
9/12/2016 

 

   

By: | Agustinus Agus Purwanto, SE MM 

SPHM 

HOSPITALITY 
PAYROLL  S.O.P 

 



Agustinus Agus Purwanto, SE MM  
 

 

 

 

 

 

 

 

 

 

 



 

 
 

 
Subject: T
 
 
A. Policy

proce
 
B. Discu
 

1. A
 

2. T
 

a.

 
b.

 
3. T

 
a.

 
b.

 
c.

 
d.

 
4. E

w
 

5. D
in

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
© Agustin

Timekeeping 

y. It is the pol
dures. 

ussion 

All employees

Timekeeping i

. For non-ex
an electro-

. For exemp
method in 

Timekeeping t

. Main Club

. Sports or A

. Golf shop 

. Golf Cours

Employees wo
work area to re

Department H
n [Verification

nus Agus Pur

licy of the clu

 are required 

is accomplish

xempt emplo
-mechanical p

pt employees
paragraph B.

terminals or p

bhouse. 

Activity Cent

or cart barn. 

se Maintenan

orking in or ne
ecord their tim

eads are requ
n of Hours]. 

rwanto, SE M

ub that emplo

to maintain a

hed in one of t

yees – an ele
punch time clo

s - a Bi-We
.2.a. above. 

punch clocks a

er. 

nce shop. 

ear these area
me. 

uired to verify

MM 

oyee work tim

a record of the

two ways: 

ectronic timek
ock. 

ekly Time S

are usually lo

as will use the

y all hours w

me be docume

eir work time

keeping syste

Sheet, [SPHM

ocated in the f

e terminal or p

worked in thei

Acco

ented using tim

e. 

em with swip

M Form 112]

following area

punch clock c

ir department

ounting Poli

A-2

mekeeping 

pe terminals o

] or by eithe

as: 

closest to thei

ts as describe

icies 

2001

or 

er 

ir 

ed 

50 



 

 
 

 
Subject: V
 
 
A. Policy

emplo
 
B. Discu
 

1. T
re

 
2. F

em
 

3. It
 

4. D
un

 
a.

 
b.

 
7. It

of
 

a.
 

 

 

 

 
b.

 
8. If

of
C

 
 
 
© Agustin

Verification o

y. It is the pol
oyees who rep

ussion 

Timekeeping t
ecord employ

ailing to punc
mployee hour

t is the Depart

Department He
nderstand and

. Departmen
to each em
be signed b

. Sick days, 
documente

t is particular
f the pay peri

. Departmen

(1) That in

(2) That a

(3) That a

(4) That a

. This must 
designated
that the pa

f for any reaso
f the pay peri

Controller who

nus Agus Pur

of Hours 

licy of the clu
port to them. 

terminals read
yee punches, b

ch in or out an
rs. 

tment Head’s

eads should m
d control their

nt Heads will
mployee’s hou
by both the em

vacation day
ed on an Abse

ly important 
iod to verify a

nt Heads shou

ndividual swi

all overtime is

any absences a

all employees 

be done and t
d by the Contr
ayroll may be 

on, the Depar
iod, he or she 
o will be resp

rwanto, SE M

ub that Depar

d each employ
but may not c

nd other facto

s responsibilit

monitor their e
r payroll cost

 make the ne
urs throughou
mployee and 

ys, or other ab
entee Record,

that Departm
all employee h

uld check the 

ipes/punches 

s approved, 

are supported

punched in a

the verified re
roller or Gene
processed in 

rtment Head w
must designa
onsible for do

MM 

rtment Heads 

yee’s swipes 
ompute work

ors will cause

ty to verify ea

employees’ s
t. 

cessary corre
ut the pay peri
Department H

bsences for em
, [SPHM Form

ment Heads ch
hours. 

following: 

agree with w

d by Absentee

and out for eac

eport turned i
eral Manager,
a timely man

will be unavai
ate another pe
oing so. 

are required 

and compute
k time. 

