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Section 1: Employee Advice Stub 
 
 

 
 
 
Header 
N/A 
Field Description/Comment 
EMPLOYEE NAME Employee’s first name, middle initial and last name up 

to 30-characters. 
SSN Employee’s social security number. 
WARRANT NUMBER Warrant or direct deposit number. 
PERIOD CLOSING The period closing is the last day of the current payroll 

cycle.  This date is usually the 10th for a ‘tenth of 
month’ payroll and the last calendar date of the month 
for ‘end of month’ payroll. 

ISSUE DATE The issue date is the date the warrant is redeemable.  
This date is usually the last working day of the payroll 
cycle. 

SICK LEAVE BALANCE Sick leave balance as currently recorded in the 
system.  This balance may not reflect the employee’s 
current sick leave balance if the required updates 
were not made before the run of payroll. 

VACATION BALANCE Vacation balance as currently recorded in the system.  
This balance may not reflect the employee’s current 
vacation balance if the required updates were not 
made before the run of payroll. 

FEDERAL EXEMPTIONS Employee’s current federal status and exemption for 
this payroll run.  The first digit is ‘M’ for Married, ‘S’ for 
Single.  This is followed by the current exemption 
credits (0 – 99). 
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STATE EXEMPTIONS Employee’s current state status and exemption for this 
payroll run.  The first digit is ‘M’ for Married, ‘S’ for 
Single, or ‘H’ for Head of household.  The current 
exemption credits (0 – 99) and additional exemption 
credits (0 – 99) follow, separated by a dash ‘-‘. 

DISTRICT Name, address and phone number of the district 
issuing the warrant or direct deposit to the employee. 

LOCATION The four (4) digit pay location of the employee 
followed with the 30 character description of the pay 
location. 

 
 
 
 

 
 
   
Header 
CALENDAR YEAR TO DATE / W2 ADVICE 
Field Description/Comment 
GROSS Total gross pay for the current calendar year to date.  

This total will include manuals and cancels. 
TAXABLE GROSS Total taxable gross pay (gross minus all tax deferred 

deductions) for the current calendar year to date.  This 
total will include manuals and cancels. 

FEDERAL TAXES Total federal taxes taken out of the employee’s gross 
for the current calendar year to date.  This total will 
include manuals and cancels. 

STATE TAXES Total state taxes taken out of the employee’s gross for 
the current calendar year to date.  This total will include 
manuals and cancels. 

MEDICARE Total Medicare taken out of the employee’s gross for 
the current calendar year to date.  This total will include 
manuals and cancels. 
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OASDI Total OASDI (Old Age Survivor and Disability 
Insurance) taken out of the employee’s gross for the 
current calendar year to date.  This total will i nclude 
manuals and cancels. 

IRC-125 Total IRC-125 deduction taken out of the employee’s 
gross for the current calendar year to date.  This total 
will include manuals and cancels. 

TSA Total TSA taken out of the employee’s gross for the 
current calendar year to date.  This total will include 
manuals and cancels. 

SDI Total SDI (State Disability Insurance) taken out of the 
employee’s gross for the current calendar year to date.  
This total will include manuals and cancels. 

RETIREMENT Total retirement (STRS, PERS or Alternative retirement 
system) taken out of the employee’s gross for the 
current calendar year to date.  This total will include 
manuals and cancels. 

NET Total net pay to the employee for the current calendar 
year to date.  This total will include manuals and 
cancels. 

 
 
 

 
 
   
Header 
FISCAL YEAR TO DATE 
Field Description/Comment 
DEFERRED PAY Total deferred pay taken from the employee’s net pay 

for the current fiscal year to date.  This total will include 
manuals, cancels and refunds of deferred pay. 

RETIREMENT 
EARNINGS 

Total retirement earnings for the current fiscal year to 
date.  (Note: STRS and PERS calculate retirement on 
the fiscal year calendar.)  This total will include 
manuals and cancels. 

RETIREMENT 
CONTRIBUTIONS 

Total retirement contributions taken from the 
employee’s gross pay for the current fiscal year to date.  
(Note: STRS and PERS calculate retirement on the 
fiscal year calendar.)  This total will include manuals 
and cancels. 
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Header 
N/A 
Field Description/Comment 
Blank This message box holds up to 328 characters of text 

intended for this employee only.  The text will appear 
until the message date (set up at the district) is greater 
than the warrant or direct deposit issue date. 

