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County of San Bernardino


GENERAL DEDUCTION DATA


The General Deduction Data form is used to initiate, revise or cancel deductions that have been authorized by the employee.

FORMS REQUIRED
MANDATORY FIELDS

General Deduction Data(
All

General Information

The Deduction Codes listed on the form identify general deductions available to the employee, as applicable.

To stop a deduction from agencies recognized by The County of San Bernardino that are not listed on the form, the employee must contact those agencies directly (i.e., vanpool fees, specific employee organization dues, etc.).  The agency will then submit a General Deduction Data form on behalf of the employee, based on the employee’s agreement with the agency.  If an employee submits the form for a deduction code not listed, it will be returned.

Note: Cancellation of a deduction for an employee no longer required to pay dues is not automatic.  Department payroll specialists should advise employees to contact the organization directly.
A separate form must be completed for each deduction code.

Effective Pay Period

The pay period the employee requests the deduction to begin/end.

Note: Processing may take up to 2 pay periods and deductions will not be applied retroactively.

Deduction Code

The employee must make only one selection from the Deduction Codes listed on the General Deduction Data form and the deduction code must match the Deduction Description.

Deduction Description

Name of the organization designated by the employee to receive funds. (As listed on the General Deduction Data form)
Total Deduction

The total requested dollar amount per pay period must be listed.  The deduction and total pay period deduction dollar amount will be taken from the employee’s paycheck as specified in the Number of Pay Period column listed on the form.

PAYROLL SPECIALIST RESPONSIBILITIES

· Ensure the most current form has been submitted

· Audit for completeness

· Refer employee to specific agency if deduction code is not listed on the form

· Retain copy for department file

· Forward original to EMACS-Payroll (0030)
· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

DISTRIBUTION GUIDELINES

New Employees – Submit with JAR packet to EMACS-HR (0030) 
All Others – Submit to EMACS-Payroll (0030)
RELATED FORMS/PROCEDURES

Checklist for New Hire-Contract(
Checklist for New Hire-Exempt(
Checklist for New Hire-Extra-Help/Recurrent(
Checklist for New Hire-PSE(
Checklist for New Hire-Regular/Part-Time/Reemployment (Rehire)(
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