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SECTION 761: INSTRUCTIONS FOR COMPLETING STOP PAYMENT FOR PAYROLL,
STATE ACCOUNTING FORM D-51

1. Purpose. To initiate a "stop payment" action of an employee's pay to
prevent overpayment due to the following reasons:

(a) Termination

(b) Leave without pay (LWOP)
(c) Duplicate payment

(d) Cancellation of employment

(Note: Stop payments affect only "B" (regular) and "E" (irregular)
type payment codes.)

2. Prepared By. Authorized personnel at Central Payroll, DAGS.
3. Frequency. Based on departmental telephone requests for stop

payment. Telephone requests for stop payment may be received up through
9 a.m. of the 3rd work day before pay day of each payroll period.

4. Distribution. One copy prepared; routed to the data processing center;
returned to DAGS Central Payroll for verification and reconciliation,
then filed for future reference.
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SECTION 761: INSTRUCTIONS FOR COMPLETING STOP PAYMENT FOR PAYROLL,

STATE ACCOUNTING FORM D-51

ITEM
NO.

DATA AND DATA INSTRUCTIONS

ONORNONONG

®0 ©

® ® ®E

PERIOD ENDING ~ Enter the last day of the payroll period in which the
stop payment action is to take effect.

SOCIAL SECURITY NO. - Enter the social security number of the employee
whose payment will be stopped.

POSITION NO. - The first 3-digits of the employee's position number are
preprinted (9¢@). Add the employee's 2-digit payroll
number and department alpha code.

EMPLOYEE NAME - Enter the last name, first name, and middle initial of
the employee.

AC - Enter the appropriate code that would indicate the action to be
\ taken.

Codes: S - Stop Payment
P - Cancel previous stop payment request

EFFECTIVE DATE - Enter the effective date of this action. This date will
always be the same as the pay date for which the
employee would have been paid if the stop payment notice
was not issued.

P/R NO. - Enter the payroll number from which the employee is being paid.

AUTHORIZED PERSONNEL REQUESTING STOP PAYMENT - Enter the name of the
person who made the call to stop payment of an employee. That person
must be authorized to stop a payment.

REASON FOR STOP PAYMENT - Enter the reason for stop payment action.

GROSS AMOUNT PAID - Enter the gross amount ("B" or "E" type payments)
. being reported on the payroll change schedule.

TOTAL AMOUNT - Enter the total gross amount reported in the "GROSS AMOUNT
PAID" column.

AUTHORIZED SIGNATURE, CENTRAL PAYROLL, DAGS - Enter the date and name of
the person at Central Payroll who is authorized to prepare this form.
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EXHIBIT A:

SAMPLE FORM KEYED TO INSTRUCTIONS FOR SAFORM D-51

PAYROLL PERIOD ENDING
PD1 STATE OF HAWAILL
13 STOP PAYMENT FOR PAYROLL
SOCIAL SECURITY NO. POSITION NO. ac | EFFECTIVE ey | AumoRizeD REASON FOR GROSS
EMPLOYEE NAME REQUESTING STOP PAYMENT AMOUNT
5-14 15-20 2 2227 28.30 | SFEQUESTING. PAID
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Remarks:

AC - ACTION CODE

s -
[

STOP PAYMENT
CANCEL STOP PAYMENT

A

TOTAL AMOUNT

@

Date

Authorized Signature
Central Payroll, DAGS

STATE ACCOUNTING FORM D-51
July 1, 1901 (Revsec)
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EXHIBIT B: FILLED OUT SAMPLE OF SAFORM D-51
PAYROLL PERIOD ENDING
PD1 STATE OF HAWAIL l £7-15-8/
13 % NuaERiC STOP PAYMENT FOR PAYROLL
¥ EFFECTIVE P/R AUTHORIZED s
Soci S:(‘::NTV no. ms:r:;no EMPLOYEE NAME :‘: ;2‘; 2':;0 sgggui‘é:gﬁ,sét AN o, A(::?'u[s)m
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Remarks: TOTAL AMOUNT 4’(/@5, 74
AC - ACTION CODE
S - STOP PAYMENT ~ %
P - CANCEL STOP PAYMENT é7_ //_ K / O\i‘_ﬂ
Date Authorized Signature
Central Payroll, DAGS

STATE ACCOUNTING FORM D81
duty 1. 1981 (Revised)
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