
Personnel and Payroll

Personnel
When identifying the positions performing a task, both the primary and backup positions should be included.  Use the official job title and include the position control number (PCN) if more than one position shares the same job title [I1].
An Employment Status Maintenance Transaction (ESMT) form is prepared by _____________ for all new hires and personnel changes [I2a], receives independent review and approval from _____________________ [I2b], before being distributed to the appropriate state agencies [I2c].  
Job performance standards are reviewed annually, or upon significant change, by the supervisor and employee [I3]. Annual employee performance evaluations are conducted by the appropriate supervisor [I4].  
_______________ maintains a checklist of procedures to follow when an employee’s employment status, work tasks, and/or office location is changed significantly.  This checklist contains things such as check-in of keys, purchase or travel credit cards, and laptops; notification of Human Resource Management, EITS, and Payroll/NEATS/IFS, and ______________________ [I5].
Payroll for NEATS users
When identifying the positions performing a task, both the primary and backup positions should be included.  Use the official job title and include the position control number (PCN) if more than one position shares the same job title [I6].
Each employee shall identify their regular working hours in NEATS, as well as any overtime earned, flex earned or taken, or leave taken for the pay period [I7].
Any overtime worked shall receive prior approval from a supervisor [I8a]. If unable to obtain pre-approval, due to unforeseen circumstances, the overtime should receive supervisory approval as soon as possible.  Annual leave and furlough requests should be approved in advance (whenever possible) by a supervisor [I8b].  (If your agency has a specific requirement for leave requests, i.e. 5 working days in advance, state so here.) When out ill, a leave request shall be completed and submitted for approval upon returning to work.  
Employees are responsible for completing their NEATS timesheets and submitting them to their supervisor for approval [I9].  The supervisor will ensure that all time sheets with exceptions have the pre-approved leave entered via the automated leave request module (or paper backup documents) [I10].  The NEATS timesheet submittals are reviewed by _________________ (e.g., the pay clerk) to ensure no duplicate timesheets have been submitted [I11].  
If an employee is unable to submit a NEATS timesheet, their supervisor will submit and approve an accurate timesheet (with any hard copy leave slips on the employee’s behalf, if no automated leave requests) [I12a].  This timesheet is then attached to the Payroll Exception Report [I12b].  When the employee returns to work, they must sign a hard copy of any timesheet(s) submitted on their behalf to evidence agreement with the information entered in the system.  The signed timesheet is forwarded to _________________ (e.g., the pay clerk) for verification [I12c].

_______________, acting as the pay clerk, ensures all timesheets have been approved [I13a] and the NEATS generated payroll reports have been reviewed [I13b].

_____________________ reconciles the ESMT to the Payroll Register Report [I14a] and the Detail Cost List to the BSR [I14b].  ________________________, a supervisory position, reviews and approves these reconciliations [I15].

Payroll for Non-NEATS users

When identifying the positions performing a task, both the primary and backup positions should be included.  Use the official job title and include the position control number (PCN) if more than one position shares the same job title [I17].
The duties of compiling and entering payroll and reviewing and reconciling payroll reports to the Budget Status Report (BSR) are segregated among individuals.  (For smaller agencies where segregation of duties is not possible, compensating controls should be noted.)   [I18]
Any overtime worked shall receive prior approval from a supervisor [I19a]. If unable to obtain pre-approval, due to unforeseen circumstances, the overtime should receive supervisory approval as soon as possible.  Annual leave and furlough requests should be approved in advance (whenever possible) by a supervisor [I19b].  (If your agency has a specific requirement for leave requests, i.e. 5 working days in advance, state so here.) When out ill, a leave request shall be completed and submitted for approval upon returning to work.  

A supervisor reviews and approves, by signing, employee timesheet submittals [I20].  A supervisor, or designee, ensures receipt and completion of all timesheets [I21].    

_____________________ reconciles the ESMT to the Payroll Register Report [I22a] and the Detail Cost List to the BSR [I22b].  All exceptions are documented, initialed, and dated by the employee performing the reconciliation [I23].  ________________________, a supervisory position, reviews and approves, by initialing and dating, overtime earned and use of flex and leave time.  This position also reviews and approves the above reconciliations [I24].
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