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County of San Bernardino

PAYROLL ADJUSTMENTS APPROVAL

(More than 13 Pay Periods Prior)


The Director of Human Resources (HR) or designee must authorize payroll adjustments to correct any payroll error or omission for instances arising more than thirteen (13) pay periods prior to the request for payroll adjustment.

FORMS REQUIRED
MANDATORY FIELDS

Payroll Adjustment Approval Request(
All

For General Information

All retroactive additional pay requests for more than 13 pay periods prior, must be approved by HR.

Note:  Approval is not required for any adjustments of leave without monetary value

PAYROLL SPECIALIST RESPONSIBILITIES

· Complete a Payroll Adjustment Approval Request and attach the original Payroll Adjustment.

· Retain copies for department file

· Forward to department Human Resources Officer (HRO) for recommendation

· Upon recommendation by department HRO, forward to the Director of HR for approval. Refer to department guidelines for individual procedures.
Note:  If request is denied at any level, refer to department guidelines for further action.
DISTRIBUTION GUIDELINES

HR will forward the approved original to EMACS-Payroll for processing and copies will be sent to the department HRO and the department payroll specialist.

RELATED forms/PROCEDURES

FLSA Worksheet Multiple Positions(
Payroll Adjustments(
Time and Labor Claim (TLC)(
Time and Labor Report (TLR)
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