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John Griffin, Chief Financial Officer

Title:
Payroll check distribution and new hire procedure for The University Corporation

Statement

This procedure is established to document the payroll check distribution and new hire process for The University Corporation, (TUC).  This procedure applies to employees for all operations of TUC.

Purpose

To provide The University Corporation with a procedure for the distribution of payroll checks and the processing of new hire information.

Procedure

1. Payroll Department personnel maintain payroll information for all TUC employees.  TUC utilizes an outside payroll service for its bi-monthly payroll processing.  Information is sent to this payroll service via modem.  

2. Paperwork for all new hires is forwarded to the TUC Human Resources Department from the CSUN Human Resources Department.  All TUC employees have a file on record with the CSUN Human Resources Department and TUC.

3. HR personnel input new hire information into ADP (payroll system) and thus establish an employee master file.  The information is forwarded to the Payroll Department, who in turn check to see that all information that is required for pay check creation has been obtained and is reflected in the ADP system.
4. ADP places sealed payroll checks and reports in a sealed container and ships them to TUC via a courier service.  The container is received and signed for by the payroll department personnel.  Payroll personnel open the container, sort the checks for distribution and prepare a sign-out sheet which accompanies the checks to all areas where they are distributed.  The Payroll register, New Hire report and Changes to employee’s master files report are given to the Accounting Manager or Chief Financial Officer for review.  In addition, a copy of the New Hire report and Changes to employee’s master files report is given to the Human Resources for their review. 
5. The Accounting Manager reviews and signs the Payroll Register before any check distribution.  The Accounting Services Manager also reviews and signs the new hire list.

6. The Payroll Department distributes the payroll checks and direct deposit advises.  All employees and/or department managers have to sign for their checks unless prior arrangements have been made to mail the checks.  Direct deposit advisements are distributed in the same method as payroll checks and are mailed to those remote employees that have chosen direct deposit. 

7. Monthly activity and labor distribution reports are distributed to department managers and account holders for information and verification.
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