Revised Payroll Distribution Procedures


Prior to each payday, the payroll office will mail a payroll distribution report to each department that lists, in alphabetical order, all employees who will receive payment on that payday.  Departments will need to review the payroll distribution report to see what action is required in order for employees to receive payment. 

Accompanying the payroll distribution report will be the “Statements of Electronic Deposit” (check stubs) for all employees in the department who are participating in electronic deposit. These statements should be held in a safe place, unopened & undistributed until payday. On the morning of payday, each department can deliver the statements to employees.
 On payday, arrangements will need to be made to pick up checks for employees who, for whatever reason, are not yet participating in electronic deposit.  Please refer to the chart below for specific actions required, based upon the information that is shown on your payroll distribution report. 

PLEASE NOTE: The Columbia Payroll Distribution room will be open each payday from 8:30AM-9: 30AM for check distribution.  After 9:30AM (9:30AM-5:00PM) checks must be picked up from the Payroll Office reception area.
Employee Status
                
       Payroll Distribution Report Comment                What this Means

         Action Required
	Employees who are participating in electronic deposit
	Check Deposited
	The employee will be issued a “Statement of Electronic Deposit” (check stub) on payday. (Prior to payday, the Payroll Office will mail “Statements of Electronic Deposit” to the department through campus mail.)
	Department will distribute the “Statement of Electronic Deposits” (check stubs) to the employee on payday.

	Employees who recently enrolled in direct deposit
	Electronic Fund Transfer in Process
	Employee has completed the enrollment for electronic deposit. However, a check will be issued while the bank account information is being verified.
	On payday, Columbia Departments must send a representative to Payroll to pick up checks if more than 2 employees received checks while their bank account information is verified. (Non-Columbia campuses: Checks must be picked up from your Business/Human Resources Office).

Note: If 2 or less employees received checks, the department can choose to allow the individuals to go to the Payroll Office to pick up their check in lieu of sending a department representative.

	Employees who have not enrolled in electronic deposit
	Check withheld in Payroll

	Employee must pick up the check in person.                
	Columbia Campus employees must go the Payroll Office (payroll reception area at 1600 Hampton St) to provide electronic deposit information before receiving the check.  

Non-Columbia employees must go to the Business or Human Resources Office on their campus to provide electronic deposit information before receiving the check.


