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To: All Agencies served by the State Controller’s Office Payroll Section 

INSTRUCTIONS FOR NORTH CAROLINA’S NATIONAL COLLEGE SAVINGS PROGRAM (NCSP) PAYROLL DEDUCTION FOR STATE AGENCIES

Complete an Employer Profile for your Agency

1. Please complete an Employer Profile (CFI Form 424s).  This form will be used by College Foundation, Inc.(CFI), the Program Administrator, to establish your employer code.  

2. If your payroll is handled by Central Payroll, please leave two parts of this form blank: (1) in Section 1, do NOT enter a Federal Tax ID Number for your agency and (2) in Section 2, do NOT complete part “B”.  By leaving the Federal Tax ID Number section blank, CFI will assign the appropriate tax ID Number for Central Payroll as provided by the Office of the State Controller.  The information requested in 2B is already on file.

3. Please provide complete contact information for your agency payroll officer since we may need to get in touch with that individual if reconciliation is necessary. The central payroll office also has provided CFI with a schedule of file and wire transmissions dates and procedures to use as a part of the reconciliation process when payroll contributions are processed.  

4. Fax to NCSP at 919-821-3139 or mail to P. O. Box 40877, Raleigh, NC 27629.

Receiving and Distributing Your Agency Employer Code

5. Once the Employer Profile is received and processed, CFI will mail a letter containing the employer code to the authorized agency representative.  

6. All employees in your agency should use this code when completing an Enrollment and Participation Agreement and Payroll Deduction Authorization Agreement.  If the employee enrolls online, the code will pre-fill on these forms once the employee selects your agency.  If completing a paper form, the employee may get the code information from your payroll contact or by calling the savings program toll-free at 800-600-3453.

Employee Enrollment

7. Once an employee completes an Enrollment and Participation Agreement, a Confirmation of Account statement is sent to the employee.  This statement provides the Participant with an Account number.  Also, this statement prints Participant and Beneficiary data, investment information, contribution data as a summary of information submitted on the Enrollment and Participation Agreement. 

INSTRUCTIONS FOR NORTH CAROLINA’S NATIONAL COLLEGE SAVINGS PROGRAM (NCSP) PAYROLL DEDUCTION FOR STATE AGENCIES  (continued)

Payroll Deduction Authorization Agreement

8. The original Authorization Agreement is on file with CFI and copies can be made available for your records.  Changes in the agreement will be accepted and reported anytime the employee wishes to adjust the contribution amount.

Information Sessions

9. Upon request, North Carolina’s National College Savings Program staff will be available to conduct information sessions for staff.

Adjustments and Refunds

10. A form for adjustments and refunds has been set up for the 529 Program.    

Your Contact for Questions on Payroll Deduction for the Savings Program

Nancy Saving, Client Services for Group Plans in the National College Savings Program, is available by calling directly at 919-835-2416 or toll-free 800-600-3453.  If you need to send her a fax, the number is 919-821-3139.
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