	Section
	Payroll Requirements
	Score 0 - 5
	Weighting
	Score X Weighting
	Comments

	
	
	
	ESS
	DES (currently not available) 
	Final Mark
	

	1
	Input
	
	
	
	
	

	1.1
	Hold regular payment and deduction amounts for each employee
	5
	5
	
	25
	

	1.2
	Allow for temporary and permanent changes
	5
	5
	
	25
	

	1.3
	Hold dates of temporary and permanent changes
	0
	
	4
	0
	Dates of changes and why e.g. P6 tax code change can be seen at the touch of a button rather than looking through the paper file.  Will assist in such as:

· Answering queries  

· Confirming periods of absence for sickness, maternity and holiday etc.  

Removes a manual process.

	1.4
	Hold employee personal records: Full name, address, DOB, NINO, gender – Note the last three elements mandatory from April 2009
	5
	5
	
	25
	

	1.5
	Recognise contractual arrangements for Sickness, Maternity and holiday
	0
	
	5
	0
	Would remove a manual process.

	1.6
	Be able to upload in year data from HMRC Data Provisioning Service
	0
	
	5
	5
	Removes a manual process for keying in and avoids errors.

	1.7
	Reducing balance on loans
	3
	
	5
	15
	Situation is infrequent; however provides an automated accurate process removing a manual process.

	2
	Calculations
	
	
	
	
	

	2.1
	Pay Elements
	
	
	
	
	

	2.1.1
	Basic Pay
	5
	5
	
	25
	

	2.1.2
	Overtime at time and time a half
	5
	5
	
	25
	

	2.1.3
	Ex Gratia
	0
	5
	
	5
	Not currently available.  Is a newly approved pay element when covering holidays.

	2.1.4
	Statutory Maternity, Adoption and Paternity Pay
	5
	5
	
	25
	

	2.1.4.1
	Record EWC
	5
	5
	
	25
	

	2.1.4.2
	Calculate QW based on EWC for SMP and SPP;

Also MW for adoption
	5
	5
	
	25
	

	2.1.4.3
	Check for Service and earnings test
	0
	
	4
	0
	Not currently available so an improvement suggestion for accuracy.

	2.1.4.4
	Calculate average earnings
	5
	5
	
	25
	Not currently available so an improvement suggestion for accuracy.

	2.1.4.5
	Calculate statutory SMP, SAP and SPP
	5
	5
	
	25
	

	2.1.4.6
	Computer to recognise return date for SMP, SAP and SPP
	5
	5
	
	25
	

	2.1.4.7
	Calculate correct gross to net for the specified statutory payments
	5
	5
	
	25
	

	2.1.4.8
	Calculate recovery of the specified statutory payments
	5
	5
	
	25
	

	2.1.4.9
	Store history of the specified statutory payments 
	5
	5
	
	25
	We need to consider YE requirements for P14/P60 entries

	2.1.4.10
	Calculate offset of SSP interacting with OMP
	0
	
	4
	0
	Currently not available – would be an improvement.

	2.1.5
	Statutory Sick Pay
	
	
	
	
	

	2.1.5.1
	Record start and end of PIW
	5
	5
	
	25
	

	2.1.5.2
	Calculate average earnings
	5
	5
	
	25
	

	2.1.5.3
	Store and calculate SSP from QD pattern
	5
	5
	
	25
	

	2.1.5.4
	Calculate actual gross to net for SSP
	5
	5
	
	25
	

	2.1.5.5
	Calculate average earnings based on 8 weeks average or less if employee is a recent employee
	5
	5
	
	25
	This organisation pay monthly; however to consider the future include weekly functionality also.  See comment at section 9.2 of this table.

	2.1.5.6
	Recognise linked PIWs within 56 days (8 weeks)
	5
	5
	
	25
	

	2.1.5.7
	Recognise maximum entitlement of 28 weeks for obligation to pay SSP
	5
	5
	
	25
	

	2.1.5.8
	Message indicator at 23rd week  to prompt completion of SSP1 in case the employee has a long term sickness
	0
	
	4
	0
	This form has been forgotten in past sickness absence situations and is an essential process under statute law.  Prevent this happening again.

	2.1.5.9
	Be able to record reasons for non payment of SSP
	0
	
	3
	0
	Cuts down on paper records and notes.

