
 
 
 
 
 
 

Ma y 2, 2008 
 
 

MEMORANDUM 
 
To: Cons ti tu tiona l  Of f ice r s, Super in tendents , Ci t y Manger s and Count y 

Admini s t r a to r s  

From: Robyn M. de Socio, Executi ve Sec re t a r y 

RE: IMPORTANT DATES FOR MAY AND JUNE PAYROLL AND EXPENSE REIMBURSEMENTS 

_____________________________________________________________________________________________ 

Thi s memo is  to in fo r m you of impo r t an t da te s fo r submit ting pay r o l l  and expense 
info rma tion towa rd the end of the fi s c a l  ye a r, and to remind you o f ch anges to the 
reimbur sement c yc le - app ro ved by the 2002 Gener a l  As semb l y . 
 
Each yea r , the reimbu r sement of the June pa y ro l l  wi l l  be made in the mont h o f 
J u l y ( f a l l ing into the new fi s c a l  ye a r).  Actu a l  reimbur sement s recei v ed by you r  
l o c a l i t y f r om the Compens a t ion Boa rd, wi thin the fis c a l  ye a r  time f r ame, wi l l  
inc lude June of the ol d fi s c a l  ye a r and J u l y th rough Ma y o f t he new fi s c a l  ye a r.  
Becau se of thi s c yc l e, reimbur sement s for  the month s o f June th rough Ma y c annot 
exceed your  to t a l  funds budgeted fo r the f i s c a l  yea r .  To ensu re reimbur sement s 
fo r the se month s do not exceed you r fi s c a l  ye a r budget, expenditu re s f r om June 
2007 wi l l  be debi ted again s t you r FY08 budgeted funds.  Af te r  the Ma y pa y r o l l  
h a s been pr oce s sed, f unds wi l l  be a v a i l a b le out o f t he Compens a t ion Boa rd’ s 
F Y09 app r op ri a t ion fo r the reimbur sement o f June 2008 expenditu re s.  We a s k th a t 
you ce r t i f y the fu l l  amount o f you r reimbu r sement r eques t and Compens a t ion 
Boa rd s t a f f  wi l l  determine the ad j u s ted amount s t o be sent to you r loca l i t ie s 
ba sed on the pe riod of J une 2007 th rough Ma y 2008, ensu r ing th a t reimbur sement s 
fo r thi s time period do not exceed au tho r ized FY08 funds.  
 
Even with t he c yc le ch ange f rom pa s t ye a r s , the yea r -end time f r ame for  Ma y and 
J une reimbu r sement pr oce s s remain s the s ame, with pr oce s s ing comp le ted p rio r to 
t he end of t he fi s c a l  yea r.  This  wi l l  en s u re th a t J une reimbur sement s wi l l  be 
recei ved by the loc a l i t y a s ea r l y  a s pos s ib le in the month of J u l y.  I f you h a ve 
an y ques t ions conce r ning the a t t a ched schedu le, p l ea se c a l l  you r p rogr am 
Technici an. 
 
Please forward this document to the individual responsible for entering data and/or 
certifying your online Payroll and Expense Report (COIN). 



 
We since rel y  app recia te you r coope r a t ion and a s s i s t ance in these mat te r s . 
 
Copy to: Wade Jewel l , As s i s t an t Execu t i ve Sec re ta r y 

Ch a r lene M. Ro l l in s , Manager, Cu s tomer Ser vice 
  Ch a r l o t te Luck, Senio r Budget Ana l y s t  
  Linda Guts h a l l , Fis c a l  Of f ice r 
  P a ige Ch ris t y, Senior  Fi s c a l  Technici an, C le rk s/Commonwea l t h ' s  
At to rney s  
  Ka r i Bu l l ock, Senior  Fi s c a l  Technici an, Trea su re r s /Commis s ioner s 
  Gize l l a  J a r re l l , Senio r Fi s c a l  Technici an, Ci t y She r i f f s/Regiona l  
J a i l s  
  
 

Circuit Court Clerks,   
Commissioners of the Revenue,  

Treasurers and Finance Directors  
 

2008 Year-End IMPORTANT DATES  
 
 

MAY 2008  
 

• May 1, 2008 - April 2008 COIN Payroll & Expense Reimbursement screens will be 
available for certification.  

 
• May 1-30, 2008 - Enter May 2008 Personnel Changes (CB10s). 

 
• May 9, 2008 - Officer & County/City Administrators must certify the April 2008 Payroll & 

Expense Reimbursements Requests. 
 
• May 13, 2008 - Last day to send docket requests requiring Compensation Board action 

affecting the current fiscal year.  
 
• May 21, 2008 - Compensation Board Meeting.  
 
• May 26, 2008 - Memorial Day Holiday. 
 
• May 30, 2008 - Last day to enter May 2008 personnel changes (CB10s). 
 
