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OPRS Mission and Responsibilities

• Mission
OPRS is committed to providing exceptional customer service by 

maintaining a staff of payroll professionals who are dedicated to serving the needs of 
the District of Columbia employees.

• OPRS Responsibilities
– Administer time and labor processes
– Ensure District employees are paid timely and accurately
– Ensure employee taxes, benefits, and other general deductions are paid
– Ensure all of the above are performed in accordance with District & Federal 

rules and regulations
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OPRS Processing 
Past, Present, Future

•Past • Present
Paper Timesheets Automated Time Reporting

Manual adjustments processes Automated Prior Period Adjustments
Most payments by check 95% direct deposit
Paystubs mailed Paystubs online
Manual Form 50 approval Automated workflow/ online Form 50s

Employee Self-Service

• Future
100% direct deposit Reduce Costs
No Supplemental Payrolls Streamline processes
More Exception Payrolls Improve overall quality and efficiency
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OPRS References

These are the reference and resource documents which are vital for 
carrying out OPRS processes
• DC Code
• District Personnel Manual (DPM)
• Internal Revenue Regulations (IRS)

Circular E
• Fair Labor Standards Act (FLSA)
• NACHA (The Electronic Payments Association)
• American Payroll Association (APA)
• The APA Payroll Source
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Our Objective for HR Summit

5

Human Payroll
Resources

It is our desire to come together to devise a working strategy 
that keeps both Human Resources and Payroll working 
towards a common goal.
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Human Resources and Payroll 
Relationship
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• Why we need to reconstruct our partnership 
• Identifying the similarities
• Identifying the differences

– Cultural Differences (people people vs numbers people)
– Skill Differences 
– Different Responsibilities

• Communicating improves relationship
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HR and Payroll Relationships
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PAR actions that negatively impact Payroll
• Deleting PAR actions that changes an employees salary
• Deleting termination PARS
• Entering terminations with an effective date older than a 

current PAR (backdating, retroactive date, etc.)
• Rehiring an employee receiving Severance Pay
• Rehiring a recent retired employee receiving a District 

annuity
• Entering PARs using the wrong record number
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OPRS Business Continuity 
Plan
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What happens if the government is shut down 
• Reasons for Shutdown

1. Federal government failure to approve budget
2. Inclement Weather – Administrative Closing
3. Regional Disaster  

• Employee and Manager Responsibilities for Time Reporting and 
Approval

• OPRS Strategy for Issuance of Paychecks
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OPRS Customer Service
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Top Customer Service Inquiries
• I did not get paid
• I did not receive my paycheck in the mail
• My paycheck was garnished but I do not know why
• I closed my bank account and I forgot to make the change in payroll. 
• I did not receive my W2 and I need it today
• I moved to Maryland several months ago but payroll is still taking DC 

taxes
• I need an income verification 
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OPRS Customer Service
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• ACH Rejections
• Check replacements
• Garnishments/Writs/Child Support Orders
• Subpoenas
• Unpaid Compensation
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Lost Checks
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What happens if an employee doesn’t have direct 
deposit?
• Submit of Stop Payment Form (See example on page 

12).
• Verify a check wasn’t received/cashed.
• Process takes 7 to 10 business days before reissue.
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Stop Payment Form
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Subpoena
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• All subpoenas must be sent to OPRS Directors Office for 
processing.  When the request is for payroll information, 
OPRS will provide and forward to requesting party.

• When the request is for employment history or records a 
copy of the subpoena will be forward to DCHR for 
processing.  

• Keep in mind there’s still a “turn around time” of 15 to 30 
days for processing or you maybe in contempt of court (See 
example on page 14).
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Garnishment and Writ of Attachment
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• All Garnishment/Writ of Garnishment must be sent to OPRS 
Directors Office for processing.

• The “turn around time” of 15 to 30 days for processing must 
be meet and any delay can result in penalty’s to the District 
Government (See example on page 16). 
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Unpaid Compensation

What is Unpaid Compensation?
Any payment due to a deceased employee after death.

