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Education and Workforce Development Cabinet
Office of Career and Technical Education

SECTION 202

PAYROLL OFFICERS ONLY
Employee Payroll Checklist
	Name:
	
	SSN:
	
	Org.#:
	

	Action:
	
	Hire/Termination Date
	

	Pay Type:
	
	Semi monthly/hourly rate
	$

	Time Card Status:
	
	OTS:
	
	Local Tax:
	


	HEALTH INSURANCE
	
	LIFE INSURANCE

	
	Carrier:
	
	
	
	Beneficiary Form

	
	
	
	
	
	

	
	FSA Health Care:
	
	
	
	Basic

	
	
	
	
	
	

	
	FSA Day Care:
	
	
	
	Optional:
	

	
	
	
	
	
	
	

	
	Update Form Submitted
	
	
	Dependent:
	

	
	
	
	
	
	

	
	Cobra Mailed
	
	
	
	Conversion Chart

	
	
	
	
	
	


	PAYROLL

	
	W4 Rec’d:
	
	K4 Rec’d
	
	
	Termination Pay:

	
	
	
	
	
	
	

	
	PBU:
	
	
	
	Annual Hours:
	

	
	
	
	
	
	
	

	
	Prior State Service:
	
	
	
	Comp Hours:
	

	
	
	
	
	
	
	

	
	X-Pending
	
	
	Deferred Comp:
	

	
	
	
	
	
	

	
	File Folder
	
	
	Mos. Of Service:
	

	
	
	
	
	
	

	
	Retirement
	
	
	Adverse Weather:  
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