University of Rhode Island
Paycheck Distribution Procedure
ORIGINATOR:  
University Controller, Division of Administration and Finance
DATE: 
 
May 2004

PURPOSE:  

To create a uniform procedure for the distribution of employee



payroll checks that will strengthen internal controls. 
APPLICABLE:  
All Departments

RESPONSIBILITY:  Department Heads and their designees

PROCEDURE:  
1. All paychecks must be picked up from the Payroll Office or Human Resources by a previously designated department representative who must show identification and provide a signature upon collection.  Checks will not be released to anyone who is not on the authorized list of personnel for that department unless they have a signed memo from the department head giving permission to pick up department checks for that day. 
2. The department head will select appropriate staff member(s) to serve as custodian(s) of the paychecks in the home department; such staff should not have payroll authorization and time approval duties.
3. The custodian must confirm proper identification prior to dispensing a paycheck.  Unclaimed checks should be secured in a locked and safe location.
4. At the end of one payroll period, effort needs to be made by the department to track recipients of any checks that have not been distributed. The custodian may advise individuals who are not able to come in person that they can have their paychecks mailed by providing the department with a self-addressed stamped envelope. 
5. At the end of 30 days from date of issue, any remaining checks must be delivered to the Payroll Office, including any known information regarding why they were not picked up and the steps taken to locate the individual.  The Payroll Office will attempt to contact the employee and arrange delivery.  If there is no success after another 30 days have passed, the Controller’s Office will make arrangements to cancel the check. Since an employee may request a reissued check at a later date, undelivered checks will not be deposited back into the department’s funds but in an Unclaimed Wages account.
EXCEPTIONS:

A. This procedure does not apply to direct deposit confirmations, which can be treated like regular mail. 
B. Other exceptions to this policy will be considered in unusual circumstances and must be approved by the University Controller.
