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Introduction 
Purpose 
The purpose of this document is to help agencies/campus’ Human Resource Specialists 
navigate garnishment submissions to the State Controller’s Office. This guide is to help 
you know which documents to submit based on garnishment type, how to submit 
documents based on the scenario, and helpful form completion tips based on common 
errors. 

State Controller’s Office Divisions for Garnishments 
A levy on earnings (garnishment) is a court order requiring an employer to withhold 
funds from an employee’s paycheck to satisfy a debt. The State Controller’s Office 
(SCO) has two divisions that agencies/campus’ work with to process garnishments:  

1. SCO Personnel and Payroll Division (PPSD):  Payroll Operations – 
Garnishments 

2. SCO Disbursements Division: Garnishments 
PPSD Payroll Operations receives the required garnishment documents (STD. 639 and 
STD. 639CFS) to establish, modify or cancel the garnishment and audits the forms for 
completion. The Disbursements Division keys the garnishments based on the forms, 
distributes the garnishment warrants, and manages any changes related to the 
garnishment warrants (returning warrants, reissuing warrants, etc.). 
STD. 639 and STD. 639CFS must be submitted to PPSD Payroll Operations via 
ConnectHR. Anything related to the garnishment warrants must be sent to 
Disbursements via interoffice mail. Disbursements does not receive documents via 
ConnectHR. 

SCO Division Accepted Forms 

PPSD Payroll 
Operations – 
Garnishments 

STD. 639 or STD. 639 CFS forms uploaded via 
ConnectHR 

Disbursements Payroll Warrants, Garnishment Warrants, STD. 674 and 
CD 155 physically mailed to the Disbursements Division 

Outside of SCO, California Department of Child Support Services - State Disbursement 
Unit (SDU) is the centralized payment processing center that handles the collection and 
disbursement of child and family support (California Family Code 5236). In some cases, 
there are child support garnishments for out-of-state State Disbursement Units (SDU).  

https://childsupport.ca.gov/state-disbursement-unit/
https://childsupport.ca.gov/state-disbursement-unit/
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Establishing, Modifying or Canceling a Garnishment 
Documents to Submit based on Garnishment Type 
To establish, modify or cancel a garnishment, submit a STD. 639 or STD. 639CFS. The 
table below shows which form to submit based on garnishment type. Submit these 
forms to PPSD Payroll Operations – Garnishments via ConnectHR upload. 

Garnishment Type Documents to Submit 

Child Support – California * STD. 639CFS and copy of Court Order 

Child Support – Out-of-State *^ STD. 639 Only 

Spousal Support – California and Out-of-
State *^ 

STD. 639 Only 

IRS Levy Form 668-D STD. 639 and if a payment arrangement 
was established (Items 11B or 11D), copy 
of IRS Form 668-D 

All other California Court and Federal 
Garnishments 

STD. 639 Only 

* For court orders that includes both child/family support and spousal support, review 
the following:  

• If the dollar amount or address are different between the child/family support and 
the spousal support, then submit two completed forms: one STD. 639CFS for the 
child/family support and one STD. 639 for the spousal support.  

• If the dollar amount or address are not clearly different for the spousal support, 
combine the child/family support and spousal support amounts and process on 
one STD. 639CFS (or one STD. 639 for out-of-state child support). 

^ The only out-of-state garnishments SCO processes are Child Support Orders, 
Spousal Support Orders & any Federal Levies (IRS, Defaulted Students Loans, etc.). 
Support orders payable to an out-of-state state disbursement unit (SDU) should 
continue to be forwarded to that state. All other garnishments must be served within the 
California Court for SCO to establish and withhold. 
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STD. 639 and STD. 639CFS Form Tips 
There are a few differences between STD. 639 and STD. 639CFS. Most of these tips 
apply for both forms, and if not, the differences are clearly written. 
Reminder: Do not submit a blank form, or with 0’s in the amount fields. This will result in 
a PR250 (Ding Notice). 

• Item 5 - Enter the correct ‘Effective Date’. 
o To Establish a New Garnishment, the ‘Effective Date’ is 10 days after the 

court order served date. (The served date is when the agency/campus 
receives the order). 

o To Modify an Existing Garnishment, the ‘Effective Date’ is the same date 
of the original ‘Establish Date’. Do not enter the current date. 
 Verify in Pay History that a garnishment is active and not already 

satisfied in our system prior to sending a modification. You cannot 
modify a garnishment that is not currently active in the system. 

