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PAYROLL

ffice: Located at Department of Health Services/Human Resources Office,

ds:

cks:

5555 Ferguson Drive, City of Commerce.

The County has two pay periods per month: the 1%t through the 15" and the
16" through the end of the month. Each County employee must complete a
timecard for each pay period,

The timecards must be signed in ink by the employee and the supervisor.
Signed timecards are submitted by the departmental payroll liaison to Payroll
for processing.

The official County payday is the 15" of the month for all hours worked in the
prior month. However, employees who are on direct deposit get an earned
salary advance (ESA) on the 30" of each month. An ESA is an advance on
the 15" payday and is usually approximately one-half of net earnings
although some bonuses are only paid on the 15" of the month.

It takes 30 days for the Auditor-Controller to process a request for direct for
deposit. Without the direct deposit authorization, the employee will be issued
a paycheck on the 15" of the month for all hours/earnings for the prior month.

Employees on direct deposit receive a “Notice of Direct Deposit”™ and
employees not on direct deposit receive a regular warrant {check). Each
employee must sign or initial a payroll register on payday to receive the direct
deposit statement or payroll warrant. Departments may hold the warrants
and notices of direct deposit for up to 3 to 4 days before taking them to the
Cashier's Office. The Cashier's Office keeps the unclaimed payroll warrants
and notices of direct deposit for 2-3 days and then forwards the unclaimed
ones to Expenditure Management. Expenditure Management returns the
unclaimed warrants to the Audit-Controller. Unclaimed notices of direct
deposit are held by Expenditure Management until they are destroyed.

An employee may authorize a person to pick-up his/her notice of direct
deposit or pay check by providing a letter of authorization. The person must
present this authorization along their picture 1D (drivers' license, employee
badge, passport, etc.) before any statement or pay check is released.



