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       Administration & Finance

         Policy & Procedure
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Issuing Office:  Human Resources 

       

 Policy Number: FY14-HRS-002-01
Policy Name:   Alternative Payroll Checks
Original Date Issued:  February 9, 2005
Revision #:  01
Last Update: July 26, 2013
Purpose of Policy: To define when an alternative payroll check will be drawn
Applicable to:  All university employees 

Definitions: 
Alternate payroll check: A check drawn on a University account to pay an employee only in the event of an error or delay in the timely delivery of a payroll check.
Eligible Event: An alternative payroll check will be drawn only when there is:
· An unreasonable delay in processing a new employee;

· An error in payroll processing; or

· An error in reporting time and attendance.

Policy: Employees who do not receive a timely or accurate University payroll check may obtain an alternate payroll check up to the net amount of any gross earnings during the period for which the alternative payroll check is sought (or the difference between the net amount of any gross earnings and the net amount of an erroneous University payroll check, if issued).
NOTE: THE UNIVERSITY DOES NOT GRANT ADVANCES AGAINST FUTURE EARNINGS.
Procedure: 
Hourly and Student Employees

The department employing an hourly and/or student employee must submit either an Hourly (Positive Employee) Timesheet or a Student (Positive) Timesheet (which is located on the HR Website under the forms section) http://www.umb.edu/hr/forms_instructions/forms to the Human Resources Office. The timesheet must reflect the hours that the hourly or student employee had previously worked during the current or past pay period. The timesheets must be signed by the Department Head or official designee for the department. 
The department informs the Human Resources Office if the employee needs an alternative paycheck. The Human Resources Office (Payroll Manager or other designated Human Resources personnel) will verify the gross earnings and payroll deductions during the period for which the alternative payroll check is sought. Human Resources Office will then prepare an Alternative Payroll Check Form for up to 70% of the employee’s earnings in the current or past pay period.

The Payroll Manager and/or any other designee that has prepared the form cannot also sign the Alternate Payroll Check Form.  All Alternative Payroll Check Forms must be approved by the Assistant Vice Chancellor for Human Resources or his/her designee or by the Vice Chancellor for Administration & Finance. 
The Human Resources Office will notify the employee when he/she may go to the Human Resources office to sign the Alternative Payroll Check Form. Employees who seek an alternate payroll check must agree that this is not a loan or a prepayment of any sort, but rather an alternate paycheck. Further, the employee agrees that Human Resources shall automatically deduct this amount from the paycheck issued to him/her in the following week unless other arrangements have been authorized by Human Resources. The employee agrees that subsequent paychecks may be withheld by Human Resources upon violation of this policy. 
The employee will then bring the signed Alternate Payroll Check Form along with picture identification to the Bursar’s Office located in the Campus Center, 4th floor, Room 4300.

Faculty and Staff
The department must verify that the Human Resources Office has a current Personnel Action form on file in their office. The department must also inform the Human Resources Office that the employee needs an alternative paycheck. 

The Human Resources Office will then prepare an alternative payroll check form for the employee. The Payroll Manager or other designated Human Resources personnel will verify the gross earnings and payroll deductions during the period for which the alternative payroll check is sought. The Human Resources Office will then prepare an Alternative Payroll Check Form for up to 70% of the employee’s earnings in the current or past pay period.

The Payroll Manager and/or any other designee that has prepared the form cannot also sign the Alternate Payroll Check form. All Alternative Payroll Check Forms must be approved by the Assistant Vice Chancellor for Human Resources or his/her designee or by the Vice Chancellor for Administration & Finance.

The Human Resources Office will notify the employee that he/she may go to the Human Resources office to sign the Alternate Payroll Check Form. Employees who seek an alternate payroll check must agree that this is not a loan or a prepayment of any sort, but rather an alternate paycheck. Further, the employee agrees that Human Resources shall automatically deduct this amount from the paycheck issued to him/her in the following week unless other arrangements have been authorized by Human Resources. The employee agrees that subsequent paychecks may be withheld by Human Resources upon violation of this policy.
The employee will then bring the signed Alternate Payroll Check form along with a picture identification to the Bursar’s Office located in the Campus Center, 4th floor, Room 4300.

Process for reconciling alternate payroll checks

The Payroll Manager or other designated Human Resources personnel will deduct the amount of the alternate payroll check during the pay period in which the earnings upon which the alternative payroll check was calculated is reported and reconcile any such deductions with the Bursar’s Office.

The Payroll Manager will prepare a quarterly report of all alternative payroll check activity.

Oversight Department: Human Resources
Responsible Party within Department: Assistant Vice Chancellor, Human Resources; Payroll Manager, Human Resources
Monitoring:  Payroll Manager, Human Resources
Authority:  Human Resources
Human Resources          
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