INTEROFFICE MEMORANDUM

Date:
May 31, 2005

To:  
All DOC Staff
From:
Martha McDaniel, DOC Budget Office

Sally Judd, DOC Personnel Records


Debra Leno, DOC Payroll


Brenda Thurau, DOC Accounting

Subject:
Process for Payroll Corrections
The purpose of this memo is to provide a standardized process for requesting and processing of payroll corrections.  The problems we have faced in the past, is that some folks were unaware of the proper procedure for making a request to correct a payroll transaction.  In addition, when corrections were made, not all parties were notified of the change.  It is our hope that this process will outline an easy to follow procedure to request a payroll correction and also ensure that all appropriate parties are part of the process.
The process is as follows:

1. When a need for a payroll correction is identified, the “requestor” would fill out the first section of the attached form.  They would then send the form to their Budget Analyst in the budget office.  If the “requestor” is unsure as to whom their Budget Analyst is, they can call Martha McDaniel at (503) 945-0994 to find out.

2. Once the form is received in the budget office, the Budget Analyst will make the appropriate adjustments to their budget projections.  The Budget Analyst would then sign and date the second section of the form and send the form to the appropriate Personnel Records Analyst.
3. Once the form is received in personnel records, the Personnel Records Analyst would make the appropriate adjustments in the personnel records.  The Personnel Records Analyst would then sign and date the third section of the form and send the form to the appropriate Payroll Analyst. 

4. Once the form is received in payroll, the Payroll Analysts would make the appropriate adjustments in the payroll system.  The Payroll Analyst would then sign and date the fourth section of the form.  At this time the Payroll Analyst would also send copies of the form to the budget office and to the cost center manager(s).  Because payroll can only make adjustments for up to 3 prior months, if additional months need correcting, payroll will also send a copy of the form to accounting.

5. Once the form is received in accounting, the Accountant would make the appropriate adjustments in the accounting system.  The Accountant then attaches the form to the accounting adjustment (journal entry) as back-up and files in the accounting section files.
