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COURSE DESCRIPTION:
This course focuses on federal, state and local laws affecting payrolls. Emphasis is on payroll accounting procedures and practices, and on payroll tax reports. Upon completion of this course, the student will be able to apply knowledge of federal, state and local laws affecting payrolls. CORE
CONTACT/CREDIT HOURS 

Theory Credit Hours  
  

3 hours
Lab Credit Hours



0 hour  

Total Credit Hours 



3 hours
NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Colleges may schedule lab hours as 3:1 or 2:1.

PREREQUISITE COURSES 
As determined by college.
CO-REQUISITE COURSES 
As determined by college.
PROFESSIONAL COMPETENCIES

· Explain opportunities associated with the payroll accounting profession.
· Explain various laws and regulations associated with payroll accounting.
· Explain payroll accounting activities related to human resource management.
· Explain the payroll accounting system. 
· Compute wages and salaries.
· Analyze and journalize payroll transactions.
INSTRUCTIONAL GOALS

· Cognitive – Comprehend requirements for analyzing and journalizing payroll accounting.
· Psychomotor – Apply knowledge for analyzing and journalizing payroll accounting.
· Affective – Value the importance of adhering to laws and regulations for journalizing payroll accounting.
STUDENT OBJECTIVES

Condition Statement:  Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  Specifications may be in the form of, but not limited to, cognitive skills diagnostic instruments, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed assignments, or any combination of specifications.

STUDENT LEARNING OUTCOMES
	MODULE A - PAYROLL ACCOUNTING LAWS AND REGULATIONS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	A1.0
Explain opportunities associated with the payroll accounting profession.
	A1.1
This module is measured cognitively.
	1

	A2.0
Explain various laws and regulations associated with payroll accounting.
	A2.1
This module is measured cognitively.
	2

	A3.0
Explain payroll accounting activities related to human resource management.
	A3.1
This competency is measured cognitively.
	2

	A4.0
Explain the payroll accounting system. 
	A4.1
This competency is measured cognitively.
	3

	LEARNING OBJECTIVES 

	A1.1.1
Define terms associated with payroll accounting.
A1.1.2
Describe opportunities associated with the payroll profession.
	1
1

	A2.1.1
Describe critical aspects of various laws that affect payroll accounting operations.
	2

	A3.1.1
Discuss payroll accounting activities associated with human resource management.
	2

	A4.1.1
Discuss various payroll accounting system procedures to include payroll register, employee earnings records, and Employee compensation methods.
	3

	MODULE A OUTLINE:
· Terms and definitions

· Payroll profession and opportunities

· Laws and Regulations

· Fair Labor Standards Act (FLSA)

· Federal Insurance Contributions Act (FICA)

· Old Age Survivors and Disability Insurance (OASDI)

· Hospital Insurance (HI)

· Federal Income Tax (FIT)

· State Income Tax (SIT)

· City Income Tax (CIT)

· Federal Unemployment Tax Act (FUTA)

· State Unemployment Tax Act (SUTA)

· Equal Employment Opportunity Commission (EEOC)

· Age Discrimination in Employment Act (ADEA)

· Americans With Disabilities Act (ADA)

· Family Medical Leave Act (FMLA)

· Worker’s Compensation

· Other Federal laws

· Other State laws

· Related human resource activities

· The payroll accounting system

· Payroll register

· Employee earnings record

· Employee compensation methods

· Direct remittance

· Electronic transfer


	MODULE B – COMPUTING WAGES AND SALARIES

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	B1.0
Compute wages and salaries.
	B1.0
Given case study information and problems, compute wages and salaries. 
	3

	LEARNING OBJECTIVES 

	B1.1.1
Differentiate between hourly and salaried compensation.
B1.2.1
Describe requirements of the Fair Labor Standards Act for computing wages and salaries.

B1.2.3
Describe laws affecting minimum wage and tips.

B1.2.4
Determine what constitutes activities for which individuals would be compensated.

B1.2.5
Explain considerations for computing preliminary and postliminary activities.

B1.2.6
Differentiate between regular and overtime compensation for hourly and piece rate.

B1.2.7
Describe equal pay for equal work.

B1.2.8
Discuss aspects of child labor laws and regulations. 

B1.2.9
Describe various methods of recording employee time worked.

B1.2.10
Differentiate between various compensations plans.

B1.2.11
Describe methods of calculating regular and overtime pay for different pay periods.
	2
2

2

2

2

3

2

2

2

3

3

	MODULE B OUTLINE:
· Hourly verses salaried

· FLSA

· Minimum wage 
· Tips employees

· Workweek 

· Principal activities


· Preliminary and post activities

· Regular and overtime

· Equal pay for equal work

· Child labor

· Record for time keeping 

· Time sheets

· Time cards

· Biometrics

· Computerized records

· Distinctive compensation plans

· Piece rate

· Commissions

· Bonuses

· Pay periods


	MODULE C - SOCIAL SECURITY TAXES (FICA)

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	C1.0
Compute wages and salaries.
	C1.1
Calculate social security taxes.
C1.2
Complete a Form 941.
	3
3

	LEARNING OBJECTIVES 

	C1.1.1
Differentiate between percentages and ceilings for the purposes of calculating social security taxes. 