Who is entitled to Unpaid Compensation?
The legal beneficiary of the deceased and it may not be 
the spouse.

DCHR Responsibility
Designation of Beneficiary Form.
Form 50.

Beneficiary or Next of Kin (NOK) Responsibility
Claim Form for Unpaid Compensation (with signatures) 
(See example on pages 18/19.)
Death Certificate (original with raised seal).
Two Forms of ID, Marriage License, Birth Certificate, 
Guardianship documents (if beneficiary is minor).
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Slide Heading
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What is a Designation of Beneficiary Form for 
Unpaid Compensation (DCSF 1152)

• A legal governing document naming a beneficiary for unpaid 
compensation.

• All new hires must fill out the form during HR orientation.  The form 
needs to be signed, dated and witnessed.

• When employees come from another agency a new Designation of 
Beneficiary Form should be submitted (See example on page 21). 

Hardships when there is no Designation of Beneficiary Form
• Claimant must go thru Probate Court and file court paperwork.
• Additional stress on family members and extended time before 

unpaid compensation can be paid.  
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Designation of Beneficiary Data 
Fact January 2013 to the Present

22

53 - New Death Cases
16 - Designation of Beneficiary in File
47 Death cases had no beneficiary 

form in the file!!  Over 30% without 
a form, why is that?  What can 
DCHR do to lower that percentage? 
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OPRS Time & Labor
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• Time Entry Reminders

Alternative Work Schedule
Overtime
Exempt time earned
Holiday Worked
Administrative Closing Worked
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Time & Labor
Alternative Work Schedule (AWS)
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• Employees MUST be enrolled in this schedule by Payroll Operations 
before posting an AWS schedule on the timesheet.

• Employees will know the enrollment has been completed when the 
workgroup on the timesheet has the AWS designation behind it.

• A union employee’s overtime is calculated after the employee reaches 40 
hours.
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Time & Labor Overtime Rules

25

What should be remembered when posting Overtime for 
Non-Union  or Alternative Work Scheduled Employees?

Has the employee met the 80 hour threshold (time 
entry)

AWS Union employees must reach a 80 hour threshold before 
hours are converted to overtime.

Non-Union employees must reach a 80 hour threshold before 
hours are converted to overtime.
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Time & Labor Overtime Rules
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If rules are not adhered to:

Employee receives a High Exceptions
– High Exceptions = NO PAY

Large volume of high exceptions can also
influence system performance.

– Delayed payment

– Off  Cycle Check
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Time & Labor Overtime Rules
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Below are a few examples of overtime reporting for 
different exempt employees.



2013 HR Summit
September 25-26, 2013
Kellogg Conference Hotel at Gallaudet University
2013 HR Summit
September 25-26, 2013
Kellogg Conference Hotel at Gallaudet 
University

Time & Labor
Exempt Time Off Earned
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Who is eligible for Exempt Time Off?

What should be remembered when posting Exempt time earned for Non-
Union Employees?

Has the employee met the 80 hour threshold (time entry)

Non-Union employees must reach a 80 hour threshold before 
hours are converted to exempt time earned.
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Time & Labor 
Exempt Time Off Earned
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If rules are not adhered to:

Employee receives a High Exceptions
– High Exceptions = NO PAY

Large volume of high exceptions can also
influence system performance.

– Delayed payment

– Off  Cycle Check
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Time and Labor
Holiday Worked

Administrative Closing Worked
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Rules to Observe:
• Worked the entire day

Post - REG + HLW or ACW

• Worked a partial day
Post - REG + HOL + HLW   or   REG + ACP + ACW
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Time and Labor
Holiday Worked

Administrative Closing Worked

31

If rules are not followed:

– Employee will not be paid correctly

– Delayed payment

– Off-Cycle Check
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Time & Labor Job Aids
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– Job Aids are available to Assist with time entry: 
• Overtime
• Exempt Time Earned
• Holiday Worked
• Administrative Closing Pay Worked

