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	Purpose:
	To safeguard (ORGANIZATION NAME) finances through proper documentation of payroll.
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	· 
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Text of Policy:

Time sheets are used for attendance and allocation of employee's time to programs.  The timekeeping is separate from payroll preparation.  Time sheets are completed by employees and contractors on the (ORGANIZATION NAME) server.

· Salaried employee time sheets are submitted to the CEO.  After salaried employee time sheets are checked and approved they are forwarded to the CFO for payroll preparation.  

· Hourly wage employee time sheets are submitted to their supervisor.  After hourly employee time sheets are checked and approved they are forwarded to the CEO for approval and then to the CFO for payroll preparation. 

· The supervisor or CEO initials changes on timesheets. Employee time sheets are maintained in sufficient detail to allow for allocations of payroll costs to specific programs, grants, contracts, or cost-reimbursement agreements.

· The supervisors and CEO check the timesheets for accurate computations of payroll period hours, overtime approval from supervisors, vacation and sick time requests and approval, unapproved erasures and alterations, and verify pay rates.  The payroll is subject to final approval by the CEO

The total W-2 wages for the year are reconciled to the general ledger with the payroll register.  Other payroll related reports are prepared by the CFO.

Detailed leave of absence records, as well as vacation and sick leave are kept on each individual employee, which are reconciled to the payroll account.  Accrued vacation due each employee is booked as a liability and reconciled annually.

All documentation related to payroll transactions are kept in the payroll record file.

An accounting of the payroll tax liability and payments will be provided to the (ORGANIZATION NAME) Executive Committee on a quarterly basis as a part of the financial statements/report.

