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PAYROLL ADVANCE

     
      
Full Name (print)
Datatel ID #   
Phone number/extension:      

Requirements for payroll advances:

1.
Payroll advance request must be in the Human Resource Office prior to the 
15th of the month.

2.
Approved payroll advance will be paid on the 20th of each month.
3.
Maximum two payroll advances each calendar year.

4.
Maximum payroll advance amount is one-quarter of the estimated monthly gross wages (taxes will be withheld from advances).
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I request a payroll advance of $       against my next payroll check.


I am a (check one):

Full-time

     
                      
Part-time

     

Other (specify)
      

Please hold payroll advance for pickup in HR:                  Yes        No
Please mail payroll advance to my home address:             Yes        No
Address verification –


My post office box# or street name is      
_________________________________
___________________

Signature
Date
Internal Use Only

_______      Maximum two payroll advances each calendar year.
HR Initials


_______      Maximum payroll advance amount is one-quarter of the estimated monthly gross   
HR Initials   wages (taxes will be withheld from advances).


_________________________________
___________________

Dean / Director Human Resources
Date
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