Claims Process

Claims are created in the following ways:
e employee overpayment
e retroactive employee retirement contributions in arrears
e |ocal taxes not taken

The following information provides detail information for each of the types of claims and the action to be taken by the
agency.

Employee Overpayment

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Claims may exist on employee records in any of the following three statuses: active, inactive, and withdrawn.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employee record goes into withdrawn status and the claim remains against the record.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employee records in withdrawn status.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The Personnel Cabinet will monitor claims against employee records in withdrawn status.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.

Retroactive Employee Retirement Contributions in Arrears

Retroactive retirement plan changes may create additional deductions for employees which will be deducted in
the next payroll period. When an employee is in a withdrawn status, the deduction remains in the arrears table
in KHRIS.

The Personnel Cabinet will monitor retirement deductions in arrears for employee records in withdrawn status.
The Personnel Cabinet will write off the arrears, which will post the charge for the arrear 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.

Local Taxes not Taken

Retroactive changes to the work tax area on IT0208 will trigger retroactive processing for the employee. KHRIS
will recalculate the taxes for each of the impacted localities. In cases where additional local taxes are due to be
paid by the employee from a previous period, a tax not taken amount is recorded in the payroll results.
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At the end of the quarter, the Personnel Cabinet will run a report of all local taxes not taken during the quarter.
Entries will be recorded in KHRIS for each of the employees and processed in the last off-cycle of the quarter.
These amounts will post the charge for the tax not taken to the default template of the employing agency.

A report will be generated and forwarded to the agencies of those individuals who have taxes not taken
amounts. For employees in an active status, the agency should meet with the employee and determine a
repayment plan. See the Agency Guidance for Local Tax Arrears / Withholdings in Error at
https://hr.personnel.ky.gov/Documents/Tax-ArrearsGuidance.pdf .

The Personnel Cabinet will provide agencies with a monthly report of claims and retirement arrears against withdrawn
employees as well as local taxes not taken for both active and withdrawn employees 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 may 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.
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