals@osc.ny.gov
mailto:payrollreversalandexchange@osc.ny.gov
mailto:uncashednyspayrollchecks@osc.ny.gov
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