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2.41 Processing the Payroll

Nonprofit Organization’s pay period is bi-weekly from Saturday to the next week
on Friday. Payroll is processed the following Wednesday (see Paychex Payroll
Schedule (Exhibit A)

All changes and adjustments to the payroll must be made by Monday morning
10:00 AM of the pay week. Payroll must be transmitted to ADP by 5:00 PM on
Wednesday of payroll week. An extension until Thursday at 10:00 AM can be
requested from ADP.

Payroll Manager must complete the following steps before closing the pay period
in ADP so that no further changes can be made:

Step 1- Upload all CSV files downloaded from the electronic timekeeping system
into ADP. (Exhibit B)

Step 2- Total the number of hours on all paper timesheets received and enter
them into the ADP timesheet module.

Step 3- Ensure that all payroll changes for the pay period have been entered into
the ADP system.

The Payroll Manager then submits the payroll to ADP for processing (Exhibit C).
An e-mail is received from ADP when the following reports are available for
review.

Payroll Register Report (Exhibit C)

Personnel Change Report (Exhibit D)

Statistical Summary Recap and Detail Reports (Exhibit E)
Payroll Audit Report (Exhibit F)

* & o o

The Preliminary ADP Payroll Register Report is reviewed by the Assistant Payroll
Manager and then by the Payroll Manager. The review includes the following:

» Comparing and verifying that the data and changes on the forms received
from the Personnel Manager have been correctly input in ADP.

» Verifying that all changes listed on the Personnel Change Report are
accurate and have proper supporting documentation.

» Reconciling the total hours input from the electronic timekeeping system
and paper timesheets agrees to the total hours reported in ADP.

» Verifying that all changes to program allocations have been properly
recorded.

Once the Preliminary Payroll Register is reviewed by the Payroll Manager and
the Assistant Payroll Manager, a copy is sent to the Controller for review and
approval before the payroll is released.
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