 If the garnishment is no longer active or is showing satisfied in the 
SCO system, submit a request to “Establish a New Garnishment” 
as there is no active garnishment that you can modify. 

o To Cancel an Existing Garnishment, enter the termination date in Item 5. 
Then, in Item 6, enter the original ‘Establish’ date next to ‘Cancel’. 
 Verify in Pay History that a garnishment is active and on file prior to 

sending a cancellation. You cannot cancel a garnishment that is not 
currently active. 

• Item 8 - Select the correct option based on the court order type.  
o Item 8A - Complete this Item fully to establish an ongoing monthly or per 

pay period support. 
o Items 8B-8F – You must also fill out Item 9 (the total garnishment amount 

owed).  
o Item D (Federal Tax Levies) – You must complete this Item.  

 668W-C must be completed by employee to determine withholding 
amounts in 8D.  

 Do not use the tax withholding information filed on their EAR as it 
may not reflect the employee’s true exemptions.  

o If there is a specified fixed monthly deduction, you must also complete 
Item 11B or 11D. 

• Item 9 – You must complete this Item for Items 8B-8F. 
o Item 8C (Child Support Arrearages) - If the total garnishment owed is 

unknown, enter 99,999.99 in Item 9.  

• Item 10 – Optional for STD. 639. Required on STD. 639CFS. 
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• Item 11- Only complete if the court order specifies a fixed monthly deduction. 
o 11B is the maximum amount deducted per month. The garnishment 

deduction will not exceed the amount entered here and will automatically 
adjust based on the employee’s disposable income. This option is 
recommended if the employee’s disposable income fluctuates. 

o 11D is a specific amount deducted per month. This amount will be 
deducted each month regardless of pay fluctuations. It is your 
responsibility to calculate the garnishment amount correctly. 

• Item 12 must be completed and not left blank. This is who the garnishment check 
will be made payable to. Enter the information from the court order. 

o On the STD. 639CFS, Item 12 includes a hard coded address to SDU to 
PO Box 989067. Do not try to overwrite and change this address. This is 
hard coded and any attempts to change it will just result in a Ding Notice. 

• Item 15 - A signature is required. 
 

Garnishment Deduction Information 
Garnishments are deducted automatically at a percentage, except in two cases: 

• Item 8A (On-going Child/Family/Spousal Support): This is a specific amount 
taken either per month or per pay period, depending on how you complete the 
form. 

• Item 11D (payment arrangement for a specific amount): This is a specific amount 
deducted per month, if enough disposable income is available. If the disposable 
income does not cover this amount, then no amount will be deducted. 

For all garnishments that are taken at a percentage, the amount will be deducted from 
all payment types issued to the employee. Since Item 8A and Item 11D take a specific 
amount, these only deduct one time per what is specified on the form (monthly or per 
pay period). 
 

Garnishments Processing Times 
SCO processes garnishments daily for Monthly Cut-Off. Below are the potential reasons 
why the garnishment request did not post: 

• If you submit the form after Monthly Cut-Off, the garnishment will not take affect 
until the next pay period.  

• An error (Ding Notice) was not resolved prior to Monthly Cut-Off. 

• Newly established garnishments and modifications to child support are dent to 
SCO Disbursements for them to key/process. Because of this, it can take a 
couple days to hit the system after SCO receives it. 
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Returning Warrants for Redeposit due to 
Garnishment Deductions 
There may be times when warrants require redeposit. The table below outlines different 
scenarios and the required documents for each scenario. 
All the scenarios listed below require physically mailing documents directly to SCO 
Disbursements. Do not submit warrants or STD. 674 via ConnectHR.  

Scenario Description Required Documents 

Payroll Warrant 
issued without 
garnishment 
deduction 

If an employee's regular payroll 
warrant was released to the 
agency/campus prior to the 
receipt/processing of the STD. 
639/639CFS by Payroll 
Operations, the agency/campus 
must return the payroll warrant to 
the Administration and 
Disbursements Division for 
redeposit.  
 

1. Original Payroll Warrant 
(not a copy) 
2. STD. 674 to reschedule the 
payments 

Incorrect Payroll 
and 
Garnishment 
Warrant 

If the payroll warrant and the 
garnishment warrant are 
incorrect, the agency/campus 
must return both warrants to the 
Disbursements Bureau. 
 

