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Catalog Course Description:

Introduces the various aspects of the Fair Labor Standards Act and other laws that affect payroll operations and employment practices. Emphasizes the methods of computing wages and salaries, the methods of keeping records, and the preparation of government reports. Includes a project requiring students to record all of the payroll information for a business.
Course Goals (Expected Outcomes):
This course is designed to assist students in developing an understanding of the payroll laws and regulations; in becoming acquainted with and being able to use the various records needed to record employees time and work; in determining gross earnings and payroll deductions; in determining the various taxes to be withheld, and the payment to the various government agencies as needed.
Upon completion of this course,

· students are expected to be able to understand and describe the need for payroll and personnel records.

· students are expected to be able to define who is a covered employee, what is considered time worked, what is overtime and how it is calculated, and exemptions.

· students are expected to be able to discuss in detail the law that affects the determination of gross pay.

· students are expected to be able to describe how taxable wages are determined.
· students are expected to be able to explain the law as mandated by the Federal Insurance Contributions Act and explain how self-employed people are taxed.

· students are expected to be able to describe income tax laws as well as taxable fringe benefits and/or tips, and various tax deductions.
· students are expected to be able to explain the procedures used for calculating unemployment taxes such which factors determine the amount that the employer pays, how and when it is paid, and which employees are protected.

· students are expected to be able to describe the process of preparing payroll accounting records including the payroll register, employees’ earnings records, journal entries, adjusting entries and posting payroll data to the general ledger accounts.
Course Objectives Outline (Competencies):
I. The Need for Payroll and Personnel Records

A. Identify the various laws that affect employers in their payroll operations.

B. Explain the recordkeeping requirements of these laws.

C. Explain the importance of a thorough recordkeeping system.

D. Describe the employment procedures generally followed in a Human Resources Department.

E. Recognize the various personnel records used by businesses and know the type of information shown on each form.

F. Describe the procedures employed in a typical payroll accounting system.

G. Identify the payroll register and the employee’s earnings record.

II. Computing and Paying Wages and Salaries

A. Explain the major provisions of the Fair Labor Standards Act.

B. Distinguish between the employees’ principal activities and their preliminary and postliminary activities.

C. Describe the main types of records used to collect payroll data.

D. Perform the following computations:

1. Convert weekly wage rates to hourly wage rates.

2. Convert monthly and annual salary rates to hourly rates.

3. Compute regular earnings and overtime earnings to arrive at total gross earnings.

4. Compute overtime payments for pieceworkers using two different methods.

5. Compute earnings under incentive and commission plans.

E. Describe how wages are paid using (a) cash, (b) check, and (c) electronic transfer of funds.

III. Social Security Taxes
A. Identify, for social security purposes, those persons covered under the law and those services that make up employment.
B. Identify the types of compensation that are defined as wages.
C. Apply the current tax rates and wage base for FICA and SECA purposes.
D. Explain the importance of obtaining and correctly using the Employer’s Identification number and the Employee’s Social Security Number.
E. Describe the different requirements and procedures for depositing FICA taxes and income taxes withheld from employees’ wages.
F. Complete Form 941, Employer’s Quarterly Federal Tax Return, and Form 8109, Federal Tax Deposit Coupon.
G. Recognize that, as collection agents for the government, employers may be subject to civil and criminal penalties if they fail to carry out their duties.

IV. Income Tax Withholding

A. Explain coverage under the federal income tax withholding law by determining: (a) the employer-employee relationship, (b) the kinds of payments defined as wages, and (c) the kinds of employment excluded under the law.

B. Explain the types of withholding allowances that may be claimed by employees for income tax withholding purposes.
C. Explain the purpose of Form W-4 and list the proper procedures for using the information contained on the form.

D. Compute the amount of federal income tax to be withheld using: (a) the percentage method and (b) the wage-bracket method.

E. Compute the amount of federal income tax to be withheld using alternative methods such as quarterly averaging and annualizing of wages.

F. Compute the withholding of federal income taxes on supplementary wage payments.

G. Explain how employees may receive Advance Earned Income Credit and how the employer computes the amount of the advance.

