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OBJECTIVE: H [f]:

e To establish guidelines for paying salaries and wages to the employees in a timely and orderly manner, to
ensure proper operation of the payroll system.
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APPLICATION: M F ;

e Attendance record period is from the 21%of last month to the 20"of this month, and the salary payment will
be paid out during the first week of the following month. The payment will be postponed in case of weekends
and public holidays accordingly.
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e Each department has to complete attendance records in the system or weekly sign in/out sheet before the
22" of each month. After verification of the attendance records, HR will submit them together with the Leave
Application Forms to Finance Department before the 24" of each month.
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e For the new staff, HR department needs to provide the offer letters to Finance Department with the
attachment of copy of ID card and bank card number information.
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e For those staff whose salary has been adjusted, HR department needs to provide a summary of salary
adjustment list, attached with the “Change of Salary /Status” forms which have been approved by GM.
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e For resigned or terminated staff, HR department needs to provide a summary of resigned or terminated
employee list attached with “Change of Salary/ Status”, “Staff Check in/out List” and “Final Settlement” which
have been approved by GM.

T AR RS FEER R T, AN RESFRME A TERCAE, JFERRER TR LM
N R PIRSARE SR, 5 T B HR) A DA B R S SR

e For payment of overtime and other allowances, HR department needs to provide a summary of overtime list

to Finance Department. In the summary of overtime list, HR department should clearly state which overtime
request is entitled to compensation salary and which one is to get compensation day-off later approved by
GM. The attachments of it are “Overtime Request Form” and “Allowance Detail List” which have been
approved by GM. Full procedure as described in the policy “Overtime Payment Procedures”.
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For deduction of employee ledger, AR needs to provide summary list to Payroll Master with the signatures of
DOFC and GM before the 22™ of each month.
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Payroll Master will complete the payroll based on the attendance records in the system and all summary lists
before the 28" each month.
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The payroll list will be sent to HRD for checking and signature then.
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The payroll list with the signature of HRD will be checked and signed by DOF and finally approved by GM.
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