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REQUEST FOR OFF-CYCLE PAYROLL PROCESSING

	Agency Name:
	     
	
	Cost Center #:
	     

	HRG making request:
	     
	
	phone:
	     

	Employee Name:
	     
	
	PERNR:
	     

	Pay Period for which the off-cycle is paying  or making the adjustment:
	     


Agency has asked the employee if he or she can wait until the next payroll for this payment   FORMCHECKBOX 
  YES    FORMCHECKBOX 
  NO

Reason for request (check all that apply):
 FORMCHECKBOX 
  Timesheet Correction


 FORMCHECKBOX 
  Block 50 not paid on reg cycle (explain why below)

 FORMCHECKBOX 
  Schedule caused incorrect pay

 FORMCHECKBOX 
  Full Pay not paid on reg cycle (explain why below)
 FORMCHECKBOX 
  Reversal/Repay/Strip Requested

 FORMCHECKBOX 
  Pay Correction Due to Late Approval of Action
 FORMCHECKBOX 
  Reversal/No Reissue/Strip Requested
 FORMCHECKBOX 
  Final Payout not on reg cycle (explain why below)
 FORMCHECKBOX 
  Previously Submitted; Correcting


Additional Information (or explanation):        
     
     
If this request is for a reversal, please indicate the NET amount of the payment being reversed so we may identify the payment for reversal.  
	Amount:  ___________       FORMCHECKBOX 
  Check or    FORMCHECKBOX 
  EFT
If this off-cycle is due to a change or error in data entry (for example, time or master data), please make certain all updates are complete before submitting.   Failure to make changes or corrections or to indicate what changes have been made by the submission deadline may result in delay, error, or rejection of request. Please indicate below what data has been updated (for example, base pay, time, etc.) or write NONE.
     


	FOR PERSONNEL CABINET USE ONLY:



	 FORMCHECKBOX 
 Approved

	 FORMCHECKBOX 
 Rejected

	Date Sent to Batch Processors:
	     
	Reason:      

	Date of Off-Cycle:
	     
	

	Agency HR Administrator Name:
	     
	was notified on:
	     

	through:
	 FORMCHECKBOX 
email/ FORMCHECKBOX 
 telephone/  FORMCHECKBOX 
other FORMCHECKBOX 


	By:
	     
	Date:
	     


PC/DHRA/DEM
08/01/11