1. Original Payroll Warrant 
(not a copy) 
2. Original Garnishment 
Warrant (not a copy) 
3. STD. 674 for the Payroll 
Warrant  
4. STD. 674 for the 
Garnishment Warrant 
5. Original Payee Copy CD 
155 
6. Copy of the STD. 639 

 
Returning 
Garnishment 
Warrant Only 

If a levying officer returns a 
garnishment warrant to an 
agency/campus stating that the 
garnishment has been satisfied, 
the garnishment warrant must be 
mailed to the Disbursement 
Division with all required forms. 

1. STD. 674 for the 
Garnishment Warrant 
2. Original Garnishment 
Warrant (not a copy) 
3. Original Payee Copy CD 
155  
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Scenario Description Required Documents 

Supplement 
Warrants appear 
to have too high 
of a garnishment 
deduction 

When a regular payroll warrant is 
released and not returned, and 
the STD. 639 or STD. 639CFS 
was processed prior to the 
issuance of supplemental 
payments, the deduction amount 
on the supplemental warrant 
appears too high. 

The supplemental warrant 
should not be re-deposited 
due to an exaggerated 
deduction amount.  
When the payroll system 
calculates the deduction 
amount, it aggregates all pay 
that issued for the pay period. 
When the regular payroll 
warrant is re-deposited and 
rescheduled, the system 
recalculates the deduction 
amount, and the correct 
percentage is taken. The 
system re-computes the 
amount due as each payment 
issues. 

Inquiries on 
previously 
submitted STD. 
674 regarding 
garnishments 

Please wait to send an inquiry 
after at least 21 business days 
from the date the original STD. 
674 was submitted. 
After 21 days, submit the 
following documents to the 
Disbursements Division. 

STD. 674 with “Inquiry” 
marked in red at the top. It 
must have an original 
authorized signature and date 
on the form. 
 

STD. 674 Form Tips 
• The net pay amount is of the warrant that was issued and is being redeposited.  

• Item 5 “Remarks” is required and must be included with next-step directions.  
o E.g. the warrant is being rescheduled for a garnishment deduction, 

garnishment warrant to be rescheduled payable to employee, garnishment 
warrant to be re-deposited only – payroll warrant is being redeposited, etc. 

• Item 6 "Payment Should Be" MUST be completed for rescheduling. 

• Include “GARNISHMENT” in bold letters at the top center portion of the form.  

Mailing Instructions 
Mail all required documents to the SCO Disbursements Division at:  

State Controller’s Office Disbursements Bureau-PIU 
Attn: Payroll/Garnishment Redeposit Desk 
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PO BOX 94280 
Sacramento CA 94250-5871 

Note: After mailing the required documents to Disbursements Division, it is 
recommended to review the original STD. 639 or STD. 639CFS. If the garnishment 
needs to be cancelled or modified, submit a cancelled or modified STD. 639 or STD. 
639CFS to PPSD Payroll Operations via ConnectHR.  
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Common Scenarios and Form Examples 
Sample STD. 639 or STD. 639CFS for Child/Family On-Going 
Support and Arrearages 
Determine which form to use – STD. 639 or STD. 639CFS 
For child, family and spousal support, you must determine which form to use based on 
the circumstances. Below are the different scenarios and which form to use: 

• For child/family support orders from California made payable to the California 
State Disbursement Unit, use STD. 639CFS.  

• For child/family support from a different state disbursement unit, use STD. 639. 

• For court orders that includes both child/family support and spousal support, 
review the following:  

o If the dollar amount or address are different between the child/family 
support and the spousal support, then submit two completed forms: one 
STD. 639CFS for the child/family support and one STD. 639 for the 
spousal support.  

o If the dollar amount or address are not clearly different for the spousal 
support, combine the child/family support and spousal support amounts 
and process on one STD. 639CFS (or one STD. 639 for out-of-state child 
support). 

 

Establishing New On-Going Support Garnishment to California SDU 
Scenario: You received an ongoing support order from California State Disbursement 
Unit (SDU) for one of your employees. The court order shows that Employee is ordered 
to pay $300.00 per pay period for On-going Child Support. 
Step 1: Determine which form to use. In this scenario, use STD. 639CFS.  
Step 2: Complete Items 1-7. 
Current Effective Date cannot be more than 10 calendar days into the future of the 
ConnectHR upload date (SCO received date).
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Step 3: Complete Item 8. 
On-Going Support is Item 8A. As you can see, Item 9 is not an option for 8A. 
(If you have an employee with semi-monthly pay, complete the “Deduction Amount per 
Pay Period). 

 
Step 4: Complete Item 10-11. In this scenario, leave Item 11 blank. 

