
Monthly Payroll Processing Checklist Template
Streamline your financial operations with this monthly payroll processing checklist template, designed to ensure
accuracy and compliance. It helps track essential payroll tasks from data collection to final payment, reducing errors
and saving time. Stay organized and meet deadlines effortlessly with this comprehensive guide.

Monthly Payroll Processing Checklist
Collect Timesheets & Attendance Data

Gather employee timesheets and leave records
Verify overtime, deductions, and absence details

Update Employee Information
Confirm bank account changes, new hires, or departures
Apply salary adjustments, bonuses, or deductions

Calculate Payroll
Compute gross and net salaries
Account for taxes, benefits, and legal withholdings

Review & Approve Payroll
Double-check calculations for accuracy
Get necessary approvals from management

Disburse Payments
Transfer payments to employee accounts
Distribute payslips and payment statements

Submit Payroll Taxes & Reports
File payroll taxes to authorities
Prepare and send monthly/quarterly payroll reports

Maintain Payroll Records
Store payroll reports and related documents securely
Back up data for audit and compliance purposes
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