Timecard Correction Request

For Previous Pay Period
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	Employee Name:
	
	Employee #:
	

	Department Name:
	
	Department #:
	

	Manager Name:
	
	Phone #:
	

	Pay Period Begin:
	
	Pay Period End:
	

	Manager’s Signature: ** Required if Faxing
	                                                                           

	Describe Change Required:
	


	Add or Delete Reported Hours for a Specific Date(s)

	ADD/DELETE
	DATE
	PAY CODE
	HOURS

	Example:     ADD
	1/4/15
	CLH – Comp Lv Earned for Holiday
	8

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EMAIL to: Finance, Payroll (financepayroll@montgomerycountymd.gov )

Or FAX: 240-777-8843

NOTE:  The correction will appear on the Historical Edit tab (Manager View only) in the Pay Period that when processed and in the grid of the original pay period as a shaded transaction.
FOR PAYROLL TEAM ONLY
1) Date Processed Effective Date: ___________________________ By: ___________________

2) Include in MCtime totals for:


[image: image1] Totals for effective date, current pay rate equals historical pay rate


[image: image2] Impact Accruals (use only when Leave codes are affected)

 

Leave boxes blank if the correction was made in HRMS, and just updating MCtime



[image: image3] Sent confrimation email: Correction Completed
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