
PAYROLL ANNOUNCEMENTS 

Due to Payroll’s recent transition to Business and Finance, the Payroll Office would like to reemphasize the 
following key procedures:   

1.  Any items to be included in the Monthly Payroll must reach the payroll office by the 15th of the month to 
be paid.  Any items/documentation received after the 15th will be included in the following month’s check.  
This includes: 

a. Tax changes 
b. Direct Deposit changes. 
c. Timesheets 
d. Supplemental Pay Forms 
e. New employee setup, etc. 

 
2. Paper timesheets supporting supplemental pay activities will be received and processed on a ‘trailing 

monthly’ basis.  This means that all time worked towards a supplemental assignment will be paid on the 
following month’s check.   
 

3. All documents should have a legible Employee Name and Banner ID Number.  Accompanying forms must 
be completely filled out.  Forms missing any pertinent information will be returned. 
 
 

4. There will be no future dating of form W-4, and NC-4.  If you want to change your tax exemptions, please 
stop by the Payroll Office to complete the appropriate documentation for each change.  Form W-4 and NC-
4 are the responsibility of the employee.   
 

5. Adjustments/Refunds will not be issued for tax-related deductions.  An adjustment to tax elections can be 
made for the following month by the employee.   
 

6. Electronic timesheets for SPA Employees must be approved once every two weeks.  E-mail reminders are 
communicated by Tanisha Brumsey, HR Specialist.  Any timesheets that have not received final approval 
within 48 hours of the submission deadline will not be included in the current cycle. 
 

7. Direct Deposit is a requirement of employment; therefore it is mandatory for every employee to make 
arrangements to have their checks direct deposited to their bank.  Therefore, starting July 1, 2013: 
 

a. There will be no “pickup” of paper checks.  All paper checks will be mailed to the address on file. 
 

b. Payroll will begin working with HR to identify those employees who do not have Direct Deposit.  
This is a requirement by the State Controller (see below) and therefore will begin taking appropriate 
measures to ensure ECSU is in compliance.  Please note that the Direct Deposit Enrollment Form 
can be found at the ECSU website under “Forms & Documents”.   

 
 
If you have any questions, please contact Ms. Felicia Amadi, Payroll Manager, at 
fyamadi@mail.ecsu.edu.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


