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PAYROLL PROCEDURES

Effective Date: 1/9/09
Procedure: Deadlines for Submitting Payroll Information
The following deadlines have been established to allow for the efficient processing of payroll information.  PLEASE NOTE: these times are subject to change.  Up to date calendars are posted on the Human Resources Services website.

Bi-Weekly (Staff) deadlines:
During a Week Containing a Pay Day 

   Monday

· New Hire paperwork must be submitted to HRS in order to appear in the next pay cycle
NOTE:  New hire paperwork that is submitted with the Time Rosters or is submitted incomplete WILL NOT BE PAID on the next scheduled payday.

· Requests for Personnel Transaction (RPT) Forms

   Wednesday
· Paydays every other week – Direct Deposits are processed.  If the payday falls on a holiday, payday will occur on the day before the holiday.

· Time Rosters available for pickup in Human Resource Services

  Thursday
· Paychecks will be available for pickup in Human Resource Services.  Employees must have a valid photo ID to pick up their checks.

NOTE:  Employees WILL NOT be able to have others pick up a paycheck for them.

   Friday
· Employee Personal Changes (Personnel Data Forms): 

· Address Changes

· Electronic Funds Transfer Authorization Changes (Direct Deposit)

· W-4 Changes

· Deferred Compensation Changes

· Annuity Changes

· Extra Deduction Card Changes

During a Week without a Pay Day

   Monday

· Time Rosters due back in Human Resource Services

Semi-Monthly (Students) deadlines:

   1st of the month:
· Payday

· Direct Deposits: If the 1st is a holiday or a weekend day, direct deposits will be processed on the closest workday to the actual payday (example: if the 1st is a Saturday, direct deposits will be made on Friday, if the 1st is a Sunday direct deposits will be made on Monday).

· Paychecks:  Will be available for pickup in Human Resource Services the 2nd working day of the month.  Employees must have a valid photo ID to pick up their checks.

NOTE:  Employees WILL NOT be able to have others pick up a paycheck for them.

   2nd of the month:
· Time Cards are due to the student’s department contact
· Web Time entry begins for student payroll at http://www.umt.edu/dte  This date may vary but that information is available on the HRS website.  A web security form must have been completed, approved, and submitted to HRS before on-line entry can be accessed.
  12th of the month:
· New Hire Card or Graduate Contract 
· Change of Status Forms or Memos

· Employee Personal Changes:

· Address Changes

· Electronic Funds Transfer Authorization Changes (Direct Deposit)

· W-4 Changes
  15th of the month:
· Payday

· Direct Deposits: If the 15th is a holiday or a weekend day, direct deposits will be processed on the closest workday to the actual payday (example: if the 15th is a Saturday, direct deposits will be made on Friday, if the 15th is a Sunday direct deposits will be made on Monday).

· Paychecks:  Will be available for pickup in Human Resource Services on the 16th day of the month unless the 16th falls on a weekend – then they are available on the next business day.  Employees must have a valid photo ID to pick up their checks.

NOTE:  Employees WILL NOT be able to have others pick up a paycheck for them.

  19th of the month:
· Time Cards are due to the student’s department contact

· Web Time entry begins for student payroll at http://www.umt.edu/dte  This date may vary but that information is available on the HRS website.  A web security form must have been completed, approved, and submitted to HRS before on-line entry can be accessed.

26th

· New Hire Card or Graduate Contract 
· Change of Status Forms or Memos
· Employee Personal Changes:

· Address Changes

· Electronic Funds Transfer Authorization Changes (Direct Deposit)

· W-4 Changes

Interim checks are not available for bi-weekly or semi-monthly employees due to the shortness of time between payrolls.

Monthly (Faculty, Administrators, Contract Professionals, Letters of Appointment) deadlines:

   1st day of the month:
· Payday

· Direct Deposits: If the 1st is a holiday or a weekend day, direct deposits will be processed on the closest workday to the actual payday (example: if the 1st is a Saturday, direct deposits will be made on Friday, if the 1st is a Sunday direct deposits will be made on Monday).

· Paychecks:  Will be available for pickup in Human Resource Services on the 2nd working day of the month.  Employees must have a valid photo ID to pick up their checks.

NOTE:  Employees WILL NOT be able to have others pick up a paycheck for them.

   8th day of the month:
· New Hire Paperwork

· Requests for Personnel Transaction (RPT) Forms

· Interim check requests – must use the appropriate form and fill in all information.
   15th day of the month:
· Time Rosters available for pickup in Human Resource Services (if the 15th is a holiday or weekend day, the rosters will be available on the working day closest to the 15th).

· Interim checks will be available for pickup in Human Resource Services. Employees must have a valid photo ID to pick up their checks, employees WILL NOT be able to have others pick up a paycheck for them.

· Employee Personal Changes (Personnel Data Forms):

· Address Changes

· Electronic Funds Transfer Authorization Changes (Direct Deposit)

· W-4 Changes

· Deferred Compensation Changes

· Annuity Changes

· Extra Deduction Card Changes

22nd day of the month:
· Time Rosters must be submitted to (one week after available for pickup) Human Resource Services.

· Requests for payment of Extra Compensation (Extra Comp pink time cards) must also be submitted to HRS.
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