Step 5: Complete Item 12-15 
In Item 12, enter the Payee Name who is receiving the garnishment or the County that 
is handing this order. Do not try to change the address hardcoded in Item 12 of the 
STD. 639CFS. 
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Step 6: Attach the court order to the completed STD. 639CFS and upload to 
ConnectHR.  
The court order is only required for child and family support through the California State 
Disbursement Unit (STD. 639CFS). 
If the child support was out-of-state or if it was a spousal support, do not attach the 
court order. 

 

Modify an Existing On-Going Support Garnishment to California SDU 
Scenario: On 07/01/2024, you received a modification of an ongoing support order to 
the California State Disbursement Unit (SDU) for one of your employees.  
The court order is marked modification and shows a change in on-going deduction pay 
from $300.00 per pay period to $100.00 per pay period. The new total garnishment 
deduction amount is $100.00   
You verify in Pay History that the employee has an active garnishment of $300.00 per 
month. Since the garnishment is currently active, you must submit a form to modify the 
existing garnishment on the system. If there was no active garnishment on the system, 
you would then establish a new garnishment deduction. 
Step 1: Determine which form to use. In this scenario, use STD. 639CFS. 
Step 2: Complete Items 1-7. 

• Item 5: Effective date is the current date and not the original establish date. 

• Item 6: Select Modification or Correction of Item and enter in 8A for on-going 
support. 
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Step 3: Complete Items 8-10. 
In Item 8A, you must include the current deduction amount that you are changing. 

 
Step 4: Complete Items 11-15.  
In Item 12 on the STD. 639CFS, include Payee name or County name. 
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Step 5: Attach the court order to the completed STD. 639CFS and upload to 
ConnectHR.  
The court order is only required for child and family support through the California State 
Disbursement Unit (STD. 639CFS). If the child support was out-of-state or if it was a 
spousal support, do not attach the court order. 
 

Cancelling On-Going Support Garnishment Deduction to California SDU 
Scenario: On 09/01/2024, you received a termination order for on-going support 
(deduction code 038).  $300.00 was on the court order with termination marked. The 
court order was from California. 
You verify in Pay History that the employee has an active 038 garnishment deduction of 
$300.00 per month. This garnishment was originally established on 05/15/2024. Since 
the garnishment is currently active, you must submit a form to cancel the existing 
garnishment on the system. 
Step 1: Determine which form to use. In this scenario, use STD. 639CFS. 
Step 2: Complete Items 1-8. 

• Item 5: Effective date is the current date and not the original establish date. 

• Item 6: Select Cancellation of Garnishment and enter in the original effective date 
(05/15/2024). 

• Item 8: Select 8A for on-going monthly support. Enter in $300.00 in the Monthly 
Amount to be cancelled. 
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Step 3: Complete Items 10-11. Leave Item 11 blank. 

 
Step 4: Complete Items 12-15. 
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Step 5: Attach the court order to the completed STD. 639CFS and upload to 
ConnectHR.  
The court order is only required for child and family support through the California State 
Disbursement Unit (STD. 639CFS). 
If the child support was out-of-state or if it was a spousal support, do not attach the 
court order. 
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Sample STD. 639 
The general format in the following scenarios can be applied for all garnishment types. 
But since Child/Spouse/Family support are unique, we have different examples here. 

Establish New Garnishment 
Scenario: You received a FTB state tax levy for the total of $1,234.56 for one of your 
employees.  
Step 1: Complete Items 1-7.  
Current Effective Date cannot be more than 10 calendar days into the future of the 
ConnectHR upload date (SCO received date). For example, 05/26/2024 will result in a 
ding notice to your agency. 

 
Step 2: You must complete Item 8 and Item 9.  
In Item 8, Earnings Withing Order for State Taxes is option 8E. The total garnishment 
amount goes in Item 9. The system will automatically calculate the deduction amount 
based on the employee’s disposable income. 
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Step 3: Complete Item 11, if applicable.  
Since this scenario does not include a payment arrangement, leave Item 11 blank. 

 
Step 4: You must complete Item 12-15. 

 
Step 5: Upload to ConnectHR using the correct drop-down options.  

 
Modify Existing Garnishment with new Payment Arrangement 
Scenario: Your employee has an established garnishment deduction on the system for 
State Tax Levy of $1,234.56, and it has the original effective of 04/24/2024.  
On 07/01/2024, you received a Payment arrangement letter from the FTB of $50.00 
deductions per month for the State Tax Levy. You will need to modify the existing 
garnishment on the system to deduct only $50.00 per month. 
Step 1: Complete Items 1-7. 