	2.1.5.10
	Store history of SSP payments
	5
	5
	
	25
	

	2.1.5.11
	Calculate offset of SSP interacting with OSP
	5
	5
	
	25
	

	2.1.6
	Holiday Pay
	5
	5
	
	25
	

	2.1.7
	Car Allowance
	5
	5
	
	25
	

	2.1.8
	Loan
	5
	5
	
	25
	

	3
	Deductions 
	
	
	
	
	

	3.1
	Loan
	5
	5
	
	25
	

	3.2
	Court Orders
	
	
	
	
	

	3.2.1
	Council Tax
	5
	5
	
	25
	

	3.2.2
	Child Support Agency (CSA).  
	5
	5
	
	25
	Note -undergoing transition to Child Maintenance and Enforcement Commission (CMEC).  System will need to reflect CMEC in the future.

	3.2.3
	Courts for payment of debts and fines
	5
	5
	
	25
	

	3.3
	Voluntary Deductions
	
	
	
	
	

	3.3.1
	Group Personal Pension employee and employer.
	5
	5
	
	25
	

	3.3.2
	Charity Giving
	3
	
	5
	15
	Common voluntary deduction.  

	3.4
	National Insurance
	
	
	
	
	

	3.4.1
	System able to accept valid NI table letters A, B, C, D and E
	5
	5
	
	25
	Allow for three NI table letters to account for changes in pension status and or age.

	3.4.2
	Also X to account for employees over retirement age and under 16 years.
	5
	5
	
	25
	

	3.4.3
	Identify both Niable and Non-niable pay elements
	5
	5
	
	25
	

	3.4.4
	Calculate NIC for advance of holiday payments.  

Consider table method or exact % - consideration to be given to timing of go-live regarding switching of methods.  Recommend commencement of a new tax year.


	5
	5
	
	25
	The organisation does not have a weekly pay frequency; however as the business grows and we take on more employees we may need a weekly pay frequency for such as cleaning staff.

This is a requirement under Bankruptcy and Diligence bringing Scotland in line with England and Wales.



	3.4.5
	Default NI table letter to A for all employees unless input of alternative.
	5
	5
	
	25
	Avoids non calculation and underpayment of NICs.  Not all systems have this functionality.

	3.4.6
	Have capability to calculate contracted and not contracted out NIC for employee and employer.
	5
	5
	
	25
	Group Personal Pension currently in place; however in the future contracted out may be introduced.

Consideration also to be given to Pensions Reform and Personal Accounts – in the Pipeline and scheduled for implementation by April 2012.

	3.4.7
	Ensure functionality to introduce extra NIC thresholds – consideration to UAP from April 2009.
	5
	5
	
	25
	

	3.4.8
	Calculate SMP, SPP, SAP recovery @ 92%.  
	5
	5
	
	25
	

	3.4.9
	Calculate exact % method for recovery of SMP.
	5
	5
	
	25
	The  is organisation is not classed as an SME regarding NI on the current PAYE scheme; however worth inclusion for the future and is a legislative requirement.  Also, prevents use of a manual process.

	3.4.10
	Compute earnings to LEL, ET, UEL and from April 2009 UAP (between ET and UEL).  
	5
	5
	
	25
	Further information to be provided by HMG.

	3.4.11
	Produce year to date figures for form P14/P60 and Annual Return form P35
	5
	5
	
	25
	

	4
	PAYE – Income Tax
	
	
	
	
	

	4.1
	Identify both Taxable and Non-Taxable pay elements
	5
	5
	
	25
	

	4.2
	Calculate pre-tax deductions prior to tax calculations 
	5
	5
	
	25
	

	4.3
	Calculate Tax for advance of holiday payments and over start and end of tax years.


	5
	5
	
	25
	The organisation has a monthly pay frequency; however makes the system future proof.

	4.4
	Calculate wk1/mth1 payments and wk 53.
	5
	5
	
	25
	The organisation has a monthly pay frequency; however makes the system future proof.

	4.5
	Allow for tax code changes in year.
	5
	5
	
	25
	The organisation has a monthly pay frequency; however makes the system future proof.

	4.6
	Allow global uplift of tax codes from budget announcement.
	5
	5
	
	25
	

	4.7
	Allow input of student loan starts and stops and calculation of.  Based on 9% of gross earnings over the SL threshold.  
	5
	5
	
	25
	

	4.8
	Compute year to date figures for forms P45 and year end reporting on forms P14/P60 and Annual Return Form P35.
	5
	5
	
	25
	

	5
	Processing
	
	
	
	
	

	5.1
	User friendly screens and reports
	5
	5
	
	25
	

	5.2
	Retrospective calculations 
	5
	5
	
	25
	

	5.3
	Capability for monthly, weekly pay frequencies
	5
	5
	
	25
	

	5.4
	Capacity of payees
	5
	5
	
	25
	Ensure we are future proof

	5.6
	Cost centres
	5
	5
	
	25
	

	5.7
	Integration to Finance
	4
	
	5
	20
	Would eliminate a manual process for calculating the payroll journal and be more accurate.

