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Index—Payroll Best Practices

401(k) plan
Automation of enrollment in, 32
Deductions, 26–27
Event trigger, 113
Immediate eligibility in, 33
Linkage to payroll system, 114–115
Policy, 166

Account reconciliation, 147–148
Accrued vacation in payroll remittance,

30–31
Activity calendar, 97–99
Advances policy, 166
ATM installations at company locations,

61
Auditing

Of commissions paid, 79
Reports, 146–147

Backlog, elimination of, 104
Backup system, 139–140
Bank account reconciliation, 147–148
Bar-coded time clocks, 17–18
Benchmarking, 1–2
Benefit

Administration outsourcing, 88–89
Cost per employee, 161–162
Self-service, 36–37

Best practices
Duplication of, 5–6
Implementation plan, 185–189

Biometric time clocks, 18–19
Buddy punching, 19

Calendar, activity, 97–99
Carry-forward balances, 150
Cellular phone time tracking, 21–22
Centering, process, 105–106
Certifications, 102–103
Certified Payroll Professional, 103

Checklist, year-end, 109–110
Checks

Delivery of, 52–53
Isolation of printing area, 141

Child support garnishment payments,
115–116

Clear cards, 54–55
Commission

Accrual calculation, 81
Auditing of, 79
Automated calculation of, 73–74
Calculation of final payment, 76–77
Inclusion in payroll payment, 77–78
Payment based on cash received,

75–76
Payment interval, 78–79
Policy, 167
Posting on intranet site, 80
Rates issuance, 72
Simplification of, 69–71
Terms table, 71–72

Common paymaster rule, 122–123
Compensation management software, 74
Computer kiosks, 166
Consolidation of payroll systems, 18–129
Controls

Lack of, 8
Payroll, 139–151

Copy protection features, 142–143
Cost-benefit analysis, 3
Cross-training, 101–102
Cycles, minimization of, 106–107

Data warehouse, 135–136, 136–138
Databases, linkage of, 111
Debit cards, see Payroll cards
Deductions

For employee purchases, 23–25
Minimization of, 26–27
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Negative, 145
Dental deductions, 26–27
Direct deposit

Outsourcing, 84
Payments, 49–52
Policy, 166
Pre-notification, 144
Requirement for online remittance

viewing, 60
Document imaging, 133–135

E-mailing of payroll remittances, 57–59
Electronic pay, 188
Employee

Advances policy, 166
Benefit cost, 161–162
Event linkage to payroll system,

112–114
List, 147
Purchase deductions, 23–25
Revenue per, 162–164
Self-service, 35–38
Termination payments, 149–150
Transaction fees, 153–156
Wages, annualized, 160–161

Employment verification requests,
117–118

Enterprise
Resources Planning, see ERP system
Workforce management system,

130–131
ERP system linkage to outsourced

payroll database, 90–91
Error

Checking reports, 144–145
Rate, 156–157
Review, 103

Ex-pat payments, 29
Exception time tracking, 16

Fair Labor Standards Act, 139–140
FAQs on intranet site, 118–119
Fax-back of payroll forms, 46–47
Fingerprint scanning, 141–142
Flexible spending account

Cards, 55
Deductions, 26–27

Folder
Automated machine, 62–63
Dated, 108

Forms
Data warehouse, 136–138
Fax back, 46–47
Posting of on intranet site, 41–42

Fundamental Payroll Certification, 103

Garnishment
Automation of transaction, 33–34
Child support, 115–116
Fee, 28–29

Group term life insurance
Exclusion limit, 27–28
Payment policy, 166

Headcount, proportion of to payroll
entries, 158–159

Help desk, payroll, 119–120
Honor system

Time tracking with, 14–15
Human resources

Database, 111
Department merger with payroll

department, 112
Integration with payroll system,

129–130

I-9 form, electronic storage of, 45–46
Imaging, document, 133–135
Implementation plan, 185–189
In-pat payments, 29
Incentive cards, 56
Incentive compensation management

software, 74
Income verification requests, 

117–118
Ineligible family members, 151, 167
Inter-company fees for manual

paychecks, 62
Intranet site

Posting of commissions on, 80
Posting of FAQs, 118–119
Posting of forms on, 41–42
Posting of payroll remittances on,

59–60
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IRS
Letter-forwarding service, 63–67
Life insurance exclusion limit, 27–28
Withholding calculator, 38

