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	Payroll Administration Policy IBU (JOR)
Owner/ Department: Human Resources



	Brief
	It is the Policy of the Company to ensure that payroll procedures conform to the Jordanian Labor Law and its contractual obligation to all Employees.

	Purpose
	To provide guidelines and clarity on all payroll processes.

	Person Affected
	Covers all employees in all operating cities and branches kingdom-wide.

	Guidelines
	All Employees will be paid their salaries on or before the end of each Gregorian calendar month, subject to providence of Attendance Sheet Form/ Manpower Reports / Biometrics machines (Electronic & signed hard copy).
Salary Payments will be paid directly into the bank account of each Employee.
If an Employee does not have a bank account due to the pending formalities of residency, alternative arrangements may be made for his salary to be paid in cash for maximum of 3 months through Finance Department only.
Bank accounts must be opened within a maximum period of two months from the date of joining.
SMSA Direct Employees Payroll:

The payroll will be processed as per the established cut-off-dates:

SR
Processes
Date
No of working days
1
Payroll section collects & receives all monthly manpower reports & supporting documents etc, and update accordingly
Start:15         Finish:20
6 days
2
Finance prepares deductions, over time, etc & submits them to payroll for updating
Start:15          Finish:20
6 days
3
1st updating by payroll section
Start:21          Finish:23
3 days
4
Submit draft  of the 1st check list  to Finance
Start:24          Finish:24
1 day
5
Finance to submit draft of the 1st check list to IAD for auditing & primary approval
Start:25          Finish:26
2days
6
1st check list plus adjustments & notifications by Finance &IAD submitted back to payroll for final updating, and processing the final payroll
Start:27          Finish:27
1 day
7
Final payroll plus audited draft to be submitted back to IAD for final verification & submitted to Finance for approval, and start bank transfers & cheques for cash payroll
Start:28          Finish:28
1 day
All Salary elements will be calculated as following:
· Basic Salary 
· Housing Allowance 25% of the basic salary 
· Transport Allowance 10% of the basic salary 
The Company will automatically deduct from the monthly salary all personal charges and pre agreed installments that are owed to the Company by the Employee.
Pay slips will be issued to all the employees indicating additions/deductions and accrued leave balance as at the end of each month. This is personal and confidential document and should not be discussed with anyone else in the Company. In the event of a discrepancy on the pay slip, it should be immediately reported through the direct manager to the respective HR Regional Manager/Supervisor or payroll.
Outsourced Labor Employees Payroll:

The payroll will be processed as per the established cut-off-dates:

Sl. No.

Task

From

To

When

1

Provide the concern department with their labor invoice of the last month supported by attendance sheets.

Outsourced labor company

SMSA concern department Manager

3rd of the month

2

The provide documents and invoices will be verified and sign

SMSA concern department Head

Payroll section

5th of the month

3

The provided documents and invoices will be verified and arrange the summary report

Payroll section

SMSA Finance department

6th of the month

4

The provided documents and invoices will be verified

SMSA Finance department

SMSA Internal Audit

9th of the month

5

The provided documents and invoices will be verified and audited

SMSA Internal Audit

Payroll section

10th of the month

6

Payment request arrangement

Payroll section

SMSA Finance department

10th of the month

7

Cheque arrangement and release 

SMSA Finance department

Outsourced labor company

14th of the month
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