HOLY NAMES COLLEGE
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In order to insure that Human Resources and the Business Office are able to process all transactions correctly and efficiently, the following procedures and timelines have been instituted.  It is hoped that this information will enable departmental managers and budgetary authorities to manage their personnel, budgets and operations more effectively.  The currently authorized forms to be used to process the transactions discussed in this document are available from the Business Office and are posted on the intranet at http://pucon.hnc.edu/departments/index.html

PAYROLL

Holy Names College has a monthly payroll system for faculty, staff, hourly and FWS employees, with payday being the last day of each month.  If the last day of the month is a Saturday, Sunday or holiday, paychecks will be issued on the workday before.  All faculty paychecks are mailed the day before payday.  If a staff employee is not at work on payday (e.g., vacation) his/her paycheck will be mailed to the most recent address given to HNC Human Resources or Payroll. To insure prompt and efficient deposit of paychecks into employee accounts, direct deposit of paychecks is available and encouraged for all employees.  Employees should note that there is a charge of $45.00 for replacement of a lost paycheck.

DIRECT DEPOSIT

Employees who wish to sign up for direct deposit should complete and return the required form and deposit slip or voided check to Human Resources as quickly as possible.   Employees should be aware that it takes a minimum of 2 monthly payroll cycles before direct deposit will begin.  The paychecks you receive should be checked each month to insure when direct deposit actually begins.

FACULTY RECRUITMENT AND PAYROLL

To begin the faculty appointment process, the budgetary authority should submit an authorized Faculty Contract Request form to the Office of the Vice President of Academic Affairs.  In order for faculty to be set up on the payroll system and receive a paycheck, the following documentation must be received by Payroll, from the Office of Academic Affairs, five (5) working days prior to a pay period (i.e., the 23rd of the month

· A completed and properly signed faculty contract.

· A completed and signed W-4 form (Adjunct faculty who did not teach in the prior academic term must complete a new W-4).

· Verified I-9 form (this is required for all first-time HNC employees and must be completed in person with the Office of the Vice President of Finance & Administration).

· Copy of Social Security Card and Drivers License or School ID

In the event a class is cancelled, it is the responsibility of the department director (budgetary authority) to notify the Payroll Department in writing that the faculty contract should be cancelled.

If there is a change in the terms of an existing faculty contract, a new contract marked “revised” should be prepared and submitted to the Office of Academic Affairs.

If a full time faculty contract is not renewed, it is the responsibility of the budgetary authority to notify the Human Resources Department so that benefits can be terminated.

STAFF RECRUITMENT AND PAYROLL

To begin the staff recruitment process for salaried, temporary or hourly staff, the

budgetary authority should submit an authorized    to the Director of Human Resources.   For these employees to be set up on the payroll system and receive a paycheck, the following documentation must be received by Human Resources five (5) working days prior to a pay period (i.e., the 23rd of the month).  The following documentation is required:

· A completed and properly signed staff appointment letter.

· A completed and signed W-4 form. 

· Verified I-9 form (this is required for all first-time HNC employees and must be completed in person with the Director of Human Resources).

· Copy of Social Security Card and Drivers License or School ID

As this area has been a repetitive concern in our annual audit, no paycheck will be issued unless the properly completed documentation is received by the Payroll Office by the designated time.

FWS PAYROLL

For FWS employees to be set up on the payroll system and receive a paycheck, the following documentation must be received by Payroll, from the Office of Financial Aid, five (5) working days prior to a pay period (i.e., the 23rd of the month).  The following documentation is required:

· A completed and properly signed FWS contract (from the Office of Financial Aid)

· A completed and signed W-4 form 

· Verified I-9 form (this is required for all first-time HNC employees and must be completed in person with the Office of Financial Aid).

· Copy of Social Security Card and Drivers License or School ID

It is the responsibility of the Financial Aid office to monitor FWS employee hours and to notify departmental supervisors when FWS employees have reached their maximum earnings.

BENEFIT ELECTIONS OR CHANGES

New employees should meet with the Director of Human Resources as soon as possible upon employment to make benefit elections and complete the required forms.  As there are a variety of waiting periods and other issues related to benefits enrollment, early completion of forms is critical to receiving coverage.   Salary deductions for employee health care costs are made beginning with the paycheck immediately preceding the month in which coverage begins (Health care is pre-paid).

Current employees wishing to change benefit plans elections should see the Director of Human Resources.  Changes will be processed as soon as practical or during appropriate open enrollment periods.

HOURLY AND FWS EMPLOYEE TIME SHEETS

Hourly employees, and FWS students are required to submit a time sheet in order to calculate payroll so that they may receive a paycheck.  To allow adequate time for input and processing, all time sheets are due in the Business Office by 3:00 PM on the listed due date of each month (see attached schedule).  The time sheet MUST be signed by the individual’s supervisor.  Hourly and FWS employee timesheets received after the 3:00 PM deadline will not be processed until the next month’s regularly scheduled payroll.

