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County of San Bernardino

ON DEMAND PAY

FAX COVERSHEET


The On Demand Pay Fax Coversheet is used to transmit On Demand Pay Requests via fax rather than interoffice mail or personal delivery to EMACS-Payroll.

FORMS REQUIRED





MANDATORY FIELDS

On Demand Pay Fax Cover Sheet(



All


On Demand Pay Request(


Time Sheet Amendment(


GENERAL INFORMATION

Fax only one (1) copy of the On Demand Pay Request to EMACS-Payroll.  EMACS-Payroll will notify the payroll specialist if additional documents are needed.

Do not send the original On Demand Pay Request to EMACS-Payroll if it has been sent by fax.

PAYROLL specialist RESPONSIBILITIES

· Complete the On Demand Pay Request and a Time Sheet Amendment 
· Fax all documents to EMACS-Payroll

· Retain originals in department file
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