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Special Payroll Checks

Payroll warrants and direct deposits are issued through the regular monthly, semi-monthly and bi-weekly pay cycles.  However, if an employee does not receive their payment as expected in one of these regular pay cycles due to late hiring paperwork or late time card, it may become necessary for the department to request a special payroll check.  Special payroll checks are issued to correct problems or omissions from the regular payroll cycles.  Bi-weekly and semi-monthly paid employees typically will not receive a special payroll check since they benefit from increased frequency of pay periods.

Special payroll checks will only be processed for wages due of $50.00 or more.

To receive a special payroll check, a Special Payroll Check Request form must be initiated by the department, signed by the unit administrator and submitted to the Human Resource Services (HRS) office by the 8th of the month.  Each department is granted a (2) check maximum on special payroll check requests for an academic year.  Once a department exceeds this maximum there will be a $25.00 service charge to the requesting department for each additional special payroll check requested.  Special payroll checks will not be issued for Extra Compensation.

Employees must present their valid photo ID when picking up their check in the HRS office- Lommasson 252.  Special payroll checks are not mailed and cannot be direct deposited.  Special payroll checks are available after 1:00 PM on the 15th of the month, if the 15th falls on a Saturday, Sunday or holiday they are available on the day closest to the 15th. 
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