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1. Department must make

sure PHR Appointment has 

been approved reflecting back 

dates for which advance is 

being requested. 

4. Payroll Services review

information for accuracy and 

forward request to the 

Working Fund to be 

processed.  Forms must be 

received by 1:00 p.m. for 

same day processing.

7. Requestor or employee goes to
Working Fund to pick up advance.

5. Working Fund 

generates a pay 

advance check and calls 
the requestor listed on 

the form when ready.  

No advances will be 

issued prior to the pay 

day in which they were 

due to the employee.

6.  Payroll Services 

enter the pay advance 

amount into PHR to 

process the recovery as 

an offset to the pay 

adjustment being 

processed that pay 

period.

2. Department enters and

approves pay adjustment 

for the gross amount due 

employee.

3. Department faxes to
Payroll Services a screen shot 

of the pay adjustment and a 

completed pay advance and 

recovery form for 60 % of 

gross pay due, before COB on 

Day 10 of processing period.
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