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The LCM Rules Subsystem enables secretariats and departments to customize LCM to meet their varying business needs. By setting up rules tables, departments can fine-tune LCM to meet their cost accounting requirements. LCM checks these tables and processes payroll based on their contents. 
This Job Aid provides an overview of the types of rules available in LCM:
· Position Authorized Accounting Rules (POAA) – Rules that authorize charges to an appropriation other than the appropriation assigned to the employee in HR/CMS
· Department Event Accounting Rules (DEACC) – Rules that authorize and distribute all charges for a particular Earnings Code / Event to a specific  appropriation and other cost accounting elements
· Payroll Chart of Accounts Required Elements (PCREQ) – Rules that require specific cost accounting elements for LCM documents
· Pay Event Object (PEOBJ) – Rules that specify which Object Codes are valid for a specific Earnings Code / Event
· Funds Availability Control  (FACTR) – Rules that specify how LCM determines if there is sufficient funding for payroll in an appropriation
· Payroll Alternate Accounting Rules (PALT) – Rules that specify appropriations to be charged if there is not sufficient funding for payroll in an appropriation
Additional Information You May Need
These Job Aids provide detailed step-by-step instructions on how to create or view rules. 
Position Authorized Accounting Rules (POAA)
· Create a Position Rule (PAUTH – POAA) 
· Search and Modify an Existing Position Rule (PAUTH – POAA) 
Payroll Chart of Accounts Required Elements (PCREQ)

· Specify Department-Required Chart of Account Elements (PCREQ) 

Funds Availability Control (FACTR)

