
 
 

 

Payroll Management Action Items 
 
 

 
Payroll Processing 

• Action Item: Implement Payroll Software 

o Deliverable: Set up and configure advanced payroll software to manage and process payroll 

remotely. Includes system integration, user access setup, and data migration. 

• Action Item: Conduct Payroll Data Entry and Verification 

o Deliverable: Enter and verify employee payroll data, including hours worked, deductions, and 

benefits, ensuring accuracy before processing. 

• Action Item: Process Payroll and Generate Paychecks 

o Deliverable: Execute payroll processing to calculate and disburse employee salaries, generate 

electronic pay stubs, and issue paychecks or direct deposits. 

• Action Item: Implement Security Measures 

o Deliverable: Establish and enforce security protocols for payroll data handling to safeguard 

sensitive employee information and ensure compliance with data protection regulations. 

• Action Item: Provide Payroll Reports and Documentation 

o Deliverable: Create and distribute detailed payroll reports, including earnings statements, tax 

summaries, and payroll summaries to relevant stakeholders. 

 

 Tax Filing 
• Action Item: Prepare Tax Documentation 

o Deliverable: Compile and prepare all required tax documents, including W-2s and 1099s, 

ensuring accuracy and completeness. 

• Action Item: File Taxes Electronically 

o Deliverable: Submit electronic tax filings to federal, state, and local agencies, adhering to 

deadlines and regulations. 

• Action Item: Monitor Tax Compliance 

o Deliverable: Review and monitor changes in tax laws and regulations, updating payroll practices 

and systems as needed to maintain compliance. 

• Action Item: Provide Tax Filing Reports 

o Deliverable: Generate and distribute tax filing reports to management, summarizing all tax-

related activities and filings. 
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• Action Item: Address Tax Issues and Audits 

o Deliverable: Handle any tax-related issues or audit requests promptly, providing necessary 

documentation and explanations as required. 

 Compensation Queries 
• Action Item: Set Up Compensation Support Channels 

o Deliverable: Establish communication channels for addressing employee queries related to 

payroll and compensation, such as email support, chat, or phone lines. 

• Action Item: Develop FAQs and Support Resources 

o Deliverable: Create and maintain a comprehensive FAQ section and support resources to assist 

employees with common compensation questions and issues. 

• Action Item: Respond to Employee Queries 

o Deliverable: Provide timely and accurate responses to employee inquiries regarding payroll and 

compensation, ensuring clarity and resolution. 

• Action Item: Resolve Payroll Discrepancies 

o Deliverable: Investigate and resolve any discrepancies or issues reported by employees, making 

necessary corrections and adjustments to payroll records. 

• Action Item: Review and Improve Compensation Support 

o Deliverable: Collect feedback on the compensation support process, analyze performance, and 

implement improvements to enhance service quality. 

 
 
 
 
 
 
 
 
 

To avail of our professional services kindly contact hello@consultareinc.com or call 1-202-982-3002. 
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