



Dear SFO,

The Payroll Processing Policies (PPP’s) attached to this e-mail were developed to serve as a quick reference guide on payroll policy for individuals who have initiator or approver roles.  They are designed to assist you in understanding university policy for the administration of payments to employees for services rendered.   It is further intended to define and clarify areas of accountability and responsibility as you perform your payroll duties in a decentralized environment.
In the writing of these documents, we assume that you have taken formal training which is offered by the university on an ongoing basis or you have been performing these tasks for some time.  In either case, you have a general understanding of what is expected so these PPP’s are concise with links to related HR Policies and the Assist Pages which provide more detailed information when needed.

Although not all-inclusive, the following PPP’s cover the most critical payroll processing areas addressed in discussions this year:

· Payroll Certification
· Segregation of Duties

· Separations and Terminations

· Timekeeping Approval and Entry
These policies are considered version 1 and will be revised periodically to address ongoing concerns and changing conditions.  Additional policies will be added as appropriate.  Please distribute these documents in your areas to individuals with responsibility for payroll processing.  Feedback for future edits of these PPP’s should be addressed to the Payroll Services at payroll@hr.osu.edu or via e-mail to Karen Carroll, carroll.8@osu.edu.

