NEW YORK STATE

ACCOUNTING AND OFFICE OF THE STATE COMPTROLLER -.
DIVISION OF AUDITS AND ACCOUNTS
BULLETIN
BULLETIN NO. __P-133 August 18, 1976
TO: All Payroll Agencies
FROM: Department of Audit and Control

Bureau of Payroll Audit

SUBJECT: Annual Increments - Security Services Negotiating Unit (1)

An agreement has been reached for the payment of the amnual service
increment to eligible employees in the Security Services Unit. The increment
1s payable retroactive to payroll period #1 (3/25-4/T/76 for Institutions and
4/1-4/14/76 for Administrative Agencies). The increment will be paid in payroll
period 12 (8/26-9/8 for Institutions and 9/2-~9/15 for Administration)

‘ The current agreement does not authorize the continuance of the advanced
minimum salaries of $6,000 and 36,500 at this time. Therefore, until further
notice no employee may be ralsed to the $6,000 or $6,500 minimm after April 1,
1976.

The Department of Audit and Control will determine increment eligibility for
these employees end the payroll registers for the 11th peyroll period (Institutions,
8/12-8/25/76) (Administrations, 8/19-9/1/76) will ccntain numerical codes indicating
such eligibility.

The annual service increments will be applied to the March 31 basic annual salary.

To be eligible for the increment en employee must have rendered the equivalent

of 12 complete payroll periods (168 days) of satisfactory service between April 1, 1975
and March 31, 1976.

An employee appointed after October 16, 1975, will not have 168 days of service
in the fiscal year 1975-T6 and therefore will not be eligible for the service increment.

An unsatisfactory service rating eliminates increment eligibility.

Advancement to a higher step in the grade because of estsblishment of an in-
creased minimum hiring rate, does not affect increment eligibility.

In no case may an employee advance beyond the salary of the 2nd additional step
of her/his grade as indicated on the attached Salary Grade Schedule.

When the March 31 basic salary is below the maximm of the grade, an eligible
employee will réceive a full inecrement or that part of an increment of the grade
occupied on March 31 which will bring her/his salary to the maximm salary on the
Salary Grade Schedule,

No extended maximum has been provided this year.
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1ST Additional Increment

_ An employee who reached the maximum of her/his position in April, 1971 and has
completed 5 years of satisfactory service at the maximm will be eligible for the
ist additional increment on 4/1/76. This employee will have received the benefit
of the adjustments to bring her/his salary to the extended maximum levels since 19T71.
Consequently, her/his current salary will be above the lst additional level as in-
dicated on the previous sslary schedule (1975). Since prior selary legislation provided
that an employee's increment rights be unimpaired, such employee will be given a full
or partial increment not to exceed the extended 1st additional salary step.

For this reason, we have prepared the new sslary schedule which is included in
the bulletin. This schedule contains the maximum, lst additional and 2nd additional
salary limitations to be used when incrementing, and will become the new 1976 Salary
Grade Schedule.

28D Additional Increment

An employee who received the lst additional increment of her/his grade in 1971
and has completed 5 years of satisfactory service will be eligible to receive the
second longevity increment on 4/1/76. Any eligible employee will receive a full or
pertial increment of her/his grade to advance her/his salary to the 2nd additional
salary step.

Promotion after 10/16/75

An employee promoted after October 16, 1975 will not have 168 days of service
in the higher grade. If the combined service in the lower and higher grades equsals
or exceeds 168 days of service, the increment due will be based on the amount of the
increase received upon promotion. Such employee promoted after October 16 will be
entitled to receive the difference between two full increments of the promotion grade
and the amount of increase received on promotion. If an employee received the equiva-
lent of one increment on promotion, she/he would receive a full increment of the higher
grade on L/1/76. 1If the increase received on promotion was more than two increments of
the higher grade (as in advancement to the minimum) no increment would be due on L/1/T6.
If the increase received on promotion was less than two increments of the higher grade,
the employee is entitled to the difference between the amownt received on promotion and
the sum of the two increments.

