           PHYSIOLOGY BUSINESS OFFICE ▪ MSB 3211 ▪ (416) 978-3161 ▪ paula.smellie@utoronto.ca

Memorandum

To:
Faculty 
CC:
Admin/Research Staff Who Process Monthly Payroll

From:
Paula Smellie, Business Officer

Date:
January 2017
Re:
Monthly Payroll Deadlines – January to December 2017
Here is the schedule of monthly payroll deadlines for 2017 (January to December). Please be advised that all payroll documentation for a given month is due in the Business Office (MSB 3211) by the corresponding deadline indicated on the schedule.  Documentation that is not received by this date will not be processed until the following month. Please note that the Payroll Department now charges $75 for processing off-cycle cheque requests.
Each month, please check the following:

· Do any of your students’ or postdocs’ stipends need to be renewed or cancelled this month?
· Casual staff have prepared and submitted a monthly time sheet, which may be found at the following link:  

· http://www.physiology.utoronto.ca/forms-1  (under ‘Human Resources’)
· Have you (or will you) hire any new staff, students or postdocs this month?  
· You must submit their ATP forms along with a void cheque (or relevant banking information) and tax forms by the deadline.  If they are here on a work or study visa/permit, please submit a copy of the visa/permit.
· Students who are not registered graduate students under your supervision cannot be paid as students.  They must be presented with an offer letter and hired as Casual Research Assistants, at a minimum rate of $13.15/hour + 14% for vacation pay and benefits.  Students who have defended their theses and are continuing in your lab must be hired as Casual Research Assistants.
If you have any questions or concerns about payroll, please feel free to contact me anytime.
Thank-you,
Paula

Schedule of Monthly Payroll Deadlines

January to December 2017
 Department of Physiology
	Pay Period
	Forms/Requests to Business Office
	Pay Date

	January 1 – 31
	Monday, January 16
	January 27

	February 1 – 28
	Monday, February 13
	February 28

	March 1 – 31
	Monday, March 13
	March 28

	April 1 – 30
	Wednesday, April 12
	April 28

	May 1 – 31
	Monday, May 15
	May 26

	June 1 – 30
	Wednesday, June 14
	June 28

	July 1 – 31
	Monday, July 17
	July 28

	August 1 – 31
	Monday, August 14
	August 28

	September 1 – 30
	Monday, September 18
	September 28

	October 1 – 31
	Monday, October 16
	October 27

	November 1 – 30
	Monday, November 13
	November 28

	December 1 – 31
	Wednesday, December 6
	December 15
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