• May 30, 2008 - Last day to use any accumulated Turnover balances in accordance with 

Compensation Board salary policy, within current turnover use limitations.  To view your 
turnover balances:  

 
o COIN Main Menu  

 
o Select option 3- Reimbursement  



 
o Select option 9 – Fund Transfer Menu  

 
o Select option 5 - Vacancy Savings/Turnover details 

 



 
JUNE 2008  

 
• June 2, 2008 - May 2008 COIN Payroll & Expense Reimbursement screens will be 

available for certification.  
 
• June 2-13, 2008 - Enter June 2008 Personnel Changes (CB10s). 
 
• June 5, 2008 - Last day to request reimbursement of all Approved FY08 Equipment 

funding (does not include Clerks’ TTF funds).  
 
• June 6, 2008 - Officer & County/City Administrators must certify the May 2008 Payroll & 

Expense Reimbursement Requests. 
 
• June 10, 2008 - All Docket requests due for June Compensation Board meeting. 
 
• June 13, 2008 - Last day to enter June 2008 personnel changes (CB10s).  
 
• June 16, 2008 - June 2008 COIN Payroll & Expense Reimbursement screens will be 

available for certification.  
 
• June 18, 2008 - Compensation Board Meeting. 
 
• June 20, 2008 - Last day for Circuit Court Clerks to request reimbursement of all 

Approved FY08 TTF funds for reimbursement prior to the Fall 2008 budget cycle. 
 
• June 20, 2008 - Officer & County/City Administrators must certify the June 2008 Payroll 

& Expense Reimbursement Requests.  
 
 

JULY 2008  
 

• July 1, 2008 - Due date for requests to transfer annual salary of “Vacant” full-time 
positions you do not plan to fill for the entire 2009 fiscal year for consideration at the July 
Compensation Board meeting. 

 
• July 2-10, 2008 - Circuit Court Clerks enter Excess Fees Information in COIN. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
Sheriffs, Regional Jail Superintendents 

And Commonwealth’s Attorneys 
 

2008 Year-End IMPORTANT DATES  
 
 

MAY 2008 
 
 

• May 1, 2008 - April 2008 COIN Payroll & Expense Reimbursement screens will be 
available for certification.  

 
• May 1-30, 2008 - Enter May 2008 Personnel Changes (CB10s). 

 
• May 9, 2008 - Officer & County/City Administrators must certify the April 2008 Payroll & 

Expense Reimbursements Requests. 
 
• May 13, 2008 - Last day to send docket requests requiring Compensation Board action 

affecting the current fiscal year.  
 

o Last day to send requests to transfer active duty vacancy savings to other budget 
categories exceeding $10,000.  

 
o Last day for Commonwealth’s Attorneys to send requests to transfer vacancy 

savings to other budget categories exceeding $10,000.  
 

o To view available vacancy savings in COIN, follow the instructions for viewing 
turnover below. 

 
• May 21, 2008 - Compensation Board Meeting.  
 
• May 26, 2008 - Memorial Day Holiday. 
 
• May 30, 2008 - Last day to enter May 2008 personnel changes (CB10s). 
 
• May 30, 2008 - Last day to use any accumulated Turnover balances in accordance with 

Compensation Board salary policy, within current turnover use limitations.  To view your 
turnover balances:  

 
o COIN Main Menu  

 
o Select option 3- Reimbursement  

 
o Select option 9 – Fund Transfer Menu  

 
o Select option 5 - Vacancy Savings/Turnover details 

 
 



 



JUNE 2008  
 

• June 2, 2008 - May 2008 COIN Payroll & Expense Reimbursement screens will be 
available for certification.  

 
• June 2-13, 2008 - Enter June 2008 Personnel Changes (CB10s). 
 
• June 5, 2008 - Last day to request reimbursement of all Approved FY08 Equipment 

funding.  
 
• June 6, 2008 - Officer & County/City Administrators must certify the May 2008 Payroll & 

Expense Reimbursement Requests. 
 
• June 10, 2008 - All Docket requests due for June Compensation Board meeting. 
 
• June 13, 2008 - Last day to enter June 2008 personnel changes (CB10s).  
 
• June 13, 2008 - Last day to send requests to transfer active duty vacancy savings to 

other budget categories up to $10,000.  
 
• June 13, 2008 - Last day for Commonwealth’s Attorneys to send requests to transfer 

vacancy savings to other budget categories up to $10,000.  
 
• June 16, 2008 - June 2008 COIN Payroll & Expense Reimbursement screens will be 

available for certification.  
 
• June 18, 2008 - Compensation Board Meeting. 
 
• June 20, 2008 - Last day for Circuit Court Clerks to request reimbursement of all 

Approved FY08 TTF funds for reimbursement prior to the Fall 2008 budget cycle. 
 
• June 20, 2008 - Officer & County/City Administrators must certify the June 2008 Payroll 

& Expense Reimbursement Requests.  
 
 

JULY 2008  
 

• July 1, 2008 - Due date for requests to transfer annual salary of “Vacant” full-time 
positions you do not plan to fill for the entire 2009 fiscal year for consideration at the July 
Compensation Board meeting. 

 
 

 
 


