 Procedures for Personnel and Finance&Stewardship Teams Re Personnel Payroll
1. The minutes of the Session meeting in which the budget is approved should reflect the expected salary by position at that time.   For hourly employees the rate per hours should be listed and expected hours of work per week.  Action to Clerk of Session.
2. The annual congregational meeting information should list general raise amounts.

Please note that this is informational and is NOT the document of record for employee pay activities.   Action to Personnel for terms of call, and to Treasurer or Finance for other staff raises and budget items.
3. All changes which impact employee payments should be brought as motions before Session.  The motion should include current payroll position, new payroll position, % change, whether continuing or one-time, effective date, and impact on the budget.  The Session minutes will be the document of record for employee pay activities.  Action to Personnel.
4. Once this motion is approved, a letter should be issued to affected employee(s) stating current payroll position, new payroll position, % change and whether continuing or one-time.  It should also state when they may expect to see such change in their paycheck.  Action to Personnel, to be distributed by Head of Staff.
5. At the same time as (4), payroll changes should be given to the bookkeeper (or other person responsible for updating the payroll system). That communication can be via email or written document.   Action to Personnel.
a. For called Pastors, a copy of the Terms of Call will be provided.   

i. Teaching elders will communicate variation within Terms of Call to Treasurer and Finance.
ii. TOC need to be communicated to Presbytery.  Action to Bookkeeper.
iii. TOC need to be communicated to Board of Pensions.  Action to Bookkeeper.
b. Timing:  Please note that, in order to effect pay by the first pay period of a month, the information is needed no later than the 10th day of that month.  For example to start a raise on February, the information needs to be entered by February 10 so the payroll system can be updated by the first pay period of the month, in this example February 15th.

The Bookkeeper will review the provided document for financial integrity and revert for clarity as necessary.  They will then use that written communication to enter the data into the payroll system.  The bookkeeper will communicate back to the Treasurer and Chair of Personnel confirming the entry, using output from the payroll system.  Action to Bookkeeper.

<Continued on next page>
6. On any month following a payroll action, the Treasurer’s report (submitted by the 15th of the month for the previous month) should be reviewed by Personnel and F&S (which includes the Treasurer) to verify pay of staff against the approved motion(s)/ Session minutes, the written request to the Bookkeeper and the ACS budget entry.  Action to F&S, Personnel, and Treasurer.
a. The Budget in ACS is a manual entry into the system.  The actual pay in ACS is manual entry from the payroll system.  Thus, ACS is then the one system that has actual pay and budget pay compared.  (The payroll system does not have budget information.)  
b. The documentation captured in the Session minutes will be a separate document but can be referenced from the Session records.

c. Treasurer will acquire documentation from Bookkeeper and distribute for this purpose.

Further Notes:
A. Please note that the Budget, although detailed, is a plan.  It is expected that there will be excursions from this plan although optimally the overall change will lead to lower expenditures than plan (i.e., “coming in under budget”).  Therefore, a separate procedure such as the one here recorded is needed rather than depending on the Budget to be the system of record for personnel matters.
B. Examples of expected differences:

a. It needs to be noted that the ACS budget for hourly employees assumes a specific number of hours.  If those hours are more or fewer, the actual pay will be different than budgeted but not necessarily incorrect.  
b. If a Pastor elects to change the amount in salary vs. housing in the TOC, that also would show a discrepancy between actual and budget.  If the Pastors change their allotment values in the TOC (doesn’t affect the total), the Treasurer should be given a new TOC form with the information so the budget in ACS can reflect it. Action to Personnel    Note if this change occurs anytime in the year after pay has started the budget value should be calculated based on year to date pay and then projected pay or the total as paid will not match the budget.  The new TOC should note the months at different values.
C. The ACS budget is based on 12 months of a pay.  However historically raises have not been implemented until February 1.  Therefore a comparison of year to date pay versus budget is incorrect by one month.   The past years budgets have assumed 12 months when it is really 11 months plus one month at previous year.  Optimally, Session needs to confirm planned salary increase start dates, and the budget process should reflect the correct number of months to be entered into the budget total and ACS. 
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