SOP Template: Completion of Required HR
Documentation and Payroll Setup

This SOP details the process for completion of required HR documentation and payroll setup, encompassing
employee onboarding paperwork, verification of personal and tax information, benefits enrollment, payroll system input,
and compliance with labor regulations. It ensures accurate and timely payroll processing, maintains employee records
integrity, and supports seamless HR operations.

1. Purpose

To provide a standardized procedure for completing employee HR documentation and payroll setup upon hiring, ensuring
compliance with company policy and applicable laws, and enabling timely and accurate payroll processing.

2. Scope

This SOP applies to all newly hired employees and the HR personnel responsible for onboarding and payroll setup.

3. Responsibilities

¢ HR Personnel: Ensure completion and accuracy of all required documentation.
* New Employee: Provide required information and complete necessary documentation promptly.
¢ Payroll Administrator: Input data into payroll system and verify setup.

4. Procedures

1. Employee Onboarding Documentation
o Distribute the new hire paperwork packet (offer letter, employment agreement, confidentiality forms, etc.).
o Collect completed forms from employee.
2. Verification of Personal and Tax Information
o Collect personal identification (photo ID, Social Security card, etc.).
o Gather completed tax forms (such as W-4, state/local equivalents).
o Verify eligibility to work (I-9 or equivalent).
3. Benefits Enroliment
o Provide benefits information and enrollment forms to employee.
o Collect completed benefits forms and submit to benefits provider.
4. Payroll System Input
o Enter employee information into payroll system (personal info, tax details, benefits selections, pay rate,
etc.).
o Double-check all entries for accuracy.
5. Compliance Check
o Ensure all required forms are complete and filed according to regulations.
o Store documentation securely and maintain confidentiality.
6. Payroll Setup Review
o Confirm with payroll administrator that setup is complete and accurate.
o Notify employee of payroll schedule and direct deposit setup status.

5. Documentation Requirements

Document/Form REFETEAIED Retention Period
Party
Offer Letter HR Employee Tenure + 3 Years
Employment HR Employee Tenure + 3 Years
Agreement
L9 Form HR 3 Years after hire or 1 year after termination,

whichever is later



W-4 Form HR/Payroll 4 Years

Benefits Enroliment

Forms HR As required by provider
Direct Deposit
Authorization Payroll Employee Tenure + 2 Years

6. Compliance & Quality Assurance

e Conduct periodic audits of employee files for completeness and accuracy.
¢ Review payroll entries monthly to ensure ongoing compliance with labor regulations.

7. Revision History

Version Date Description Approved By

1.0 2024-06-01 Initial SOP Release HR Manager
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