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69I-31.101 Purpose.

This Part sets forth the rules for the administration of the Bureau of State Payrolls of the Division of Accounting and Auditing of the State of Florida Department of Financial Services.

Rulemaking Authority 17.28, 17.29 FS. Law Implemented 17.03, 17.04, 17.075, 17.08, 17.09, 17.14, 17.20, 17.27, 17.28 FS. History–New 4-22-83, Formerly 3A-31.101.

69I-31.102 Scope.

Chapter 69I-31, F.A.C., applies directly to all State personnel administering a payroll and indirectly to all State employees receiving wages.

Rulemaking Authority 17.28, 17.29 FS. Law Implemented 17.03, 17.04, 17.075, 17.08, 17.09, 17.14, 17.20, 17.27, 17.28 FS. History–New 4-22-83, Formerly 3A-31.102.

69I-31.103 Definitions.

In construing this chapter, where the context will permit, the following terms shall have the meaning indicated:

(1) “AGENCY” means “STATE AGENCY” or “AGENCY” as defined in Section 216.011, F.S., and also includes the Public Service Commission, the Judicial Branch and the Legislative Branch.

(2) “BUREAU” means the Bureau of State Payrolls, Division of Accounting and Auditing, Department of Financial Services.

(3) “CASE STYLE” means the identity of the court, the plaintiff(s), the defendant(s) and the court case number.

(4) “COMPENSATION” – Refer to the definition of Wage(s).

(5) “DISPOSABLE EARNINGS” means that part of a State employee’s salary or wages remaining after deducting the calculated amounts required by law to be withheld from salary or wages including, but not limited to: federal income tax, state income tax, social security and Medicare tax, State retirement contributions where withholding is required, and authorized pretax benefits reductions pursuant to Section 110.161, F.S.

(6) “DOCUMENT” means all forms, correspondence or other pertinent papers and electronic transmissions relevant to the Chief Financial Officer’s payroll, employee records and accounting processes.

(7) “EMPLOYER” or “EMPLOYING AGENCY” means the State agency, department, commission, office, board, or other entity of the executive, judicial or legislative branch of State government submitting payroll requisitions to the Bureau.

(8) “GARNISHEE” means the judgment debtor’s employing agency served by the judgment creditor.

(9) “GARNISHMENT” means a court order served on an employing agency directing that part of a judgment debtor’s salary or wages be withheld from the employee and be paid over to a judgment creditor.

(10) “HEAD OF FAMILY” shall have that meaning found in Section 222.11, F.S.

(11) “JUDGMENT CREDITOR” means a person or entity who holds an unsatisfied judgment against a State employee.

(12) “JUDGMENT DEBTOR” means a State employee who owes an unsatisfied judgment to a judgment creditor. The definition includes an employee who is not filling an established position as defined in Section 216.011, F.S.

(13) “MISCELLANEOUS DEDUCTION” means any deduction from or reduction of the salary or wage of an employee.

(14) “REVOLVING FUND” means a revolving or petty cash fund used by an agency to pay refunds or make other types of payments. Revolving fund payments for wages require prior approval from the Chief Financial Officer.

(15) “SALARY” – Refer to the definition of Wage(s).

(16) “WAGE(S)” means salary, pay, fees, remuneration, and/or compensation paid to an employee for labor or service on an hourly, period rate, or occurrence basis during a specific period of time for services rendered in an employee-employer relationship.

Rulemaking Authority 17.29 FS. Law Implemented 17.09, 17.14, 77.0305, 222.11 FS. History–New 4-22-83, Amended 1-25-96, Formerly 3A-31.103.

69I-31.105 Policy/Wage Payments.

(1) It is the responsibility of the Bureau of State Payrolls’ management to perform any payroll related tasks assigned by the Chief Financial Officer in his capacity as chief fiscal officer for the State of Florida.

(2) It is a policy of the Bureau to adhere to Federal Law, Florida Statutes, and the rules of the various pay plans. In the absence of specific legal authority to the contrary and properly adopted rules implementing that authority, Department of Management Services, Division of Personnel Management Services Rules of the Career Service System will be adhered to for the various pay plans.

Rulemaking Authority 17.29 FS. Law Implemented 17.03 FS. History–New 4-22-83, Amended 1-25-96, Formerly 3A-31.105.

69I-31.108 Payroll Preparation Manual.

