PAYROLL FYI – WHEN TO SEE THE PAYROLL DEPARTMENT
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You have an address/phone number change.  Please verify your address on your payroll check.  If the information is incorrect please make arrangements with the payroll department to complete a change of address form.  Please notify the payroll department of any change in address or telephone number during the school year.  Payroll checks are mailed during the June & July summer months.
You have had a change in your degree.  Please bring a copy of your degree to the payroll office and request that an official copy of your transcript be sent directly to the Central Office. 
You would like to enroll for Direct Deposit.  Please make arrangements to see the payroll department to complete a direct deposit authorization form.  Please bring a voided check to attach to your form.  If you do not have a voided check, please get a letter from your banking institution that states your bank routing number/account number. 
You need to make a change of account or cancel your Direct Deposit.  Please notify the payroll department 5 business days in advance before closing your account.  Make arrangements to see the payroll department to complete a change of authorization form/cancellation form.  If changing accounts, please bring a voided check to attach to your form.  If you do not have a voided check, please get a letter from your banking institution that states your bank routing number/account number.
You need to enroll in Health Insurance.  Please see the payroll department to complete an enrollment form.  If adding a spouse please bring your marriage license (if married must state date of marriage even if not covering spouse).  If adding children please bring birth certificate, if not natural children bring other supporting documentation (adoption papers, etc).  Please have the date of birth and copy of Social Security Card for all dependents.  Please keep in mind that changes to health insurance can only be made during annual enrollment unless there is a qualifying life event.  Please refer to the payroll department to see what documentation must be provided if there is a qualifying life event.
You need to make insurance changes.  Please make arrangements to see the payroll department to complete a change/cancellation form.  Employees that have chosen to participate in the Cafeteria 125 Plan through Taylor & Sons Insurance Agency need to keep in mind that changes during the plan year can only be made to the insurance if you have a Section 125 Qualifying Event.
You need to make tax withholding changes.  Please make arrangement to see the payroll department to complete a new W-4 or L-4 Form.
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