The Lynde and Harry Bradley Foundation

ADP Payroll Reporting

Current Procedures

Under the current payroll reporting procedures, Ann collects the time reports from all employees on a monthly basis and prepares the payroll for payment date on the 15th of each month.  

Ann manually phones ADP payroll services to submit the hours worked for the hourly employees and any changes to payment amounts for the salaried employees.  She also requests change of address, direct deposit information, and withholding information for each employee.  In addition to the monthly payroll, from time to time, additional calls are made for special issues related to payroll.  These include bonus payments, imputed income related to insurance products, and W-2 processing at the end of the year.  At the ADP phone call center, we have been assigned a team to receive our payroll calls.  This team is made up of multiple individuals and there is no guarantee you will be able to speak to the same individual each month.  Also, there is no way to preview the payroll before it is submitted.  This causes errors, which need to be reversed or changed the next month.

Due to the fact that we now run a multi-state payroll, our processing fees are somewhat higher than in prior years.  The costs for 2001 (only ½ year of multi-state payroll) were $1,909 and projected 2002 costs are going to be around $2,800.   

Proposed Procedures

ADP has a product called Pay Expert, which is an Internet based payroll service, we are considering.  This product is web based and would require the Foundation to obtain a license and password to operate. 

Everything would remain the same as under the current procedures, with the exception of the manual phone calls to ADP.  The Foundation would have access to our payroll records and be able to submit the monthly payroll via the computer over a secure site to ADP for processing.  In addition, any additional changes that need to be made, such as change of address, would be available at any time via the website.  Also, the system allows us to view our payroll before we submit it, reducing errors and saving time it takes to correct them.

The Foundation would have a dedicated client representative at ADP for any questions or problems we may encounter.  Also, we may still call into ADP for a manual payroll if necessary.  We would require approximately four weeks to transfer our information to the new system, testing by ADP and the Foundation, as well as a web-ex training session on how to use the new system.  This training session is done from our offices on our computers.

The pricing for the new system would be less than we are currently paying due to the fact we will no longer be requiring monthly telephone input calls.  Total annual fees should be approximately $2,164.  A special one time licensing fee of $500 is required at contract signing.

Proposed Recommendation   

The Finance Staff is recommending that we switch to the new system.  The efficiency and time saved on errors produced by the manual input process would be tremendous.  Also, the pricing is more favorable, reducing the costs of our general and administrative expenses.  

The new contract could be drafted and signed as soon as possible to start the process.  This way, we can finish the remainder of 2002 under the old system and begin the new system as of January 1, 2003.  This would give us the time required to complete the transfer and the training, as well as, become comfortable with the new system.  

The Finance Staff is also recommending one other change in the current procedure.  Currently, Ann collects the time reports and prepares the payroll and then manually phones in the payroll.  We recommend that Ann still collects and prepares each payroll, but the Finance Staff should complete the actual input into the new system and submission for processing.  This ensures proper controls are kept between the functions.  Ann should be trained on the new system for backup purposes.

