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P6Hx23-5.910
PROCEDURE:
SALARIES - REGULAR EMPLOYEES

PURPOSE:

To provide for payment of salaries to college employees.

PROCEDURE:
PAYROLL CERTIFICATION

Purpose

I.
To provide positive certification of payroll for administrative, professional, and instructional personnel on a biweekly basis.

II.
To certify hours worked by career service employees on a biweekly basis.

III.
To enable eligible employees to be paid for overtime worked within pay period.

Distribution of Payroll Certification

Biweekly payroll certification will be issued in duplicate to all departments.

After the department completes the payroll certification, the distribution will be as follows:

I.
The second copy will be retained by the department.

II.
Original will be returned to payroll.

Time Limit for Returning Completed Payroll Certification to Payroll

All departments shall complete their payroll certifications and return them to the payroll office by the due date specified on the payroll certification.  Those departments that will have overtime worked on the Friday that the career service employees' certifications are due to payroll will forward their certifications to the Payroll Department in the Monday morning mail run.

If an error or omission should occur, call the Payroll Department immediately and follow up with a written memorandum signed by the budget supervisor.

This time schedule MUST be maintained or payroll checks will not be ready on payday.

Instructions and Explanations for Completing Payroll Certification

I.
Gross Pay - This is the scheduled biweekly salary that the employee is budgeted to be paid.

II.
Sick Leave, Personal Leave, Vacation Leave - Indicate the number of days absent from duty for the above reasons and code accordingly, using blue or black pen only.  Please contact the payroll office if there is any question concerning sufficient coverage.  Leave forms must be completed.

III.
Leave Without Pay - Record the number of days absent from duty because of professional or personal leave without pay.  A request for leave of absence form must have been completed and forwarded to the Human Resources office.  Do not use this column for temporary duty elsewhere or any other paid leave.

IV.
New Employees - Write the employee's name on the payroll certification in the space provided at the end of the certification.  

V.
Session Extra Pay Certifications - Approximately two weeks prior to scheduled pay date, teaching departments will receive certification for extra pay teaching loads.  Instructions for preparing the faculty and administrative section of the regular biweekly certifications apply to session extra pay certifications.  Be sure to write in any names of instructors not listed.  Absences from extra pay classes must be recorded on this certification.

The following items are explained for informational purposes.  This information will be preprinted by Data Systems if available when payroll certification is prepared.

VI.
Pay Period - This states the beginning and ending dates for the biweekly period covered.

VII.
Payroll Control Code - This reflects the expense classification that will be charged for the employee's salary.

History:
Amended 11/8/83.  Effective 11/8/83; 5/29/98.  Filed - 5/29/98.  Effective - 5/29/98.
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