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The Payroll Task Force appointed by President Dusty R. Johnston met on various dates from October 8 through November 30 to review current practices and policies associated with the payroll process.  The committee was charged with reviewing the efficiency of  this process and making any necessary recommendations for improvement.

Much of the committee’s work involved gaining an understanding of the payroll process and reviewing the regulations and deadlines imposed by the state and federal government.  The committee then looked at the institutions policies and processes and then evaluated how to make it work more efficiently for all individuals and organization involved.   Michael Orf chaired the task force.

The strengths of the department, as well as recommendations for improvements are detailed in the following report.
Department Strengths

The following strengths were identified by the task force in regards to the current processes in payroll operations:

· All employees are paid in a timely fashion

· Payroll officer is available for questions regarding payroll 

· Payroll officer submits reports in a timely fashion

· Payroll officer monitors cash balance to ensure available funds

· The payroll officer and the human resources officer have a strong working relationship

Recommendations
· For classified employees

· After completing new hire documents with the division of human resources, all applicable paperwork will be forwarded to the payroll officer and entered into the accounting system prior to a new employee being allowed to begin work

· Must turn in time sheets signed by their immediate supervisor on previously established due date.  
· Time sheets submitted after due date will be processed in the following pay period

· If time sheets are not submitted on time, then supervisor will be notified. 

· Must submit leave forms signed by immediate supervisor in accordance with the terms listed in the employee handbook which states “"Application for sick leave is to be filed within two (2) days after the employee's return to work."
· Will be eligible for career service pay in accordance with policies and will be paid in the pay period of the anniversary 

· For non-classified employees
· After completing new hire documents with the division of human resources, all applicable paperwork will be forwarded to the payroll officer and entered into the accounting system prior to a new employee being allowed to begin work

· Must submit leave forms signed by immediate supervisor in accordance with the terms listed in the employee handbook which states “"Application for sick leave is to be filed within two (2) days after the employee's return to work."
· Will be eligible for career service pay in accordance with policies and will be paid in the pay period of the anniversary

· Part-time employees

· After completing new hire documents with the division of human resources, all applicable paperwork will be forwarded to the payroll officer and entered into the accounting system prior to a new employee being allowed to begin work

· Must turn in time sheets signed by their immediate supervisor on previously established due date.  

· Time sheets submitted after due date will be processed in the following pay period

· If part time employee time sheets are consistently not on time, then supervisor will be notified and corrective action will be taken

· Direct deposit of paychecks will be strongly encouraged for all full-time employees on payroll as of July 1, 2007

· Required for all full-time employees hired as of July 1, 2007

· Required for all full-time employees who will not be on the Melbourne campus on pay date as of July 1, 2007
· All so recommended that at some point in time it be offered to all part-time employees

· Recommended that president not have to sign each leave form – only those in line of direct supervision

· Direct deposit slips will be able to be viewed online and not handed out each pay period, possibly emailed to each individual

· All full time employees will be paid over the same number of pay periods 
· Make more effective use of software 

· Have payroll officer and other essential employees involved with payroll attend MIP software training 
