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Scope

This document covers the policies and procedures in the checking the daily time
record and payroll file in preparation of payroll, processing of payroll and sending

of pay slip.

Ownership

The AVP-Finance/ Finance Manager is responsible for ensuring that this document
is cascaded to all concerned personnel and that it reflects actual practice.

Policies

1. Payroll shall be credited every 15t and 30th or 315t of the month, if it falls on non-
working day this shall be credited a day before.

2.Cut-off for overtime report, attendance report and adjustments shall be every 10th

and 24t of the month.

3.All required reports shall be forwarded to Outsourced Payroll Service every 11t

and 25th of the month.

4.Pay slip shall be distributed and posted upon confirmation by the finance

manager to close the payroll.

5. AVP-Finance/ Finance Manager and Human Resources Manager shall check and
ensure the correctness and completeness the following in the Daily Time Records
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(DTR) and/or Payroll File.
+ Attendance Records
 Overtime
* Filing of Vacation or Sick Leave
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Procedures

| Start |
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HR Manager

Generates Daily Time
Record (DTR) from
outsourced payroll
service system
(Salarium)

A 4

HR Manager

Validates the DTR
Checks for any
discrepancy(ies)

HR Manager

Calls the department
leader(s) to validate
discrepancy(ies) Yes
found.

Coordinates with
Qutsourced Payroll
Service regarding the
discrepancy(ies)

!

With
Discrepancy?

6.

HR Manager

Sends final DTR to
Qutsourced Payroll
Service through email

v

O

Outsourced Payroll
Service

AVP-Finance/
Finance Manager

Sends Payroll file to the
AVP-Finance/ Finance

Manager and copied in
the HR Manager

A 4

8. Checks payroll file
forwarded by

With
Discrepancy?

AVP-Finance/
Finance Manager

1. Routes authority to debit
and payroll file to
authorized signatories

12. Sends payroll file to bank
once payroll file and
authority to debit are
sighed

13. Requests outsourced
service to close payroll
period for printing of pay
slip

14. Post journal entries to
system

End

AVP-Finance/
Finance Manager

9. Coordinates with the
department
leader(s) to validate
discrepancy(ies) in
the payroll file.

10. Coordinates with
Outsourced Payroll
Service regarding
the discrepancy(ies)
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