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UNITING CHURCH IN AUSTRALIA SYNOD OF NSW AND THE ACT

	MINISTER DATA DOCUMENT CHECKLIST 



1. This checklist will be used to ensure all relevant data has been provided by the organisation as part of its responsibilities in the cutover of your organisation’s payroll function to the Uniting Resources Payroll Bureau Service.
2. All data documents must be completed and attached to the Data Document Checklist to ensure that all criteria on the checklist has been completed for each Minister who is to be entered on the Payroll Bureau Service System.
3. If the required documentation is not provided the Payroll Bureau Service will not be able to enter Ministers onto the system.
4. As record keeping is part of the organisation’s legal obligation to Ministers it is also essential that the organisation keeps copies of all documentation provided to the Payroll Bureau Service.
5. The authorised representative of the organisation must complete and sign this checklist and attach with all other relevant data for cutover.

6. Completed forms are to be sent to:

Payroll Bureau Service – Uniting Resources

PO Box A2178 Sydney South NSW 1235

P:  (02) 8267 4369

F:  (02) 8267 4225

E: lenaa@nsw.uca.org.au

7. Process is between the authorised representative of the organisation and the Payroll Bureau Service

	Name Minister:
	

	Name of Organisation:
	

	PROCESS THAT NEEDS TO BE COMPLETED FOR THE CUTOVER OF EACH MINISTER
	YES / NO

	Minister Data Document One has been fully completed and any relevant material attached where applicable.  Form must be signed by Authorised Representative.
	

	Minister Data Document Two has been fully completed and signed by the Minister and returned to Authorised Representative.
	

	Minister Data Document Three if applicable has been completed and signed by both the Minister and authorised by the Authorised representative.  Please ensure this information clearly states whether deductions are pre or post tax and the nature of the deductions.
	

	Completed and signed Tax File Declaration Form with the employer’s section to be completed by the Authorised Representative.
	

	A copy of all this documentation has been kept for the organisation’s records in order for the organisation to meets its legal obligations.
	


	PROCESS THAT NEEDS TO BE COMPLETED FOR THE CUTOVER OF EACH MINISTER
	YES / NO

	This Checklist has been checked; all requirements have been met; and all the above documentation is attached to ensure the correct information necessary for cutover to the Payroll Bureau Service has been provided.
	

	Workers Compensation Document please ensure this document is only completed once for the entire organisation and attached with completed data documents.
	

	Payroll Authorisation Document please ensure this document is only completed once for the entire organisation and attached with completed data documents.
	

	UFS Account Details please ensure this document is only completed once for the entire organisation and attached with completed data documents.
	

	Payroll Fee Deduction Documents please ensure this document is only completed once for the entire organisation and attached with completed data documents.
	


	Name of Authorised Representative (please print)
	

	Signature of Authorised Representative
	

	Date:
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