Claims Process K
(In Effect Beginning 05/10/2012)

Kentucky Human Resource Information System

Claims are created in KHRIS when an employee has been overpaid by action in the system. This is usually the result of
changes to time or master data. Claims are not amounts due for events outside the system, such as unreturned
uniforms or equipment. When the results of time or master data changes indicate an employee has been previously
overpaid, KHRIS creates a claim against the record.

Claims may exist on employee records in any of the following three statuses: active, inactive, and withdrawn. When a
claim is created against the record of an active employee, KHRIS will automatically recover the claim on future pay to the
employee. For employees in inactive status, the claim will remain pending until the employee returns to work, with
KHRIS automatically recovering the claim when the employee is paid again. If an employee on inactive status terminates
from inactive status without returning to work or receiving pay through KHRIS, the employee record goes into
withdrawn status and the claim remains against the record. Claims may exist against employee records in withdrawn
status. These claims remain pending until they are written off or forgiven.

The Personnel Cabinet will monitor claims against records in withdrawn status. The Personnel Cabinet will write off the
claim, which will post the charge for the claim to the default template of the employing agency. Agencies may JV the
charges to another template for the agency if they want the charges posted differently. The Personnel Cabinet will
provide agencies with a monthly report of claims against withdrawn records that have been written off and charged to
the agency’s default template. Agencies are responsible for making an effort to pursue recovery of all claims reported
on withdrawn records.

When an agency recovers a claim amount, the recovery must be reported to the Personnel Cabinet payroll branch
consultant for the agency so that the employee record may be adjusted. For current year claims, the record will be
updated to reflect the totals on the W-2. For prior year claims, a W-2C would be issued, reflecting the adjustment to the
employee record and wages for the year in which the claim was incurred. The consultant will update the information.

The Personnel Cabinet will provide reports and instructions for reporting. Personnel payroll branch consultants will
monitor responses to reported claims on withdrawn records.

If there are any questions, please direct them to the KHRIS Service Center at PERS.KHRIShelpdesk@ky.gov .
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