• Item 5: The Effective Date must be the original effective date of 04/24/2024. You 
are modifying the existing garnishment on the system, and it must match what is 
already on the system. 

• Item 6: Select “Modification or Correction of Item”. In the line next to it, you must 
include the Item that is being modified. Here, we will be modifying 11B. 
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Step 2: Complete Items 8 and Items 9. 
In Item 8, Earnings Withing Order for State Taxes is option 8E. The total garnishment 
amount goes in Item 9. Since Item 8 and Item 9 are not changing, these Items must be 
the same from when it was originally established. 

 
Step 3: Complete Item 11. You have two options: 

1. Fill out 11B for Max amount (the system will take up to $50.00 per month). This 
option will automatically adjust based on disposable income. 

Or 
2. Fill out 11D (the system will take exactly $50.00 per month). If you use this 

option, it is your responsibility to make sure to calculate correctly to prevent over-
garnishing an employee’s wages. If the disposable income could not cover 
$50.00, it will not take anything at all. 
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Step 4: You must complete Item 12-15. 

 
Step 5: Upload to ConnectHR using the correct drop-down options.  

 
Modify Existing Garnishment with a new Total Amount Change 
Scenario: Your employee has an established garnishment deduction on the system for 
State Tax Levy of $1,234.56, and it has the original effective of 04/24/2024. In July 
2024, the levy was modified to a maximum monthly deduction of $50.00. 
In September 2024, you received a letter changing the total garnishment amount.  The 
new amount is now 654.32.   
You will need to modify the existing garnishment that is on the system.  
Step 1: Complete Items 1-7. 

• Item 5: The Effective Date must be the original effective date of 04/24/2024. You 
are modifying the existing garnishment on the system, and it must match what is 
already on the system. 

• Item 6: Select “Modification or Correction of Item”. In the line next to it, you must 
include the Item that is being modified. Here, we will be modifying 9.
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Step 2: Complete Items 8 and Items 9. 

• Item 8: Earnings Withing Order for State Taxes is option 8E.  

• Item 9: Since the total garnishment amount is changing, you will need to do some 
calculations to fill out the form correctly. 
1. Check the employee’s Pay History to see how much this employee has 

already been deducted for this state tax garnishment. You see that $700.00 
have already been deducted. 

2. Add the deducted amount to the new total requested. $700.00 + $645.32 = 
$1,354.32. 

3. The new total for the system is 1,354.32. With this amount in the system as 
anew total, the system will satisfy when $654.32 has been paid. 

4. In Item 9, enter $1,354.32. 

 
Step 3: Complete Item 11. 
Since the current garnishment has a maximum amount to be deducted of $50.00 per 
month on the system, you must mimic that on this form. 

 



November 1, 2024  22 
 

Step 4: You must complete Item 12-15. 

 
Step 5: Upload to ConnectHR using the correct drop-down options.  
 

Cancel an Existing Garnishment 
Scenario: Your employee has an established garnishment deduction on the system for 
State Tax Levy of $1,234.56, and it has the original effective of 04/24/2024. In July 
2024, the levy was modified to a maximum monthly deduction of $50.00. In September 
2024, the total garnishment amount was modified to $1,354.32.  
In December 2024, you received a terminator order. You will need to cancel the existing 
garnishment that is on the system.  
Step 1: Complete Items 1-7. 

• Item 5: The Effective Date is now today’s date.  

• Item 6: Select “Cancellation of Garnishment”. In the line next to it, you must 
include the original effective date. In this scenario, that would be 04/26/2024. 
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Step 2: Complete Items 8 and Items 9. 

• Item 8: Earnings Withing Order for State Taxes is option 8E.  

• Item 9: Enter in the Total Garnishment Amount that is shown on the system. Do 
not fill it as $0.00 or to leave it blank. In this scenario, Item 9 is $1,354.32. 

 
Step 3: Complete Item 11. 
Since the current garnishment has a maximum amount to be deducted of $50.00 per 
month on the system, you must mimic that on this form.  
Do not fill out $0.00 or leave it blank if the employee has a Maximum Garnishment 
Amount (11B) or Specific Amount (11D) established. 

 
Step 4: You must complete Item 12-15. 
Even though this is to cancel a current garnishment deduction, Item 12 must be 
completed. Do not leave blank. 

 
Step 5: Upload to ConnectHR using the correct drop-down options.  
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