e the system to

ach of their em

wipes/punche

ections, deleti
iod. Changes 
Head indicati

mployees elig
m 121]. 

heck the final

ork schedules

e Records, 

ch shift and m

in to the Acco
, but not later

nner. 

ilable to revie
erson to do th

Acco

to verify the 

e work time. P

o incorrectly 

mployee’s ho

es on a daily b

ions, and addi
to employee

ing no work w

gible for these

l timecard rep

s, 

meal break. 

ounting Offic
r than 8 a.m. o

ew the final ti
he job and info

ounting Poli

A-2

hours of all 

Punch clocks 

compute 

urs. 

basis to better

itions pertain
s’ punches m

was done. 

e benefits mus

port at the en

e by a time 
on Mondays s

imecard repor
orm the 

icies 

2002

r 

ning 
must 

st be 

nd 

so 

rt 

51 



 

 
 

 
Subject: P
 
 
A. Policy

Depar
 
B. Discu
 

1. C
 

2. T
an

 
3. T

 
a.

 
b.

 
4. D

Su
D

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

Payroll Repor

y. It is the po
rtment Heads

ussion 

Controlling pa

Timely payroll
nd control pay

The Controller

. Pay Period
to the Gen

. Master Pa
provided to

Department He
ummary Rep

Departmental P

nus Agus Pur

rts 

licy of the clu
s. 

ayroll cost is a

l reports prov
yroll costs. 

r is responsibl

d Summary R
neral Manager

ayroll Summa
o the General

eads are respo
ort, [SGCC F
Payroll Summ

rwanto, SE M

ub that certain

a major respo

vide Departme

le for preparin

Report, [SGCC
r and all Depa

ary Analysis
l Manager. 

onsible for tak
Form 229] fur
mary Analysis

MM 

n payroll repo

nsibility for e

ent Heads wit

ng the follow

C Form 229], 
artment Head

s, [SGCC Fo

king their dep
rnished by the
s, [SGCC For

orts be prepar

each Departm

th the informa

wing two payro

prepared eac
s. 

orm 231], pr

partmental inf
e Controller a
rm 230]. 

Acco

red and distrib

ment Head. 

ation they nee

oll reports: 

ch pay period 

epared each 

formation fro
and completin

ounting Poli

A-2

buted to 

ed to monitor

and distribut

pay period 

om the Pay Pe
ng their 

cies 

2003

r 

ted 

and 

eriod 

52 



 

 
 

 
Subject: P
 
 
A. Policy

Act (F
 
B. Discu
 

1. T
th
ho

 
2. T

w
 

3. T
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
© Agustin

Payroll Recor

y. It is the pol
FLSA) be pro

ussion 

The FLSA req
hat each empl
ours worked, 

The club uses 
with all require

The Controller

nus Agus Pur

rds 

licy of the clu
operly prepare

uires that a pa
loyee be prov
and all deduc

an automated
ed payroll rec

r is responsibl

rwanto, SE M

ub that those 
ed and mainta

ayroll register
vided with a p
ctions. 

d payroll serv
cords each tim

le for maintai

MM 

payroll recor
ained. 

r be prepared
ay stub each 

vice to process
me they proce

ining payroll 

rds required b

d and maintain
pay period th

s its payroll. T
ess a payroll r

registers for a

Acco

by the Fair La

ned for each e
hat shows the 

This service p
run. 

a period of 7 

ounting Poli

A-2

abor Standard

employee and
rate of pay, 

provides the c

years. 

icies 

2004

s 

d 

club 

53 



 

 
 

 
Subject: C
 
 
A. Policy

establ
 
B. Discu
 

1. P
cl

 
2. T

pa
 

3. C
pa

 
4. C

pe
th

 
5. D

 
6. P

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

Check Prepara

y. It is the po
lished policy 

ussion 

ayroll checks
lub. 

The club must 
ayday weeks.

Checks are del
ayday weeks.