 
 

 
 
 
Header 
N/A 
Field Description/Comment 
Blank This message box holds up to 328 characters of text 

intended for all employees at the district.  The text will 
appear until the message date (set up at the district) is 
greater than the warrant or direct deposit issue date. 
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Header 
N/A 
Field Description/Comment 
PAY TYPE Pay type indicates the kind of pay an employee is receiving.  

A legend of pay types is printed on the back of Section 3.  
Common pay types are ‘NML’ for regular month pay, ‘ADP’ for 
additional pay calculated on a percentage, ‘ADF’ for additional 
pay flat amount, ‘HR’ for hourly work, and ‘DLY’ for daily work.  
See the pay type legend for additional pay types. 

UNITS Units are the number of hours or days worked for this pay 
type.  ADP, ADF and ADO will have its description printed in 
the UNIT, PAY RATE and FTE field because they do not have 
these values.  These additional pays will be linked to another 
pay type. 

PAY RATE Pay rate is the 100% rate for this pay line. 
FTE FTE is the percentage that the employee works for this pay 

line. 
ADJUSTMENT TO GROSS Adjustment to gross is a one-time adjustment (negative or 

positive) to this pay line. 
GROSS PAY Gross pay is the total pay the employee will receive for this 

pay line.  Its calculation is PAY RATE / FTE * UNITS + 
ADJUSTMENT TO GROSS 

Footer  
TAXABLE GROSS Taxable gross is the GROSS PAY minus all tax-deferred 

deductions (deductions in G indicated with a ‘Y’  in the TAX 
DEFERRED column.)  Taxable gross is the gross pay used to 
determine federal and state tax withholdings. 

TOTAL GROSS The total gross of all pay types. 
 

F 



DRAFT Warrant and Direct Deposit Stub 

 Page 7 of 8 

 
 

 
 
 
Header 
N/A 
Field Description/Comment 
DEDUCTIONS Statutory deductions will be listed first with a total line for all statutory 

deductions.  Voluntary deductions follow with a total line for all 
voluntary deductions.  Common statutory deductions are Federal 
and State taxes, Additional Federal and State withholdings, STRS, 
PERS, Medicare, and OASDI. 

TAX DEFERRED A ‘Y’ in this column indicates this deduction will lower the employee’s 
taxable gross.  ‘Y’s will appear for most retirement deductions, Tax 
Shelters Annuities, and IRC-125 deductions. 

EMPLOYER Lists the amount the employer is paying to this deduction (a more 
familiar term is “employer benefit”).  

EMPLOYEE Lists the amount that is being deducted from the employee’s gross 
pay for this deduction. 

Footer Description/Comment 
DEDUCTION TOTAL Indicates the total statutory and voluntary deductions for both 

employer and employee for this payroll run.  
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Header 
N/A 
Field Description/Comment 
TOTAL GROSS The total gross pay amount from Section F footer. 
- TOTAL DEDUCTIONS The employee total statutory and voluntary deductions from 

Section G footer. 
=NET PAY } Net pay is TOTAL GROSS minus (-) TOTAL DEDUCTIONS.  This 

is the amount of the warrant or direct deposit stub. 
 
 
 

Section 2: Warrant / Direct Deposit Stub 
 
This section of the warrant will change slightly if the employee is receiving direct deposit.  For 
a warrant, this is the section the employee will remove and deposit at a bank.  For the direct 
deposit, this is only an advice stub and is modified so this it is not confused as a warrant.  It 
will retain the current format used in NOVA warrants. 
 
 

Section 3: Routing / Mailing information 
 
This is the only section that is visible after the warrant or direct deposit stub is folded and 
sealed for distribution. 
 
On the upper left hand corner the following information can be found: 

• Line 1: the pay location of the employee and warrant or direct deposit number, 
• Lines 2 – 4: the district name and return address of the district, and 
• Line 6:  the term “Forwarding Service Requested”, if your district chooses this option. 

 
On the bottom middle of this section is the employee’s name and address, as it appears on 
the ‘PAY TO’ in Section 2 above. 
 
Section 3 also has printing on the backside.  It contains the legend of Pay Types used in 
Section 1F, as described above. 
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