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Initiate Process Record Report

1. Department emails
Controller supporting 

documentation for adjustment 
in advance

3. Payroll  
generates pay 

adjustment audit 
report and takes 

anything > $25,000 
to Controller

4. Controller  
reviews 

documentation and 
audit report

5. Department  
works with 

Controller to get 
documentation 

needed

9. Attempt 
to get

approval 
until Day 12 
of process

10. Reject pay
adjustment and 

return to 
department for 
processing in a 

future pay period

8. Review 
and approve 

pay 
adjustment 

audit

11. Pay Adjustment
processes into 

employee’s gross 
pay for current pay 

period

2. Department enters 
adjustment in PHR with 

notes

Questions?

6. Controller  
approves pay

adjustment by 
signing audit report 

or email 
confirmation

No

Approval 
Received?

7. Controller
Approval Received

Yes

No

Yes

No

No

Yes
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