Payroll Exception Request
(Pending Approval as a University Regulation)
Contact for Info: 
Marjorie Sutton, Payroll Director, (328-4245; suttonm@ecu.edu)
1. Purpose and Scope
Checks produced under this PRR are a means of obtaining funds that represent current salary earnings when, for reasons beyond the control of the individual, a regular payroll check was not issued during the current payroll cycle. This requires an additional BANNER payroll process to run and will normally be done approximately one week after the regular payroll cycle as needed. 

These checks are not meant to cover additional salary payments that the employee might expect to receive because of overtime, shift premium pay, additional temp assignment pay or other amounts that are over and above the employee’s regular earnings. Additional salary payments of this nature should be processed on the next regularly scheduled payroll run. They are not intended as an “advance” on future earnings, but are solely intended to represent regular salary earnings that the employee would have received during the current payroll cycle. 

The Payroll Exception checks are administered through the Payroll Department. 

2.  
Procedure
1. Departments wishing to request a Payroll Exception check must complete the Payroll Exception Request Form. This form is available from the Payroll Department.

2. Signatures on the Payroll Exception Request Form must be the actual signature of the appropriate approval authority (e.g., Department Head, Dean, Vice Chancellor, etc. Proxy signatures or other personnel signing as a “signatory authority” are NOT acceptable for this purpose. Approvers (department head, dean, etc.) are responsible for ensuring that the root cause of the employee’s non-receipt of payroll via the normal payroll process is identified and resolved promptly. Sufficient documentation must be submitted with the Payroll Exception Request Form in order to substantiate the amount of payment that has been earned by the employee during the applicable pay period. The Payroll Department will not approve any payment request for which it cannot reasonably determine the appropriate payment amount.

3. Return the completed form and required documentation to the Payroll Department for immediate consideration and approval. Examples of required documentation follow:

a. Hourly employees, documentation would include the following: 

1. Mass Time Entry form must be attached to the Payroll Exception Request Form 

2. Must have the current assignment set up in Banner via EPAF by the next available payroll 

b. Salary employees, documentation would include the following: 

1. Printed copy of the initiated EPAF must be attached to the Payroll Exception Request Form 

2. Must have the current assignment set up in Banner via EPAF by the next available payroll 

4. Following receipt and approval of the Payroll Exception Request Form, the department will be notified of check availability. 

5. Checks will only be processed once between regularly scheduled payrolls. 

6. A valid picture ID must be presented when the check is picked up from the Payroll Department. Checks may not be picked up by anyone other than the individual to whom the check has been issued, unless prior written instructions have been clearly communicated to the Payroll Office by the payee. 

3. Procedural Questions
Employees with questions regarding the Payroll Exception Request process should contact the Payroll Department.
