

Page | 2

[image: ]Payroll Administration

Standard Operating Procedure — Per-Pay-Period Control Checklist
How to use.  Run this checklist once per pay cycle, working top to bottom so each step builds on the one before it. Tick each box as you complete it, then initial and date the section once every item clears. If something doesn't match or can't be completed, don't skip it: log it as an exception and resolve it before the payroll is finalized. Thresholds, deadlines, and provider steps vary, so confirm them against your plan document, service agreements, and state rules before each new plan year.
	Pay Period
	Click or tap here to enter text.	Pay Date
	Click or tap to enter a date.
	Pay Frequency
	Click or tap here to enter text.	Payroll Run #
	Click or tap here to enter text.

	Entity / Location
	Click or tap here to enter text.	Plan / Provider
	Click or tap here to enter text.

1   Pre-Processing — Data Intake
☐  Timekeeping — hours collected, manager-approved, cutoff enforced
☐  New hires — set up with W-4, state withholding, direct deposit, I-9 on file
☐  Terminations — final pay per state timing; benefits and COBRA handled
☐  Status changes — FT/PT/LTPT, exempt/non-exempt, work state, department updated
☐  Rate changes — promotions, raises, and retro adjustments captured
☐  One-time pay — bonus, commission, severance, reimbursements entered
☐  Leave & PTO — balances updated; unpaid leave flagged
☐  Deductions — benefit, HSA/FSA, and other changes applied
☐  Garnishments — order current, correctly prioritized and capped
☐  Cash advances — capped
☐  Deferral elections — new enrollments, rate changes, and opt-outs applied
☐  Auto-enrollment — defaults set for newly eligible
☐  Auto Escalation— ensure escalation runs on schedule
☐  Loan repayments — new loans, payoffs, and re-amortizations current
2   Calculations — Gross to Net
☐  Gross pay (W2) — hours × rate, salary, and overtime at the correct multiplier
☐  Overtime — computed per FLSA and applicable state rules
☐  Imputed income — taxable fringe benefits added
☐  Pre-tax deductions — medical, HSA, FSA, and pre-tax deferrals applied
☐  Compensation (plan definition)  — verify plan definition of compensation
☐ $150k FICA wage indicator — current year wages over $150,000 flagged for Roth catch up
☐  Deferrals — calculated on the plan's compensation definition
☐  Roth split — pre-tax vs. Roth allocated per election
☐  Pre-tax Catch-up — age-50 contributions applied for employees at or under FICA threshold
☐  Roth Catch-up — age-50 contributors applied as Roth employees over the FICA threshold
☐  Employer contributions — match, nonelective, or profit-sharing accrued
☐  Statutory limits — 402(g), 415(c), and the compensation cap monitored
☐  Tax withholding — federal, state, local, and FICA (SS base, add'l Medicare)
☐  Post-tax deductions — applied in correct priority order
☐  Net pay — computed; zero or negative net flagged
3   Review & Reconciliation
☐  Register review — read line by line for anomalies
☐  Variance — vs. prior period explained (headcount, gross, tax, deductions)
☐  Control totals — gross-to-net ties out
☐  Contribution tie-out — deferral and employer totals match the file
☐  Funding tie-out — employer total matches the amount to be funded
☐  Exceptions — logged with owner and resolution
☐  Off-cycle items — manual checks documented and reconciled
4   Approval — Segregation of Duties
☐  Preparer — completed and self-reviewed
☐  Reviewer — independent review complete
☐  Approver — authorized release granted
5   Disbursement & Funding
☐  Check balance in funding account  — request fund transfer if needed
☐  Direct deposit — ACH file transmitted; prenotes handled
☐  Live checks — printed and distributed; positive-pay file sent
☐  Tax deposits — federal and state scheduled per deposit frequency
☐  General ledger — entries posted or interfaced
6   Retirement Plan Remittance
☐  Contribution file — generated per recordkeeper spec / 360 payroll integration
☐  Error Correction — ensure corrections in prior contribution file are processed
☐  File validation — totals reconciled to the register before send
☐  Employee money — deferrals and loan repayments remitted as soon as administratively feasible
☐  Safe harbor contributions — deposited no later than the 7-business-day window
☐  Employer money — funded by the applicable plan deadline
☐  Transmission — file sent; recordkeeper confirmation received
☐  Reconciliation — remitted amount ties to register and funding
☐  Rejects — suspended or rejected records resolved and re-remitted
☐  Late deposits — flagged for correction (VFCP / EPCRS if needed)
7   Post-Processing & Recordkeeping
☐  Posting confirmation — recordkeeper posting reviewed
☐  Posting reconciliation — matches remittance detail
☐  Archive — registers, journals, and files retained per policy
☐  Tax filings — 941, state, and local queued; year-end forms tracked
☐  Exception log — closed out; open items carried forward
☐  Audit trail — approvals, files, and confirmations retained
Sign-Off
	Role
	Name
	Signature
	Date

	Preparer
	Click or tap here to enter text.	
	Click or tap to enter a date.
	Reviewer
	Click or tap here to enter text.	
	Click or tap to enter a date.
	Approver
	Click or tap here to enter text.	
	Click or tap to enter a date.
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