Rulemaking Authority 17.14, 17.28, 17.29, 110.113 FS. Law Implemented 17.03, 17.04, 17.075, 17.08, 17.09, 17.14, 17.20, 17.27, 17.28, 110.116 FS. History–New 4-22-83, Amended 2-4-98, 12-26-01, Formerly 3A-31.108, Repealed 2-17-15.
69I-31.205 Payroll Authority.

(1) The Chief Financial Officer has the lawful authority to audit and settle all wage claims against the State. While a department may elect the Payroll by Exception or Noncalculated Payroll submission option, the Bureau reserves the right to examine all payroll data and resolve any variance.

(2) The Bureau will examine payroll input documents and calculate employee payroll records to verify the accuracy of wage and deduction amounts. When a discrepancy exists between a department and the Bureau’s records, the Bureau’s records prevail. The burden is upon the department to prove otherwise.

Rulemaking Authority 17.29 FS. Law Implemented 17.03, 17.14 FS. History–New 4-22-83, Formerly 3A-31.205.

69I-31.207 Audit of Wage Claims.

(1) The Chief Financial Officer is authorized to audit and resolve any wage claim against the State and issue salary warrants directing disbursement of monies from the State Treasury.

(2) The Bureau may require that any document which supports a payroll related transaction be sent to the Bureau.

(3) The Bureau audits any wage payment which does not conform to established guidelines. In such circumstances, the Bureau requires the submitting agency to justify and document the requested wage payment. If justification and documentation is sufficient, the salary warrant is released to the agency. If justification and documentation is not sufficient, the salary warrant is cancelled by the Bureau.

Rulemaking Authority 17.29 FS. Law Implemented 17.03, 17.08 FS. History–New 4-22-83, Amended 1-25-96, Formerly 3A-31.207.

69I-31.208 Authorized Agency Personnel.

Rulemaking Authority 17.14, 17.29 FS. Law Implemented 17.14 FS. History–New 4-22-83, Amended 4-23-87, 1-25-96, 2-4-98, Formerly 3A-31.208, Repealed 8-8-23.

69I-31.211 Delivery of Warrants by a Department.

A warrant may not be delivered or otherwise made available to the payee before the date imprinted on the warrant.

Rulemaking Authority 17.03, 17.29 FS. Law Implemented 17.03 FS. History–New 4-22-83, Amended 10-30-94, Formerly 3A-31.211.

69I-31.226 Wage Payments from Revolving Funds.

Rulemaking Authority 17.03, 17.14, 17.29, 216.271(5) FS. Law Implemented 216.271 FS. History–New 4-22-83, Amended 1-25-96, 6-1-97, 2-4-98, 12-26-01, Formerly 3A-31.226, Repealed 8-8-23.
69I-31.227 Federal Withholding Tax.

(1) A federal withholding tax is deducted from the employee’s taxable wages each pay period in compliance with federal law. The Chief Financial Officer is authorized to deduct and remit withholding tax to the federal government in the employee’s name.

(2) The amount of the withholding tax is computed based on withholding tax tables and criteria prepared by the Internal Revenue Service. The Bureau provides current withholding tax tables as a part of the Payroll Preparation Manual. The Bureau provides any written instructions necessary to administer the withholding tax deduction including the selection of the Internal Revenue Service calculation method which will be used.

Rulemaking Authority 17.29 FS. Law Implemented 17.03, 17.04 FS. History–New 4-22-83, Formerly 3A-31.227. 
Cf. Internal Revenue Code, Title 26, U. S. C.; Payroll Preparation Manual Volume IV, Section 3, Rule 69I-31.108, F.A.C.

69I-31.231 Retirement Code Use.

(1) The Bureau maintains the Retirement Code Table. The Table contains each authorized retirement contribution code. The Bureau and the Department of Management Services, Division of Retirement, are responsible for assignment of a code to each type of retirement contribution in the Table.

(2) Florida Statutes require that each State employee filling an authorized, established position be a member of one of the State retirement systems (generally the Florida Retirement System). The Bureau is authorized to deduct the employee’s retirement contribution, if any, from the employee’s gross wage and to disburse the employer’s retirement contribution according to the rates established by the appropriate retirement plan administrator. Employee and/or employer retirement contributions are computed for all wage payments except:

(a) Acts of the legislature.

(b) Rules of the Department of Management Services, Division of Retirement.

(3) Every employee must have a retirement contribution code which corresponds to the code assigned to the employee’s Department of Management Service, Division of Retirement, Form M-10 filed with the Division of Retirement. Codes indicating no membership are available in cases where the employee is ineligible to participate in a retirement plan.

(4) Refund of Erroneous Deductions. If an erroneous deduction has been made or an amount in excess of the required contribution has been disbursed, the appropriate agency will make the necessary corrections and refunds utilizing the online Retirement System.

