MANUAL CHECK REQUEST

503/4/Central Payroll       (FAX: 503-988-6939)

ISSUE MANUAL CHECK TO:

	 Name:______________________________________________
Termination Date:_______________________

 Emp/SAP #:_________________________________________
Dates to be Paid:________________________




REASON FOR CHECK:

	· Final
(
( Personnel action entered?
(  Benefits informed?
(  Timekeeper informed?
· Underpaid
(
( Timekeeper informed?  (Time must be entered and approved; ‘Note’ added to entry)
· Not Paid
(
( Timekeeper informed?  (Time must be entered and approved; ‘Note’ added to entry)
· Other  (EXPLAIN)
________________________________________________________________________
(
All personnel, benefit & time data must be entered & approved by 10:00am the day a check is issued.



CHECK DISTRIBUTION:
	
Date needed:
________________________
· DISTRIBUTE with Dept. paychecks on next regular payday
· MAIL to employee’s home address
· EMPLOYEE WILL PICK UP at Central Payroll, Multnomah Bldg. (
· Pick up by: (if someone other than employee)(__________________________​​​​________________________









(Name)                                                         (Phone #)



(Person picking up check will be asked to show ID.



AUTHORIZATION:

	
Completed by:_________________________________________
Phone #:___________________________


Approved by:__________________________________________
Phone #:___________________________





	  Special instructions for Central Payroll: _________________________________________________________

  ___________________________________________________________________________________________





Rev. 6/04   YELLOW FORM
	(
FEDERAL AND STATE LAWS REQUIRE FINAL CHECKS BE MADE AVAILABLE ON ANY EMP’S LAST   DAY IF EMP IS DISCHARGED OR IF EMP HAS GIVEN AT LEAST 48 HOURS NOTICE.


	· This form must be received by Central Payroll by 10:00am to have a check issued the same day.

· Checks are available after 4:00pm.


