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TECHNICAL COLLEGE SYSTEM OF GEORGIA

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Distribution of Payroll Checks

General

In order for a payroll check to be generated during the regular cycle, all documentation must be received by the State Accounting Office (SAO) by the designated cut off date determined by SAO.  A quarterly calendar for payroll processing can be found at http://sao.georgia.gov under the Financial Systems link, then the Peoplesoft HCM link, HCM Timing Schedule and then choose current year calendars.  Once checks have been processed and received they are to be distributed in a timely and secure manner. Employees are encouraged to use direct deposit.

Procedure

· Checks are received from the System office approximately 3-4 days prior to pay day.

· Checks are reviewed to determine if all checks requested have been received.  

· If more than one location or campus exists, the checks are sorted by distribution site.  A list with the employees name is prepared for each distribution site.  All checks are stored in a secured location until they are ready for distribution.   The day prior to pay day the checks and the listing of the checks are forwarded via carrier to each respective distribution site. 

· Checks are available for pick up from an authorized employee on the designated pay dates.  Each employee is responsible for picking up his or her check and, if required, signing the appropriate Payroll form acknowledging receipt of the check.  No individual is allowed to pick up an employee’s check, without written approval from the employee.

· All signed appropriate payroll forms are returned to the Payroll Technician and filed with that month’s records. 

· Employees may request to have their payroll checks placed in the mail. 