H. Complete Form W-2 and become familiar with other wage and tax statements.

I. Review completion of Form 941, Employer’s Quarterly Federal Tax Return.

J. Describe the major types of information returns.

K. Explain the impact of state and local income taxes on the payroll accounting process.

V. Unemployment Compensation Taxes

A. Describe the basic requirements for an individual to be classified as an employer or an employee under the Federal Unemployment Tax Act.

B. Describe the factors considered in determining the coverage of interstate employees.

C. Identify generally what is defined as taxable wages by the Federal Unemployment Tax Act.

D. Compute the federal unemployment tax and the credit against this tax.

E. Describe how an experience-rating system is used in determining employers’ contributions to state unemployment compensation funds.

F. Complete the reports required by the Federal Unemployment Tax Act.
G. Describe the types of information reports under the various state unemployment compensation laws.

H. Describe the factors that determine eligibility for unemployment compensation benefits.

VI. Analyzing and Journalizing Payroll Transactions

A. Record payrolls in payroll registers and post to employees’ earnings records.

B. Journalize the entries to record the payroll, payroll taxes, and payment of payroll-related liabilities.

C. Post to the various general ledger accounts that are used to accumulate information from the payroll entries.

D. Explain the payment and the recording of the payroll tax deposits.

E. Understand the need for end-of-period adjustments.

F. Identify the general ledger accounts used to record payroll transactions.

VII. Payroll Project
A. Consists of a simulation, or practice set, for payroll accounting.

B. Students will apply the knowledge acquired in this course to practical payroll situations.

C. This simulation is a culmination of the information presented in the textbook.

Specific Instructional Materials, References & Text List:
Payroll Accounting, Current Edition, Bernard J. Bieg, South-Western College Publishing.

Outcomes Assessment and Grading Procedures:
End of chapter problems consisting of matching quizzes, questions for review, practical problems, continuing payroll problems, and case problems are worth a total of one hundred points.  Five points will be deducted for each assignment that is late, missing, or incomplete.  This deduction will begin with the fourth late, missing, or incomplete assignment.

Application tests will be given after each of the first three units and an audit exam will be required with the completion of the payroll project. A comprehensive final exam will also be given. Each test is worth 100 points and will be given at the scheduled time only.

The final grade will consist of the average of the three unit test scores, the audit test score, the final exam score and the homework grade.  

Satisfactory completion of this course requires consistent classroom attendance and active participation.
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Classroom Policy:

If an instructor is absent from class, the class is not cancelled.  In this course, continue working on the current chapter assignment or reading.  If it happens to be a test day, continue studying for the test or begin reading the next chapter.

There is a policy of no food or drinks in any classroom or lab area in this building.

Only in extreme cases are children allowed in classroom or laboratory facilities, and then only with approval of the instructor prior to class.

Cellular phones, pagers, various media players, and similar devices are prohibited in the classroom and laboratory facilities. Turn it off before entering the classroom. Each use will result in a 20 point deduction from the final point total.

Students with disabilities, whether physical, learning or psychological, who believe that they may need accommodations in this class are encouraged to contact Disability Support Services as soon as possible to ensure that such accommodations are implemented in a timely fashion. Please contact DSS to verify your eligibility for any classroom accommodations and for academic assistance related to your disability by calling 657-2283. The DSS contact person at the College of Technology is Kelley Williford, room A071. She is available Monday-Friday, 9 a.m.-2 p.m. Testing arrangements must be made prior to the first exam.
Free tutoring services for students are available in the COT Academic Support Center, Room A035, Monday through Friday, 8 a.m.-5 p.m. The Academic Support Center on the Poly Drive campus is open from 8 a.m. - 8 p.m. Monday - Thursday, 8 a.m -5 p.m Friday, and 9 a.m. – noon Saturday.  Tutors specialize in math, writing, anatomy and physiology, and other specialty areas for specific majors. See http://www.msubillings.edu/asc/ for more information or call 247-3022 (COT) or 657-1641 (Poly Drive campus).

Students’ rights and responsibilities, as well as the Code of Conduct are outlined in the Montana State University- Billings Student Handbook.  Students should be familiar with the rights and responsibilities of students in the Academic Community.

MSU-B supports a drug free environment. Any student who demonstrates a pattern of behavior that suggests drug or alcohol abuse will be asked to leave class and must participate in a counseling program prior to continued attendance. Continued abuse may result in reprimand, probation, restriction, suspension or expulsion.

