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COURSE INTRODUCTION / OVERVIEW:

This comprehensive training course is designed to provide a deep and practical understanding of modern payroll
administration and tax compliance. In today's complex regulatory environment, accurate payroll processing is not just an
operational task but a critical business function that impacts financial integrity and employee morale. This program
navigates the entire payroll lifecycle, from foundational principles of compensation to the complexities of statutory
deductions and international tax regulations. Participants will explore the strategic aspects of payroll management,
learning to implement best practices that ensure accuracy, efficiency, and full legal compliance. Drawing on insights from
leading experts like Steven M. Bragg, author of "The Payroll Practice Handbook," the course emphasizes a proactive
approach to managing payroll risks and challenges. BIG BEN Training Center has developed this curriculum to empower
professionals with the skills needed to manage sophisticated payroll systems, handle complex employee scenarios, and
contribute strategically to their organization's financial health. This course moves beyond basic calculations to cover
advanced topics such as benefits administration, year-end reporting, and payroll auditing, making it an essential

development opportunity for any professional involved in the payroll function.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Payroll Administrators and Specialists.
e Human Resources Managers and Generalists.

e Accountants and Finance Professionals.

Compliance Officers and Internal Auditors.

Small Business Owners and Entrepreneurs.

Compensation and Benefits Managers.

Financial Controllers and Directors.

e Anyone aspiring to a career in payroll management.

TARGET SECTORS AND INDUSTRIES:

e Financial Services and Banking.

Healthcare and Pharmaceuticals.

Technology and Information Services.

Manufacturing and Engineering.

Retail and Consumer Goods.

Hospitality and Tourism.
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Human Resources Department.

Finance Department.

Accounting Department.

Legal and Compliance Department.

Internal Audit Department.

Operations Management.

COURSE OFFERINGS:
By the end of this course, the participants will have able to:

e Master the end-to-end payroll processing cycle with precision and efficiency.

e Interpret and apply complex federal, state, and local tax regulations correctly.

e Calculate gross-to-net pay, including various deductions and benefits, accurately.

e Manage year-end payroll procedures and reporting requirements seamlessly.

e Develop and implement robust internal controls to prevent payroll fraud and errors.

e Administer employee benefits and expense reimbursements within the payroll system.
o Navigate the complexities of international payroll and expatriate tax considerations.

e Conduct effective payroll audits and generate insightful management reports.

o Leverage payroll technology and automation to improve departmental efficiency.

e Ensure complete compliance with labor laws and statutory reporting obligations.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to foster a dynamic and engaging learning environment
that prioritizes practical application and skill mastery. This course utilizes a blended approach, combining expert-led
instruction with interactive learning techniques. Participants will engage in detailed case studies that reflect real-world
payroll challenges, allowing them to analyze complex scenarios and develop effective solutions. Collaborative group
discussions and teamwork exercises will encourage peer-to-peer learning and the sharing of diverse professional
experiences. The curriculum incorporates hands-on workshops where participants will practice payroll calculations,
complete tax forms, and simulate audit procedures. Our experienced instructors facilitate an open and interactive
atmosphere, providing continuous feedback and personalized guidance to address individual learning needs. The focus is
not just on theoretical knowledge but on building the confidence and competence to apply these skills directly in the
workplace. This immersive and practical approach ensures that participants leave the course fully equipped to manage

payroll functions strategically and with the highest standards of accuracy and compliance.

COURSE AGENDA (COURSE UNITS):
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Calculating working hours, overtime, and paidti

Understanding mandatory and voluntary payroll deductions.

Establishing and maintaining accurate employee payroll records.

Legal frameworks and labor laws governing payroll in the workplace.

UNIT TWO: MASTERING PAYROLL CALCULATIONS AND PROCESSING

e Calculating gross pay for salaried and hourly employees.

e Processing statutory deductions like income tax and social security.

e Managing voluntary deductions for benefits, pensions, and savings plans.
e The step-by-step process of calculating net pay (gross-to-net).

o Utilizing payroll software and automated systems effectively.

e Ensuring data integrity and security in payroll processing.

e Handling payroll for new hires, terminations, and leaves of absence.

e Best practices for issuing paychecks and direct deposits.

UNIT THREE: NAVIGATING TAX COMPLIANCE AND REPORTING

Understanding federal, state, and local payroll tax requirements.

Properly completing and managing employee tax withholding forms.

Rules for depositing and reporting payroll taxes to government agencies.

Preparing and filing quarterly and annual employer tax returns.

Managing wage garnishments and other legally mandated deductions.

Staying updated with changes in tax laws and regulations.

The importance of accurate and timely tax compliance to avoid penalties.

Procedures for handling tax notices and resolving discrepancies.

UNIT FOUR: ADVANCED PAYROLL TOPICS AND BENEFITS ADMINISTRATION

o Integrating employee benefits administration with the payroll system.
e Managing health insurance, retirement plans, and other benefits.

e Processing and taxing fringe benefits and non-cash compensation.

¢ Navigating the complexities of multi-state payroll processing.

e Introduction to international payroll and expatriate taxation.

¢ Handling stock options and executive compensation plans.

e Best practices for managing expense reimbursements through payroll.

o Strategies for effective payroll management in a global context.
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Best practices for record retention and_payro

The future of payroll: automation, Al, and emerging technologies.

Developing a strategic payroll policy and procedure manual.

Final course review, Q&A session, and action planning.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOWw LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

In an era of increasing automation and Al in payroll systems, what is the evolving role of the human payroll professional in

ensuring ethical compliance and strategic value?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This training course distinguishes itself by moving beyond procedural instruction to cultivate a deep, strategic
understanding of the payroll function. While many programs focus solely on the mechanics of payroll software or basic
calculations, this curriculum is built on a foundation of critical thinking and regulatory mastery. It emphasizes the "why"
behind the "how," empowering participants to navigate complex, non-standard scenarios with confidence. The course
content is enriched with advanced topics such as international payroll, expatriate taxation, and the strategic
implementation of internal controls, which are often overlooked in standard training. We integrate insights from leading
industry literature, such as the principles outlined by Steven M. Bragg, to provide a robust academic and practical
framework. The methodology prioritizes interactive case studies and real-world problem-solving over passive learning,
ensuring that participants can immediately apply their knowledge. Ultimately, this course is designed not just to train
payroll clerks, but to develop strategic payroll professionals who can safeguard compliance, mitigate risk, and contribute

tangible value to their organization's financial health and strategic objectives.
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