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’ PAYROLL GALGULATION /

"Act as an expert payroll manager. You have to
determine the monthly gross and net salary for 50
employees. An employee puts in 160 hours a month
at $25 per hour. Subtract 5% of state taxes, 10% of
federal fees and taxes, and $200 from benefits.
Provide a table displaying each employee's salary,
total reductions, and net compensation."
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=" OVERTIME CALGCULATION [

" Act as an expert payroll manager. You have to
calculate overtime pay for 10 workers who worked
more hours this week. The normally hourly rate is $20
and overtime is paid at 1.5 times the normal rate. 6
employees have worked 4 hours in overtime and 4
employees have worked 6 hours in overtime list each

employee overtime payment.”
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=" TAX COMPLIANCE [

"You are an experienced payroll manager. You need
to create a step-by-step checklist to guarantee
compliance with payroll taxes for a company with 100
employees. Add tasks like calculating federal and
state taxes, keeping tax records and submitting
quarterly reports. Explain why each step is
important.”
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=" PRYROLL POLICY [
CREATION "

“Write a clear and simple payroll policy for a
company with 50 employees, as you are a
professional payroll manager. Include topics like
payment schedules, overtime rules, tax reductions,
and how to handle payroll disputes. Use friendly,
easy-to-understand language while maintaining
authority."
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-* EMPLOYEE SALARY [
ADJUSTMENT "

"As an expert payroll manager. It is your duty to craft
an email to inform an employee about a salary
adjustment due to a recent promotion. Include the
new salary, the effective date, and the reason for the
increase. Keep the tone professional and positive and
use friendly easy to understand language."
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=" ANNUAL PAYROLL [
REPORT "

"You are a professional payroll manager. You need to
generate an outline for an annual payroll report. Add
key sections like total salaries paid, tax deductions,
benefits costs, overtime payments, and payroll
processing fees. Provide concise explanations for
each section."
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~-="> PAYROLL EXPENSE
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FOREGASTING [

"As an experienced payroll manager. You need to
help me in creating estimation for payroll expenses
for the next 6 months. Assume 20 employees earning
$30/hour working 40 hours per week. Include costs
for taxes (15%) and benefits (10% of gross pay).
Provide a monthly breakdown. The tone of the
response should be professional and friendly."
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CHEGKLIST

" As a seasoned payroll manager, it is your duty to
create a hiring checklist related to payroll. Include
tasks like collecting tax forms, setting up direct
deposit, and explaining deductions. Make sure the
list is detailed and easy to follow."
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~-="> PAYROLL ERROR
=" RESOLUTION ;o

"As a professional payroll manager. You need to write
a script for resolving a payroll error where an
employee was underpaid by $100. Include steps like
apologizing and explaining the cause, and make sure
the correct payment is processed quickly. The tone of
the response should be apologetic."

Www_promptstopia.com




~-="> TIME TRACKING ~
,‘ / '

"Act as an experienced payroll manager. You need to
design a way for tracking employee work hours to
ensure correct payroll calculations. Add options like
using software, manual timesheets, or biometric
systems."
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~-="> PAYROLL AUDIT
- CHECKLIST ;o

“As a payroll manager. You must send the HR
department an email alerting them about a new
payroll law. According to the new law, employees
who work more than 32 hours each week must be
paid overtime. The email needs to specify when the
new law will go into effect, who it will affect, and
what needs to be done.”
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~<""> COMPLIANCE
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UPDATE ;o

"You must send the HR department a formal email as
the payroll manager informing them of a new
overtime payroll rule. The rule applies to workers who
work more than 35 hours a week. Enclose the
effective date, who it is applicable to, and what
changes are to be adopted. The email should be in a
professional tone."
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~-=> DIRECT DEPOSIT
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SETUP

"As a payroll manager. Provide a detailed guide on
how to set up direct deposit for employee payroll.
Include information on what documents are needed,
how to verify account details, and common mistakes
to avoid. The tone of the response should be
informative and also list the due date for documents
submission. "
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~-="> PAYROLL SOFTWARE
=" SELECTION

"As a skilled payroll managing expert. List the top
features to look for when selecting payroll software
for a small business with 20 to 25 employees. Include
reasons why each feature is important for efficient
payroll management."
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BONUSES :
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"You are an expert at handling payroll, and you must
draft a message informing every employee of their
end-of-year bonuses. Include how bonuses are
calculated, when they will be paid, and how to collect
their bonuses. Keep the tone appreciative and clear
while being thankful to everyone for their efforts."
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~=~"> PAYROLL
- COMMUNICATION ;o
FAQ |

"As a payroll manager. Create a FAQ document for
employees about payroll. Include common questions
like 'How is my pay calculated?', How do | proceed if |
see a mistake?', and 'How do | update my bank
details?' Provide simple answers for each. The tone of
the response should be informational and the
wording should be in easy-to-understand language. "
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~""> HANDLING PAYROLL

4

DISPUTES

“Write a step-by-step process for resolving payroll
disputes between HR and employees. Include steps
like documenting the issue, reviewing records, and
communicating the resolution. Also find the reason
of the dispute and resolve it with justice."
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~-="> PNYROLL BUDGET

4

PLAN PROMPT

"As a payroll manager, you must assist in developing
a payroll budget plan for a business with thirty
people. Add places for regular salaries, overtime,
benefits, and taxes. Provide percentages for each
category and explain how to distribute funds
efficiently."
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