TIMESHEET OR OTHER GROSS PAY CORRECTIONS FOR MONTHS PRIOR TO NOVEMBER

Will this
correction
generate a
gross negative?

Will employee fully
repay negative by
12/31?

Complete a
“Return of
Overpayment”
form. Send with
payment to OSPS
by Dec Run 2.

\/\

& Make

changes in
Has December > JES January pay
Run 2 final period.
closed?

Will you be
requesting a
manual check
before noon on
12/317

NO

Do not make OSPA correcting entries.
Compute gross minus FICA as amount to be
collected. When fully recovered, work with
Kathyron Parsons to produce a Corrected W-2,

Is this a current
employee?

Make OSPA
changes in
the
<4+ December
pay period.

v

Make OSPA changes
in the November pay
period. Set P010
dates for 11/30. Set
November P190
corrective.

Send e-mail or
P010 fax to OSPS
marked “please
set PO10 dates”

and indicate which
dates to set.

Make
2\ changes in

January pay
period.

Is this a current
employee?

Make OSPA changes
in the November pay
period. Set P010
dates for 11/30. Set
November P190
corrective.

Print corrected
November P370.

Fax to OSPS.

Make OSPA
changes in

> the
December
pay period.

4

Fax screen print of
error to OSPS with
“please make
entry” and your
signature.

Print corrected
December P370.
Fax to OSPS
marked “please
set P010 dates”.

\/\
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