BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION

Course Number:

BUSI 1802
Course Title:

Payroll Procedures
Credit Hours:

3

Prerequisite:

None

Division/Discipline:
Technical Education, Office Technology

Course Description:
This course is designed to acquaint the student with payroll procedures, including time records, methods of computing earnings, and the preparation of payroll records and federal reports.

II. INSTRUCTOR INFORMATION

III. COLLEGE POLICIES
Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 
Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 
The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 
Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.
IV. COURSE AS VIEWED IN TOTAL CURRICULUM

Frequently the secretary or office worker is called upon to prepare the payroll, to maintain appropriate payroll records, and to prepare the required federal and state payroll reports.  This course is designed to familiarize the student with payroll laws, the methods of computing and paying the payroll, the maintenance of payroll records on an automated payroll accounting system, and the preparation of federal and state payroll reports.

V. ASSESSMENT OF STUDENT LEARNING
Barton Community College is committed to the assessment of student learning and to quality education. Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 

Course Outcomes, Competencies, and Supplemental Competencies:

Upon completion of this course the student will:

A. Be able to complete the entire payroll cycle utilizing approved payroll procedures and tax and benefit guidelines, including the following
1. Identify the various laws that affect employers in their payroll operations.

2. Explain the recordkeeping requirements of these laws.

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

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

5. Identify the payroll register and the employee’s earning record.

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

7. Describe how wages are paid using cash, check, and electronic transfer of funds.

8. Identify, for social security purposes, those persons covered under the law and those services that make up employment.

9. Identify the types of compensation that are defined as wages.

10. Apply the current tax rates and wage base for FICA and SECA purposes.

11. Explain coverage under the federal income tax withholding law.

12. Explain the types of withholding allowances that may be claimed by employees.

13. Explain Advanced Earned Income Credit.

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

15. Identify taxable wages under the Federal Unemployment Tax Act.

16. Describe the types of information reports under the various state unemployment laws.

B. Process the payroll including employee benefits, and processing all tax documents related to the payroll.
1. Prepare employer quarterly federal tax return.

2. Compute the amount of federal income tax to be withheld.

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

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

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

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

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

C. Complete government forms including tax information forms
1. Describe the major types of information returns. 
2. Prepare W-2 form.

3. Complete the reports required by the Federal Unemployment Tax Act.

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

D. Be able to complete an entire payroll utilizing a Microcomputer 
1. Complete a computerized payroll.
VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOK AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS

XI. COURSE OUTLINE

