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GMYT GROUP LTD PAYROLL GOVERNANCE POLICY SOP

PAYROLL GOVERNANCE POLICY
Document Code: GMYT-HR-PG-001
Policy Owner: Human Resources & Finance Department
Approval Authority: Founder & Group CEO
Applies To: All Employees, Supervisors, Department Heads, HR, Finance, COO and Executive Management.

1. Purpose
The purpose of the GMYT Payroll Governance Policy is to establish a transparent, evidence-based, auditable and performance-driven payroll approval process that ensures every salary recommendation is supported by contractual obligations, measurable performance, approved governance procedures and verified documentary evidence. Payroll approval is therefore a governance process rather than a routine financial transaction. This aligns with GMYT's enterprise performance philosophy that salary decisions are based on Offer Letter obligations, SMART Goals, governance compliance, evidence verification and executive approval.

2. Policy Statement
Payroll shall only be processed after Management confirms that every employee's salary recommendation has successfully completed the Company's approved payroll governance process. Every salary recommendation must be supported by:
· The Employee's signed Offer Letter and approved Job Description; 
· Approved SMART Goals and Key Results; 
· Weekly and Monthly SMART Reports; 
· Attendance verification; 
· Performance Appraisal; 
· Compliance with the Code of Conduct and applicable SOPs; 
· Verified documentary evidence; and 
· The required supervisory and executive approvals. 
Attendance alone does not constitute entitlement to payroll approval. Salary recommendations must also satisfy the Company's governance, performance and compliance requirements before executive authorization.

3. Payroll Governance Principles
GMYT's payroll governance is guided by the following principles:
· Evidence before approval. 
· Performance before payment. 
· Governance before authorization. 
· Verification before executive sign-off. 
· No employee may approve their own payroll assessment. 
· Every payroll recommendation must be independently reviewed before submission. 
· Work Not Documented Is Work Not Performed. 

4. Payroll Approval Process
Every monthly payroll shall follow the sequence below:
1. Completion of Monthly SMART Task Sheets. 
2. Submission of Weekly and Monthly Reports. 
3. Attendance verification and reconciliation. 
4. Supervisor's performance review. 
5. HR governance review. 
6. Payroll computation by Finance. 
7. Verification of SMART evaluations and supporting evidence. 
8. Payroll reconciliation. 
9. Executive review (where applicable). 
10. Final approval by the Founder & Group CEO or designated approving authority. 
11. Salary payment. 
12. Payslip generation and distribution. 
No payroll shall proceed to executive approval where any mandatory review stage remains incomplete.

5. Mandatory Payroll Verification Checklist
Before any payroll recommendation is approved, Management shall verify:
· Offer Letter responsibilities achieved. 
· SMART Goals assessed. 
· Key Results measured. 
· Attendance reconciled. 
· Approved leave records captured. 
· Disciplinary actions correctly reflected. 
· Performance evaluation completed. 
· Supporting evidence verified. 
· Payroll calculations reconciled. 
· Required approvals obtained. 
· No unresolved material discrepancies remain. 

6. Governance Rules
The following governance rules shall apply:
· Payroll recommendations must accurately reflect verified performance. 
· Unsupported performance claims shall not be included in payroll assessments. 
· Payroll recommendations shall not be based upon incomplete SMART evaluations. 
· Payroll shall not be processed using unverified attendance records. 
· Salary recommendations shall not bypass the approved reporting line. 
· Every payroll recommendation remains subject to audit before and after payment. 

7. Payroll Governance Risks
Failure to comply with this policy may expose the Company to:
· Incorrect salary payments. 
· Financial loss. 
· Payroll reconstruction. 
· Audit exposure. 
· Governance failures. 
· Employee disputes. 
· Executive resource diversion. 
· Reputational damage. 
· Operational disruption. 
· Regulatory and legal risk. 

8. Guiding Principle
At GMYT Group Limited, payroll is not merely the payment of salaries—it is the final outcome of a verified governance process. Every salary recommendation must be supported by contractual obligations, measurable performance, documented evidence, governance compliance and approved review procedures before payment is authorized.
Accordingly, no payroll shall be approved until the Company is satisfied that the required verification, review and governance processes have been completed.
This principle is consistent with GMYT's performance governance framework, which integrates Offer Letters, SMART Goals, SOP compliance, evidence verification and governance audits into salary approval decisions.
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