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This document explains the steps to set up a new union and where to direct questions about union dues after the deduction code is established.
Setup Process
Follow these steps to establish a new union and deduction code.
1. Agreement Established
Once the union agreement is established, the process to set up the deduction begins.
2. DA-191 Form Completed and Approved
Complete the DA-191 (Request for Payroll Deduction) form and obtain the required approval.
3. DA-194 Form Completed
After the DA-191 is completed and approved, complete the DA-194 (Payroll Deduction Code Request) form to establish the deduction code.
4. Deduction Code Established
Once the deduction code is established, direct questions concerning the deductions using the guidance below.

Where Do I Send My Questions?
1. Where is the remittance being sent?
Direct questions about where the remittance is being sent to OAR Statewide Payroll.
Statewide Payroll can provide:
· Who the payment is made payable to.
· The address where the payment is sent, if payment is made by check.
· The last four digits of the account number, if payment is made by ACH.

2. Which employees are contributing union dues?
Requests for details about which employees are contributing union dues should come directly from the appropriate source.
For Regent unions: Contact the Regent institution directly.
For non-Regent unions: Direct questions to OAR Payroll.

3. Other questions about Regent unions?
For any other questions not addressed above, forward inquiries to the university labor relations team.
If you are unsure who that is, the appropriate contact may be in the university legal department or at the Kansas Board of Regents.
4. Other questions about SHARP unions?
For any other questions not addressed above, contact the Office of Chief Counsel.

Notes
· This process applies to both SHARP and Regent Agencies when setting up a new union and establishing a union dues deduction code.
· Use the guidance above to direct questions to the correct office or entity.
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