SOP: Benefits Enroliment and Payroll Registration

This SOP details the process for benefits enrollment and payroll registration, covering employee eligibility
verification, benefits options presentation, enroliment deadlines, payroll system data entry, tax withholdings setup, direct
deposit authorization, and confirmation of employee information accuracy. The goal is to ensure timely and accurate
enrollment in benefit programs and seamless integration of employee payroll data to support effective compensation
management and compliance with regulatory requirements.

1. Purpose

To outline standardized steps for enrolling employees in benefits and registering them in the payroll system, ensuring all
required information is accurate and in compliance with regulations.

2. Scope

This SOP applies to all HR and payroll personnel responsible for onboarding new employees or updating existing
employee records regarding benefits and payroll.

3. Responsibilities

¢ HR Personnel: Ensure complete and accurate collection of benefits and payroll information.
¢ Payroll Department: Enter, verify, and process payroll data.
¢ Employees: Provide required personal, tax, and bank information by stipulated deadlines.

4. Definitions

Term Definition
Benefits Enroliment | The selection and activation of eligible benefits programs by an employee.
Payroll Registration | Process of entering an employee's information into the payroll system to initiate wage payments.

Direct Deposit Electronic transfer of salary into the employee's bank account.

5. Procedure

1. Employee Eligibility Verification
o Confirm the employee meets eligibility criteria for benefits and payroll in compliance with company
policy and local regulations.
o Collect supporting documentation (e.g., proof of identity, employment contract).
2. Presentation of Benefits Options
o Provide comprehensive information on available benefit plans (medical, dental, retirement, etc.).
o Schedule orientation or consultation for employees to review options and ask questions.
3. Enrollment Deadlines
o Communicate deadlines for benefits selection and required documentation submission clearly.
o Track adherence to timelines and send reminders as necessary.
4. Payroll System Data Entry
o Gather personal information, tax documents (e.g., W-4), and bank details from the employee.
o Accurately enter employee data into the payroll software/system.
5. Tax Withholdings Setup
o Ensure employee has completed required tax forms (federal, state, local as applicable).
o Configure tax withholding settings in the payroll system based on form selections.



6. Direct Deposit Authorization
o Provide and collect the direct deposit authorization form from the employee.
o Enter verified bank information into the payroll system.
7. Confirmation of Employee Information Accuracy
o Review all entered data with the employee for correctness.
o Obtain written confirmation/sign-off from the employee.
8. Final Review & Record Keeping
o Conduct final review by HR or payroll supervisor.
o Securely store all documentation and update records as necessary.

6. Related Documents/Forms

¢ Benefits Enrollment Form

e Payroll Setup Checklist

e Tax Withholding Forms (e.g., W-4)
e Direct Deposit Authorization Form

7. Revision History

Version Date Description Author

1.0 2024-06-21 Initial SOP release HR Department
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