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County of San Bernardino

PAY STATEMENT

REQUEST FOR DUPLICATE


The Pay Statement Request for Duplicate is used to request a duplicate copy of an employee’s Pay Statement.

FORMS REQUIRED

MANDATORY FIELDS

Pay Statement Request for Duplicate(
All

General Information

An employee may request a duplicate Pay Statement from EMACS-Payroll or print it from Self Service on EMACS if it was not received by interoffice or U.S. mail, lost or destroyed.

Free Pay Statements
Pay Statements may be reprinted at no cost by going to Self Service on EMACS.  The path to Self Service is: Home – Self Service – Employee – View – View Paycheck.  The most current paycheck will show on the screen.  For prior paychecks (from January 1999 - Present) click on View a Different Paycheck and make a selection.

Duplicate Pay Statements
The fee is $9.00 per duplicate effective July 1, 2013
The duplicate Pay Statement will not be released or mailed until a payment is received.  Payment must be submitted at the time the Pay Statement is requested.  Payments must be sent to EMACS-Payroll.  Payment may be made by check or money order, payable to the Auditor-Controller/Recorder/Treasurer/Tax Collector.  Payments made in cash must be in exact change.  Under no circumstances should a cash payment be sent to EMACS-Payroll via interoffice mail.

Employees may complete the Pay Statement request form and pay by cash payment but must have exact change.  Under no circumstances should a cash payment be sent via interoffice mail.  

Note: Processing time is dependent upon volume.  Requests will be processed within 5 business days of receipt.

PAYROLL SPECIALIST RESPONSIBILITIES

· Verify the most current form has been submitted

· Audit for completeness

· Update home/mailing address on the Personal Data panel, if applicable

· Ensure check or money order payment is attached to Request, as applicable

· Retain copy for department file

· Forward original to EMACS-Payroll
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