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What is a “BEST PRACTICE?”

(Wikipedia) “A method, process, activity, 

incentive, or reward that is believed to be 

more effective at delivering a particular 

outcome than any other technique, 

method, process, etc. when applied to a 

particular condition or circumstance.”



What is a “BEST PRACTICE?”

 A best practice is any policy, process, 

technology or management technique 

(incentives, reward) that helps your 

organization perform better in realizing its 

stated goals.
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Best Practices Subcommittee

The Best Practices Subcommittee of the 

Strategic Payroll Leadership Task Force (SPLTF) 

presents and discusses how leading 

organizations deal with a variety of situations 

and goals through the use of business process, 

technology, and organizational changes. 



Best Practices Subcommittee

These best practices help employers, from 

small to large, understand how to operate 

their payroll process and organization in the 

most effective, efficient, and compliant 

manner.

 To join: APA volunteer form

http://www.americanpayroll.org/community/ 



Best Practices Subcommittee

Jurisdictional Challenges of Sick Leave

Recruiting for the Payroll Department

Check Fraud/Liability/Escheatment

Mobile Workforce & Multi-State Taxation

Overpayments

Paycards, Same Day ACH, Direct Deposit



Best Practices Subcommittee

Root Cause Analysis

Metrics – Telling Your Story

Payroll Reporting & Internal Controls

Payroll Horror Stories

Year-End and ACA

Customer Service



Root Cause Analysis

Payroll Reporting & 

Internal Controls

 The Mobile Workforce

Recruiting for the 

Payroll Department





Root Cause Analysis

 What is root cause analysis?

o Tool to ID the origins of a problem

o Enables you to solve problems



Root Cause Analysis



Root Cause Analysis

 Why do root cause analysis?

o Find out real problems

o Recognizes a problem exists

o People own what they help create

o Developing solutions is easier with root cause
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Root Cause Analysis

 After root cause analysis

o ID projects/initiatives 

o Create project charters
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Root Cause Analysis

 After root cause analysis

o ID projects/initiatives 

o Create project charters

o ID project manager

o Follow through!





Payroll Reporting & Controls

 Common themes for pre- and post- reporting



Payroll Reporting & Controls

 Common themes for pre- and post- reporting

o Overtime

o Gross-to-net calculation

o Timesheets

oMissing punches

oMissing approvals



Payroll Reporting & Controls

 Other useful reporting

o Over/Under payments

o Zero pay

o Payments to inactive/terminated employees



Payroll Reporting & Controls

 When to audit

o Before payroll is committed

o After payroll is committed

o Audit vs. clean-up



Payroll Reporting & Controls

 Unapproved punches

o To pay or not to pay, that is the question…

o Approver accountability

o Try positive reinforcement



Payroll Reporting & Controls

 Avoiding “rubber stamp” syndrome

o Sneak attacks

o Enlist upper management support

o Try positive reinforcement



Payroll Reporting & Controls

 Ghost employees in the electronic world

o Segregation of duties

o Audit multiple systems

o Check bank accounts





The Mobile Workforce

 Do you have employees that travel to other 

states?

Yes

No



The Mobile Workforce

 If so, are you tracking their movements?

Yes

No



The Mobile Workforce

“Our techs have iPads and mobile devices used 

to track where they are so dispatch can send 

them jobs in the area at the last minute.  Upper 

Management doesn't want to use the same 

system for payroll tracking purposes as they feel 

it's an invasion of privacy…  



The Mobile Workforce

… It's been stated that if the local/state 

jurisdictions can't prove where the employee 

was working and for how long, why would we 

spend the energy trying to be accurate.  They 

would rather take their chances and pay if/when 

audited.”  



The Mobile Workforce

 When do you begin taxing employees?

37%

25%

12%

13%

13%
State Requirements

Day Threshold

Quarterly

Dollar Threshold

Day/Dollar One



The Mobile Workforce



The Mobile Workforce

 Mobile Workforce Coalition

http://www.mobileworkforcecoalition.org/ 





Recruiting for the 

Payroll Department

 75% had trouble locating qualified candidates

 Average time to fill was 4-8 weeks

 Only 6.2% use KACs

www.payrollkac.com



Recruiting for the Payroll Department 

– Sample Interview Questions

 Can you list and describe some of the payroll specific forms 
with which you are familiar?  
If they are truly knowledgeable this is an easy question (i.e. 

W4, W2, 940, 941, etc).  If they look at you with the deer in 

the headlights look, you've found a newbie.

 Have you calculated a paycheck from gross to net outside 

the system? 

Most candidates don't know how to do this unless they have 

been through a study group or are certified.

 How do you do your reconciliation of hours entered into the 

payroll system with the input data?



Recruiting for the Payroll Department 

– Sample Interview Questions

 What do you consider to be the most difficult challenge of 
working in a payroll department? 
I can determine if they can handle the stress of every day 

payroll processing, and also customer service level.

 What interests you about this position?  

I want to know what motivates them and see if their interests 

are aligned with the actual position.

 Have you ever audited a payroll system for accuracy?  

A lot of candidates don't think a system should or can be 

audited.



Recruiting for the Payroll Department 

– Sample Interview Questions

 If it’s a payroll specialist position I would like them to 

calculate a manual check during the interview, I would 

provide all data and tables needed. 

 Describe a situation where you needed to persuade 

someone to see things your way. What steps did you take? 
What were the results? People will usually describe their 

thought process.  

 Describe a decision you made or a situation that you would 

have handled differently if you had to do it over again.



Recruiting for the Payroll Department 

– Sample Interview Questions

 What are the functions you use on a typical Excel 
spreadsheet?  
This will tell me their level of Excel without the label of 

intermediate or advance.

 I like to ask about personal hobbies/interests outside of work.

It gives me an idea if the candidate will fit in with 

department/company culture.

 What kinds of people can you not stand to work alongside?

It's an opportunity for the candidate to tell you the type of 

person they are in a team-oriented work environment-and 

how they would work with them.




