
Payroll Deadlines 

The pay period is a calendar month. The salary earned is for the calendar month. Our first payroll 
occurs on the last working day of the month. We pay salaried time on that payroll plus any positive 
hours reported for staff (both salaried and hourly) that is submitted that month. The payroll 
department asks that you have all absences up to the 15th of the month and positive time for the 1st - 15th 
reported by the 16th. Please do not wait until the 15th or 16th to enter that month's time as it can slow the 
system down or if you, the timekeeper, are absent you would not be able to meet the deadline. The 
payroll department sends out an email on the Time and Labor listserv around the 10th of each month 
informing the timekeeper of that month's deadline for payroll. Be sure you subscribe to this listserv (see 
training class job aid "Calling all Time and Labor Users"). Timekeeping Tips are also available on the 
Payroll website located here. Timekeeper: Payroll Resources  

Note: If you have any time that actually falls past the 15th, it will also be imported for the end of the 
month. You are not required to post past the 15th for that deadline, but we will not fault you for being so 
up-to-date with your reporting.  

For payroll issued on the 10th of the month, you will have until 5:00 pm on the 1st or 2nd to report time. 
This is the deadline for positive time only since we do not look at the absence codes on that special. 
The 10th is for Positive Pay only. (There is no problem if they are already reported; they just will not be 
pulled in until the 18th for the next month end.) 

*If the 1st or 2nd falls on a weekend, the deadline will be 5:00 pm on the following Monday. This will
give you a little extra time to report when the weekend comes up quickly. 

Records Retention - Signed Reports 

The following retention procedure is recommended from the District Auditor's Office. Please retain your 
payroll records for auditing purposes in the following manner: 

 Payroll records should be retained in a binder designated as "Site Name" and “Payroll Records" 
with fiscal year (e.g., Adams Elementary, Payroll Records, July 2016 - June 2017). A separate binder 
should be used for each fiscal year. Payroll records are required to be kept for four years. Beginning 
the fifth year, only the year-one payroll records for the completed proceeding four years can be 
destroyed. Grants and other programs may require a longer retention period. Contact the program 
office or read the grant requirements to determine length of record retention.

 Organization of records:

 Principal/Administrator signed copies of the Audit Paid to Reported Time Report along
with the Filled Position Report, Monthly Payroll Checklist for Managers, in a binder
chronologically.

 The Timecards separated by employee, in alphabetical order, in a binder, located in the same
file cabinet or file box with reports. Timecards and leave forms must be retained at the site for
four years.

 Principal/Administrator signed copies of the Cross Site Account Code Charges and Site
Account Code Charges reports in separate binders, organized chronologically.

The timecards/forms identified as site-retained documentation are available on the
Payroll website. Use paper copies (8 1/2 x 11) for processing and retention in the binder or file.

https://www.sandi.net/staff/payroll/timekeepers-payroll-resources
https://www.sandi.net/staff/payroll/forms


HR Forms/Timecards 

NOTE: Payroll Forms/Timecards are located on the Inside Unified Employee Portal page under 
Resources, Payroll, Forms.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
All forms are in PDF format and will open with Adobe Acrobat Reader. 
 

 

 