Please visit peoplesoft.dc.gov
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Demystifying 
Civil Service Retirements
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Preparing the Civil Service
Retirement Application

• You change from HR advisor to HR 
detective

• Requires you to develop  the story of 
the employee’s service history

• All the pieces may not be in the file
• Combines service history and 

contribution history
• Service history must support 

contribution history
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Individual 
Retirement Record (IRR)

• Includes:
• Hire dates
• Termination/retirement dates
• Suspensions
• Return to work
• LWOP
• Workers’ Compensation
• Reduction in salary
• Salary Increases
• Changes in tour of duty

9
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Individual 
Retirement Record (IRR)

• Includes:
• Military leave
• WAE service
• FICA eligible positions

• Gaps in service history must be explained on 
retirement application

• Omissions will cause a delay in OPM processing the 
retirement application

9



2013 HR Summit
September 25-26, 2013
Kellogg Conference Hotel at Gallaudet University

Individual 
Retirement Record (IRR)

• Ask questions, ask questions, and ask more 
questions.  For example:
• Did you serve in the military service after 1956?
• Have you ever been in leave without pay (LWOP) status?
• Have you ever received workers’ compensation benefits 

or disability compensation benefits?
• Did you receive a refund of your retirement 

contributions?
• Did you ever work  as a WAE employee?
• What other types of positions have you held with the 

District? 

9
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Did the employee serve in the 
military service after 1956?

•Honorable discharged

• Service applied after eligibility for 
retirement determined

• Service performed after 1956 
must be purchased prior to 
retirement in order to receive 
credit

17
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Did the employee serve in the 
military service after 1956?

• If employee has not purchased service

• He/she should request a copy of their DD214 from D‐FAS by calling 
1‐888‐332‐7411

• Contact  DCHR to determine the cost for the service

• Employee should complete “Application to Make Deposit or 
Redeposit” (SF 2803) 

• If paying lump sum, OPRS will accept certified check or money order 
payable to DC Treasurer or employee may request payroll 
deductions
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The employee took a refund, 
now what? 

• If service performed prior to 10‐01‐1982:

• Employee receives credit for service

•Annuity will be reduced by 10% of the amount 
of money owed for the refund

19
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The employee took a refund, 
now what? 

• If service preformed on or after 10‐1‐82 but prior 
to 3‐1‐1991

• Service counted toward eligibility regardless of 
whether or not a deposit for the service is 
paid

• Service credited toward monthly annuity  only 
if a deposit is paid 

20
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The employee took a refund, 
now what? 

• If service refunded on or after 3/1/1991:

• Employee will only credit for service if 
the full amount of the retirement 
refund is paid in full

24
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Should I use the SCD to determine 
eligibility for retirement? 

•That depends:
 If the SCD is related to military service, you cannot 

use the date to determine eligibility
 If the SCD is related to prior service with the Federal 

government, you cannot use the date to determine 
eligibility

 If the SCD is related to service under a FICA 
appointment you may be able to use it. 

 Hire date into CSRS eligible position must be prior to 
October 1, 1987
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Did I forget to 
mention that the 

employee was in the 
wrong retirement 

plan? 
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Tip . . . 

Periodically ask for a query to be run of all 
CSRS employees

Ask for copies of IRR contribution statement 
for employees who are within 5 years of 
retiring

If you find an error in retirement plan codes, 
make the correction immediately. 

If you need help, contact OPRS at 741‐8660
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Key Points to Remember

1. Ask questions, ask questions and ask more 
questions

2. All District service must be included on 2806
– LWOP, FICA and WAE

3. Military time served after 1956 must be 
purchased

4. If you need help, contact OPRS at 741‐8660
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Thank you!
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Summary
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Through collaboration and communication we can 
sustain a level of professionalism which will enhance our 
commitment to the employees of the District 
Government. 
Our objective today is to come together to devise a 
working strategy that keeps everybody working towards 
a common goal.
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Human Resources and Payroll 
Partnership
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http://www.youtube.com/watch?v=XBMqSlEQ
gi8


