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How to Correctly Process a NYC Tax Refund

 Discuss the steps to research the error and determine what 
happened to cause the system to inappropriately withhold 
New York City (NYC) taxes.

 The pages in PayServ to review to help us analyze how the 
error occurred.

 The steps needed to correct the error to ensure it does not 
reoccur

 Discuss the process that an agency must follow in order to 
request a tax refund behalf of the employee.
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Email Sent from Agency For NYC Tax Refund
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Review Address in Modify a Person
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Review the Job Data Page
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Review the Tax Data Page
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Review Tax Distribution Page



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER
8

How Do We Correct This Issue?

 Change the Job Data page in PayServ. 
 Change the tax data page in PayServ. 
 Change the tax distribution page in PayServ. 
 Request a refund. 

 Please note that EVERY TIME a change is made to the Job 
Data page the agency MUST go into PayServ and change the 
tax data page if the employee is not a New York City Resident 
UNLESS you have already changed the tax location in the job 
data page.
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How to Correct the Job Data Page
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How to Correct the Tax Data Page
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How to correct the tax distribution page
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How to Request a Refund

 Send a request to the tax compliance mail box 
(taxandcompliance@osc.state.ny.us) requesting a refund.  Be sure 
to include:

 Employees name
 Employee ID (EMPLID)
 Agency Code
 Amount of the refund 
 Explanation of why taxes were taken in error.  

 Please note that if an employee lived in New York City and then moved 
out and is requesting a refund be processed for the time they did not 
live in NYC we will NOT process the refund because the employee will 
be able to claim the excess taxes at the end of they year when they file 
their taxes with NYC. 
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Email Sent from Agency for NYC Tax Refund
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To Recap

In order to analyze, correct, and request a refund for a New York 
City Tax refund we must:

 Determine what caused the error. 

 Correct the pages that are causing the error to happen. 

 Correct the tax data and tax distribution pages. 

 Request a refund of taxes. 
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QUESTIONS?
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