
	[image: image1.jpg]unitin
] | ]

HUMAN RESOURCE
SERVICES





	The responsibility for the integrity of the Payroll Bureau Service will remain with Human Resource Services of Uniting Resources (HRS). To ensure HRS can meet a high standard of data integrity please insure all data requested on relevant forms are completed, is correct and has been verified.   

	Process that needs to be completed for New Ministers

	Yes/No 

	I have signed and fully completed the “Request New Total Remuneration Package for Ministers” Document. 
	

	Minister’s Personal & Bank Details Document has been completed & Signed by the Minister.
	

	Ensure Minister has filled out and signed Tax File Declaration Form with employers section completed by the organisation.
	

	Ensure New Minister Deduction Document (if applicable) has been signed by Minister and authorised by organisation
	

	Ensure all details have been completed & signed by New Minister.
	

	Ensure all details have been checked & verified by the Organisation’s authorised representative.
	

	Ensure that copies of all documents attached to this checklist  have been kept for organisations and Minister’s records to enable the organisation to fulfill their legal obligations.
	

	I have attached to this checklist, a copy of the Ministers Personal & Bank Details form, a copy of New Total Remuneration Package for Ministers, a tax declaration form with the employer sections filled out by the organisation and Minister deduction form (If applicable).

	

	It is essential that: all the above criteria has been met prior to sending any information to the Payroll Bureau Service as New Minister’s can not be processed until Payroll receives;

· Signed copy of this Check List with all criteria met. 

· Signed copy of New total remuneration package document. 
· Signed copy of the Personal & Bank Details document.  

· Signed copy of the Tax File Declaration form with the employer section filled.
· Signed copy of the Minister Deductions Document (If applicable) 

All documentation be sent together all at once so that the Payroll Bureau Service can ensure that all the criteria has been fulfilled. You as the organisation keep a record of documents sent so that you can fulfill your legal obligations. HRS will accept an email from the authorised representative with all documentation, including this checklist, attached. 

	Date:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  
Name (Print):_ _ _ _ _ _ _ _ _ _ _ _  (Must be Authorised Representative)
Signature:_ _ _ _ _ _ _ _ _ _ _ _ _ _
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Any queries regarding this document should be directed to Human Resource Services, Uniting Resources,

NSW Synod Telephone: (02) 8267 4369 Fax (02) 8267 4225 or e-mail lenaa@nsw.uca.org.au  