Job costing, avoidance of, 15–16

Legacy payroll systems, 138
Life insurance deductions, 26–27

Management best practices plan,
185–186

Manager self-service, 116–117
Manual paychecks

Intercompany fees for, 62
Updating of payroll database,

148–149
Master training schedule, 101
Medical deductions, 26
Microprint border, 142
Measurements, 153–164, 188–189
Mobile phone time tracking, 21–22
Moving expense relocation cards, 56–57

New hire reporting, 85

Off-peak
Payroll approval policy, 167
Payroll processing, 107–108
Transaction processing, 104–105

Online analytical processing tool, 135
Option tracking

Automation of, 34–35
Outsourcing

Of benefits administration, 88–89
Of tax filings, 89
Of the payroll function, 84–86
Of unemployment claims

administration, 91
Of W-2 form creation and delivery,

89–90
Web-based, 86–87

Pay codes, reduction of, 13
Pay

Distribution procedure, 180–184
Improvement plan, 188

Raise report, 44
Structure policy, 168
Structure simplification, 110

Paycheck
Automated folder and sealer, 62–63
Unclaimed, 63–67

Payroll
Cards, 53–54, 166
Checklist, 109–110
Cycles, minimization of, 106–107,

107–108
Database, linkage of, 111
Department merger with human

resources, 112
Entries compared to headcount,

158–159
Help desk, 119–120
Integration with human resources

system, 129–130
Linkage to 401(k) plan, 114–115
Linkage to employee events,

112–114
Management best practices plan,

185–186
Processing procedure, 174–179
Records backup system, 139–140
System consolidation, 128–129

Payroll remittance
E-mail issuance, 57–59
Posting of on intranet site, 59–60
Vacation accrual inclusion in, 

30–31
Pension notification, 113
Personal leave days, elimination of,

13–14
Policy

List for payroll best practices,
165–168

Manual, 96–97
Positive pay, 143
Post-implementation review, 4, 8
Pre-notification, direct deposit, 144
Prepaid debit cards

Flexible spending account, 55
Incentive, 56
Relocation, 56–57

Prepayments, disallowance of, 25–26
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Procedure
Examples, 168–184
Manual, 96–97

Process centering, 105–106
Programming, custom, 7
Purchases policy, 166

Records backup system, 139–140
Relocation cards, 56–57
Reminder, automated timekeeping, 21
Report

Audit, 146–147
Automated step increase, 44
Elimination of, 40–41
Error-checking, 144–145

Revenue per employee, 162–164
Review, post-implementation, 4

Salaried positions, 12
Sealer, automated, 62–63
Self-service

Employee, 35–38
Implementation plan, 187–188
Manager, 116–117

Service-level agreement, 121, 167
Sick time

Carry-forward balances, 150
Tracking, 14–15

Software
Alteration of, 6–7

Stub, see Payroll remittance
System consolidation, 128–129

Tax
Filing, outsourcing of, 89
Negative, 145
Rate data warehouse, 136–138
Remittances, 84

Termination payments, 149–150
Testing

Lack of, 9
Volume, 3

Time clocks
Bar coded, 17–18
Biometric, 18–19

Time tracking
Exception, 16

Improvement plan, 186–187
Mobile phone, 21
Procedure, 168–173
Reminder system, 21
Vacation hours, 14–15
Web-based, 19–20

Training
Cross-, 101–102
Policy, 167
Program for, 99–101

Transaction
Backlog, elimination of, 104
Error rate, 156–157
Error review, 103
Fees per employee, 153–156
Storage in dated folders, 108
Volume reduction plan, 186

Trend analysis, 145–146

Unclaimed paychecks, 63–67
Unemployment

Claims administration, 91
Contributions, 124–125
Experience rating, acquisition of, 

125

Vacation
Accrual in payroll remittance, 30–31
Carry-forward balances, 150
Policy, 165
Posting in timekeeping system, 

31–32
Tracking, 14–15

Verification requests, automation of,
117–118

Void image on check, 142
Voluntary unemployment contributions,

124–125

Wages per employee, 160–161
W-2 form

Electronic issuance of, 42–44
Outsourcing of creation and delivery,

89–90
Ratio to W-2c forms, 157–158

W-4 form
Annual review notice, 42
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Event trigger, 113
Storage of on compact disc, 45

Watermark, 143
Web-based

Payroll outsourcing, 86–87
Timekeeping, 19–20

Withholding calculator, 38
Work-flow management system,

131–133
Workforce management system,

130–131
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