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PROCEDURE:
SALARIES - CAREER SERVICE, OPS, AND STUDENT EMPLOYEES

I.
Week #1 and Week #2 - This reflects the two weekly periods covered under the biweekly period.  Weeks start on Saturday and end on Friday.

II.
Worked Hours - Record total hours worked as reflected on the employee's weekly time sheet or clock card, using blue or black pen only.  Worked hours reflect the time the employee is actually on duty.

III.
Sick Leave - Record total hours and dates, within pay period noted at top of certification, for absence from work which was charged to sick leave.  A sick leave report must be completed.  When an employee is absent more than two weeks, complete one absence form for each biweekly pay period.  

IV.
Personal Leave - Record total hours and dates for absence from work charged to personal leave.  A personal leave request form must be completed.

V.
Vacation - Record total hours and dates absent from work charged to vacation time.  A vacation request form must be completed.

VI.
Holiday - Record hours and dates of absences due to holidays.

VII.
Total Hours - Record the total hours for which the employee should be paid.

VIII.
Overtime - Department - Record total overtime worked for your department in the column designated "Overtime Department."  It will not be necessary to prepare a weekly overtime report for departmental overtime.

IX.
Overtime - Other - Record total overtime worked for departments other than the regular assigned department in the column designated "Overtime Other."  A weekly overtime report must be pre-pared and approved by the budget supervisor for which the overtime was worked.  The overtime report will be forwarded to the employee's home department and attached to the biweekly Payroll Certification.

X.
New Employee - Write in name and social security number of new employee(s) under the column designated for "Name."  Record the hours worked under the total hours column for each week.  Normally, blank space is available at the top of the supportive and student section on the Payroll Certification sheets.  If such space is not available, use blank sheets provided by the Payroll Office for this purpose.

XI.
Student Assistants and Workstudy Employees - Write in the name and social security number of the new student(s) on the Payroll Certification sheets if the name is not preprinted, and record the hours worked in the same manner as the regular employees.

If time is being reported for a period other than the scheduled pay period, make a notation under the student's name "for the pay period of _____________," and record the hours.

XII.
Terminations and Transfers - Enter actual last working date in your department beside the employee's name.

XIII.
Signature - Budget supervisor must sign the Payroll Certification.  (Facsimile signature will not be accepted.)  If the budget super-visor is absent when the Payroll Certification is due, it may be signed by the person authorized to sign his/her name.

The following items are explained for information purposes.  This information will be preprinted by Data Systems if it is available when Payroll Certification is prepared.

XIV.
Salary and Hourly Rates of Pay - This line states the budgeted biweekly salary, hourly rate of pay, and overtime hourly rate of pay for any hours worked in excess of forty (40).

XV.
Payroll Control Code - This reflects the expense classification charged for the employee's salary.

XVI.
Hours - This is the budgeted biweekly hours.

History:
Amended - 11/30/09; 5/29/98.  Filed - 5/29/98.  Effective - 5/29/98.
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