(5) Any change in the retirement contribution rate must be in the form of a written notification to the Bureau from the retirement plan administrator. The written notification must cite the administrator’s authority to make the rate change.

Rulemaking Authority 17.14, 17.29 FS. Law Implemented 121.051, 121.061, 121.071, 121.081, 122.04 FS. History–New 4-22-83, Amended 1-25-96, 12-26-01, Formerly 3A-31.231.

69I-31.312 Salary Levy.

Rulemaking Authority 17.14, 17.29 FS. Law Implemented 17.03, 17.29 FS. History–New 4-22-83, Amended 1-25-96, Formerly 3A-31.312, Repealed 8-8-23.
69I-31.313 Court Ordered Support and Alimony Withheld from Employee’s Wage Payments.

(1) Chapter 61, F.S., permits in certain circumstances a Writ of Garnishment or Income Deduction Order against the State for wages due a State employee. Whenever such Writ is received by an agency, the procedures outlined herein shall be followed.

(2) If an agency receives or is served such a Writ of Garnishment or Income Deduction Order, the agency shall immediately send the original document(s) to the Bureau. The agency should retain a copy of the document(s) for its records. Wage payments are normally subject to attachment or garnishment immediately upon receipt by the employer of such Writ. Occasionally, a future date for commencement of the garnishment is stated in the order.

(3) Absent further legislative enactment or a final determination by a proper court to the contrary, the final decision to honor, disregard or contest any Writ of Garnishment or Income Deduction Order shall be made only by the Department of Financial Services.

(4) The Bureau has established a miscellaneous deduction code for the purpose of withholding such amounts from an employee’s wages.

(5) The deduction of amounts from an employee’s wages shall continue until the Writ of Garnishment or Income Deduction Order is dissolved or the court order is revoked.

(6) A court order may be served to the agency enjoining or temporarily suspending execution of a Writ of Garnishment or an original Income Deduction Order. Such document(s) must be sent to the Bureau immediately. The agency should retain a copy of the document(s) for its records.

Rulemaking Authority 17.14, 17.29 FS. Law Implemented 61.12 FS. History–New 4-22-83, Amended 1-25-96, Formerly 3A-31.313.

69I-31.705 Required Miscellaneous Deduction Codes.

From time to time the Department of Financial Services will establish miscellaneous deduction codes for the purpose of uniformly administering state-wide programs for charitable contributions, Internal Revenue Service requirements, collective bargaining agreements, and legally required deductions. Each agency must make provisions to accommodate these codes within any automated personnel or payroll system which the agency uses for the preparation of payrolls.

Rulemaking Authority 17.14, 17.29 FS. Law Implemented 17.14 FS. History–New 4-22-83, Amended 1-25-96, Formerly 3A-31.705.

69I-31.801 Purpose and Applicability.

Rulemaking Authority 17.29 FS. Law Implemented 77.0305 FS. History–New 2-19-95, Formerly 3A-31.801, Repealed 10-8-14.
69I-31.803 Garnishee Agency Responsibilities.

(1) All court documents should be served in accordance with Section 48.111, F.S. Service of garnishment writs must be on the employing state agency. The Bureau of State Payrolls will not respond on behalf of an agency served.

(2) Upon receipt of service of a garnishment applicable to a judgment, the agency served shall, within two (2) working days of service, determine if the judgment debtor is currently employed and if any wage amounts are due and owing to the judgment debtor by the agency. If the judgment debtor is currently employed, and if amounts are due and owing, the employing agency shall, on the same day of that determination transmit a facsimile copy of the garnishment to the Bureau at (850)413-5552, utilizing the Bureau of State Payrolls Garnishment Fax Form, Form DFS-A3-1928 (revised 07/14) http://www.flrules.org/Gateway/reference.asp?No=Ref-04943, is hereby incorporated by reference and is available at website: http://www.myfloridacfo.com/Division/AA/Manuals/BOSP_MANUAL2.pdf or by calling (850)413-5513.

(3) The agency served shall prepare and file a response to the garnishment, considering:

(a) Whether the agency has been properly served with the garnishment;

(b) Whether sovereign immunity has been waived due to the underlying cause of action having occurred on or after October 1, 1993 and the nature of the underlying cause of action; and

(c) If the judgment debtor is currently employed by the employing agency, the amount of disposable earnings as calculated by the Bureau. The employing agency may advise the judgment debtor of the head of family exemption from garnishment.

