MARK ONLY ONE:

 FORMCHECKBOX 
   Current Correction

 FORMCHECKBOX 
    Prior Period Adjustment
                                   OKLAHOMA STATE UNIVERSITY
                               TIMESHEET CORRECTIONS AND

                                PRIOR PERIOD ADJUSTMENTS
                                     FOR THE BIWEEKLY PAYROLL

The following entries are corrections to the current biweekly pay period or adjustments to prior pay periods.  Only one type of entry, current period correction, or prior period adjustment is permitted on a single form.  The entries are supported by timesheets or timecards maintained by the department.  The following entries have been reviewed by the Department Head, Director, or other authorized individual, as noted by the signature below. (Instructions on the reverse side).

	HOME DEPARTMENT #
	HOME DEPARTMENT NAME
	
PAY PERIOD
FROM:
TO:

	
	
	
	


	
	HOURS  WORKED
	ANNUAL
	SICK
	COMPENSATORY
	OTHER
	
	TOTAL

	
	WEEK 1
	WEEK 2
	TAKEN
	TAKEN
	EARNED
	TAKEN
	APPROVED
	HOLIDAY
	HOURS


	NAME:


	CWID:


	ASSGN CODE:



	
	.
	.
	.
	.
	.
	.
	.
	.
	.

	EXPLANATION:



	NAME:


	CWID:


	ASSGN CODE:



	
	.
	.
	.
	.
	.
	.
	.
	.
	.

	EXPLANATION:



	NAME:


	CWID:


	ASSGN CODE:



	
	.
	.
	.
	.
	.
	.
	.
	.
	.

	EXPLANATION:



	NAME:


	CWID:


	ASSGN CODE:



	
	.
	.
	.
	.
	.
	.
	.
	.
	.

	EXPLANATION:



	NAME:


	CWID:


	ASSGN CODE:



	
	.
	.
	.
	.
	.
	.
	.
	.
	.

	EXPLANATION:



	NAME:


	CWID:


	ASSGN CODE:



	
	.
	.
	.
	.
	.
	.
	.
	.
	.

	EXPLANATION:




	PREPARED BY:
	PHONE
	DEAN/DIRECTOR/DEPARTMENT HEAD APPROVED:
	PAYROLL USE:

	
	
	
	


GENERAL INSTRUCTIONS:
1. This form may be used to report current period corrections OR prior period adjustments.  Do not include both transaction types on a single form.

2. Indicate the type of transaction, current period correction or prior period adjustment, by marking the proper box in the upper right hand corner on the face of the form.

3. Enter the home department number, name, and the pay period from and to dates in the spaces provided.  For example:
	HOME DEPARTMENT #
	HOME DEPARTMENT NAME
	PAY PERIOD

FROM:  
TO:

	AA D0401
	Human Resources
	11/02/02
	11/15/02


Only include information from a single pay period on a form.  The pay period dates are printed on the Biweekly Schedule of Deadlines available from Personnel Services/Payroll, 409 Whitehurst.

4. The name, social security number, and assignment code (ASSGN CODE) is entered on the form as it appeared on the original timesheet.  The assignment code is a unique identifier for each employee’s assignment.  The assignment code is listed on the timesheet and consists of a single letter followed by a three digit number, such as Q404, X412, P510, etc.

	NAME:

                  John Doe
	SSN:

               123-45-6789
	ASSGN CODE:

                              Q404


5. Enter the hours worked, leave taken, etc., in the appropriate columns provided.  The TOTAL HOURS column is the sum of the hours entered on the line.

6. Enter a brief explanation of why the correction or prior period adjustment is necessary.  This entry provides documentation and justification for the entry.  Typically, this is reviewed by auditors during the periodic payroll audits.

7. Enter the name of the person preparing the form in the space provided.  The form must then be signed by an individual designated as being responsible for approving normal timesheet entries.

8. Deliver the completed form to Personnel Services/Payroll, 409 Whitehurst.  Deadlines are periodically posted.  If you have questions call Payroll  4-6372.

9. IMPORTANT! Incomplete or incorrectly completed forms WILL NOT BE PROCESSED. These forms will be returned to the orginating department. If you have questions, call Payroll.  The best source of information on processing payroll forms is the payroll forms seminar that is held each semester.

Note: Current period corrections and prior period adjustments will be included in the Report of Biweekly Pay, commonly known as the Wage Report; however, the hours reported will not be reflected on the Completed Time Reports or the on-line timesheets.

ITEMS SPECIFIC TO CURRENT CORRECTIONS.
1. The hours entered on this form as corrections to the current pay period WILL REPLACE ALL time reported via the standard timesheets.  Be sure to enter all hours that need to be paid.

ITEMS SPECIFIC TO PRIOR PERIOD ADJUSTMENTS.
1. Hours entered as a prior period adjustment are an increase or (decrease) in hours previously reported and paid. For instance, if an employee was paid for 37 Hours worked in Week 1 in the previous pay period but should have been paid for 38 Hours Worked in Week 1, one (1) hour would be reported in Hours Worked in Week 1

2. If prior period adjustment hours reported in either Hours Worked Week 1 or Week 2 would have resulted in overtime being calculated if orginally reported correctly, enter an asterisk(*) next to the hours reported. For example, Hours Worked in Week 1 were orginally reported as 38 hours but should have been 42 hours.  The following prior period adjustment would have been made:

	
	HOURS  WORKED
	ANNUAL
	SICK
	COMPENSATORY
	OTHER
	
	TOTAL

	
	WEEK 1
	WEEK 2
	TAKEN
	TAKEN
	EARNED
	TAKEN
	APPROVED
	HOLIDAY
	HOURS

	
	4.00*
	.
	.
	.
	.
	.
	.
	.
	4.00

	EXPLANATION:

42 hours should have been reported in week 1 instead of the 38 originally reported.


3. A prior period adjustment to REDUCE hours previously reported can be processed as long as the reduction in hours is less than or equal to the number of hours reported in the current period.  To report a reduction in hours (negative amount), enclose the hour in parentheses ( ). If Hours Worked Week 1 or Week 2 are reduced resulting in the loss of overtime previously calculated.  Indicate this by placing an asterisk (*) next to the prior period adjustment.

	
	HOURS  WORKED
	ANNUAL
	SICK
	COMPENSATORY
	OTHER
	
	TOTAL

	
	WEEK 1
	WEEK 2
	TAKEN
	TAKEN
	EARNED
	TAKEN
	APPROVED
	HOLIDAY
	HOURS

	
	(4.00)*
	.
	.
	.
	.
	.
	.
	.
	(4.00)

	EXPLANATION:

38 hours should have been reported in week 1 instead of the 42 originally reported.
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