Note A simplified method of computation to assure accuracy: Teke the salary in
the lower grade prior to promotion, add two full increments of the higher
grade. If the employee's salary in the higher grade on March 31 is lower
than the resulting figure, advsnce to this amount. If the employee's salary
on March 31 is higher than the resulting figure, no increment is due.

Trainee Positions

An employee appeinted to a trainee position receives no increment credit while
serving as a trainee. If appointed to the journeyman position after October 16, 1975,
no increment will be due.

An employee appointed to a trainee position, who hes been occupying a graded po-
sition equal to or lower than the grade of the journeyman position prior to such
avpointment, will continue to recelve the salary of the graded position, if higher than
the trainee rate. Such employee will be entitled, if eligible, to the increment of his
former grade on 4/1/76.
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An employee appointed to a trainee position, from a graded position, may
receive the trainee salary if higher than the graded salary. If, on April 1,
her/his former graded salary, by addition of the service increment, would exceed
the trainee rate, she/he is then on U/l entitled to the higher salary.

Section 131.6 Adjustment (1 grade promotion)

A section of the Civil Service Law (131.6) provides a certain benefit for
employees who have been promoted from the maximum or lst additional step of their
grade to a position in the next higher grade (1 grade promotion). This section pro-
vides that an employee will not receive a lesser salary on the April 1 when the
additional increment of the lower grade would have been due, had the promotion not
occured until that April 1, after receipt of the additional increment.

Therefore, the salary must be adjusted to apply the 1lst or 2nd sdditional in-
crement of the lower grade for those employees who were promoted one grade from the
maximum or lst additicnal step of the lower grade, who would have been eligible for
either of these increments of the lower grade, on 4/1/76. The salary must be recon-
structed in the lower grade to reflect the salary at the lat or 2nd additional level
of the lower grade on 4/1/76, then the current increment of the promotional grade will
be added. This becomes the employee's new k/1/76 salary in his higher grade.

Reallocation

An employee whose position has been reallocated to a higher grade receives credit
for reaching the maximm of the higher grade on the April 1 he would have reached it
in the lower grade. In this situation an employee will be eligible for the ist or 2nd
additional increment of the grade to which her/his position hes been reallocated, when
the maximum level was actually attained in the lower grade.

Reclagsification

Do not confuse reclagsification with reallocation. The above statement does mot
pertain in the case of reclassification of an employee's position to a higher grade.
Reclagssification is in effect a promotion. Credit for service in the higher grade be-
glns only with service in the higher grade. The maximum is credited upon reaching

the maximum of the higher grade. All rules for incrementation in the case of pramotion
apply to reclassification.

Abolishment of Positions Prior to 10/1/72

An employee receiving the salary of a higher grade position, while oceupying a
lower grade position as a result of the abolishment of her/his former position prior

to 10/1/72, will receive the increment of the higher grade, if increment is ctherwise
due.

Advanced Minimums

In the case of an employee who is eligible for the service increment and who
has been advanced to the $6000 or $6500 minimum, the increment must be applied to the
basic 3/31/76 snnual salary. If the incremented base salary remains below $6000 or
$6500 ($5800 or $6300 plus location pay), the employee will continue to receive $6000
or $6500. If the incremented base salary exceeds $6000 or $6500, that will be the new
4/1/76 base salary.
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Remenmber, location pay is included when advancing to the minimum salaries. All
incrementing must be done on the bagic salary of March 31. If the addition of the
locetion pay brings the salary over the $6000 or $6500, the employee is not involved
in the minimm eligibility.

Inc_rement Codes

Salary registers for the 1llth payroll period contain the numerical codes for
Audit and Control determination of increment eligibility.

Where e code number is required, it is printed on the register in the column
headed "Incr. Code" directly above the salary grade. Where Code Ob is required the
Payroll register shows FIS under Ret. Serv, entry on register with the salary shown
under the annual salary or rate.

