EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.

ADMINISTRATIVE MANUAL

PAYROLL ACCOUNTING
POLICY:
Payroll shall be processed every two weeks.

PROCEDURE:
Payroll accounting shall include preparation of payroll checks and W-2s.

Payroll shall be prepared by the Administrative Assistant.

Payroll documentation shall be on Attendance Record Forms.  Employee Leave Request Forms shall document absences.  All wage rates and payroll deductions shall be documented in writing using the appropriate form.

All payroll taxes shall be paid as required by the IRS.

The in-house Accountant shall prepare quarterly and year-end State/Federal reports.
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