Human Resources SOP 003
Standard Operating Procedure for Establishing Time and Effort Payroll Distribution

Human Resources Office verifies and audits  Human Resources related information in the Time & Effort Report :

1) Last names, Name, Middle Initial (Screen L16)

2) Social Security Number (Screen L16)

3) Department where employee belongs to (Screen 12)

4) Deanship or Faculty (According to Department)

5) HRS Created or Assigned Position Number for the employee’s tittle

 (Screen 16)

6) Job Classification (Screen L16)

7)  Annualized Institutional  Base Salary  (Screen L16)

8) Reporting Period 

9) Payroll Distribution Dates

In case of any miscalculation or errors in the report information, Human 

Resources Office will make the required corrections and place initials in the top right of the document.

If a  payroll re-distribution is required, an attachment form of the report       must be filled to: 

1) Identify employee’s Annualized Institutional Base Salary,  affected Department  account(s)  through the job position (s) (Screens  L16 & L63) and actual distribution of accounts and it’s HRS expense codes.

2)  Search in Q&A for FRS redistribution accounts numbers
3) Identify redistribution period

4)  Place amount to be redistributed
Once the Time & Effort Report has been audited and it’s attachment has been prepared , the documents are presented to Budget Office for their evaluation.
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Ileanna M. Latorre Vargas
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