(4) At the same time the response to the garnishment is prepared, the employing agency shall mail a partially completed Debt Garnishment Information Form, Form DFS-A3-1927, to the judgment creditor (or judgment creditor’s attorney) instructing the judgment creditor to return the completed original form to the employing agency. Form DFS-A3-1927 (revised 07/14) http://www.flrules.org/Gateway/reference.asp?No=Ref-04942, is hereby incorporated by reference and is available at website http://www.myfloridacfo.com/Division/AA/Manuals/BOSP_MANUAL2.pdf or by calling (850)413-5513. The employing agency shall forward the completed original form to the Bureau.

(5) The employing agency shall send by facsimile transmission, a copy of the court’s final order of garnishment to the Bureau within two (2) working days of receipt utilizing Form DFS-A3-1928.

(6) If a judgment debtor is compensated simultaneously by more than one State agency, garnishment deductions will be taken only from salary payments of the employing agency served. Separate garnishment service must be made on each employing agency. An employing agency must disclose to the judgment creditor all dual employment arrangements of a judgment debtor.

(7) In the event the judgment debtor terminates employment with an employing agency, notice of the termination must be sent to the Bureau by the State agency. Should the judgment debtor not terminate from State employment, but begin working for a new agency, the judgment creditor must serve the new employing agency. No deductions will be made from the new employing agency’s payments to the judgment debtor until proper service has been made on the new employing agency and notification received by the Bureau pursuant to subsection 69I-31.803(2), F.A.C.

(8) Notification that the judgment has been satisfied or that the garnishment has been fully paid must be sent by facsimile transmission to the Bureau as soon as received by the employing agency to avoid excessive garnishment deductions from the judgment debtor, utilizing Form DFS-A3-1928.

(9) All notices, correspondence, or interoffice memoranda related to garnishment sent to the Bureau must include a complete case style.

Rulemaking Authority 17.14, 17.29 FS. Law Implemented 48.111, 77.0305, 222.11 FS. History–New 2-19-95, Amended 1-25-96, 2-4-98, 5-7-98, Formerly 3A-31.803, Amended 2-17-15.
69I-31.804 Bureau Responsibilities.

(1) Upon receipt of the facsimile transmission copy of the garnishment applicable to a judgment from the employing agency, the Bureau will calculate disposable earnings based upon the judgment debtor’s gross salary for the most recent pay period. The calculated amount of disposable earnings will be sent to the employing agency by the Bureau within two (2) working days of receipt of the facsimile transmission of the garnishment.

(2) Prior to receipt of the final order of garnishment, the Bureau will presume that all judgment debtors do not meet the definition of head of family and are not eligible to claim limits on garnishment provided in Section 222.11, F.S.

(3) The Bureau will make its best effort to begin making the garnishment deduction on the next payroll processed for the judgment debtor after first receipt of the garnishment from the employing agency.

(4) The Bureau will make the first remittance with a remittance advice to the judgment creditor after receipt of the final order of garnishment and after receipt of the Judgment Debtor Information Form DFS-A3-1927 revised 07/11 from the employing agency. The remittance advice will identify the judgment debtor by name, court case number, social security number and amount. In the event that a remittance to a single judgment creditor relates to multiple judgment debtors, each individual amount will be identified. Subsequent remittances will be sent to the judgment creditor not later than two (2) working days from the date of the judgment debtor’s wage payment from which the garnishment amount was deducted.

(5) The Bureau will deduct from each remittance the fee authorized by Section 77.0305, F.S., for administrative costs.

Rulemaking Authority 17.29 FS. Law Implemented 17.03, 77.0305, 222.11 FS. History–New 2-19-95, Formerly 3A-31.804.

69I-31.805 Assistance to Employing Agencies.

Rulemaking Authority 17.29 FS. Law Implemented 17.03, 77.0305 FS. History–New 2-19-95, Amended 2-4-98, Formerly 3A-31.805, Repealed 4-23-17.

69I-31.806 Interception of Certain Salary Warrants.

An employing agency that is holding a salary warrant prior to distribution to an employee and that is served with a garnishment on such employee, must return such warrant to the Bureau for cancellation and reissuance.

Rulemaking Authority 17.29 FS. Law Implemented 17.075, 77.0305, 77.06 FS. History–New 2-19-95, Formerly 3A-31.806.

69I-31.807 Intervention by Chief Financial Officer.

Rulemaking Authority 17.29 FS. Law Implemented 17.03, 77.0305 FS. History–New 2-19-95, Formerly 3A-31.807, Repealed 2-17-15.