Checks should
ersons will ha
hat the check 

Direct deposite

aychecks may

nus Agus Pur

ation and Dis

licy of the clu
and on an est

s are prepared

transmit payr
. 

livered to the 
. 

d be distribute
ave each emp
has been pick

ed funds are a

y be distribut

rwanto, SE M

tribution 

ub that payro
tablished sche

d by a third pa

roll data to th

club by couri

ed by designa
ployee sign a 
ked up. 

available to em

ed any time a

MM 

ll checks be p
edule. 

arty payroll se

he payroll serv

ier on Wedne

ated person(s)
Paycheck Re

mployees afte

after 2 p.m. on

prepared and 

ervice based u

vice no later t

esdays (one da

) from a speci
eceipt Log, S

er 2 p.m. on p

n payday Frid

Acco

distributed ac

upon informa

than Tuesday

ay after transm

ified location
SPHM Form 2

payday Friday

days. 

ounting Poli

A-2

ccording to 

ation sent by t

y at 2 p.m. of 

mitted) of 

n(s). Designat
232, to indica

ys. 

icies 

2005

the 

ed 
ate 

54 



 

 
 

 
Subject: P
 
 
A. Policy

the ne
 
B. Discu
 

1. E
H
th

 
2. D

 
3. U

ad
 

4. E
co

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

Payroll Correc

y. It is the po
ext pay cycle.

ussion 

Employees wit
Head. All Dep
hey are the fir

Department He

Unless there is
djustments to

Exceptions m
onsultation w

nus Agus Pur

ctions and Ad

licy of the clu
. 

th questions o
artment Head

rst point of co

eads will answ

s pressing nee
 paychecks w

may be made
with the Depar

rwanto, SE M

djustments 

ub that correc

or problems re
ds are respons
ontact for payr

wer questions

ed or obvious 
will be made d

e on a case 
rtment Head.

MM 

ctions and adj

egarding thei
sible for ensu
roll questions

s or verify if a

error on the p
during the nex

by case ba

justments be m

r paychecks m
uring that their
s or problems

a correction is

part of the clu
xt pay cycle.

asis as decid

Acco

made to payr

must see their
r employees u

s. 

s needed. 

ub, correction

ded by the C

ounting Poli

A-2

roll checks du

r Department 
understand th

ns and 

Controller in

cies 

2006

uring 

hat 

n 

55 



 

 
 

 
Subject: T
 
 
A. Policy

emerg
 
B. Discu
 

1. T
ci

 
a.

 
b.

 
2. Pr

m
 

3. O
no

 
C. Proce
 

1. B
th

 
2. T

W
w

 
3. T

D
fu

 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

Temporary or

y. It is the pol
gency circum

ussion 

Temporary or
ircumstances 

. Unusual c
long-term 
basis and h

. Emergency
as waiting 

roper plannin
minimum. 

Often tempora
ot an employe

edures 

Before a temp
he permission

The Departmen
W-9 must be a
worked. The ti

Temporary or 
Department He
ull time, part t

nus Agus Pur

r Casual Labo

licy of the clu
stances dictat

r casual lab
dictate. 

circumstances
employee wo

hiring a contr

y situations m
for prospecti

ng by Departm

ary needs can 
ee of the club

porary or casu
n of the Gener

nt Head must
attached to a B
ime sheet mus

casual labore
ead needs the
time, or seaso

rwanto, SE M

or 

ub that tempo
te. 

bor should 

s would inclu
ould not be ne
ractor does no

might include
ive employee

ment Heads sh

be met by us
b; rather he or

ual laborer m
ral Manager.

t ensure that t
Bi-Weekly Ti
st be verified 

er may only w
e employee be
onal employe

MM 

orary or casua

not be used

ude special o
eeded or spec
ot make sense

e a significan
s to work out

hould keep th

sing a tempora
r she is an em

may be used, 

the casual lab
ime Sheet, [SP
and signed b

work a total of
eyond 40 hou
e. 

al labor only b

d except wh

one-time situ
cial skills are 
e. 

