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PAYROLL ADMINISTRATION 
 

 
POLICY 
 
Employees will be paid on a bi-weekly basis based at their current rate of pay. 
 
DEFINITIONS 
 
 “SAO” means Senior Administrative Officer 
 
GUIDELINES 
 
1. Employees will be paid on a bi-weekly basis based at their current rate of pay. 
 

1.1. The Hamlet of Enterprise will take from each employees pay, all required and appropriate deductions. 
 

2. All employees will submit signed bi-weekly timesheets for SAO approval. 
 

2.1. Employee Supervisors will submit to the Finance Manager time sheets for all their employees in their 
program area specifying the total number of hours worked for the pay period: 

 
2.1.1. Hours of work will include any authorized absences such as vacations or sick leaves. 
2.1.2. Unauthorized leave or leave without pay will not be included in the total hours of work for the pay 

period. 
 
3. The Finance Manager will arrange for completion of pay based on the number of hours worked and the 

appropriate rate of pay. 
 
4. The Finance Manager will make all required and appropriate deductions and remittances to the authorized 

agency including, but not limited to, Income Tax, Canada Pension Plan, Employment Insurance, Employee 
Benefits, NWT payroll, etc. 

 
5. The Finance Manager will arrange for pay to be electronically deposited into the employee’s account or will 

arrange for preparation of pay cheques. 
 
6. The Finance Manager will provide employees with a statement each pay day. 
 
ATTACHMENTS 

 
N/A 
 

REFERENCES 
 
N/A 
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