Service Details

Enter Time Data, Deductions, Time Off
Accruals & Electronic Time Keeping

== Time Cards

'

New Hires

Notlfy Providers

WOI'kEI'S Comp &
=== Unemployment
ation

Printed Checks, Direct Deposits, Retroactive
Checks, Garnishments, & Memo Notifications

Total Tax Filings, Quarter-end and Year-end
Processing

Payroll
Administration

Supervisor Reports, Payroll Processing Reports|
& Other Reports Requested

Loan Administration

Enroliments & Changes

Notifications & Audit Invoices

Benefits
Administration

Process COBRA, State Continuation, NCESC
& Notify Providers

Form 19, OSHA Logs, & ESC Requests

- R Compliance

' Audits
Policy &
i Procedures
- Management
i Consultation
—  SUpErvisory
l Training
"1 HR Projects

New Hire
Packets

Legal Compliance Audits

Employee Handbooks, Job Descriptions,
Operational Policies/Procedures, etc.

HR Management
Consulting

Legal Compliance, Workers Compensation,
Unemployment Claims, Discrimination, etc.

Interview & Selection, Goal Setting, Union
Avoidance, Performance Management, etc.

Recruitment, Benefit Design, Compensation
Reviews & Updates, Drug-Free Programs, etc.

Company Forms, Handbooks, Tax Forms,
Job Descriptions & I-9

—_—

Forward Files as Requested &
Maintain Compliance

Personnel
Administration

- Personnel File

l Maintenance

| Customized
HR Forms

Benefits Forms, Misc. Forms, etc.




