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VL.

PURPOSE:
To clarify when and how employee paychecks are processed.

POLICY STATEMENT:

It is the policy of the Charter Township of Northville to comply with state and federal
regulations covering wage and hour requirements. The Township will issue payroll bi-
weekly on Thursdays.

SCORPE:
All employees of the Township that are paid for their work performed.

PROCEDURES:

a. In an effort to reduce costs, increase security, and expedite the payroll process, the
Township requires all employees to use direct deposit for payroll fransmission, in
accordance with HR. 5.2.007.1 Direct Deposit.

b. FICA, federal, and state income taxes are deducted from every employee’s
compensation according to law.

c. Other deductions can be made only with employee authorization. Those include, but
are not limited to, the following:

e 457,Roth 457, and Roth IRA contributions;
e Flexible spending accounts;

e Health savings accounts;

e Union dues;

e Cafeteria plans.

d. Courtissued wage assignments or garnishments are deducted according to a court
order and cannot be modified without a modified court order.

e. Employees may make changes to tax withholdings by completing the current W-4
form for federal and/or state withholdings. Only the most current version of the W-4
will be accepted.

FORMS:
All payroll enrollment and change forms are available through the Human Resources
Department.

RESPONSIBILITIES:
Human Resources is responsible for the administration, processing, and paying of alll
payroll related items.




VIl. ENFORCEMENT:
Intentional falsification of any payroll documents can lead to discipline up to and
including termination.

VIII.  RELATED INFORMATION:
5.2.007.1 Direct Deposit
Northville Township eWeb
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