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Payroll Checks
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	Purpose:
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Text of Policy:

Payroll checks contain detail of gross pay and deductions.  An adequate system exists for distributing payroll costs to the proper accounts, programs, grants, and other functions.  The CFO reviews and reconciles gross and net pay amounts as shown on tax returns to total payroll on the payroll register and general ledger.

Payroll checks are pre-numbered, used in numerical sequence by date of payroll and employee (121501, 121502).  Net amounts are then entered into the bank system for direct deposit into employee specified accounts.  

If the employee(s) does not have “direct deposit” then the employee(s) receives a signed check from the CEO.  The payroll check is placed in an envelope and distributed to the employee(s) on the appropriate day.  Checks not distributed are placed in the mailbox of the employee(s).

The first week of each month, after employee timesheets from the prior month are reviewed and entered, the agency shall give each employee a written earnings statement covering the pay period and must contain the following:

· The name of the employee;

· The rate of pay;

· The total amount of pay earned by the employee during the pay period;

· Any deduction made from the employee’s pay and the purpose of the deduction;

· The amount of pay after all deductions are made;

· The total number of hours worked by the employee if the employee’s pay is computed by the hour.

An earnings statement may be in any form determined by the employer.  The information required may be stated on a check voucher or bank draft given to an employee for the employee’s wages.

