[image: ]what this checklist helps with
· Keep payroll inputs, approvals, and documents consistent every month
· Reduce errors by catching changes before payroll is finalised
· Keep PAYE, UIF and SDL accurate and supported by evidence
· Make monthly submissions simpler and less stressful
inputs and employee updates
☐  Capture payroll changes (new hires/terminations)
☐  Update employee master data (IDs/tax numbers Banking Details, Residential Address)
☐  Confirm allowances/benefits changes (this period)
☐  Collect timesheets / inputs (where applicable)
☐  Validate leave, overtime (Where Applicable), and deductions
pre-run review and approvals
☐  Payroll pre-run review (spot-checks)
☐  Manager/finance approval to run payroll
payments and proof
☐ Run payroll and generate payslips
☐  Export payroll reports pack (this period)
☐  Create Backup (Where Applicable, depending on software utilised)
payments and proof
☐  Prepare payroll payment file / EFT batch (for pay date)
☐  Save proof of payroll payment (after pay run)
filing and recordkeeping
☐ File payroll pack in period folder (Add link to external folder)





EMP201 submission and confirmations
☐ Prepare EMP201 submission pack
☐ Review and approve EMP201
☐ Submit EMP201 / confirm submission status
reconciliations and final checks
☐ Reconcile PAYE/UIF/SDL to payroll report
☐ Reconcile payroll to bank payments
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