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Processing steps for an alternative pay check.
1.  The agency HR office determines that an employee did not get a paycheck as they should have.  The agency HR office should calculate the pay using Central Payroll’s alternative pay calculation spreadsheet found on the Central Payroll website.  
2.  The agency HR office contacts DoHR Technical Services, provides the alternative pay calculation spreadsheet, and requests that the employee be paid by an alternative pay check in the amount of the calculation.  The agency HR office should also provide a review of why the employee did not get a paycheck.   
3.  The agency HR office also notifies Division of Accounts, Chief of Accounts of the need for an alternative pay check and the above documentation. 
4.  DoHR approves the alternative pay and notifies the agency and Division of Accounts, Chief of Accounts.  The agency shall attach the approval as documentation along with the signed promissory note form (indicating the employee will repay the NET pay amount) and the spreadsheet to the request for payment.
5.  Division of Accounts, Chief of Accounts provides the promissory note form and procedures to the agency HR office and the agency fiscal office, if necessary.

6.  Agency HR office contacts the employee, explains the process below and obtains the employee’s signature on the completed promissory note for NET pay.

7.  Agency fiscal office prepares a payment (a single payment) to the employee via the financial system, indicating how the payment should be delivered (either by agency hand-delivering, agency overnight delivery, mailing).  Documentation for the payment should include the signed promissory note, the spreadsheet calculation, and the DoHR approval of the payment.  If the handling is different from postal service handling, the payment tab of the AP voucher should indicate RA – Return to agency.  The default is RG – regular handling through postal services.  This payment should be recorded as a Category 1 expenditure against the agency’s departmental budget.
8.  Employee repays the alternative check amount to the agency fiscal office on the following payday.  By this payday the approvals and documentation should have been corrected or provided so that the paycheck amount will include the missing amount determined in Step 1 above, as well as the employee’s regular pay for that pay period.  Agency HR personnel should discuss this process with the employee.  Depending on the size of the missed paycheck, the employee’s taxes may adjust for that one pay period and be greater than usual with a regular paycheck.  The system computes taxes on the gross amount and if it is great enough to put the payment in another tax bracket, it will compute it in accordance with the tax schedules.
9.  Agency fiscal office will deposit the employee’s repayment check as soon as possible on payday to avoid any further collection efforts.  