t staff shortag
t their notice a

he need for tem

ary agency. In
mployee of the

the Departme

orer fills out 
PHM Form 1

by the Departm

f 40 hours und
urs, the emplo

Acco

be used when

hen unusual

uations or ev
only needed 

ge for a limit
at their previo

mporary or ca

n this case, th
e temp agency

ent Head mu

a W-9 form. 
12], indicatin

ment Head. 

der this policy
yee must be p

ounting Poli

A-2

n unusual or 

l or emerge

vents where a
on a one-time

ted time, such
ous employer

asual labor to

he employee i
y. 

ust have 

The complete
ng all hours 

y. If a 
processed as a

icies 

2007

ency 

a 
e 

h 
. 

o a 

is 

ed 

a 

56 



 

 
 

 
Subject: D
 
 
A. Policy

Depar
 
B. Discu
 

1. E
D
T
de

 
2. D

to
de

 
3. T

ne
ar

 
a.

 

 

 

 
b.

 

 

 

 

 

 

 

 

 
c.

 

 
 

 
© Agustin

Departmental 

y. It is the pol
rtments. 

ussion 

Electronic tim
Departments. F
This permits 

epartments, a

Department He
o punch in a
epartmental a

The following 
eeds for its op
reas and post 

. Golf Opera

(1) Assista

(2) Outsid

(3) Trainin

. Food Oper

(1) Casual

(2) Fine D

(3) Caterin

(4) Host/H

(5) Snack 

(6) Cooks

(7) Utility

(8) Trainin

. Beverage O

(1) Barten

(2) Cockta

nus Agus Pur

Labor Codes

licy of the clu

mekeeping sy
Further, it is p
the comparis

allowing for d

eads will fam
and out using
areas. 

list is a sugg
peration. Onc
a list of code

ations: 

ant Profession

de staff 

ng 

rations: 

l Servers/Bus

Dining Server

ng Servers 

Hostesses 

Bar Attendan

s/Food Prep 

y/Receiving 

ng 

Operations: 

nders 

ail Servers 

rwanto, SE M

s 

ub to track lab

ystems have 
possible to es
son of payro
direct compari

miliarize their 
g different c

gested outline 
ce determined
es next to each

nals/Merchan

spersons 

s/Buspersons

nts (Turn, Poo

MM 

bor costs by D

the capabili
stablish codes
oll hours to v
isons of labor

employees w
codes to iden

of coded are
d, the Control
h timekeeping

ndiser 

s 

ol Snack Bar,

Department a

ity of trackin
s for sub-cate
various profi
r costs to reve

with their Depa
ntify their lab

as. The club m
ller will estab
g terminal: 

, Beverage Ca

Acco

and sub-categ

ng labor hou
gories within
it and cost c
enues. 

artmental cod
bor hours w

may determin
blish codes fo

art) 

ounting Poli

A-2

ories within 

urs by code
n Departments
centers within

des and train t
worked in var

ne which area
r the determin

cies 

2008

d 
s. 
n 

them 
rious 

as it 
ned 

57



 

 

 

 

 
d.

 
e.

 
f.

 

 

 

 

 

 
g.

 
h.

 

 

 

 

 

 

 
i. 

 
4. H

D
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

(3) Caterin

(4) Trainin

. Membersh

. General an

 Clubhouse

(1) House

(2) Mainte

(3) Locke

(4) Caterin

(5) Trainin

. Golf Cours

. Activities:

(1) Activi

(2) Lifegu

(3) Swim 

(4) Pool M

(5) Childr

(6) Trainin

Tennis Op

Hours worked 
Department He

nus Agus Pur

ng Bartenders

ng 

hip. 

nd Administra

e Operations: 

ekeeping/Laun

enance 

r Room Atten

ng Set-up 

ng 

se Maintenan

 

ty Leaders 

ards 

Coach/Instru

Manager 

ren’s Coordin

ng 

perations. 

by employee
eads using the

rwanto, SE M

s 

ation. 

ndry/Utility P

ndants 

nce. 

uctors 

nator 

es who record
e codes found

MM 

Porter 

d their time on
d in paragraph

n Bi-Weekly T
h 3. above. 

