Payroll Adjustment Form

Key Menu Options

The following information corresponds to the drop-down menus located on the Payroll Adjustment Form.  

	Pay Cycle:  
	What payroll is employee paid from?

	
M1 - Monthly
	Paid on the last working day of the month. Faculty and exempt-status positions.

	
S1 – Semi-Monthly
	Paid twice per month on the 15th and last working day of the month. Non-Exempt positions and graduate students receiving a stipend.

	
S2 – Student
	Student Payroll – Hourly paid undergraduate student positions. For student payroll pay dates see Payroll’s web site:
http://www.brown.edu/Administration/Controllers_Office/payroll/paydates.html


	
W1 – Weekly
	Paid every Thursday week. Limited Duration Payroll employees and hourly paid employees.


	Action:  
	Which action best describes the reason for the adjustment?

	Action 008 – Addition to Pay
	· Overtime - See Overtime (Policy 40.031) & FLSA Regulations

· Correction to Pay - Correct error in previous paycheck

· Bonus  
-  Code 190 for Bonus to be included in employee’s paycheck; 



-  Code 630 - separate check with the scheduled paycheck (Policy # 40.044)

· Work performed in another department 

· Promotion - Retro promotional increase was effective in previous pay period(s)

· Equity - Retro equity increase was effective in previous pay period(s)

· Higher-level Work - Work performed a higher level than employee’s standard position (refer to Policy 40.043)

	Action 013 – Reduction in Pay
	· Reduction in Hours – Employee’s schedule changed and Personnel Action Form was not submitted in time for payroll deadline.

· Correction to pay
· Note:  Hours equals 1.0; Gross Amount equals Total Reduction.


	Earn Type:  
	What earn type corresponds to the Action/Reason?

	  001 – Regular Salary
  010 – Regular Hourly (Weekly)
	Employee’s regular pay/salary.

Employee’s regular earnings paid weekly/hourly.

	  020 – Straight Overtime
	Straight time for hours worked above regular schedule.

	  030 – OT - Time & Half
	1.5 times employees regular pay rate 

	  040 – OT – Double
	2 times employees regular pay rate. 

	  070 – Vacation
	Unused vacation pay out.

	  180 – Special 
Assignment
	Special assignment or higher-level work. 

Form: no hours needed, lump sum amount only in “gross amount”

	  190 – Special Pay/Bonus
	Code 190 for Special Pay or Bonus to be included in employee’s paycheck. Also for taxable moving expenses). 

Form: no hours needed, lump sum amount only in “gross amount”

	  630 – Separate Check
	Code 630 for to run a separate check with the scheduled paycheck. (Policy No. 40.044)  Form: no hours needed, lump sum amount only in “gross amount”

	  710/720 – Student Pay
	710 – Student Pay Academic Year; 720 – Student Pay Summer


	Account & Subcode:  (Required Field – 10 digits)
	Type in 6 digits, plus account Subcode (e.g., 1010 – Exempt/Administrative) For more info., http://www.brown.edu/Administration/Controllers_Office/accounting/subcodes.html 


	Explanation:  (Required Field)
	Briefly explain reason for Payroll Action Form.  Attach supporting documentation, if necessary.  Include all calculations.


	Routing Instructions:

Required  -  Before submitting Payroll Adjustment to the Payroll Office for processing  make sure appropriate office has approved adjustment.
	 BioMed Depts: BioMed Payroll, Box G-A3

Faculty:  Faculty Personnel Office, Box 1944
5-Ledger Accts:  Office of Sponsored Projects, Box 1929
All Others:  Payroll Office, Box 1873








