Paycheck Advance Request Form

Paycheck advances are limited to one at a time and not more than two advances in a calendar year.  

The amount requested cannot exceed 50% of net pay for exempt staff and 1 week net pay for non-exempt staff.

The completed form should be mailed to the Payroll Dept (mail stop J1-09) for approval and processing.  Payroll will issue the check/deposit on Friday of the following week.  The payroll check/advice form will be mailed to the employee’s check location.

	Name:

	Payroll Number:

	Amount Requested:


I agree to a deduction of the advance amount requested above from my next pay check.

 Staff Member Signature
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