Acco

Time Sheets w

ounting Poli

will be coded

icies 

d by 

58 



 

 
 

 
Subject: D
 
 
A. Policy
 
B. Purpo

their b
 
C. Discu
 

1. D
[S

 
a.

 
b.

 
2. T

co
sa

 
3. A

A
em
pa
pr
pa
pr

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

Direct Deposi

y. It is the pol

ose. The purp
bi-weekly pay

ussion 

Direct Deposit
SPHM Form 

. The emplo
with the co
informatio

. If Direct D
time durin

Three (3) direc
ompleted form
avings accoun

After the Acc
Administrator,
mployee’s fir
aycheck. The
roblems in tra
ay stub on th
rovided as pro

nus Agus Pur

it of Paycheck

licy of the clu

ose of the (op
yroll automat

t will be offer
131], will be 

oyee must retu
ompleted Dire

on processed a

Deposit is not 
g his/her emp

ct deposit acc
m along with
nts. 

ounting Offic
, the informa
rst pay perio
e first paychec
ansferring the

he second pay
oof of the Dir

rwanto, SE M

ks 

ub that all emp

ptional) direc
tically deposit

red during the
given to the e

urn a voided c
ect Deposit F
and the depos

elected durin
ployment. 

counts can be 
h a voided che

ce has receiv
ation will be 
d after provi
ck is a test to
e monies into 
y period after 
rect Deposit.

MM 

ployees have 

t deposit is to
ted into their 

e hiring proce
employee to f

check or depo
Form, to the P
sit(s) set up. 

ng the hiring p

set up at one
eck or deposi

ved the Direc
set up with 

iding the Dir
o make sure t

the appropria
submitting th

the option to

o allow emplo
checking/sav

ess. An Autho
fill out. 

osit slip with 
Personnel Adm

process, the e

e time. Each d
it slip. These 

ct Deposit in
the employe

rect Deposit 
the informatio
ate account(s
he Direct Dep

Acco

o direct depos

oyees the opp
ving account(s

orization for D

the account in
ministrator in

mployee may

deposit requir
can be either

formation fro
e’s choice of
information 

on is accurate
). The employ
posit informa

ounting Poli

A-2

it their paych

portunity to ha
s). 

Direct Depos

nformation, a
n order to hav

y sign up at an

res a separate 
r checking or 

om the Perso
f account(s). 
will be a reg

e and there ar
yee will recei
ation. This stu

cies 

2009

heck. 

ave 

sit, 

along 
e the 

ny 

onnel 
The 

gular 
re no 
ive a 
ub is 

59 



 

 
 

 
Subject: I
 
 
A. Policy

comm
 
B. Discu
 

1. C
ob

 
2. A

to
 

3. A
ap
pl

 
4. Sp

th
th

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

ncentives and

y. It is the pol
missions as pa

ussion 

Certain key ind
bjectives. 

As a result the
o focus their e

All incentives
pproved in ad
lace with any

pecific instru
he time perio
he General M

nus Agus Pur

d Commission

licy of the clu
art of their com

dividuals hav

e club may es
efforts on goa

s and comm
dvance by the
y employee or

uctions regard
ds involved w
anager. 

rwanto, SE M

ns 

ub that certain
mpensation p

ve the ability a

stablish incen
als and objecti

missions offer
e Board of Di
r prospective 

ding the design
will be provi

MM 

n employees 
ackage. 

and opportuni

ntives or com
ives. 

red as part o
irectors. No d
employee unt

nated employ
ded to the in

may be provi

ity to help the

mmissions for 

of any empl
discussion of 
til such appro

yees, amounts
ndividual emp

Acco

ided incentive

e club meet si

these and oth

loyees comp
possible ince

oval has been 

s or percentag
ployee and th

ounting Poli

A-2

es and/or 

ignificant fina

her employee

ensation mu
entives should

obtained. 

ges payable, a
he Controller 

cies 

2010

ancial 

es 

ust be 
d take 

and 
by 

60 



 

 
 

 
Subject: E
 
 
A. Policy

Servic
 
B. Discu
 

1. L
of

 
2. A

 
3. T

so
ru

 
4. L

or
 

a.
 

b.
 

