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DECEMBER TERMINATIONS (NOT TRANSFERS)

YES

NONO YES

Print corrected 
P370.  Fax to 

OSPS with 
December’s P370 
to create a manual 

check..

Has November 
Run 2 closed?

Has December 
Run 1 
processed?

NO YES

Make corrections in the 
appropriate month if still 

listed on P190.

If not listed on P190, 
make corrections in the 
December pay period.

See Flow 
Chart for Late 

December 
Terms

Check P370 for 
previous month 
activity.

Are there any 
corrections 
needed?

Consolidate all 
corrections into 

December.

(Cannot have a prior 
corrective on a 

December term.)

Process as normal from this point, providing you will deliver a check 
to your employee by end of business on 12/31.

If requesting a manual check, write “Please enter P010 dates” on the 
request.  If not requesting a manual check, fax a P010 screen print or 
e-mail OSPS the OR# with dates you want on the final dates fields.

NOTE:  This chart presumes you have been 
notified of the resignation in time to meet the 
noon manual check deadline on 12/31.  If it is 
after that time, the employee will be paid in 
the new year so no further action is required.


