08  |  PAYROLL AND SCHEDULING
Pay Information
Record approved compensation data for authorized payroll, labor-cost, and workforce analysis.
AI source document control
	Organization
	[REPLACE: Official organization name]
	Document ID
	[REPLACE: Unique identifier]

	Document owner
	[REPLACE: Name and role]
	Approval status
	[REPLACE: Draft or Approved]

	Effective date
	[REPLACE: YYYY-MM-DD]
	Last verified
	[REPLACE: YYYY-MM-DD]

	Next review
	[REPLACE: YYYY-MM-DD]
	Sensitivity
	[REPLACE: Public, Internal, Confidential, or Restricted]

	Authoritative source
	[REPLACE: Controlling system, policy, or owner]
	Escalation owner
	[REPLACE: Role and approved contact route]



AI configuration directives
	DOCUMENT PURPOSE
	Use this document as the approved source for pay information information.

	APPROVED AI USES
	[REPLACE: Exact questions, outputs, decisions, or workflows this document may support.]

	PROHIBITED AI USES
	[REPLACE: Decisions, disclosures, calculations, or actions the AI must not perform.]

	AUTHORIZED AUDIENCE
	[REPLACE: People or roles permitted to receive answers derived from this document.]

	CONFLICT RULE
	If this document conflicts with another approved source, do not choose between them or combine the conflicting statements. Escalate to the document owner.

	MISSING INFORMATION RULE
	Do not infer, estimate, or invent missing facts. State that the approved source does not contain the answer, then follow the documented escalation route.

	RESPONSE RULE
	Use only approved statements from this document. Preserve qualifications, limitations, dates, and exceptions. Do not convert guidance into a guarantee.

	CITATION RULE
	When citations are supported, identify this document title and the applicable section or record.

	ACTION AUTHORITY
	[REPLACE: Answer only, draft for review, recommend, or take a specifically approved action.]



Required preparation before AI upload
VALIDATION: Replace every bracketed instruction with approved content.
VALIDATION: Delete unused rows, blank sections, drafting notes, and this preparation section.
VALIDATION: Use one fact, rule, exception, or record per row whenever a table is provided.
VALIDATION: Use explicit names, dates, units, thresholds, owners, and conditions. Avoid undefined terms such as usually, soon, appropriate, or as needed.
VALIDATION: Separate mandatory rules from preferences and examples.
VALIDATION: Keep each exception next to the rule it modifies.
VALIDATION: Do not include passwords, secrets, private keys, unnecessary personal data, or information outside the approved AI use case.
VALIDATION: Set approval status to Approved only after the designated owner validates the content.
VALIDATION: Upload only approved source documents, and remove duplicate or obsolete copies from the AI knowledge source.
Completion guidance: Treat this template as confidential. Restrict access, use employee IDs where possible, and exclude banking or tax-identification information.
Compensation roster
	Employee ID
	Position
	Pay type
	Rate or salary
	Pay frequency
	OT eligible
	Standard hours
	Effective date

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]



Additional compensation
Include commissions, bonuses, shift differentials, tips, allowances, and other incentive compensation.
	Employee ID or role
	Type
	Calculation
	Eligibility
	Approval required
	Effective dates

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]

	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]
	[REPLACE]



Compensation controls
Authoritative source
Identify the system or signed record controlling compensation.
[REPLACE: Enter approved source content. Delete this instruction before upload.]
Approval authority
List who may approve starting pay, changes, incentives, and exceptions.
[REPLACE: Enter approved source content. Delete this instruction before upload.]
AI access and use restrictions
Define permitted calculations and prohibited disclosures.
[REPLACE: Enter approved source content. Delete this instruction before upload.]
Retention
State how exports are stored, reviewed, and destroyed.
[REPLACE: Enter approved source content. Delete this instruction before upload.]
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