 (YOUR COMPANY) POLICY LETTER
TURNING IN PAYROLL ON TIME
It is the responsibility of every employee to make sure that his/her payroll information has been turned into the office each week.
In order to receive a paycheck by (you determine what day), an employee’s COMPLETE and ACCURATE payroll information needs to be submitted to the office by (you determine what day) at the latest.  

If an employee’s complete and accurate payroll information is not turned into the office by (you determine what time) on (you determine what day), that employee may not receive a paycheck at the usual time, and may have to wait until the following (you determine what day), when the next series of payroll checks are processed.
(Your Name)
