
PAYROLL SERVICE AGREEMENT

GCVS UNDERTAKES TO:

1) Calculate gross and net pay as per client’s submitted information and instructions

2) Process client’s payroll and preparation & issue computerised payslips

3) Make payment of net pay to employees’ bank account via BACS

4) Maintain appropriate payroll and attendance records for each of your employees based on the information supplied to GCVS

5) Issue employee documentation to comply with all statutory requirements

6) Make statutory payments to Inland Revenue and third parties as required

7) Send reports to Inland Revenue on a monthly and end of year basis  

8) Provide the client with cumulative quarterly statements

9) Invoice clients for GCVS service charges quarterly in arrears

THE CLIENT UNDERTAKES TO:

1) Submit all payroll information in line with the GCVS pay date table supplied to you on an annual basis. 

2) In line with Inland Revenue‘s Real Time Information requirements, all New Start Forms must be accompanied with a current P45, or completed P46 if employee is unable to provide a P45.

3) With regards to employee attendance; confirmation in writing of the nature of the information to be supplied to GCVS (e.g. timesheets, absence forms etc.). If timesheets are not used then the client undertakes to supply GCVS in writing any changes to an employees pay from the information contained in the new start form (again this information is to be supplied in line with the GCVS pay date table).

4) Confirmation in writing of your signatories and authorisation process. Any change to signatories and/or authorisation processes must be confirmed in writing to GCVS by the authorised contact.

5) Deposit within your designated bank account held ‘in Trust’ at GCVS sums sufficient to cover 2 payroll payments, and agree to keep this topped up by Standing Order to ensure sufficient funds available to pay staff wages, Inland Revenue costs and any other costs including GCVS service charges. Please note that we cannot pay wages unless there are sufficient cleared funds within your account as per the GCVS pay date table

6) To provide GCVS with written notification (fax or letter) of any changes to the payroll / staffing/ conditions of employment as and when these occur. This notification is to be signed in accordance with your authorisation process mentioned in (3) above

7) Scrutinise all payslips before distribution to employees to ensure that you are in agreement with the information contained within them in line with the pay dates

8) Pay to GCVS the fee for services rendered. Payment will be processed once a quarter by transferring the appropriate amount from your account with us.

This agreement may be terminated at any time by either party giving to the other no less than four weeks prior written notice. 

Termination of this agreement shall be without prejudice to the rights and obligations of either party which may have accrued to the date of termination. Upon termination the clients will take all necessary action to notify their staff as appropriate.

Signed for GCVS (Name, position and date)

………………………………………………………………………………………….

Client Agreement (Please complete)
Client Name (Please Print)…………………….…………………………….………

Client National Insurance Number (Mandatory).……………………………..……

Client Signature……………………………………………………………….………

Date…………………………………………………………………………………….

