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Introduction:

Payroll management is the backbone of any organization, ensuring employees are compensated accurately
and on time. This comprehensive 5-day training program, delivered by Global Business Minds, equips you
with the essential knowledge and practical skills to become a proficient payroll professional.

Gain a thorough understanding of payroll processes, navigate complex tax regulations, and master the use of
payroll software, empowering you to navigate the payroll maze with confidence.

Program Goals:

» Demystify the payroll process: Understand the complete payroll cycle, from data collection to payment and
recordkeeping

» Master payroll calculations: Learn to accurately calculate salaries, wages, overtime, deductions, and
employer contributions

» Navigate complex tax regulations: Gain in-depth knowledge of federal, state, and local payroll taxes,
including income tax, Social Security, and Medicare

* Become an expert in payroll deductions: Understand the different types of deductions, including pre-tax and
post-tax withholdings, and their legal implications

* Master the use of payroll software: Learn to navigate leading payroll software programs to automate tasks
and ensure efficient payroll processing

* Prepare accurate and timely payroll reports: Develop the skills to generate reports for tax authorities,
management, and employees

» Stay compliant with ever-evolving regulations: Understand the latest changes in payroll tax laws and
regulations to ensure consistent compliance

» Develop strong communication and problem-solving skills: Effectively communicate payroll information to
employees and address any issues that may arise

Training Agenda:

Day 1: Foundational Payroll Concepts and Processes:

» Understanding the complete payroll cycle and its various components

« Learning key payroll terminology and legal requirements

 Exploring different types of pay structures, including hourly, salaried, and commission-based models

» Mastering payroll calculations for salaries, wages, overtime, and deductions

Day 2: Demystifying Payroll Taxes and Withholdings:

» Understanding federal, state, and local payroll taxes, including income tax, Social Security, and Medicare
 Exploring pre-tax and post-tax deductions, including benefits, garnishments, and voluntary contributions
* Learning about tax reporting requirements and filing procedures

* Applying payroll tax calculations to real-world scenarios with practical exercises

Day 3: Mastering Payroll Software for Efficiency:

« Hands-on training using a leading payroll software program (eg, ADP, Paychex, QuickBooks Payroll)

« Learning to input employee data, calculate payroll, and generate reports

» Exploring advanced features of payroll software for tax filing, garnishments, and leave management

* Setting up automated processes for efficient and accurate payroll processing

Day 4: Advanced Payroll Topics and Compliance:

» Understanding employee benefits administration and reporting requirements

» Exploring wage and hour laws, including overtime regulations and minimum wage requirements

* Learning about garnishment orders and legal deductions procedures



« Staying compliant with evolving payroll tax regulations and reporting deadlines

Day 5: Effective Communication & Problem-solving in Payroll:

» Developing strong communication skills to explain payroll policies and procedures to employees
* Learning to troubleshoot payroll issues and address employee inquiries effectively

» Exploring best practices for recordkeeping and data security in payroll management

* Preparing for year-end payroll processing and tax reporting procedures

Target Audience:

This program caters to a diverse audience, including:

« Individuals new to payroll seeking a comprehensive understanding of payroll processes and calculations
* HR professionals and business owners wanting to manage payroll in-house

« Payroll clerks and assistants seeking to enhance their skills and knowledge

« Accounting professionals interested in expanding their skillset to include payroll management

* Anyone seeking a career in payroll management or a related field

By participating in this intensive program, you'll gain the comprehensive knowledge and practical skills to
become a confident and proficient payroll professional.

You'll be equipped to navigate the complexities of payroll management, ensure accurate and timely payments
to employees, and maintain compliance with ever-changing regulations, empowering you to be a valuable
asset.