C1.1.2
Describe social security withholding requirements for self-employed persons.

C1.1.3
Describe the requirements for depositing social security taxes.

C1.1.4
Discuss requirements for completing the Form 941.
C1.1.5
State the penalties for noncompliance of social security laws.
	3
3

3

3

1

	MODULE C OUTLINE:

· Taxable wages

· Percentages

· Ceilings

· Self-employed taxes (SECA)

· Requirements for depositing taxes

· Completing the employer’s quarterly federal tax return (Form 941)

· Penalties for noncompliance


	MODULE D - INCOME TAX WITHHOLDING (FIT)

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	D1.0
Compute wages and salaries.
	D1.1
Calculate federal income taxes.

D1.2
Complete a Form 941.
	3
3

	LEARNING OBJECTIVES 

	D1.1.1
Determine taxable income for wages and tips.

D1.1.2
Explain various types of pretax salary reductions.

D1.1.3
Describe various types of withholding allowances.
D1.1.4
Differentiate between percentage and wage bracket methods of withholding.

D1.1.5
Describe advanced earned income credit.

D1.1.6
Describe requirements for completing a W-2 form.

D1.1.7
Discuss requirements for completing the Form 941.
	3
3

2
3

3

3

3

	MODULE D OUTLINE:

· Taxable Income

· Wages 

· Tips

· Pretax salary reductions

· Withholding allowances

· Computing taxes

· Percentage

· Wage bracket

· Advanced earned income credit

· W-2 Form Wage and tax statement

· Completing the employer’s quarterly federal tax return (Form 941)


	MODULE E - UNEMPLOYMENT COMPENSATION TAXES

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	E1.0
Compute wages and salaries.
	E1.1
Calculate unemployment compensation taxes.

E1.2
Complete documentation for FUTA and SUTA.
	3
3

	LEARNING OBJECTIVES 

	E1.1.1
Describe the FUTA.

E1.1.2
Describe the SUTA.

E1.1.3
Discuss requirements for paying benefits to interstate employees.

E1.1.4
Discuss requirements for completing documentation for the FUTA and SUTA.
E1.1.5
Describe how an experience rating system is used to set SUTA rate.

E1.1.6
Determine requirements for various state information reports.
	2
2

3

3

3

3

	MODULE E OUTLINE:

· Federal Unemployment Tax Act (FUTA)

· State Unemployment Tax Act (SUTA)

· Interstate employees

· Computing FUTA tax and credit

· Computing SUTA tax and credit

· Experience rating

· Annual FUTA return (Form 940)

· State information report

· Status report

· Contribution report

· Wage information report

· Separation report

· Associated penalties


	MODULE F - ANALYZING AND JOURNALIZING PAYROLL TRANSACTIONS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	F1.0
Analyze and journalize payroll transactions.
	F1.1
Given various case studies and problems make entries into a payroll journal and post transactions.
F1.2
Complete transactions for a comprehensive payroll project.
	3
4

	LEARNING OBJECTIVES 

	F1.1.1
Describe the payroll register.
F1.1.2
Describe the employee earnings record.

F1.1.3
Differentiate between voluntary and involuntary taxes and deductions.

F1.1.4
Discuss various journal entries and end of period adjustments.

F1.1.5
Discuss how to determine which payroll transactions are required for journalizing and posting.
	2
2

3

3

4

	MODULE F OUTLINE:

· Payroll register

· Employee earnings record

· Payroll taxes and allocations

· Voluntary

· Involuntary

· Journalize payroll entries

· Posting to the general ledger account

· End of period adjustments

· Vacations

· Wages payable
· Payroll project


LEARNING OUTCOMES Table of specifications

The table below identifies the percentage of learning objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation.  
	
	Limited Knowledge and Proficiency
	Moderate Knowledge and Proficiency
	Advanced Knowledge and Proficiency
	Superior Knowledge and Proficiency

	
	1
	2
	3
	4

	Module A
	
	
	
	

	Module B
	
	
	
	

	Module C
	
	
	
	

	Module D
	
	
	
	

	Module E
	
	
	
	

	Module F
	
	
	
	


	Knowledge and Skills Proficiency Code Key

	Indicator
	Key Terms
	Description

	1
	Limited Knowledge and Proficiency
	· Identifies basic facts and terms about the subject or competency.

· Performs simple tasks associated with the competency.  Needs to be told or shown how to do most tasks.  

· Requires close supervision.

	2
	Moderate Knowledge and Proficiency
	· Identifies relationship of basic facts and states general principles and can determine step-by-step procedures for doing the competency.

· Performs most parts of the competency.  Needs help only on hardest parts.  

· Requires limited supervision.

	3
	Advanced Knowledge and Proficiency
	· Analyzes facts and principles and draws conclusions about the subject to include why and when the competency must be done and why each step is needed.  Can predict outcomes.

· Performs all parts of the competency.  Needs only a spot check of completed work.  

· Requires little or no direct supervision.

	4
	Superior Knowledge and Proficiency
	· Can evaluate conditions and make appropriate decisions as related to resolving problems. 

· Performs competency quickly and accurately with no direct supervision and is able to instruct and supervise others.  
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