· Viewing Account Specific Rule in Funds Availability Control Table (FACTR)
Payroll Alternate Accounting Rules (PALT)
· Create Alternate Account(s) (PALT , PAYA) 
· View Existing Alternate Account(s) (PALT, PAYA) 
Warning:  You are responsible for actions made under your UAID. If you submit a document for final processing, you agree that you are certifying under the pains and penalties of perjury that it is your intention to attach an electronic signature approval and date to the MMARS document and that either: 
· you have been delegated signature authorization by your Department Head to approve the document and supporting documentation as part of Internal Controls OR
· the document you are processing and any supporting documentation have received prior written approval by an authorized signatory of the Department Head, Secretariat and other required entities, and that a copy of these written approvals is available at the Department referencing the MMARS document number. 
Approval of the MMARS document and any underlying supporting documentation shall operate as the Department Head's certification that these documents are accurate and complete and that the expenditure or other obligation is supported by sufficient legislatively authorized funds and is made in accordance with the Department's legislative mandates and funding authority; and complies with all applicable laws, regulations, policies and procedures.  Please validate compliance prior to submitting this document to final.  
If you have questions about this Job Aid, contact the Comptroller Help Desk at 617-973-2468 or comptroller.info@state.ma.us
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When a department hires an employee, the employee is appointed or assigned to a position within an appropriation that supports the work being performed by that employee.  The initial assignment of the employee into an appropriation may require different processes and controls, depending on the type of account, the branch of government, or whether the employee is a regular or contract employee.  In the payroll system, that initial hire or “job” is the most basic starting point for accounting of the payroll expenses associated with an employee. 
In order for expenditures to be made at the employee level from an appropriation different than the position assigned appropriation, a POAA or DEACC rule must be in place.  The Comptroller (CTR) retains exclusive rules approval authority; in other words, no other government entity can approve rules.  When CTR approves a rule, it does not make expenditures happen – it simply puts the edits in place for employee defaults or employee exceptions, set forth by the department, to be valid.  Making expenditures to a different account requires the department to actually enter the accounting information at the employee level.  Although a CTR approved rule allows a transaction to be made, it is still the department’s responsibility to ensure the transaction is appropriate.
All CTR approved transactions are subject to audit; therefore, rules application packages are kept on file at CTR for future audits.  
POAA rules can be defined with different levels of scope:
· A specific position or all positions in a department
· A specific unit or all units in a department
· A specific appropriation or all appropriations in a department
When LCM applies the rules during payroll processing, the most restrictive rule that applies to an employee is used. For example, if there is a rule defined for an employee’s specific position, that employee can only charge the appropriations specified in that rule. Another rule may allow employees with the same position appropriation to charge other or additional appropriations, but LCM will not consider that rule in determining authorization. Therefore, departments should request the least restrictive rule when possible or ensure that a restrictive rule includes all appropriations that may need to be charged by the employees subject to that rule.
The logic of which rule should be requested should follow these general concepts:
· One-time payments - Money is owed to the employee for services provided in the past, termination of employment, employee transfer to another department, or for a settlement or judgment. Since these payments are specific to an employee, a position specific rule should be requested. 
· ISAs (Interdepartmental Service Agreements) – All ISAs require a position specific rule.
· Cost Sharing - The type of work performed by the employee is eligible for funds from multiple accounts.  One example is a federal/state match where a percentage of the position is paid from the state account and another by a federal grant appropriation. Cost sharing may require a position specific rule.  If, however, every employee assigned to an appropriation is eligible for cost sharing, an account specific rule should be requested. An account specific rule can be used whether or not all employees will share the expenditures. 
· Job Tasks - An employee regularly works on tasks relating to one appropriation part of the pay period and on different tasks relating to another appropriation during another part of the same pay period. If every employee can be assigned in this way, an account specific rule should be requested.  Otherwise, a position specific rule should be requested.
· Charging Certain Type of Earnings to Special Accounts – If every employee assigned to a particular appropriation is eligible to charge certain earnings codes (vacation, overtime, reimbursement, etc.) to a different appropriation, an account specific rule should be used. 
· Administrative Convenience Accounts - Due to the nature of the work and the use of cost allocation, some departments use cost allocation to post expenditures on a schedule other than a pay-period basis. In these situations, a rule that any position can charge any account may be appropriate. This is referred to as a department specific rule.
[bookmark: _Toc428793890]Department Event Accounting Rule (DEACC) 
The Department Event Account Rule (DEACC) allows a department to specify the labor distribution for an Earnings Code / Event for the entire department or for a particular unit in the department. For example, if your department’s holiday or overtime pay will always be paid from the same account, you can request a Department Event Accounting Rule. 
If, however, your department wants to occasionally charge appropriation(s) based on event type, but not for every unit and not for all positions in a single unit, you would not use a DEACC rule. Instead, you would use an account specific rule to authorize the charges and then specify the distribution for each employee.
The Department Event Accounting Rule is the only LCM Rule that is not only a permission but also an action. The Comptroller’s Office authorizes the department to distribute labor at the Earnings Code / Event level by entering the event transaction into the Department Event Accounting Information table (DEACC), which in turn will automatically distribute payroll dollars to desired appropriation(s) based on the Event Type, Home Unit (optional), and Labor Distribution Override Options set in this table. 
Not every department is granted this permission. See the Comptroller web site for Payroll Policy and Procedures regarding Department Event Accounting Rules. 
Departments will request Department Event Accounting Rules directly from the Comptroller’s Office with no LCM system transaction. Departments can later view approved Department Event Accounting Rules through the Department Event Accounting Information table (DEACC) if and when approved. 
Payroll Chart of Accounts Required Elements (PCREQ)
The Payroll Chart of Accounts Required Elements Table (PCREQ) allows departments to define which Chart of Accounts elements are required when specifying labor distribution in LCM documents (DEPTE, EPPA, LARQ, LDPM, EDPM). 
Chart of account elements, in addition to the four Fund Accounting fields that are required in MMARS (Department, Unit, Appropriation, and Object), may also be required by a department for:
· Federal Reporting for Positions fully or partially funded by Grant account(s)
· Budgetary requirements for Positions fully or partially funded by Capital Spending account(s)
· Department’s own payroll cost reporting
Required Elements do not need Comptroller approval to implement. If departments wish to require fund or detail accounting fields in labor distribution, exception, and adjustment documents, they will enter the Chart of Account Required Elements table (PCREQ) to add a row for each document.
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The Pay Event Object (PEOBJ) table lists all valid Object Codes for each Event Type. This table is established by the Comptroller’s Office. Departments can view, but not modify, the code combinations in this table.
Funds Availability Control (FACTR) Table
The Funds Availability Control (FACTR) table specifies the Budget Tracking Amounts, or balances, that LCM checks in MMARS to determine if there are sufficient funds to cover payroll charges.
Each Account Type has a general rule that is applied during Funds Availability processing. 
	Account Type
	Payroll Charges Must Be Less Than

