








I. PURPOSE
The purpose of this FSSP is to document the processing of payroll correcting an Employee Time Sheet Error or an Administrative Payroll Processing Error.

II. PROCEDURES
Employee Time Sheet Error

An Employee Time Sheet Error is an error in the number of hours recorded on the Employee’s time sheet.  It is the Employee’s responsibility to keep an accurate record of hours worked.  When a Facilities Services Employee signs his/her timesheet, the Employee is certifying that the record of hours on the time sheet is true and correct.   If an Employee realizes that their time sheet is not correct, the Employee shall notify their Supervisor.  The Supervisor shall notify the Payroll Clerk that an Employee Time Sheet Error has occurred and submit a corrected time sheet.  The Payroll Clerk shall research the situation.  If the Payroll Clerk determines that an Employee Time Sheet Error has occurred, the Payroll Clerk shall process a correction to the Employee’s payroll as soon as feasible depending when the Payroll Clerk is notified during the payroll-processing period.   

If an Employee is absent when their time sheet is due, the Employee should make every effort to contact their Supervisor regarding the disposition of their time sheet. It is the Employee’s responsibility to reach a member of Management regarding their time sheet.  If the Supervisor is not available, the Employee should contact the Manager.  If the Manager is not available, the Employee should contact the Director.  The Supervisor or whomever the Employee reached may decide to submit the time sheet without the Employee’s signature to the Payroll Clerk to meet the payroll-processing deadline.  The time sheet should reflect that the Employee was not available to sign the time sheet and note Management’s contact with the Employee to verify the hours worked.  The Supervisor is responsible for having the Employee sign the time sheet as soon as he/she returns to work.  If the Employee realizes an error on the time sheet when he/she signs the time sheet upon their return to work, the error will be considered an Employee Time Sheet Error. The Payroll Clerk shall process a correction to the Employee’s payroll as soon as feasible depending when the Payroll Clerk is notified of the error during the payroll-processing period.  In general, a hand drawn check shall not be requested to process a correction to the Employee’s payroll due to an Employee Time Sheet Error.  

The Employee is ultimately responsible for maintaining an accurate record of hours worked and relaying this information as necessary to his/her Supervisor or another representative of Management in the event of an absence when the time sheet is due.  

Exceptions

Any exceptions to the processing of a payroll correcting an Employee Time Sheet Error as outlined here shall be addressed by the Employee’s Director in an e-mail to the Payroll Clerk copied to the Associate Vice Chancellor for Administration and Finance – Facilities.           

Administrative Payroll Processing Error

An Administrative Payroll Processing Error is an error involving the processing of a properly executed time sheet.  An executed time sheet is a complete, signed, and proofed time sheet submitted to the Payroll Clerk by the payroll-processing deadline. An Administrative Payroll Processing Error has occurred if an Employee’s payroll does not accurately reflect pay for the hours indicated on a properly executed time sheet.  An Employee shall make their Supervisor aware that an Administrative Payroll Processing Error has occurred.  The Supervisor shall notify the Payroll Clerk that an Administrative Payroll Processing Error has occurred and provide the Payroll Clerk with the name of the Employee, Social Security Number, payroll period, and brief explanation of error.  The Payroll Clerk shall research the situation.  If the Payroll Clerk determines that an Administrative Payroll Processing Error has occurred, the Payroll Clerk will request a hand drawn check at the earliest convenience of the Comptroller’s office to correct the Employee’s payroll.  If the Administrative Payroll Processing Error results in a small dollar value AND both the Payroll Clerk and the Employee are in mutual agreement, the Payroll Clerk may forego the request for a hand drawn check and process a correction to the Employee’s payroll in the next regular payroll-processing.  

Exceptions

Any exceptions to the processing of a payroll correcting an Administrative Payroll Processing Error as outlined here shall be addressed by the Employee’s Director in an e-mail to the Payroll Clerk copied to the Associate Vice Chancellor for Administration and Finance – Facilities.     

Management’s Responsibility

The Payroll Clerk is responsible for processing the information as presented on the time sheet.  An executed time sheet requires a signature by the Employee’s Supervisor.  Management shall NOT put the Payroll Clerk in a position requiring that the Payroll Clerk assume the role of Supervisor in obtaining or verifying information on a time sheet.   The only notation a Payroll Clerk should make on a time sheet is to correct a calculation. 

Supervisors should stress to Employees the necessity of maintaining an accurate record of hours worked.  Supervisors should provide any assistance necessary to make accurate record keeping an essential component of the Employee’s responsibilities.      
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