Standard Operating Procedure (SOP): Employee
Benefits and Payroll Enroliment

This SOP provides comprehensive employee benefits and payroll enroliment instructions, detailing the procedures
for new hires to enroll in company benefits, step-by-step payroll registration, eligibility criteria for various benefits,
documentation requirements, deadlines for enroliment, and contact information for assistance.

1. Purpose

To ensure all new employees enroll correctly in company-sponsored benefits and payroll systems, maximizing eligible
benefits and ensuring accurate, timely payroll.

2. Scope

This procedure applies to all new hires eligible for company benefits and payroll enroliment.
3. Eligibility Criteria

¢ Full-time employees: Eligible for all core benefits (medical, dental, vision, life insurance, retirement, paid leave).
¢ Part-time employees: Eligible for selected benefits as per company policy.
e Temporary/Contract employees: Eligibility varies; consult HR for specific benefits.

4. Required Documentation

Completed personal information form (provided in onboarding packet)

Valid government-issued ID

Proof of dependents (if enrolling family members; e.g., birth/marriage certificates)
Social Security Number

Bank account details (for direct deposit)

Signed acknowledgment of policies (as required)

5. Employee Benefits Enrollment: Step-by-Step Instructions

1. Review Enrollment Packet:
o Access packet via onboarding portal or HR email.
o Familiarize yourself with offered benefits, plan options, and costs.
2. Determine Eligibility:
o Review eligibility criteria specific to your employment type.
3. Complete Online Enrollment Forms:
o Log in to the benefits enrollment portal (instructions in onboarding email).
o Enter personal, dependent, and beneficiary information as prompted.
o Select benefit plan options.
4. Upload Required Documentation:
o Upload scans or photos of identity and dependent proof, if necessary.
5. Submit Enroliment:
o Double-check entries for accuracy.
o Submit enroliment form before the stated deadline.
6. Confirmation:
o Save or print the confirmation page/number for your records.

6. Payroll Enroliment: Step-by-Step Instructions

1. Access Payroll Portal:

o Visit the payroll registration link sent via onboarding email.
2. Enter Personal & Tax Information:

o Input personal details as prompted (SSN, address, etc.).

o Complete required tax forms (W-4 or local/state equivalents).
3. Set Up Direct Deposit:

o Enter routing and account numbers for payroll direct deposit.
4. Review and Submit:

o Confirm all entries are correct before final submission.



5. Receive Confirmation:
o Save a digital or printed copy of the payroll enroliment receipt.

7. Deadlines and Key Dates

¢ Benefits enrollment must be completed within 30 days of hire.
¢ Payroll enroliment must be finished before your first scheduled payday.
¢ | ate submissions may result in delayed benefit coverage and payroll processing.

Note: Special enroliment periods may apply for qualifying life events (marriage, birth/adoption, etc.). Notify HR within 31
days of an event to update benefits.

8. Contact Information for Assistance

HR Department

Email: hr@company.com
Phone: (555) 123-4567

Office Hours: Mondaya€“Friday, 9:00am &€*
5:00pm

Benefits Administrator: benefits@company.com

9. Revision History

e Version 1.0 — Issued: 2024-06-01 — Initial SOP release
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