Enterprise Services Communication – 10/16/13
What?            Pretax Parking Payroll Deductions - “Opt out” Employees 
Who?             HRMS HR and Payroll professionals
Why?             Instructions for agency review and required actions
When?           Distribute immediately
Message:      On October 4, DES communicated that agency approved parking payroll deductions will be available both pretax and post-tax in HRMS effective 11/16/2013. Your agency was directed to provide notification to employees (see attachment 1) about the option to “opt-out” of pretax parking deductions.  The attached template will assist your agency in gathering the necessary information for those employees that “opt-out” of pretax for submission to DES by 11/20/13.

Agency actions required:  Agencies need to complete the attached spreadsheet by adding the personnel areas, PRNRs, and names of employees who chose to “opt out” of pretax parking deductions.  
1. Email the completed spreadsheet (see attachment 2) to servicecenter@des.wa.gov  with “Pretax Parking” and your agency name in the email subject line, for example: Pretax Parking-DOT by 11/20/13. 

Timeline Reminder: 

	Who Performs Action?
	Due Date
	Action

	Agency HR & Payroll  
	10/15/13
	Send the attached communication to employees about the option of pretax or post tax parking deductions.

	Agency HR
	10/15/13
	Review business process and update parking deduction form (non-DES parking deductions only).

	Employees 
	11/15/13
	Notify their agency HR & Payroll offices only if they decide to ‘Opt out” and continue to have taxes deducted from their parking fees. 


	Agency HR & Payroll 
	11/20/13
	Provide DES Service Center with a list of all agency employees who ‘opt out’ of pretax parking deductions.     

	DES
	11/26/13
	Add new pretax parking wage types in HRMS with a 11/16/13 start date. 

	DES
	11/26/13
	Update current post tax parking wage types titles to include “post tax”.

	DES
	11/26/13
	Run a process to end-date employees’ current parking wage type with 11/15/13, and add a ‘pretax’ parking equivalent with a starting date of 11/16/13 unless employees ‘opts out’.


	Agency HR & Payroll 
	11/26/13
	Pretax Parking Wage Types are available in HRMS with an effective date of 11/16/13.

	DES
	11/27/13
	Provide agencies a list of their employees who have been systematically updated to pretax.




Contact Service Center: 
(360) 664-6400
servicecenter@des.wa.gov
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