	1CN
	Lesser of Uncommitted and Unexpended

	1CS
	Lesser of Uncommitted and Unexpended

	1IN
	Unexpended

	1IS
	Unexpended

	1RN
	Unexpended

	1RS
	Unexpended

	2CN
	Lesser of Uncommitted and Unexpended

	3TN
	Unexpended

	4FN
	Greater of Uncommitted and Uncommitted Estimated Receipts



Exceptions can be defined for specific accounts in a department.
Departments can view, but not modify, the FACTR table. Departments can request exceptions for an account from the Comptroller’s office. The exception must be supported by the statutory language for the account.
Note that during the Accounts Payable period, the FACTR table requires Payroll Holds in place for all payroll charges.
Payroll Alternate Accounting Rules (PALT)
Departments can establish alternate accounts so that if during the Funds Availability process a primary account is insufficiently funded, alternate funding source(s) may be used to pay employees or contractors. Note that more than one fund may be designated as an alternate. 
Not every department is granted this permission. See the Comptroller web site for Payroll Policy and Procedures regarding Alternate Account Rules. 
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Rule Requests must be signed and approved by a person with written signatory authority on file with the Comptroller. Departments should retain the signed Rule Request.
Most rules are fiscal year based and must be renewed each fiscal year. 
Departments must provide the authorizing language that demonstrates the authority by which the rule may be approved.
CTR approves rules based on the language authorizing the expenditure. Unless the language restricts employee expenditures by position or position type, the least restrictive rule should be used.
Rule Approval Guidelines
	Position Account
	
	Distribution Account
	Approval Guidelines

	State 01
	
	State 01
	One account’s language must refer to the other accounts and each must include personnel. OR Program must be the same for each account and each account must include personnel.

	State 01
	
	Federal 04
	Federal Budget includes personnel or administration.


	State 01
	
	Bond 02
	Bond authorization or account language must include personnel or administration.

	State 01
	
	Trust 03
	Trust agreement must include personnel or administration.


	State 01
	
	Retained Revenue
	Retained Revenue account language must include personnel and, when applicable, should refer to the position assigned account.

	Federal 04
	
	State 01
	State account must be a “match” account and include personnel. OR State account language must support the federal program and include personnel.

	Federal 04
	
	Federal 04
	Federal Budget includes personnel or administration.


	Federal 04
	
	Bond 02
	Bond authorization or account language must include personnel or administration.

	Federal 04
	
	Trust 03
	Trust agreement must include personnel or administration.


	Bond 02
	
	State 01

	One account’s language must refer to the other account and each account must include personnel (administration for Bond). OR language must include explicit directives on the use of accounts.

	Bond 02
	
	Federal 04

	Federal Budget includes personnel or administration.

	Bond 02
	
	Bond 02

	Bond authorization or account language must include personnel or administration.

	Bond 02
	
	Trust 03
	Trust agreement must include personnel or administration.

	Trust 03
	
	State 01

	State account’s language must refer to the trust account and each account must include personnel.

	Trust 03
	
	Federal 04

	Federal Budget includes personnel or administration.

	Trust 03
	
	Bond 02

	Bond authorization or account language must include personnel or administration.

	Trust 03
	
	Trust 03
	Trust agreement must include personnel or administration.



Note that if an employee is paid 50% or greater from one account, this employee should be appointed (hired) into a position in that account.
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