5. If
pr

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
© Agustin

Employee Tip

y. It is the po
ce reporting r

ussion 

Large food or b
f gross sales, 

Additionally, e

The tip-reporti
ocial-security
ules can resul

Large food or 
r beverages a

. normally e

. where tipp

f the club m
rovisions of t

nus Agus Pur

ps 

licy of the clu
requirements 

beverage esta
charge sales,

employers mu

ing rules do n
y tax, or feder
t in substantia

beverage ope
nd: 

employees ten

ping of the op

meets these c
the federal tip

rwanto, SE M

ub that, if tipp
be followed.

ablishments w
 the tips show

ust file tip-rep

not change the
ral unemploy
al penalties. 

eration is def

n employees o

eration’s emp

criteria and d
p-reporting law

MM 

ping of emplo

where tipping 
wn on the cha

porting forms

e employer’s 
yment tax, bu

fined as any b

on a typical b

ployees is cus

desires to pe
w. 

oyees is perm

is customary
arge sales, and

 listing this in

responsibiliti
ut failure to c

business activ

business day, a

stomary. 

ermit tipping

Acco

mitted, all Inte

y, are required
d tips reported

nformation w

ies with regar
comply with t

vity that prov

and 

g, it must co

ounting Poli

A-2

ernal Revenue

d to keep reco
d by employe

ith the IRS. 

rd to income t
the tip-report

vides food 

omply will a

icies 

2011

e 

ords 
ees. 

tax, 
ting 

all 

61 



 

 
 

 
Subject: T
 
 
A. Policy

“train
 
B. Discu
 

1. F
 

2. D
 

3. S
de

 
4. W

is
tr

 
5. B

de
G
ef

 
6. B

ac
tr

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Agustin

Training Hour

y. It is the pol
ning hours” ac

ussion 

ormal trainin

Department He

ince training 
epartmental p

When training
s a disincentiv
raining effort 

By establishing
epartments m

General and A
ffort departm

By charging tr
ccount, Depar
rain. 

nus Agus Pur

rs 

licy of the clu
ccount as opp

g is absolutel

eads have stri

is always “on
payroll costs, 

g hours are ch
ve for Departm
is invisible to

g a “training”
may be summ
Administrative

ent by depart

raining hours 
rtment Heads

rwanto, SE M

ub that emplo
posed to depar

ly necessary t

ict budgets fo

n the clock,” h
unless such tr

harged to norm
ment Heads t
o senior mana

” swipe/punch
marized and c
e schedule. Th
ment. 

to an expens
s have more o

MM                

oyee time spen
rtmental “sala

to establish hi

or their depart

high levels of
raining has be

mal departme
to conduct for
agement. 

h code on tim
charged to a 
his allows the

e account oth
of an incentive

                     

nt in formal t
aries and wag

igh levels of q

tments’ payro

f training may
een included 

ental “salarie
rmal training 

mekeeping equ
“training hou

e General Ma

her than their 
e (or at least n

                     

Acco

training be ch
ges” accounts.

quality and se

oll costs. 

y adversely im
in the budget

s and wages”
and the size 

uipment, train
urs” expense 
anager to mon

departmental
not a disincen

                     

ounting Poli

A-2

harged to a sp
. 

ervice in the c

mpact 
t. 

” accounts, th
and scope of 

ning hours for
account on 

nitor the train

l payroll expe
ntive) to form

                     

cies 

2012

pecial 

club. 

here 
f the 

r all 
the 

ning 

ense 
mally 

  62 