In the increment process this year Audit and Control used the same coding structure
as in prior years: "No Code," Codes 03, O4, Code 15 {formerly 1), Code 25 (formerly 2).
However, wvhen a change of status occurs from payroll period 1 through period 11, any
of the valid increment codes were used by the agency and will appear on the salary
‘register after period 1l. '

Explanation of Codes Appearing on Salary Register after Period 11
No Code (Used for employees who had no change of Status after Period 26)

An employee eligible for a full or partial inerement which will bring her/his
salary to the grade maximum.

An employee at or above the maximum of her/his grade who is not entitled to an
increment.

An employee with & salary at or above the 2nd =additional step of her/his grade.
Code 01 (Used for employees who have had a change of Status since Period 1)

An employee eligible for a full or partial increment which will bring her/his
salary to the grade maximum.

An employee at or above the maximum of her/his grade who is not entitled to an
increment. '

An employee with a salary at or above the 2nd additional step of her/his grade.
Code 03

An employee at a salary below the maximum of her/his grade who is not eligible
for an increment, full or partial.

An employee receiving the advanced minimum of $6000 or $6500, whose basic salary
remains below $6000 or $6500 after incrementation.

Code Ok

.The Code Qb designation is intended to cover the other than normal inecrement
acticns which cannot be controlled within the No Code and regular code structure.

Where Code Ol is required, the resulting amnusl salary will be printed on the salary
register.
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Code Ob will be required in the following situations:

An employee promoted after October 16 and eligible for a partial increment to
make up the sum of two increments.

Trainees in N.S. titles who are eligible for an increment based on prior ser-
vice in graded positiomns.

An employee eligible for an increment of a higher grade than that occupied
because her/his previous position was abolished prior to 10/1/T2.

An employee entitled to sn adjustment in accordence with Section 131.6 of the
Civil Service Law.

An employee entitled to an increment who is recelving the advanced minimum annual
of $6000 or $6500 ($5800 or $6300 plus loeation pay). If the new basic annuel exceeds
the sdvenced minimum rate, Code Oit and new annual salary will be indicated.

Codes 11-1h4

An employee who has had a change in status since period 26 and is 3zt the maximm
or above and not entitled to an increment. The agency has submitted a PRTS with one
of these codes.

Code 1

An employee who is eligible for the lst additional inerement and will receive
a full increment or that portion of an increment which will bring her/his salary to
the lst additional step of the grade.

Code 21-24

. An employee who has had a change in status since period 26 and is at the 1lst
additional step or sbove and not entitled to en increment. The agency has submitted
a PRTS with one of these codes.

Code 25

An employee who is eligible for the second additional increment and will
receive a full increment or that portion of the increment which will bring her/his
salary to the 2nd additionsl step of the grade.

Tentative Salary Register
Payrell ggriod #11

The salary register for period 11 will contain the mumerical codes indicating
increment eligibility. These should be examined by the sgency.

After payrolls are processed for period 11, Audit and Comtrol will convert their
payroll records to reflect new salaries in accordsnce with the increment codes., A
tentative salary register will be prepered showing recomputed biweekly gross payments

and variasble deductions based on the incremented salaries, and new normel gross totals
for the payroll.
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The retroactive sdjustment for the 11l payrall periods will be included in the
normal gross salary for all employees who have not had a change in status since period
26, Employees identified as "LAG" on the salary register will be adjusted for 10
payroll periods. only.

A copy of the tentative salary register will be forwarded to reach you shortly
after you receive copies of your salary register for the 1llth period. The tentative
payroll will be used as the "previous psyroll" for all information supplied on all
forms submitted for peyrell period 12.

Audit snd Control will prepare salary payments for period 12 as they are indicated
on the tentative register uniess a PR75 form reporting a change is submitted by the
agency. Therefore, the tentative listing should be carefully examined by the agency
for increment agreement and any correction should be made by submission of a PRT5 form
in peyroll period 12,

- Because of lack of certain information in the payroll record, there may be somse
items on your tentative register for which incremented salaries or retroactive adjust-
ments could not be determined., A listing of such items will be printed and forwarded
with your tentative salary register and will include:

1. Annual salary on the register is below minimum of the grade.

2. Item has been assigned Code Ok but corresponding sslary is not on the
register.

3. Employee due an increment who is in inactive status,

Lk, Employee due an increment when no retroactive adjustment has been computed
because of change in status after period #26.