	6
	Payment Method
	
	
	
	
	

	6.1
	BACs
	5
	5
	
	25
	

	6.2
	Pay schedule
	5
	5
	
	25
	As recommended should we decide to stay with an In House Package we already have a pay schedule in place.

	6.3
	E-payment of PAYE and NIC to HMRC
	5
	5
	
	25
	Required under legislation.

	7
	Reporting
	
	
	
	
	

	7.1
	User friendly report writing facility
	3
	
	5
	15
	Would be an improvement to be able to produce ad hoc reports

	7.2
	Accurate payslip report
	5
	5
	
	25
	

	7.3
	Accurate form P32 detailing Tax, NIC, Statutory Payment recovery, payment over of student loans for payment to HMRC electronically by 22nd of month
	5
	5
	
	25
	

	7.4
	Amounts for payment of all court orders
	4
	4
	
	16
	We do not have a high instance of court orders; however this would be an improvement.  We may need this function in the future.

	7.5
	Exception reports detailing:

· Tax refunds

· Negative pay

· Large increases in net /gross pay 


	0
	5
	
	0
	Not available but essential to discover serious error prior to BACs run.

	7.6
	Audit reports for accounting purposes
	0
	
	4
	0
	Recent re-structure incurred large termination payments.  Errors made, audit reports would eliminate errors.

	7.7
	Statistics reports:

· Starters

· Leavers

· Payments both external and internal

· Additional payments

· Overpayments

· Salaries/wages

· Office of National Statistics


	0
	5
	
	0
	Managers are taking a more strategic approach to day to day activities in order to achieve organisational goals and objectives.  Payroll needs to be part of this strategy and can assist by providing up to date statistical information.

Again removes a number of manual processes.

	7.8
	BACs report
	5
	5
	
	25
	

	7.9
	Year end reports:

P14, P60, P35 – Submission to HMRC electronic
	
	
	
	
	

	7.10
	Print forms P45 parts 1a, 2 and 3 on plain paper.  System to be set up according to HMRC P45 specification
	0
	5
	
	0
	Required as removes need for HMRC stationery.  Removes a manual process and kind to the environment by not needing HMRC stationery.

	7.11 
	Note P46 will not require a report as from April 2008 employers can take information from new starter forms etc. and as per legislation for medium/large employer to be sent electronically to HMRC
	NA
	NA
	NA
	NA
	Note – Current process changed as of April 2008.  Removed a manual process.

	8
	Interfaces
	
	
	
	
	

	8.1
	HMRC 3rd party internet link 
	5
	5
	
	25
	Required under Carter I and II – EOY and in year respectively

	8.2
	Payroll journal interface with finance
	4
	
	4
	20
	This is a current manual process so this would be an improvement.

	9
	Pay Frequencies
	
	
	
	
	

	9.1
	Monthly calculation of pay
	
	
	
	
	The organisation pays employees on a monthly basis

	9.2
	Weekly calculation pf pay
	
	
	
	
	As the IPP evolves there may be a need for a weekly pay frequency.

A point to note is that in order to obtain an in-house package that has HMRC recognition and accreditation the core requirement is that the system can run both pay frequencies.  A system that is one or the other will not satisfy the HMRC Payroll Standard for accreditation.

	10
	Additional Considerations
	
	
	
	
	

	10.1
	Security access for authorised users
	
	
	
	
	This includes the payroll system and paper records

	10.2
	Audit Controls:

· correct payments are made to each employee

· payments and deductions accurately recorded

· no unauthorised payments or deductions made

· wrong tax period cannot be used in calculations

· details of input can be independently checked before a payroll run

· discarded printer output is not left lying around but destroyed

· fraud cannot occur.


	
	
	
	
	Section 10.2 and 10.3 are not scored as these are additional considerations that are not elements for payroll system functionality.

These are considerations that will run alongside the payroll system; however to run the suggested checks the system will need to produce the suggested inputs and outputs detailed in sections 1-9.

	10.3
	Contingency Plans:

· Who is the decision maker? 

· What is the budget? 

· Who do I need to carry with me as I progress the evaluation? 


	
	
	
	
	For the smooth running of this project we need to document these elements and the detail to support them e.g. names and contact phone numbers and email addresses.
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