Guidance for Payroll Records Management

Each University College/Department has the responsibility for the proper creation, care and management of its payroll records. In accordance with the Human Resources Payroll Certification Guidelines, HR/Payroll Liaisons must maintain copies of their department’s time records and leave forms submitted to HR/Payroll that comply with the State’s Records Retention Schedule. To meet this responsibility, the HR/Payroll Liaison should design the most efficient and economical filing method that works for the department. Generally, the simplest method is the best. Please keep in mind as you assist your department that even the most organized record maintenance practices will not compensate for 
information that is inaccurately or incompletely created.

Please refer to the Human Resources Payroll Certification Guidelines to determine if a document must be saved in printed format. Whether payroll records have been generated in hard copy or electronic form, they must be suitable and readily available for inspection, review, and copying by internal or external auditors. 

The table below lists the documents that must be retained, as well as organizational tips. 

	Document 
	Filing Method

	OPS Timesheets when not approved electronically by direct supervisor.
	Chronologically – Folders for each calendar year and batched alphabetically by employee for each pay period 

	Support Personnel Timesheets
	Chronologically – Folder for each calendar year and duplicate copy batched alphabetically by employee for each pay period

	Payroll Certification Forms
	Chronologically - Folder for each calendar year and then by pay period

	Faculty and A&P Application for Leave Forms
	Alphabetically – Folder for each calendar year and duplicate copy filed alphabetically by employee.

	Total Payroll Cost Report (Optional)
	For the larger departments, it is not practical to print the entire Total Payroll Cost Report. However, if you do print the report, file by calendar year and then by pay period.

	Emails or other documents supporting Payroll Transactions
	Any correspondence regarding payroll transactions should be filed with the appropriate document for the corresponding pay period. If saved electronically, create a file that is easily accessible if required for an audit.



