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John Griffin, Chief Financial Officer

Title:
Procedure to document the duties and responsibilities of The University Corporation Human Resources and Payroll Departments concerning personnel and payroll.

Statement

This procedure is established to ensure the proper segregation of duties and responsibilities between Human Resources and Payroll Department personnel. 

Purpose

To provide The University Corporation, (TUC), with a procedure that identifies and segregates the duties and responsibilities connected with entering and maintaining employee payroll information.

Procedure

TUC Payroll and Human Resources personnel are responsible for creating, maintaining, processing, and reporting payroll information for all TUC employees.  This procedure will list the responsibilities and duties for each department.

Human Resources Department Responsibilities - 

1. Posts all new employee information into the Automatic Data Processing, (ADP), payroll system.

2. Maintains employee information on ADP system.  Employee maintenance includes name changes, address changes, etc.

3. Enters all salary and wage adjustments.

4. Enters all benefit deductions amount.

5. Prepares check requests for benefit providers.

6. Enters all terminations.

Payroll Department Responsibilities -

1. Enters any social security number changes

2. Enters all retirement information and verifies retirement deduction amounts

3. Performs semi-monthly payroll-processing function. 

4. Process direct deposit directions.

5. Process all employee garnishments.

6. Creates payroll information reports from ADP system as required.

7. Distributes checks to respective department managers.

8. Verifies all payroll tax deductions and associated tax returns produced by ADP. 

9. Performs the reconciliation of employee W-2 data. 

10. Provides assistance for all audits.

11. Maintains employee payroll files.

12. Inputs sick time and vacation monthly accrual rates and adjustments for JE upload to Peoplesoft. Runs quarterly reports and distributes to managers sick and vacation balances for their employees.
13. Reconciles payroll information to the General Ledger.

14. Runs reports for HR giving them the info. necessary to know when an employee has meet the eligibility requirements for enrollment in the retirement program. Payroll will input the enrollment info. into ADP. 

15. Prepares the report and upload to TIAA-Cref for retirement contributions within 2 business days after payday.  Prepares the JE to record the wire transfer.

The ADP system administrator is the Accounting Manager.  The system administrator establishes security levels and rights to each ADP module. 
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