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2030.0	The following procedure will be followed for complete oversite of NSCD payroll.
2130.1	The salaries and wages of all District employees shall be paid the 5th and the 20th of every month. 
2130.2	In the event a payday falls on a holiday or on a Saturday or Sunday, the immediately previous working day shall become the payday. 
2130.3	District personnel receiving salaries, or wages or stipends will be paid by direct deposit. Personnel may opt out of direct deposit.
2131.0	Payroll Procedure- Internal Controls
2131.1	Time Cards are filled out daily including a summary record of work done.  Accounting information is included and completed Time Cards are sent to payroll preparer on schedule.
If there is a change in rate of pay, or any other change in payroll, it is accompanied by the signed minutes approving the change.
2131.2	The time card, any supporting documents and the pay receipt is placed in a file folder and held at the front desk for Director’s viewing.  ALL Directors will view the payroll information and sign.
2131.3	After all Directors have signed; the records are filed in the employee’s payroll file.
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