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REWRITE NOVEMBER DUE TO TERMINATION

After November Run 2 has processed, but before Run 2 payday, you are 
notified of a termination.

Their pay has already been produced with November Run 2's pay date.

YES

NO

NO

NO

YES

YES

Is November 
check still 
accurate?

Are any wages 
or payoffs due 
for December?

PROBLEM:  Cannot 
cancel November Run 2 
check because when 
December runs, it will 
calc November into next 
year and repay the 
entire month.

Is November 
check still 
accurate?

Consolidate all prior wages and 
corrections into December.

(Cannot have a prior corrective 
on a December term.)

Set November P010 
check dates as 11/30/xx.

Set November P190 
corrective.

Complete a Reverse 
Employee Check 
form.

Send cancelled 
check and form to 
OSPS for processing.

Complete a Vendor 
Check Rewrite form 
made payable to the 
employee for 
November wages.

Send cancelled check 
and form to OSPS for 
processing.

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, note “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:  If it is past the ACH stop date for November 
Run 2, wages cannot be recovered and will stand as 
is with amounts and dates as originally transmitted.


