
FI 15 
Supplemental payroll request 

Clear form 

Instructions 
Follow the procedures in 11-19: Payroll overpayments and underpayments 
and submit the completed form to the Payroll Help Desk before noon on the 
Tuesday after the regular payday. Payroll will review the request against the 
emergency guidelines. If approved, Payroll will issue the payment the Friday 
after payday using the employee’s chosen payment method in Vantage 
Payroll. 

Emergency criteria 
A payroll error qualifies as an emergency if the amount is more than $100, the 
employer caused it, and waiting until the next payday would cause undue 
financial hardship for the employee. To determine financial hardship, consider 
the size of the error compared to the employee's total paycheck and how 
much time is left until the next payday. 

In the box below, explain why the situation qualifies as an emergency: 

Employee information 
Name: EIN: 

Agency: Phone #: 

Address: 

Payroll information 
Dept name: Division: 

Pay period: Unit: 

Distribution code: Preparer: 

Date: 

To get help, contact us: Submit a ticket to our help desk 
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Payroll information 

Pay type Hours Hourly rate Amount 

Total hourly pay 

Other pay type Amount 

Total other pay 

Gross pay 

Check information 

Complete this section only if the employee is paid by check in Vantage Payroll. 

Disbursement method: 

Mail check 

Pick up check (this option must be requested in advance) 
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Approval 

Agency payroll 
I have read and understand state finance policy 11-19: Payroll 
overpayments and underpayments. I have reviewed the form in its entirety 
and certify that the amounts entered are due and payable to the employee. 

Name Signature 

Date 

State finance approver 

Name Signature 

Date 
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