
OUT-OF-CYCLE PAYROLL CHECK REQUEST FORM

Department : Department #:

Today's Date: 

Employee Name: Employee ID#: 

Sworn EE's Only

DATE IN LUNCH OUT LUNCH IN OUT HOURS TRC

Sat

Sun

Mon

Tues

Wed

Thur

Fri

Sat

Sun

Mon

Tues

Wed

Thur

Fri

DATE

EARNING 

CODE HRS/UNITS DATE LEAVE TYPE HOURS

1 Employee Terminated

2 New hire paperwork not received in time for processing

3 Hours incorrect or not submitted

4 Payroll/HR processing error

5 Other

Signature: Print Name

Contact Phone #

Comments:

  Processed By :  _________________________________________ Date Completed : _____________________

EMAIL TO:  FIN-PAYROLL PROCESSORS

FORM MUST BE SIGNED BY DIRECTOR

For FIN-PAYROLL (FINANCE) Use Only

Director's Signature

Reason for Request: (Circle all that apply)

Supplemental Pay(s)

Late Leave Request

"Leave Cards Must be In System & Approved"

PROVIDE CORRECTED AND/OR MISSED PUNCHES ONLY - INDICATE AM OR PM

Approved Denied 

Load to Off-cycle Load to On-cycle 

*Please allow up to 48 hours for processing*

Payroll will Notify the Department and/or Employee when the Check is Prepared for Pick-Up

seland
Text Box
Form Completed by:


seland
Line


	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text32: 
	Text33: 
	Text34: 
	Text35: 
	Text36: 
	Text37: 
	Text38: 
	Text39: 
	Text40: 
	Text41: 
	Text42: 
	Text43: 
	Text44: 
	Text45: 
	Text46: 
	Text47: 
	Text48: 
	Text49: 
	Text50: 
	Text51: 
	Text52: 
	Text53: 
	Text54: 
	Text55: 
	Text56: 
	Text57: 
	Text58: 
	Text59: 
	Text60: 
	Text61: 
	Text62: 
	Text63: 
	Text64: 
	Text65: 
	Text66: 
	Text67: 
	Text68: 
	Text69: 
	Text70: 
	Text71: 
	Text72: 
	Text73: 
	Text74: 
	Text75: 
	Text76: 
	Text77: 
	Text78: 
	Text79: 
	Text80: 
	Text81: 
	Text82: 
	Text83: 
	Text84: 
	Text85: 
	Text86: 
	Text87: 
	Text88: 
	Text89: 
	Text90: 
	Text91: 
	Text92: 
	Text93: 
	Text94: 
	Text95: 
	Text96: 
	Text97: 
	Text98: 
	Text99: 
	Text100: 
	Text101: 
	Text102: 
	Text103: 
	Text104: 
	Text105: 
	Text106: 
	Text107: 
	Text108: 
	Text109: 
	Text110: 
	Text111: 
	Text112: 
	Text113: 
	Text114: 
	Text115: 
	Text116: 
	Text117: 
	Text118: 
	Text119: 
	Text120: 
	Text121: 
	Text122: 
	Text123: 
	Text124: 
	Text125: 
	Text126: 
	Text127: 
	Text128: 
	Text129: 
	Text130: 
	Text131: 
	Text132: 
	Text133: 
	Text134: 
	Text135: 
	Text136: 
	Text137: 
	Text138: 


