MEMORANDUM NO: 087-11HR

TO: Agency Administrators

FROM: Bobbie Chappell, Director of Human Resources

VIA: Rip Colvin, Executive Director

RE: 2011 Calendar Year-End Payroll Information and Due Dates

The following information relates to 2011 calendar year-end.

Service Center Closing for Christmas and New Year's Holidays

The People First Service Center will close at 5:00 p.m. ET on Friday, December 23 and
December 30, 2011. In addition, the Service Center will be closed on Monday,
December 26, 2011 and January 2, 2012.

Address Changes for W-2s
Address changes for the Form W-2 reporting for 2011 should be made in People First
before 7:00 p.m. ET on Thursday, January 5, 2012.

As a reminder when entering address data in People First, please be sure to enter the
address information in the Mailing Address Screen if it differs from the home address
recorded in the system.

Electronic W-2's

January 5, 2012 is the last day for employees to consent to receive their W-2 by
electronic means only. Those who opt to receive their W-2 form electronically will have
access to their W-2 early in January rather than having to wait until it is mailed by the
agency later in January. Employees can consent through the Department of Financial
Services Employee Information Center at
https://apps.fldfs.com/EIC/EmployeelnfoCenter/.

Exempt W-4 for 2011

Eligible employees must make this election each tax year to retain the exemption
status. If the election is not renewed by the employee, it will expire and the employee
may suffer a hardship as a result.

Employees wishing to maintain or elect the exempt withholding status for 2012 must
make the election in the W-4 screen in People First no later than 7:00 PM ET on
February 13, 2012. If the election is processed after this time period, it will become
effective with the first payroll processing after the election is made.



Minimum Wage

Florida's minimum wage increases to $7.67 per hour, effective January 1, 2012. For
additional information, visit_http://www.floridajobs.org/business-growth-and-
partnerships/for-employers/display-posters-and-required-notices.

FSECC 2011 Deductions - Reminders

All FSECC deductions will begin on the pay period beginning January 1, 2012. Please
be sure pledge cards are submitted to the PayrollGroup@justiceadmin.org no later than
December 16, 2011.

State Group Insurance Deductions

Employees should review their December pay warrant to be sure State Group
Insurance deductions for January 2012 coverage are correct. Deductions for 2012
flexible spending and health savings accounts start in January.

Early Payroll Cutoff Dates

Due to the observed State holidays, several of the payrolls for December have early
payroll cutoffs as shown in the chart below. Please make sure all appropriate staff is
informed of these early cutoff dates.

2nd Supplemental
Payroll Deadline — 12/15/2011
OPS Deadline — 12/15/2011
Pay Date — 12/27/2011

Monthly Payroll
Payroll Deadline — 12/19/2011
OPS Deadline — 12/19/2011
Benefits Deadline — 12/19/2011
Pay Date = 12/30/2011
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