SALARIED (STAFF) TIME SHEETS

All Salaried employees must submit a time sheet (signed by the area supervisor) to Human Resources by the 5th of the month following the month for which the time sheet was completed, whether or not any vacation/holiday/personal time/sick days have been taken.  The purpose of the monthly time sheet is to ensure timely recording of vacation, holidays, personal, and sick days, so that payroll reporting of available hours is up to date and accurate.   

EMPLOYEE TERMINATIONS

In order to comply with California law that terminating employees be paid in full on their last work day, the final time sheet, resignation letter and termination forms must be received in the Human Resources Office five (5) working days before the individual’s last day of employment.

BUSINESS OFFICE HOURS

The Business Office will be open to the public and employees Monday though Friday from 10:00 am – 12 noon and again from 2:00 p.m. – 4:00 pm.  This will allow the Business Office staff time during the work day to process payroll and check requests without the disruptions that occur when the office is open to the public.  Invoices, cash receipts and check requests may be deposited in the door mail slot when the office is closed and will be processed in a timely fashion.

PETTY CASH

Individual expenses under $50.00 are to be reimbursed through the Business Office petty cash fund rather than being submitted for check reimbursement.  Petty cash is available from 10:00am to 12:00 noon and from 2:00 to 4:00pm on Tuesdays and Wednesdays.  When requesting petty cash reimbursement, please complete a Request for Payment form, attach original receipts (no photocopies), provide the account number(s) to be charged, and obtain approval by the appropriate budgetary authority.
ACCOUNTS PAYABLE SCHEDULE

Accounts Payable prepares payments to vendors and all others who are not paid through the payroll.  The documentation required for a check to be prepared is either an approved invoice or an approved check request form with supporting documentation attached.  Check request forms are not necessary when there is an invoice from a vendor.  Account numbers and approvals can be written on the face of the invoice.

The College prepares accounts payable checks on a weekly basis in accordance with the attached schedule.  All properly completed and approved invoices and Request for Payment forms received in the Business Office by  5:00pm on Monday will be processed, and checks will be available for pick-up beginning at 2:00pm on Friday.  Invoices and check requests received after the weekly deadline will be processed and checks will be available for pick-up beginning at 2:00 pm on the next payment date.  When Friday is not a working day, checks will be available on the Thursday before.  

Requests for payment outside of this schedule require the approval of the Vice President for Finance and Administration.

PURCHASE ORDERS

The College has blank purchase order forms for use when specifically requested by an outside vendor.  As the College has established credit accounts with most of it’s vendors, purchase orders are not necessary.  Purchase orders should not be prepared unless specifically required by a vendor.  The Controller must sign all purchase orders for them to be valid.  Completed purchase orders with supporting information sent to the Business Office will be signed and returned within three (3) working days.

At year end close (each June 30), purchase orders may be used to reserve funds from the fiscal year when invoices have not yet arrived.  Approved Purchase Orders MUST be received by the Business Office by 5:00 pm  on June 30 in order to encumber funds.

MONTH END CLOSING INFORMATION

All departments who provide information or reconciliations that must be recorded in the financial records, must provide that information to the Business Office by 5:00 pm by the 5th of the month following the month for which the information applies.  Information received after this deadline will be posted to the following accounting period.

NON-SALARY LINE ITEM BUDGET ADJUSTMENTS

Transfers of budgeted amounts between non-salary accounts can be made with the approval of the area Vice President.  Approved budget adjustment forms must be received by the Vice President of Finance & Administration by the 25th of each month in order to be processed and reported in the next budget report.  All budget transfers must be made in whole dollars, no cents.  

SALARY LINE ITEM BUDGET ADJUSTMENTS

Transfers can be made between salary and non-salary accounts only with the approval of the President. 

SPECIAL REPORT REQUESTS

Requests of the Business Office to prepare special reports or analyses should be made by memo or e-mail to the Controller.  Details of items being requested and purpose are helpful in preparing the requested report.  Usually such reports are completed within three (3) working days from receipt of the written request.  If the Business Office is unable to meet the three working-day time frame, the Controller will contact the requestor and notify them as to when a report can be expected.

BUDGET REPORTS

The Business Office prepares departmental budget versus actual expenditure reports, on a monthly basis.  These reports are forwarded to the President and each Vice President on the 10th of the month reflecting all transactions through the end of the previous month.  They are then distributed to the individual department budget managers.  These reports include a detail of expenses charged to each department’s account.  It is the responsibility of departmental budget managers to review these reports each month.  Any questions and/or corrections must be received in the Business Office by the 20th of each month so they can be researched and, if necessary, adjusted prior to month end.