Preparation of PRTS forms - Period 12

1. Prepare all PRT5 forms usually submitted for a normal period, to report
2ll payroll changes to take effect during the twelfth period.

In reporting miscellaneous group 3 gross salary changes such as overtime,
lost time and other adjustments for an employee shown on the tentative
salary register with a retroactive adjustment of the increment, use the
"normal gross" on the tentative as the base salary for the period

and add or subtract other salary changes to this figure to get

your new GROSS (ADD). It is not necessary to restate the retroactive
adjustment on the PR75 with an additional transaction code.

In reporting a chenge in annuel salary (promotion, demotion, etc.) the re-
troactive adjustment of the increment must be entered on the PRT5 with transaction
code "ADJ SAL PA."

2. Submit PRT5 forms for all corrections to the tentative register and for
items on the exception listing described sbove. To chenge an annual
salary appearing on the tentative use transaction code "COR SAL." To
report a retroactive adjustment use transaction code "ADJ SAL PA." If your
increment determination disagrees with the tentative register, an explanation
must be entered in the remarks column of the PRTS.

Retroactive adjustment for overtime or lost time should be processed in
period 13.
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Should you require assistance in preparstion of PRTS forms in period 12
contact Ms. Martha Chiplock - 4Th=5T58.

Should you require asgistance in determination of correct salary entitlement,
contact Ms. Helen Degnan - L4TL-3692 or 47h-12L8.




SATARY GRADE SCHEDULE FOR SECURITY SERVICES NEGOTIATING UNIT

SALARY ANRUAL
GRALE INCREMENT
101 266
102 279
103 293
104 308
105 324
106 340
107 354
108 369
109 386
110 Lok
111 k21
i12 k39
113 459
114 480
115 500
116 523
117 549
118 579
119 603
120 631
121 658
122 687
123 TLT
12k Thk
125 776"

TEPARTMENT OF AUDIT AND CONTROL
BUREAU OF PAYROLL AUDIT--SALARY DETERMINATION SECTION

EFFECTIVE APRIL 1, 1976

1st ond 3rd hth MAX. 1lst ADD. 2nd ADD.
YEAR YEAR YEAR YEAR SALARY STEP STEP
5719 5085 6251 6517 6783 T315 T315
5040 6228 6507 6786 7065 7623 T623
6252 6545 6838 T131 Thal 8010 8010
6549 6857 7165 THT3 7761 8397 8397
68712 T196 1520 T8L44 8168 8816 8816
T253 7593 7933 8273 8613 9293 G293
7671 8025 8379 8733 9087 9795 9795
8110 8hT9 88L8 9217 9586 1032k 10324
8573 8959 9345 9731 10117 10889 10889
9075 9479 9883 10287 10691 11k99 11499
9618 10039 10460 10881 11302 1214Y 1214k
10168 10607 11046 11485 1192k 12802 12802
10776 11235 11694 12153 12612 13530 13530
11410 11890 12370 12850 13330 14290 1ik290
12073 12573 13073 13573 14073 15015 15073
12762 13285 13808 1k331 1485k 15768 15900
13495  1hokk 14593 151hk2 15691 16575 16780
1k271 1k8s0 1shk29 16008 16587 17478 17745
15063 15666 16269 16872  1ThT5 18370 18681
15846 16477 17108 17739 18370 19277 19632
16703 17361 18019 18677 19335 20247 20651
17614 18301 18988 19675 20362 21281 21736
18561 19278 19995 20712 21429 22146 22863
190563 20307 21051 21795 22539 23283 2ho27
20656 21h32 22208 22084 23760 24536 25312



