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County of San Bernardino

LABOR DISTRIBUTION

YEAR-TO-DATE CORRECTION


Labor Distribution (LD) is used for tracking time, both employee hours and amounts, spent on certain projects, duties or activities.  LD is optional and involves coding time on the Time and Labor Report (TLR) that is split among LD codes.

FORMS REQUIRED
MANDATORY FIELDS

Labor Distribution Year-to Date Correction
LD Group ID; Pay Period End Date; Job Code; Work Type; Action; Adjustment to Hours; Adjustment to Amount; Authorized Department Representative signature; telephone; date

General Information

The Labor Distribution Year-to-Date Correction form is used to correct time distributed to wrong LD codes. Departments who utilize employee LD use this form for all corrections.  

Corrections are made by subtracting the incorrect LD amounts and adding to correct LD codes.

DefinItions:

LD Group ID 
5-character alpha/numeric ID identifying the group to which the department is assigned.  The LD group ID can be composed of several departments.  This field may be found on most of the LD reports.  It is also found online in the Department Table in the Labor Distribution Group field (if the department participates in LD).

Pay Period End Date

Pay period date (month-day-year) in which LD is being corrected

Dept ID

5-character department ID number identifying the actual location of the position for the employee whose time is being corrected

Job Code

5-character numeric code identifying classification of the position for the employee whose time is being corrected.  This field may also appear on most LD reports.

Work Type

1-character numeric code identifying work time, or non-work time.  Will either be 1 for REG time or worked time, or 9 for Non-work time, such as vacation, sick leave, etc.

Program: Activity, Location, Cost Center

These are specific codes in which the correction is being made.  These codes may also be left blank

Global

This field reserved for special county-wide events, such as 9/11 and should not be routinely used

Action

1 character alpha code indicating A – Add or S – Subtract for the actions of the correction.

Adjustment to Hours

The amount of hours to be corrected in LD.  Departments may choose to list the amounts only, hours only, or both.

Adjustment to Amount

The dollar amount to be corrected in LD.  Departments may choose to list the amounts only, hours only, or both.

PAYROLL SPECIALIST RESPONSIBILITIES

· Complete form

· Retain copy for department file

· Forward original to EMACS Development Team (0440)
· Verify that EMACS has been updated to reflect the requested action

Refer to department guidelines for individual procedures

DEADLINES

Corrections for the current fiscal year are to be submitted as needed, however, all corrections must be submitted by the end of Pay Period 15 of the current year

RELATED FORMS/PROCEDURES

Labor Distribution Change Request
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