
 

SOP-PAYROLL 
SOP ID: L I U - F - C - 1 0 0 4  
POLICY TYPE: F I N A N C E  
RESPONSIBLE OFFICIAL TITLE: VP FINANCE & TREASURER 
RESPONSIBLE OFFICE: C O N T R O L L E R ’ S  O F F I C E  
EFFECTIVE DATE:  
NEXT REVIEW DATE:  
SUPERSEDES POLICY DATED:  
 
 
 
I. STANDARD OPERATING PROCEDURES 

 
It is the University’s policy to process accurate and timely payments to employees, comply with governmental 
regulations, and provide exceptional customer service in keeping with the high standards promoted by the University. 
 
The Payroll Department oversees all University’s payroll-related functions. The Payroll Office is responsible for 
scheduling and processing payroll in compliance with federal, state and local laws and regulations as well as union 
contracts. In addition, the Office handles leave-taken and hours-paid calculations, tax withholdings, non-benefit 
employee deductions, issuance and distribution of direct deposit and net paychecks, payments for deductions and 
union benefits, and general ledger posting. The Department, a unit of the Office of the Controller’s Office in the, also 
provides input into tax compliance matters, including those involving payroll system configuration, accounting 
responsibilities, issuance of annual employee tax statements (Forms W-2) and the filing of employer tax returns. 
 
 

Prerequisites 

The following list of prerequisites for new hires. 
 
 Current versions of the following documents:  
 
•All required hiring documents 

o W-4, Employee's Withholding Allowance Certificate 
o IT-2104, Employee's Withholding Allowance Certificate 
o I-9 Employment Eligibility Verification 
o HR Data form 
o Signed Appointment Letter 
o Oath of Allegiance 
o Check off Dues deduction form applicable to union members 
o Approval/sign off of position 

 
•Collective Bargaining Agreements 
  
 

Responsibilities 

The following personnel play key roles in execution of this SOP: 
 

• Finance Division Key Constituents 
o VP of Finance-Overall executive sponsor; interfaces with senior leadership to ensure key priorities 

are reflected in the payroll process.  



 

o Other Finance Personnel-Responsible for the processing of payroll, compliance, payroll deductions 
and withholding, filing of tax returns, tracking time worked and paid time off. 

 
• Other Key Constituents  

o Human Resources Department-Responsible for hiring portal, onboarding, collection and verification 
of documents, employee record keeping. 

o University Counsel-Provide direction relating to employment matters and union contracts. 
 

Procedures 

Payroll frequencies 
Long Island University recognizes four pay frequencies depending on the role/job the employee holds.  These 
frequencies are: 

Pay Frequency Pay Date(s) Annual Frequency 

Weekly Every Tuesday of the month 52 

Semi-monthly 5th &20th day of the month 24 

Monthly Last work day of the month 12 

Bi-Weekly         Every Tuesday and Wednesday of the 
month 26 

 
Methodology of recording time: 

• Bi-weekly employees are to fill out system generated timesheets and have their supervisor approve before 
forwarding to payroll for processing. 

• Weekly Public Safety employees use the Kronos time and attendance system. 
• Monthly employees submit a timesheet by the 10th day of the following month. Timesheet located at 

https://www.liu.edu/about-LIU/administrative-departments/business-and-finance/Monthly-Record-of-
Attendance. 

• Student employees enter time via MY.LIU on a LIU Administrative network.  Timesheets are approved by 
supervisors electronically.  

 
Payroll Deductions: 
Mandatory deductions include: 

• Federal and state income taxes (based on an individual’s W-4 filing status and IT-2104; W-4 & IT-2104 filing 
status may be changed at any time by completing a new W-4 & IT-2104. 

• NYS Paid Family Medical Leave tax; 
• Social Security taxes;  
• Medicare taxes; and 
• Garnishments 

Routine questions about tax deductions can be asked of the Payroll Office. Advice on tax withholding strategies, 
however, should be discussed with a personal accountant or financial planner. 

Optional pre-tax deductions are available for: 
• Group medical, dental and vision insurance (deduction is automatic for participants in these plans); 
• A reimbursement account for medical and dental expenses not covered by insurance (healthcare flexible 

spending account); 
• Supplemental retirement savings (SRA) (tax deferred); and 
• A dependent care expense reimbursement account. 
• Section 457 contributions 

https://www.liu.edu/about-LIU/administrative-departments/business-and-finance/Monthly-Record-of-Attendance
https://www.liu.edu/about-LIU/administrative-departments/business-and-finance/Monthly-Record-of-Attendance


 

In addition, after-tax deductions can be arranged for: 
• Optional life insurance for administrative staff member; 
• Roth SRA contributions 
• Pet Insurance 
• Auto and Home Insurance 

 
 

References 

• LIU policies & procedures 
• IRS Form W-4: https://www.irs.gov/pub/irs-pdf/fw4.pdf  
• IRS Publication 15: https://www.irs.gov/publications/p15 
• NY Form IT-2104: https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf 
• Form I-9: https://www.uscis.gov/i-9 

 

Definitions  

W-2 - Wage and Tax Statement 
W-4 – Federal Employee's Withholding Certificate 
IT-2104 – New York State and City Employee's Withholding Allowance Certificate 
I-9 - Employment Eligibility Verification. Department of Homeland Security. U.S. Citizenship and Immigration 
Services. USCIS 
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